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CHAPTER 1
GETTING STARTED

Getting Started with digitalCAT Software



GETTING STARTED

WELCOME TO digital CAT!

Welcome to the digital CAT User Manual. This chapter
will help you quickly get started on your new software. It
covers the installation of the software as well as how to
get started on your first job. Thank you for using

digital CAT, and again, Welcome!

digital CAT is a 32-bit, Windows-only application. Before
installing Stenovations’ digital CAT software, you may
want to check our list of recommendations.

MINIMUM REQUIREMENTS:

digital CAT only requires that you have Windows 98
Second Edition, Windows ME, Windows 2000, or
Windows XP installed and running on your computer.

MINIMUM RECOMMENDATIONS:

Windows 98 SE:

* 64 megabytes of RAM memory

* 400 MHz Pentium (or 100% Pentium-compatible)
processor

* 100 megabytes of free hard disk space for installing
digital CAT

Windows ME and Windows 2000:

* 128 megabytes of RAM memory

* 400 MHz Pentium (or 100% Pentium-compatible)
processor

* 100 megabytes of free hard disk space for installing
digital CAT
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Windows XP:

* 256 megabytes of RAM memory

* 1 GHz Pentium (or a 100% Pentium-compatible)
processor

* 100 megabytes of free hard disk space for installing
digital CAT

INSTALLATION FROM CD-ROM

You may have received a CD-ROM with this manual. If
so, please follow the steps outlined in the next few
sections to install the digital CAT software onto your
computer.

* Close all programs that may be running on the
computer.

* Place the digital CAT CD, graphic side up, into the
CD drive.

* From the desktop, double-click on the My Computer
icon.
(Note to Windows XP users: If you cannot locate the
My Computer icon on your desktop, it may be listed on
your start menu. Click on the Start button, then single
click on the “My Computer” icon.)

* Double-click on the CD Drive icon.

£

D Crive

+ A window will open, displaying the contents of the CD.
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Contents of
the CD-ROM

Welcome!

Digital CAT Install Diigital CAT digitalCaT Update My Dictionary exe
182b.ExXE Tutorial . exe 192.exe

» Double-click the Install Build icon that has the lowest
number after it. In the example shown above, you
would choose digital CAT Install Build 182b.exe.

The installation process will now begin.

Welcome!

Thiz inztallation program will install Digital CAT.

Press the Mest button to start the installation. Y'ou can press
the Cancel button now if you do not want ta install Digital CAT
at thiz time.

LCancel

Welcome!

This Welcome window is the first window that will appear
on your screen. The following sections will step you
through the rest of the installation screens. When you
have finished the task requested by each window, press
ENTER or click the NEXT button to move to the next
one.

Clicking the BACK button will allow you to return to
previous windows in case changes need to be made
before the software is installed on your computer.

For those who are new to the Windows® environment, we
invite you to look over Chapter 12 for a basic Windows
review.
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Select
Destination
Directory

Digital CAT Installation x|

Select Destination Directory

Please select the directory where Digital CAT files are to be
installed.

C:\Program Files\Digital CAT Browse... |

LCancel |

Select Destination Directory

The “Select Destination Directory” screen, as shown in
the previous image, is the first screen that appears after
the Welcome screen. As this window shows, digital CAT
will be placed on the “C” drive by default. This
destination can be changed to suit your computer’s
internal configuration or merely to meet your personal
preferences. If you are unsure about the correct
placement of the software, please leave it as the default
location.

Changing the Destination Directory
* Press R for the BROWSE button. The Select
Destination Directory window will open.

Select Destination Directory x|

C:'Program FileshDigital CAT | 0K I

% Program Files Cancel |

£ Accessones

£ Adaptec

£ Adobe

7 ahead

£3 Comrmnon Files

3 ComPlus dpplications

£ Digital CAT

£ directs

(£ Dl Mackine ;I
[= e winzooo =]

* Highlight the location or folder where the digital CAT
software should be installed.
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* Press ENTER to save the new destination path and
return to the previous window.

* If you are satisfied with the new destination path, press
ENTER to move to the next installation window.

Digital CAT Installation (X

Keyboard Command File

DigitalCAT allows users to define their keyboard commands.
“We have a list of pre-defined keybaard command files to assist
you in getting started. Just choose your command file from
bielows,

¢ Back Nest » | Cancel |

Choose Keyboard Command

digital CAT comes with several keyboard command setups
to choose from, including the command setups used by
other CAT systems. The digital CAT keyboard is
displayed in the window by default. To select another
keyboard file, click on the down arrow to open the list of
available keyboards. Click the one you wish to use.

Press ENTER to move to the next installation window.

Digital CAT Installation x|

Startup Menu

The installation can place a shart cut to the Digital CAT
Tranzlator/Editor in the Startup Menu, This will cause the
Trarslatar/E ditor to start wheneser windows is started. would
wou like the installation program to automatically do this?

¥ Place Translator/E ditor in Startup Menu

< Back Cancel
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Startup Menu

This window asks if you would like digital CAT’s
Translator/Editor to start automatically each time the
computer is started. This shortcut is quite handy when
writing realtime, since once the Translator/Editor has been
started, you are merely a couple of keystrokes away from
being able to write into a file.

If you are uncertain whether you would like digital CAT to

start automatically, you may leave this setting checked. If
you should desire, this feature can always be disabled at a
later time.

Ready to Install!

“Y'ou are now ready ko install Digital CAT.

Press the Mext button to begin the installation or the Back
buttan to reenter the installation infarmation.

LCancel

Ready to Install

digital CAT is now ready to be installed on the computer.
Press ENTER to begin the installation.

A status bar will appear on the screen showing the
progress of the digital CAT software installation.
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Digital CAT Installation x|

Installation Completed!

The installation of Digital CAT has been successtully
completed.

Press the Finish button ta exit this installation.

< Back

TR Cancel

Installation Completed

When digital CAT has been successfully loaded onto the
computer, the Installation Completed window will appear.

Press ENTER to finish the installation.
The computer should now be restarted to complete the
loading process.

INSTALL UPDATE FROM CD-ROM

Sometimes an update or “build” will be included on the
CD-ROM. The next step of the installation process is to
check the contents of the CD to determine if an update has
been included.

Once the computer restarts, make certain all programs are
completely closed. If the digital CAT Translator/Editor has
automatically opened, press ALT + F4 or ALT + F, X to
exit the application.

Installing an Accompanying Update

* From the desktop, double-click on the My Computer
icon. (Note to Windows XP users: If you cannot locate
the My Computer icon on your desktop, it may be listed
on your start menu. Click on the Start button, then single
click on the “My Computer” icon.)
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Contents of the
CD ROM

» Now double-click on the CD Drive icon.
» A window will open, displaying the contents of the
digital CAT CD that is still located in the CD ROM drive.

B & B

Digital CAT Instal Cigital CAT digitalZAT Update My Dictionary  exe
152b.EXE Tutorial . exe 192, exe

If there is an update file listed, such as digital CAT Update
192.exe in this example, double-click on that icon to have
the latest update installed. The same basic installation
windows will appear on the screen. Continue through the
windows, pressing ENTER to move to the next window, in
order to complete the update.

Once the software update has been loaded, you will be
returned to the CD window.

MY DICTIONARY INSTALLATION

If your dictionary has been converted by Stenovations or
you have received a dictionary with a theory name, it may
also appear in the CD window.

To install the dictionary:

* Double-click on the My Dictionary.exe icon. It may be
named with your name.

 The Self-Extractor window will appear with digital CAT’s
dictionary path designated as the destination folder.

WinZip Self-Extractor - My D

To unzip all files in My Dict.exe ta the specified Unzip

folder pregs the Unzip button,
Run Winip

Browse. . | Close

V¥ Ovenwrite files without prompting

Unzip to folder:
lam FileshDigital CAT \Dictionaries

About

Help

ddid il
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 To change the file’s destination, browse by pressing
ALT + B.
* Press ALT + U to unzip the file.

digital CAT TUTORIAL

There is a program called digital CAT Tutorial.exe located
in the CD-ROM window. This is a DemoShield computer
introduction to the digital CAT software that explains many
aspects of editing, formatting, realtime and transcript
production.

To start this program, double-click on the digital CAT
Tutorial.exe 1icon located in the CD window.

&7

digitalZaT
Tukaorial.exe

You can utilize this program at any time, but the digital CAT
CD must be placed in the CD-ROM drive.

INSTALLING VIA FLOPPY DISKS

To install digital CAT software from a set of floppy disks:

* Close all programs that may be running on the computer.

* Place Installation Diskette 1 into the floppy disk drive.

* Press the Start key from your keyboard or click on the
Start button in the lower left-hand corner of your screen.

* Press R to open the Run window.

2| x|

ﬁ Type the name of a program, Folder, docurment, or

Internet resource, and Windows will open it For wou.

apen: IF\: LI

(0]'4 I Cancel | Browse. ., |

* In the box after “Open,” type “A:” then press ENTER.
This will display the contents of the floppy disk.

* Double-click the EXE file to begin the installation
of digital CAT.
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digital CAT
Transcript Editor

Transcript Editor
Icon

Follow the instructions given on the installation windows,
inserting additional diskettes when prompted to do so.

Once digital CAT has been installed, click FINISH to exit
the installation program.

TRANSCRIPT EDITOR

The following sections of this chapter will guide you
through setting up your software in order to quickly get
you started. All of these settings and options will be
found in the Transcript Editor program. A full description
of these settings as well as many others can be found in
the following chapters of this manual.

You can find and open the Transcript Editor program by

doing the following:

* Click on the “Start” button.

* Put your cursor over “Programs”
NOTE TO WINDOWS XP USERS: Your screen may
say “All Programs.”

 Put your cursor over “Digital CAT”

* Click on “Transcript Editor”

Fie Bt (b Fowed Trwstx Oobwe Took e HEE

0o | | &% & B B0 s|s E] ] | B0 7
= 1

. _'I' Stroke 1 of 0

Fasdy 147% |Fre | Pg: 1(1 Cal: 1 rE

11
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Steno Source
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dialog

TRANSLATE AJOB

Once digital CAT’s Transcript Editor is open, an untitled
file will be displayed. The first options that need to be set
will be those used for translation. Begin by telling the
software what type of machine you use. This can be done
by going to “Steno Source.”

STENO SOURCE

To open the Steno Source screen:

* Press ALT + T to open the Translator menu.

* Press the letter “T” to open the Steno Source dialog, as
shown in the image below.

Steno Source x|

Source Fort
IStentura Fiealtirme d IEDM‘I d [~ Grand-Jean ‘iiter
— Output Text

= ) . Translation Timer  The walue iz in miliseconds. A

Drne Jine at a time =00 walue of zero dizables the timer.

" One translation at a time
— Realtime Backup

[V Trangecript Folder

[ Other Locatian I Browse |
— Disk/Download Backup

¥ Tranzorpt Folder

™| Other Lozation I Browse |

Cancel |

In this window, you will designate the source of your
steno notes.

* Press the first letter of the name of the writer you use.
For example, you would press “S” for Stentura, “F”
for Flash, etc.

» Continue pressing that letter to scroll through the various
options available for your writer. For example, the steno
source for a Stentura writer could be disk, download or
realtime.

NOTE: If you select a realtime or download steno
source, the “Port” box MUST show the communication
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The dictionary order
in the Dictionary
Setup window is
very important.

Place the job
dictionary at the
top, and the main
dictionary at the
bottom of the list.

port, or COM Port, to which the cable will be
connected. For help with determining which COM port
your machine uses, please refer to the Determining Your

COM Port section of Chapter 3, which begins on page
57.

* Once the desired steno source is displayed, press
ENTER to save your changes and close this window.

For more information on the Steno Source window and
the options and settings that it contains, please refer to
Chapter 3: Translating, beginning on page 57.

DICTIONARY SETUP

The next step is to tell the software what dictionaries you
would like to use to translate this job. You can do this by
going to “Dictionary Setup.”

To open Dictionary Setup:
* Press ALT + T to open the Translator menu.
* Press the letter “D” to open the Dictionary Setup dialog.

Dictionary Setup §|

Dictioharies 0K,
ar rnair. dct Cancel

Azterisk Fula
i+ Mone
New | sdd | Edt | Movelp || C FPrefi
" Suffix
On/aff | Remove | Remove Al | ove Diown | " Capitalize
[ Translate inta All Caps [ Usze Mizstroke Rule Advanced Misstroke Fules
[~ Conflict Resolution [ A-An Resolution
[ Numbers Fisolution [ Use-D.-5. Z. G Rule After Theary

I UseD.-5. <. -G Rule Befare Theory

Anzwer after Colloquy [uestion after Calloguy [uesztion after Examination
|ﬁ3«nswer ﬂ |[D0 Mathing] ﬂ |[D0 Mathing) j
Theoary
| Idse |C:\F'mgram Files\Digital CAT YDigitexttm].loc
Commands

|C:\F'mgram Files\Digital CAT%\Fealtime Commands. rem
Blanks Diefine Both Banks Simult, {

efine Both Banks Simul.aneously
Bnswer |5 |

Question | § [ Prefix [ Suffix [ Capitalize Mext

13
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The dictionaries to be used in translating this job must be
displayed on this screen. The MAIN dictionary should
always be at the bottom of the list. The JOB dictionary
should be at the top of the list. You can move a
dictionary higher on the list by using the Move Up button.
You can also move a dictionary lower on the list by using
the Move Down button.

You can have up to ten dictionaries loaded for use during
translation. Any dictionary that will not be used in this job
should be removed from the list. Removing a dictionary
does NOT delete the dictionary, it simply removes it from
the translation list. You can remove a dictionary by
highlighting it and clicking the Remove button or pressing
ALT + R.

If one or more dictionaries need to be added, press the
letter ALT + A or click on the ADD button. The “Add
Dictionary to Translator” window will open.

Add Dictionary to Translator

Look in: | (2 Dictionaries j =k B3~

ﬂ Asbestos, dok

ﬁ Job.dct

ﬂ Main.dct

ﬂ Medical.dct

File rnarne: [
Files of type: | Dictionaries (* dct) | Cancel

Select the dictionary you wish to add, then press ENTER
or click on the Open button. The dictionary will be
placed in the Dictionary Setup window.

Once the correct dictionaries are displayed in the correct
order in the Dictionary Setup window, press ALT + K or
click the OK button to save your changes and close this
window.
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‘\2@2; CAT-TIP

You can change your
recording style to
any of the available
formats at any time.
For information on
doing this, please
see “"Record Style”
in Chapter 2
beginning on page
44,

STARTING TRANSLATION

Now that you have chosen your settings and options, you
can begin translating.

To start a translation:

* Press ALT + T to open the Translator menu.

* Press “S” to Start Translation.

» A Save As window will appear. The current date, time,
and day appears in the File name box as the default
name for the new job. To replace the highlighted file
name with another, simply begin typing the new name.

Save As

Save in: |l‘f} Transeripts j £+ EH-

File name:

02152004 1312 Thursdap.tm
Sawe astype: | Transcripts [* ] -] Cancel

To keep the current name and add extra information, the
witness or case name for example, press the Right Arrow
key and begin typing the additional information.

Press ENTER to save the job with this file name.

The translation process will now begin. If you are
downloading steno notes or reading them from a disk,
you will see them begin to appear on the screen. If you
are translating in realtime, you may now begin writing.

AUDIO SETUP

If you are writing realtime, you will probably want to set
the recording style you wish to use with digital CAT’s

audio-sync features. The recording style MUST be set
before audio can be recorded. Once you begin realtime

15
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Pick a recording
style dialog
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writing for the first time, the “Pick a recording style”

dialog will appear.
Pick a recording style %]
M arne:
I[untitled] d Save Az | Bemawve |
Format: |GsME10 |
Attributes: |‘I1.D25 kHz, Mano Zkbisec o]

Cancel |
Record Style:

Use GSM 6.10 format at 11.025 kHz, Mono.

* Click on the drop-down arrow to the right of the
“Format” box.

 Select GSM 6.10 from the list of available formats.

* Click on the drop-down arrow to the right of the
“Attributes” box.

» Select 11.025 kHz, Mono from this list.

* Press ENTER or click the OK button to save your
changes and close this window.

ADJUSTING YOUR VOLUME

To adjust your volume, you would click on the sound
icon in your system tray.

Windows XP

Windows 98 @_“1 %] ) e 10:00 &M

Double-clicking these icons will open the volume control
dialog. This screen controls the playback volume and will
allow you to easily adjust your volume levels. Simply
drag the sliders up or down the vertical bar to adjust the
volume.
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To adjust your recording volume:

With the Volume Control window open, go to Options.
Click Properties.

In the window that appears, select “Recording”

Click OK.

The Recording Control window will appear. In this
window, Microphone needs to be selected and its
volume up.

i1 Recording Control '._ |E|rz|
Cptions  Help

kano kiser Steren Miser Line In Mizrophone

Balance: B alance: Balance: B alance:

Yolume: Yolurne: Yalume: Yolume:

[]5elect []5elect [ ]5elect Select
Conexant AMC Audio

17
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In order to personalize digital CAT for your writing and
editing styles, you may want to adjust some of your
preferences and settings. Once set, many of these
features will never need to be changed again.

This chapter covers the vast majority of digital CAT’s
customization features. Help with keyboard layouts and
page layouts can be found in Chapters 4 and 7.

Appendix A contains a checklist of all the setup features.
Using this checklist is a convenient way to ensure
completion of all the features, especially if you will be
working on these chapters in more than one session.

TRANSCRIPT EDITOR
ON THE DESKTOP

By placing a shortcut icon for the Transcript Editor on the
desktop, you will be able to open the program quickly by
double-clicking on the icon instead of going through the
Start menu each time.

To Create the Shortcut

« Press the START button in the lower left-hand corner.

« Highlight PROGRAMS, then highlight DIGITAL CAT.

« Right-click on TRANSCRIPT EDITOR to bring up a
menu.

« Highlight SEND TO and select DESKTOP (CREATE

SHORTCUT).
'a'

Transcnpt Editor
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Color Dialog

A shortcut icon will be placed on the desktop. Simply
double-click that icon to launch the program. You may
repeat this process for any other digital CAT program.

COLORS

Transcript Editor allows you to customize the colors of
your screen to suit your individual tastes and preferences.
This also allows you to eliminate the bright glare of a
completely white screen, allowing you to reduce eyestrain.

To adjust the background color of the Editor portion of
your screen:

» Press ALT + V to open the View menu.

» Press C to open the Colors portion of the menu.

« Press ENTER or the letter E to select Edit
Background

» A Color dialog will appear. You may select from any
of the Windows predefined colors, or use the Custom
button to create a color of your own liking. When
finished, simply click the OK button or press ENTER
to accept the change.

LCuztom colors:
| W N W N NNy
EREENENN

Define Custom Colors » >

OF. | Cancel |

21
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To adjust the background color of the Steno portion of
your screen:

» Press ALT + V to open the View menu.

» Press C to open the Colors portion of the menu.

« Press S to select Steno Background.

« A Color dialog will appear. You may select from any of
the Windows predefined colors or use the Custom
button to create a color of your own liking. When
finished, simply click the OK button or press ENTER
to accept the change.

EMEEEEEN
EEEEEEENE

Cuztom colors:;

HEEEEN NN
HEE NN NN

Define Custom Colors »»

] | Cancel |

To adjust the appearance of conflicts and untranslates:

Conflicts and Untranslates appear in your transcript
highlighted and in a different color than the rest of your
text. You may change these colors through the View
menu.

» Press ALT + V to open the View menu.
» Press C to open the Colors portion of the menu.
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« Press C again to toggle between the
Conflict/Untranslate Text and the Conflict/Untranslate
Background.

« Once the item you wish to change has been highlighted,
press ENTER to open the corresponding Color dialog.

« Select a color from the Windows predefined colors or
use the Custom button to create a color of your own
liking. When finished, simply click the OK button or
press ENTER to accept the change.

OPTIONS

You may now wish to set some of the many options
digital CAT allows you to personalize. These options can
help to make your translation better and your editing
quicker. Because you can set some options to “mimic”
another CAT system you may have used, setting these
options may even help you to learn the software.

By pressing ALT + O, you can access the Options menu
in Transcript Editor. If ALT + O is defined in your
keyboard layout as something else, for example Open a
File, simply press and release the ALT key, then press the
letter O.

Options  Tools  Wiew
Options drop-
down menu

Eeyboard. ..
Spell Checker...
Sound Sync...
Sl

CATRI...

Time Stamp...
General...
Document, ..
Editor...

23
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Keyboard Setup

The first item listed under the Options menu is Keyboard.
To activate this menu item, press the letter K, or with it
highlighted, press ENTER. The Keyboard Setup dialog
box will appear. This dialog contains a list of commands
that are used while editing a transcript. Although many
commands come predefined, they can be redefined to suit
your editing style or to match key combinations you may
have already learned while using another system.

Please see Keyboard Setup in Chapter 4, beginning on
page 96 for a more detailed explanation of this dialog and
how to use it.

Spell Checker Options

The spell checker can be modified to ignore specific
categories of words, the types of suggestions it should
list, the errors it should report, and how deep into the
spelling dictionaries it should search when compiling the
suggestion list.

To Set the Spell Check Options:
« Press ALT + O to open the Options menu.
(If ALT + O is defined as a keyboard command for
you, press and release the ALT button, then press O.)
« Press S to open the Spell Checker Options window.
 Place check marks before the operations you would
like.
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Spell Checker
Options

Spell Checker Options

Ignore capitalized wordz

lghore all-caps words

Igrore wards with numbers Cancel
lgnare wards with miked casze
Report doubled words

Caze sensitive

Phonetic zuggestions
Typographical Suggestions
Suggest Split veords

R [

[ Auto corect
| Report spacing erors
[~ Feport double {33, {4} or {C}

[ Confirmation meszage on completion

Sugagestion Search Depth

|
/

Fastest Slaveest

IGNORE CAPITALIZED WORDS:
This option will tell the program to skip words that are
capitalized. Press C to toggle this feature.

IGNORE ALL-CAPS WORDS:

This option will cause the spell checker to skip words that
appear in all caps, such as acronyms. Press A to toggle
this option.

IGNORE WORDS WITH NUMBERS:

This feature will tell the spell checker to skip words that
have mixed letters and numbers. Press N to toggle this
feature.

IGNORE WORDS WITH MIXED CASE:

Checking this option will cause the spell checker to ignore
words that have some capital letters and some lowercase
letters, again such as some acronyms. Press X to toggle
this option.

25
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Spell Checker
Options

Spell Checker, Options

Ignore capitalized wordz

|gnaore all-caps words

Igrore wonds with numbers Cancel
lgnare words with miked casze
Report doubled words

Caze sensitive

Phonetic suggestions
Typographical Suggestions
Suggest Split words

Ol S

[ Auto comect
| Report spacing ermors
[~ Report double {3}, 44} or {C}

I Confirmation meszage on completion

Sugagestion Search Depth

|
/

Fastest Slawwest

REPORT DOUBLED WORDS:

This feature will cause the spell checker to find and report
two occurrences of the same word. To turn this feature
on or off, press D.

CASE SENSITIVE:

Case sensitive makes the spell checker sensitive to
capitalization. For example, the name Dawn is not the
same as the word dawn (meaning before sunrise). Press
the letter E to toggle this feature.

PHONETIC SUGGESTIONS:

This feature will attempt to make spelling suggestions
based upon the phonetic sounds you are trying to create.
To toggle this feature, press P. Please note that either this
option or the next, TYPOGRAPHICAL
SUGGESTIONS, must be turned on for the spell checker
to offer you any suggestions on the spelling of a word.
Press P to toggle this option.
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TYPOGRAPHICAL SUGGESTIONS:

This option will tell the spell checker to suggest words
similar in typing to the word it has found incorrect. For
example, the non-existent word runned may return a
suggestion of runner, since there is only one letter
difference. Press T to toggle this option.

SUGGEST SPLIT WORDS:

This option will allow the spell checker to suggest splitting
compound words into their separate component words.
To toggle this option, press L.

AUTO CORRECT:

Some common spelling errors can be corrected
automatically. For example, the misspelled teh can be
automatically corrected as the word the without the spell
checker notifying you of such a correction. This can help
to correct some of your common typos as well as save
time during a spell check. Press U to toggle this option.

REPORT SPACING ERRORS:
This option will inform you of spacing errors, such as two

spaces between words. Press S to turn this option on or
off.

REPORT DOUBLE {Q}, {A} or {C}:

This option will inform you if you have two question
banks, answer banks, or the same speaker back to back.
Press the letter Q to toggle this feature.

CONFIRMATION MESSAGE ON COMPLETION:
Having this option turned on will cause a message “Spell
Checker Complete” to be displayed at the end of the spell
check. This tells you that no more errors were found. To
turn this feature on or off, you must click the check box
with the mouse.

27
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SUGGESTION SEARCH DEPTH:

For an instantaneous compilation of suggested
replacement words, place the slider bar approximately
20% from the far left side. If you would like more
suggestions to be listed, then slide the bar further to the
right. The deeper the search, the slower the spell checker
will perform.

Press ENTER or click OK to save your changes and
close the window. Pressing CANCEL or clicking the “X”
in the top right corner of the dialog will cause your
changes to be lost.

Sound Sync Properites @

Playback lag time

FPauze jump

Flayback Speed

|17
|17
1.00
o5

K.

Cancel

i

' Reszet

H

[ Scroll Text

Recard Style

|

Sound Sync Properties

Here you can set parameters for the recording and
playback of audio files.

To Set the Sound Sync Properties:

¢ Press ALT + O to open the Options menu.
(If ALT + O is defined in your keyboard setup as
another command, you may need to press and release
the ALT key then press the letter O.)

e Press Y for Sound Sync. The Sound Sync Properties
window will open.
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PLAYBACK LAG TIME:

This 1s the actual time difference, in seconds, between
when a word was spoken and when it was written on
the steno keyboard.

On average:

« For slow speakers, set this to 1.
 For fast speakers, set this to 2.

« For very fast speakers, set this to 3.

PAUSE JUMP:

This 1s the amount of time, in seconds, the audio will back
up, or rewind after you hit the pause command while
listening to the playback.

Press ALT + J to move the cursor to the Pause Jump box.
Enter the amount of time, in seconds, the audio should
back up after hitting pause.

PLAYBACK SPEED:

Altering the speed of the audio playback will not cause
distortion or a change in the pitch. The slide bar can be
moved to the left to slow down the playback, or moved to
the right to speed up the playback. Pressing the RESET
button to the right of this item, or pressing ALT + E to
activate that button, will quickly reset the speed setting
back to its default of one.

SCROLL TEXT:

This box should not be confused with the proofreading
feature of the program. The Scroll Text option should not
be marked during editing. With this option checked, the
screen will scroll along with the playing of the audio.

29
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Pick a
Recording
Style

RECORD STYLE:

The recording style needs to be set before translating
realtime. The first time you begin a realtime translation,
this box will appear. After setting it once, you should
never have to set it again.

There are several recording styles available on each
individual computer. Each of these formats has a
somewhat different level of quality and file size. Setting
this quality/size too high can fill up even a large hard drive
rather quickly. We recommend setting your recording
format to GSM 6.10 and the attributes to 11.025 KHz,
Mono. This is a great combination of high-quality sound
and small audio size. We strongly recommend that you
use this setting.

« Press ALT + R or click the Record Style button to
open the Pick A Recording Style window.

Pick a recording style @

M ame:

v Savess. | |

Fomat  |GSME.10 |

Attributes:  [11.025 kHz, Mana Zkbisec |
ok | Cancel |

+ Click on the down arrow to the right of the Format box.

« Select GSM 6.10 from the list of available formats.

¢ Click on the down arrow to the right of the Attributes
box.

o Select 11.025 KHz, Mono from the list.

» Press ENTER to save your changes.
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;ﬁﬁﬁ CAT-TIP

Please do not change
the time on your
computer! Changing
the time on your
computer clock may
actually terminate
your current
authorization code to
use the software.
Please call support
for assistance in this
matter.

Press ENTER again when finished setting your
SoundSync properties to close the window and save the
changes you have made. Please note that pressing
CANCEL or clicking the X at the top right corner of the
dialog will close the window without saving your
changes.

CIC SETUP

« Press ALT + O to open the Options menu.
(If ALT + O i1s defined as some other command, you
may need to press and release the ALT key, then press
the letter O.)

« Press C to open the CIC Setup window.

Please see the CIC Setup section of the next chapter for a
more detailed explanation of this dialog box.

CATNIP

CATnip is a special program that allows you to write into
any program that accepts text input. Please see the next

chapter for more information on this feature.

TIME STAMP

This option can be used to change the start time of a
transcript. No longer do you have to synchronize your
clock with that of the videographer. Instead of changing
your computer’s clock, you may adjust the beginning time
of a transcript after the fact under the Options menu.

Each steno stroke has a time stamp associated with it.
Although the time stamps can be altered, none of them
will be lost or removed. If you change the starting time,
the other time stamps will be modified accordingly.
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120000 PM
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To change the time stamp:

Make sure that the transcript that you wish to adjust

1S open.

Press ALT + O to open the Options menu.

Press T for Time Stamp. The Time Stamp Options
window will open.

Use the Up and Down Arrow keys to change the hour,
or type in the new hour.

Press the Right Arrow key to move to the minutes.
Use the Up and Down Arrow keys to change the
minutes, or type in the new minutes.

Press the Right Arrow key to move to the seconds.
Use the Up and Down Arrow keys to change the
seconds, or type in the new seconds.

Press the Right Arrow key to move to the AM/PM.
Use the Up or Down Arrow key to change to AM/PM.

When finished setting the new starting time, press ENTER
or click the OK button to save the change and close the
window.

General Options

The General Options window allows you to set many of
your realtime preferences. Place check marks in front of
the options you would like to use.

To open the General Options window:

Press ALT + O to open the Options menu.

(If ALT + O is defined as a keyboard command, you
may need to press and release the ALT button, then
press the letter O.)
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General
Options

» Press G for General Options, and the General Options
dialog will open.

General Options E|

<

[ Lowercase Dictionary Entries

Auto Save Every | § minutes

Auta Unpause Audio During Bealtime

<

[v Scroll Screen Duning Bealtinme

<

Auto Becard Audio During R ealtime
Auto Stop Audio After | 180 seconds

[v Float Caret During B ealtire

5 lines from bottarn

<]

[v Auto Durnp Buffer [v Create Job Dictionary when starting new transcript
I Print test without color and there are l"l— dictionaries

[ Allow Duplex Printing [ DOnnew transcrpt load dictionaries from termplate
[ Spit Screen Dunng Realtime [v Treat > az Tab

Dictionarny Folder

Microzoft Bookzhelf/Encarta ‘World Dictionan Location

| C:AProgram Files\Digital CAT\Dictionaries Browse

Tranzcript Folder

| C:AProgram Files\Digital CAT\Transcripts Browse

F.eyboard File

| ClProgram FilesiDigital CAT\digitalCAT .kbd Browse
e

| C:\Program Files\Microsoft Encarta\Encarta Referenc Browse

]84 | Cancel |

LOWERCASE DICTIONARY ENTRIES:

This option will cause all dictionary entries to be made in
lowercase letters, even if you are using the uppercase
alphabet.

SCROLL SCREEN DURING REALTIME:

This option will make the screen “scroll” along as you are
writing realtime. The text being entered will be visible at
the bottom of the screen. This option should be used in
conjunction with the next option, Float Caret During
Realtime.
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FLOAT CARET DURING REALTIME:

If the caret is “floating” during realtime, it will be at the
end of the text displayed. Placing a check mark in this
box will float the caret and keep it at the end of the text
being written.

The number in the box will determine where the cursor is
placed. A default value of O lines from the bottom will
keep the cursor at the bottom of the text at all times.

If this box is not checked, it will remain at the position
where it was last placed. It is important to make sure this
option is turned off if someone is attempting to edit the
transcript while you are writing.

AUTO DUMP BUFFER:

This option will tell the program to dump any text located
in the buffer to the transcript. This option only applies if
the buffer is being used. You may find more information
about the buffer in Chapter 3, Translating, beginning on
page 57.

PRINT TEXT WITHOUT COLOR:

Transcript Editor allows you to alter the colors of
common paragraph styles, like Questions and Answers to
make them more distinguishable on your screen. For
example, you may have your Question paragraphs to
appear as blue and your Answer paragraphs to appear as
red. Checking this option will make the text print in black
and white, not the colors that they appear on your screen.
Removing this check will allow the colors to print.

ALLOW DUPLEX PRINTING:

digital CAT allows you to print in a duplex mode even if
your printer does not have a duplex mode. It does this by
allowing you to print only the front side of the paper, turn
the paper over, and then print the backs. To enable this
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General
Options

duplex printing feature, place a check in the box. Please
note that you do not have to enable this feature for
printers that have built-in duplex capability.

SPLIT SCREEN DURING REALTIME:

This option allows you to split the transcript screen into
two portions during realtime. This allows you to keep a
position higher in the document while still being able to
see the realtime translation appear at the bottom of the
document. This is also useful for editing on the fly during
breaks and pauses. To enable this feature, put a check in
the box. You may also split your screen manually even
during editing.

To see what your screen would look like split:

Click and hold the “spacer” located above the UP arrow
on the vertical scrollbar in Transcript Editor.

Drag your mouse down toward the bottom of the screen.
Release the mouse button when you are about halfway
down the screen. Your screen should now be split into
two separate views of the same transcript.

General Options E|
[ Lowercase Dictionary Entries v Auta Save Every ’5_ ik
Iv Scroll Screen Duing Realtime v Auto Unpause Audio During Realtime
[v* Float Caret During Realtime v Auto Record &udio During Bealtime
’5_ lines: from battam v Auto Stop Audio After W seconds
v Auto Dumnp Buffer v Create Job Dictionary when starting new transcript
I Print text without calor and there are |1— dictionaries
[ Allow Duplex Printing I On new transcnipt load dictionaries from template
[ Split Screen During Realtime v Treat> az Tab
Dictionary Folder
| C:\Program Files\Digital CAT\Dictionaries Browse
Tranzcript Folder
| C:iProgram Files\Digital CAT\Transcripts Browss
K.eyboard File
| C:AProgram Files\Digital CAT\digitalCAT .kbd Brovise
ticrozoft Bookshelf/E ncarta World Dictionary Location
| C:iProgram FilesiMicrosoft Encarta\Encarta Referenc Brovise
lTl Cancel
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General
Options

General Options E|

<

[ Lowercase Dictionary Entries

Auto Save Every | § minutes

Auto Unpause Audio During Realtime

<

[v Scroll Screen During Realtime

<

Auto Becard Audio During R ealtime
Auto Stop Audio After | 180 seconds

[v Float Caret During B ealtire

5 lines from bottarn

<]

[v Auto Durnp Buffer [v Create Job Dictionary when starting new transcript
I Print test without color and there are l"l— dictionaries

[ Allow Duples Printing [ On new kanzcpt load dictionaries from template
[ Split Screen Duning Realtime [v Treat > az Tab

Dictionarny Folder

Microzoft Bookzhelf/Encarta ‘World Dictionan Location

| C:AProgram Files\Digital CAT\Dictionaries Browse

Tranzcrpt Folder

| C:AProgram Files\Digital CAT\Transcripts Browse

Kepboard File

| ClProgram FilesiDigital CAT\digitalCAT .kbd Browse
_Boweo |

| C:AProgram Files\Microsoft EncartaiEncarta Referenc Browse

QK | Cancel

AUTO SAVE:

The autosave feature is one of the many built-in safety
features of digital CAT. This features automatically saves a
copy of your transcript at user specified intervals. You
decide the interval in the box. Most people who do
realtime want a backup of their work saved every minute.
A larger amount of time may be used on stations where
the majority of editing is done.

You may notice the cursor flash to the “busy” hourglass
symbol at regular intervals while you are working on your
transcript. That is probably the autosave saving your file.
The faster the computer, the less noticeable the save
process will be.

AUTO UNPAUSE AUDIO DURING REALTIME:
Should you ever pause your audio recording during
realtime, say on a break, this feature will automatically
resume recording once you resume writing. This prevents
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you from accidentally forgetting to turn the recording
back on after a break and missing a large amount of an
important audio file.

AUTO RECORD AUDIO DURING REALTIME:

This feature will automatically tell the program to begin
recording audio as you write. Audio will automatically be
recorded when you do realtime. As with the previous
option, this is designed to prevent you from accidentally
forgetting to start recording. If you stop the audio for any
reason, say for a lunch break, the audio will automatically
resume recording when you again begin to write.

AUTO STOP AUDIO:

Although digital CAT has the smallest high-quality audio
files in the industry, they still take up a lot of hard drive
space. This feature allows you to choose after how many
seconds after you have stopped writing that the program
will automatically stop recording audio. By utilizing this
feature, you will avoid accidentally recording
conversations held off the record. It will also allow you
to avoid using hard drive space to record the silence of
flipping through pages or leaving your audio on during a
lunch break.

CREATE JOB DICTIONARY WHEN STARTING
NEW TRANSCRIPT:

Transcript Editor can automatically create a job dictionary
for each new job you start. The job dictionary will be
named the same as the transcript to which it applies. To
enable this feature, check the box in front of it. You must
also specify the number of dictionaries that you keep
loaded under Translator->Dictionaries. For example, if
you always keep your Main dictionary as well as a
specialized Medical dictionary loaded, then you would
want to set this number to two. If you only keep your
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Main dictionary on at all times, then you would want to set
this number to one.

ON NEW TRANSCRIPT LOAD DICTIONARIES
FROM TEMPLATE

This item lets the program “remember”” which dictionaries
you always want to load. For example, if you always
want to load your Main dictionary as well as your Medical
dictionary, the program can remember this and always
load those two dictionaries for you. Once this feature is
enabled, you will have to save your template with the
dictionaries that you would like it to automatically load.

To do this:

« Press ALT + T to open the Translator menu.

« Press D to open the Dictionaries section of this menu.
The Dictionary Setup dialog will appear.

« Make sure that the dictionaries you always want to load
are the ONLY dictionaries listed in the Dictionary Setup
dialog. Please see the Dictionary Setup section of the
following chapter beginning on page 66 for help with
this dialog.

« Once you have the dictionaries listed as you want them,
press ENTER or click the OK button.

« You must now save this change to your template. Press
ALT + F to open the File menu.

 Press A to activate the Save As portion of this menu.

« Press P to choose Template.

« A Save dialog will open. The default template name is
already typed in, so simply hit ENTER or click SAVE
to save the template. If the program informs you that a
file with that name already exists, click YES to overwrite
it with the new file.

TREAT > AS TAB:
This option tells the program that the chevron character,
or “Greater Than” character, indicates that you want a tab.
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General
Options

This is the case for most users. Closed-captioners,
CSpeech users, and students writing into online classes
will need to disable this option to allow these characters to
translate correctly.

DICTIONARY FOLDER:
This box tells the program the location of the folder in
which you keep your dictionaries.

TRANSCRIPT FOLDER:
This box tells the program the location of the folder in
which you keep your transcripts.

Microzoft Bookzhelf/Encarta ‘world Dictionany Location

General Options E|
[ Lowercase Dictionary Entries v &t Save Every ’5_ mirutes
[v Scrall Screen During Realtime v &uto Unpause Audio During Realtime
[¥ Float Caret During Realtime [v &uto Becord Audio During Realtime
|5— limes from Bottorn [v Auto Stop Audio After IW seconds
[v Auta Durnp Buffer [v Create Job Dictionary when starting new transcript
W Print test without color and there are l"li dictioharies
[ Allove Duplex Printing [ Dn new transcript load dictionaries fram template
[ Split Screen During Realtime v Treat > az Tab
Dictionary Falder
| CAProgram Files\Digital CAT\Dictionaries Browse
Tranzcrpt Falder
| CAProgram Files\Digital CAT\Transcripts Browse
F.epboard File
| C:AProgram Files\Digital CAT\digitalCAT .kbd Browse
_ Browse|

| C:\Program Files\Microsoft Encarta\Encarta Referenc Browse

(1] | Cancel

39




Chapter 2

digitalCAT USER MANUAL

40

General
Options

General Options E|

<

[ Lowercase Dictionary Entries

Auto Save Every | § minutes

Auto Unpause Audio During Realtime

<

[v Scroll Screen During Realtime

<

Auto Becard Audio During R ealtime
Auto Stop Audio After | 180 seconds

[v Float Caret During B ealtire

5 lines from bottarn

<]

[v Auto Durnp Buffer [v Create Job Dictionary when starting new transcript
I Print test without color and there are l"l— dictionaries

[ Allow Duples Printing [ On new kanzcpt load dictionaries from template
[ Split Screen Duning Realtime [v Treat > az Tab

Dictionarny Folder

| C:AProgram Files\Digital CAT\Dictionaries Browse
Tranzcrpt Folder

| C:AProgram Files\Digital CAT\Transcripts Browse
F.epboard File

| C:AProgram Files\Digital CAT\digitalCAT.kbd Brovwse

Microzoft Bookzhelf/Encarta ‘World Dictionan Location

| C:AProgram Files\Microsoft EncartaiEncarta Referenc Browse

QK | Cancel

Pk

KEYBOARD FILE:

The keyboard file contains your shortcut keys. Several
predefined keyboard layouts come with the digital CAT
software, including the commands used by other
systems. To switch to another keyboard file, press

ALT + O to open the window displaying the keyboard
files. Choose the file that you would like to use and press
ENTER or click OPEN. The file listed in the box should
change to reflect your latest selection.

MICROSOFT BOOKSHELF/ENCARTA WORLD
DICTIONARY LOCATION

If either Bookshelf or Encarta Word Dictionary is loaded
onto your computer, you may use them to find the
definitions of words within your transcripts. To enable
this feature, you must specify the location of the
executable of one of these programs. Press ALT + E to
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Document
Options

open the Browse button that will allow you to find the
executable to load.

When done setting your options on this screen, be sure
to press ENTER or click the OK button to save your
changes. Clicking Cancel or the X in the top right corner
will cause all of your changes to be lost.

Document Options

These options allow you to control how many characters
exist per inch on the paper, set the audio file for this
transcript, and control the audiOdepo preferences.

To open the Document Options window:

e Press ALT + O to open the Document Options menu.
(You may need to press and release the ALT button,
then press the letter O if ALT + O is defined in your
keyboard file as another command.)

+ Press D for Document.

Document Options gl

Iv Usze Characters Per Incke

I~ Audio Available for Current Caret Position in Transcript

Filename | Browsze

v Allow Printing in audiddepo

v fllow Beduced Printing in audiDdepo
W Allow [ndex Printing in audi0 depo
Iv Allovw Copying to Clipboard fram audid depo

™ Number Questions in Transcript

Starting Mumber |1

E shibits File

| Browse
Ok | Cancel

41



Chapter 2

digitalCAT USER MANUAL

42

Document
Options

Document Options

Iv Usze Characters Per Incke

I Audio Available for Current Caret Position in Transcript

Filename | Browsze

v Allow Printing in audiddepo
[ fllow Beduced Printing in audiDdepo

v Allovs [ndex Printing in audi0 depo
Iv Allavw Copying to Clipboard fram audid depo

™ Number Questions in Transcript

Starting Mumber |1

Eshibits File

| Browse
Ok | Cancel |

USE CHARACTERS PER INCH:

This feature should be checked. It sets the number of
characters that exist per inch across on your printed
paper. This allows you to control how many characters
you have per line. The default setting is nine.

AUDIO AVAILABLE FOR CURRENT CARET
POSITION IN TRANSCRIPT:

When this option is checked, the audio file listed under it
will be linked to the cursor’s position in the transcript.
You must make sure that the correct audio file is linked to
a transcript. If you need to re-link an audio file, simply
press the letter B or click the Browse button to the right of
this option. Choose the correct audio file. Now, when
you attempt to play the audio, it will play from the point
where the cursor is located.

audiOdepo Boxes:

These options are active if you are authorized to create an
audiOdepo in conjunction with digital CAT. Please see the
audiOdepo documentation for complete instructions
regarding these settings.
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Editor
Options

NUMBER QUESTIONS IN TRANSCRIPT:

Check this box if you number the Question paragraphs in
your transcripts. Make sure to denote the correct starting
number! If this is the second (or higher) volume, you may
need to adjust this number.

Editor Options

The Editor Options allow you to control many of the
editing features contained within the Transcript Editor
program.

To open the Editor Options window:

» Press ALT + O to open the Options menu. (Please
note that if ALT + O is already defined in your
keyboard setup as another command, you may need to
press and release the ALT key, then press the letter O.)

 Press E for Editor.

Editor, Options @

[ Break Line on Hyphert

Ilze Quick Shift for Capitalization Cancel

I

Shaow Line Mumbers on Screen
M ove to Mext Ward on Capitalization

Maove to Mext Wiard on Punctuation

r
-
n
-
[ tove to Mext Conflict after Resalving Current Conflict
[ Skip Punctuation While Maving fram Wword o Wwiord
[ Aprow Eeys take you out of QuickKey mode

[ Keep seperate zoom level when stena iz shown

[ Search paragraph for Toggle Alemate Word entries

[ Make capital letters lowercase when bped in front of

[ Insert farmatting infarmation with include files

[ Allow 5, 0, F conflict resolution in quick keys

[ Allow Delete Stroke to madify transcript contents

Limit real-time commands to |5_ linez from bottom (Enter O for no limit]

Proofread at |50 Lines Per Minute [Frezz the spacebar to stop zcrolling]

Punctuation Location
" Befare Current Wword ™ After Cument 'word
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Editor
Options

Editor Options

-

{Break Line on Hypheri

Canicel

IJze Quick Shift for Capitalization

Show Line Humbers on Screen

Move to Mest Word on Capitalization

b ove to Mext ‘Word on Punctuation

b ove to Mext Conflict after Resolving Current Conflict
Skip Punctuation ‘while Moving from *word to ‘word
Arrows Feps take pou out of Quickkey mode

K.eep seperate zoom level when steno is shown

U BN B B B W G b

Search paragraph for Tagale Alternate 'Wward entries
[ Make capital letters lowercaze when typed in front of

[ Inzert formatting infarmation with include files

[ &l 5, D, F conflict resalution in quick keys
[ Allow Delete Stroke to modify ranscript contents
Lirnit real-time commands to |9 lines from battam [E nter O far na limit]

Proofread at |50  Lines Per Minute [Prezs the spacebar ta stop zcrolling]

Functuation Location
" Before Current'word ™ After Current \aord

BREAK LINE ON HYPHEN:

This feature is used to define how hyphenated words
should be handled in a transcript when there is not enough
room to place them at the end of a line.

Having this box checked will tell the program that is okay
to separate words when they are hyphenated. The
program will place the last half of the word on the next
line.

Removing the check will cause the words to stick
together. If there is not enough room at the end of a line
for both words, then they will both be moved to the
beginning of the next line.

Press H to toggle this option.
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7)
;ﬁﬁﬁ CAT-TIP

It is important that
the shift key be
tapped quickly for
this feature to work.
If the “Sticky Keys”
feature of windows
appears, you may
safely disable it. Our
technical staff can
help you do this.

USE QUICK SHIFT FOR CAPITALIZATION:
Quick Shift is an ingenious feature that allows the shift key
to capitalize a single letter, an entire word, or a whole line!

Press Q to toggle this feature.

Once this feature is enabled, you may use Quick Shift as
follows:

To capitalize a single letter: Strike the SHIFT key quickly
only once. The letter the cursor is on will be capitalized.
If it 1s already capitalized, it will become lowercase. To
reverse this, pause then strike the SHIFT key quickly
again only once.

To capitalize an entire word: Strike the SHIFT key
quickly twice. The entire word the cursor is on will be
capitalized. If itis already capitalized, it will become
lowercase. To reverse, pause then strike the SHIFT key
two times quickly.

To capitalize a whole line: Strike the SHIFT key three
times quickly. The line the cursor is on will become
capitalized. If itis already capitalized, it will become
lowercase. To reverse, pause then strike the SHIFT key
again three times quickly.

To apply quick shift to multiple items at once, simply
highlight the area where you would like quick shift to
apply. For example, if you highlight two words and then
quickly tap the SHIFT key twice, both words will become
capitalized.
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SHOW LINE NUMBERS ON SCREEN:

This option toggles whether the line numbers are
displayed on your computer screen. This does not alter
where or how they print. If you would like to alter their
formatting settings, please see Chapter 7 on page 307.

Press E to add or remove the check mark on this option.

MOVE TO NEXT WORD ON CAPITALIZATION

If this option is enabled, executing a capitalization
command will automatically move the cursor to the next
word in the transcript.

Press Z to toggle this command.

MOVE TO NEXT WORD ON PUNCTUATION:

If this option is checked, the cursor will automatically
move to the next word once a punctuation mark is
changed or added.

Press P to toggle this option.

MOVE TO NEXT CONFLICT AFTER RESOLVING
CURRENT CONFLICT:

With this option checked, the cursor will automatically
find the next conflict after you resolve the current conflict.
This allows you to quickly resolve all of your conflicts.

Press N to turn this option on or off.

SKIP PUNCTUATION WHILE MOVING FROM
WORD TO WORD:

If this box is unchecked, the cursor will stop on all words
and punctuation marks during editing. Because of our
built-in punctuation intelligence, this may be unnecessary.
To allow the cursor to skip punctuation marks while you
are editing, place a check in this box. Your cursor will
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Editor
Options

then move from word to word and not stop on
punctuation marks. You can still place the cursor on
punctuation marks by moving the cursor one character at
a time instead of one word at a time. For help on doing
this, see Navigation in Chapter 4 on page 106.

Press S to toggle the check mark on this option.

ARROW KEYS TAKE YOU OUT OF

QUICKKEY MODE:

If you use our QuickKey mode to edit and would like to
exit to Standard mode whenever one of the arrow keys is
pressed, place a check in this box.

Press R to control this feature.

Editor Options

r

Break Line on Hypher

IJze Cuick Shift for Capitalization Carcel
Show Line Mumbers on Screen

b ove to Mewxt Word on Capitalization

b ove to Mext ‘Word on Punctuation

b ove to Mext Conflict after Beszolving Current Conflict

Skip Punctuation ‘while Moving from ‘word to ‘wiord

Arrow Feys take vou out of OuickKey mode

K.eep seperate zoom level when steno is shown

e e R (e

Search paragraph for T ogale Alternate 'WWard entries
[ Make capital letters lowercasze when typed in front of

[ Inzert formatting information with include files

[ Allow 5, D, F conflict resolution in quick keys
[ Allow Delete Stroke to modify ranzcript contents
Lirit real-time commands ta |3 lines from battom [Enter O for mo limit]

Proofread at |50  Lines Per Minute [Fress the spacebar to stop zorolling]

Punctuation Lacation
" Before Current 'word % After Current \ard
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Editor
Options

Editor Options

.

{Break Line on Hypheri

Canicel

IJze Quick Shift for Capitalization

Show Line Humbers on Screen

Move to Mest Word on Capitalization

b ove to Mext ‘Word on Punctuation

b ove to Mext Conflict after Resolving Current Conflict
Skip Punctuation ‘while Moving from *word to ‘word
Arrows Feps take pou out of Quickkey mode

K.eep seperate zoom level when steno is shown

U BN B B B W G b

Search paragraph for Tagale Alternate 'Wward entries
[ Make capital letters lowercaze when typed in front of

[ Inzert formatting infarmation with include files

[ &l 5, D, F conflict resalution in quick keys
[ Allow Delete Stroke to modify ranscript contents
Lirnit real-time commands to |9 lines from battam [E nter O far na limit]

Proofread at |50  Lines Per Minute [Prezs the spacebar ta stop zcrolling]

Functuation Location
" Before Current'word ™ After Current \aord

KEEP SEPARATE ZOOM LEVEL WHEN

STENO IS SHOWN:

Using this option will allow one zoom level to be used
while the steno is displayed and a different zoom level
when the notes are removed from view. The program will
automatically switch between the two zoom levels when
the steno notes are toggled. This allows you to keep a
larger zoom level during the majority of your editing,
which can greatly help to reduce eyestrain. Having that
same zoom level with the steno displayed may cause the
steno view to overlap some of your text, removing it from
your view, thus slowing down your editing. This feature
can help to reduce eyestrain as well.

Press W to toggle this feature on or off.
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SEARCH PARAGAPH FOR TOGGLE ALTERNATE
WORD ENTRIES:

If this box is blank, then the Toggle Alternate Word
command will work ONLY for the word the cursor is on.
If this box is checked and the Toggle Alternate Word
command is used, the cursor will jump to the next
occurrence of a word included in your Alternate Words
list and toggle that change.

Please note that with this option on, you may need to
manually add some words to your Alternate Words list.
For a more detailed description of the Alternate Word
command and its uses, see Chapter 4, page 157.

To toggle this feature on/off, press T.

MAKE CAPITAL LETTERS LOWERCASE WHEN
TYPED IN FRONT OF:

This option tells the program to make letters lowercase if
you add something in front of that letter. For example, if
you accidentally drop a word at the beginning of a
sentence, when you insert that word during editing, you
would then have to make the first letter of the next word
lowercase. This option tells the program to make the
letter lowercase automatically.

To enable or disable this feature, press M.

INSERT FORMATTING INFORMATION

WITH INCLUDE FILES:

Depending upon how you want your include files to be
formatted, you may wish to check this box. If this option
is turned on, then formatting information, such as bold
and underlined text will be saved with your include files.
Otherwise, the include files will pull their formatting
information from the current template.

Press I to toggle this feature.
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ALLOW S, D, F CONFLICT RESOLUTION

IN QUICKKEYS:

When the cursor is on a conflict, you can press the letters
S, D, or F to resolve that conflict. For example, if the
cursor is at the beginning of a conflict, pressing the letter
S on the keyboard would choose the first word in that
conflict. The letter D would be the second word, and the
letter F would be the third. These letters, however, may
be defined as a keyboard command in QuickKeys mode.
This option will tell the program that you want to use these
letters for resolving conflicts when the cursor is at the
beginning of a conflict. Please note that if the cursor is
located anywhere else or is not on a conflict, the normal
command associated with these keys will be executed.
Please note that you may also use the numbers 1, 2, and 3
to select the correct word from a transcript.

You may turn this option on or off by pressing C.

ALLOW DELETE STROKE TO MODIFY
TRANSCRIPT CONTENTS:

This option should remain checked unless otherwise
directed by one of our support technicians. This option
allows the delete stroke command, normally the asterisk
on the steno keyboard, to pull strokes back into the
“buffer” area for deletion. If this option is turned off,
words that are dumped from the buffer cannot be deleted.
If you do not use the buffer during translation, then
translations are automatically dumped into the transcript
after a few seconds. This means that after those few
seconds, those strokes cannot be deleted.

To enable or disable this feature, you will have to use your
arrow keys to give it focus or use your mouse to click it.
Please note that this option should remain checked at
all times.
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LIMIT REALTIME COMMANDS TO # LINES

FROM BOTTOM:

This option allows you to limit how far a realtime
command can “search” back for something to act upon.
Some of our realtime commands search backwards for
the items they affect if they are not stroked right after the
item that they can change. You would not, however, want
that command to search back say a hundred pages and
slow your translation down during that process. To limit
the range a command can search for an item, place the
limit you would like in this box. The default value is 20
lines from the bottom.

Editor Options

.

Break Line on Hypheri

Uze Quick Shift for Capitalization Carcel

i

Show Line Mumbers on Screen

Maove to Mewt Ward on Capitalization

b ove to Mext ‘Word on Punctuation

b ove to Mest Conflict after Resolving Current Conflict
Skip Punctuation ‘while Moving from ‘word to ‘wiord
Agrows Feps take pou out of Quickkey mode

K.eep seperate zoom level when steno is shown

U BN B B B W G b

Search paragraph for Togale Alternate 'ward entries
[ Make capital letters lowercaze when typed in front of

| Insert formatting information with include files

[ &llow 5, D, F conflict resalution in quick keys
[ Allow Delete Stroke to modify ranzcript contents
Lirnit real-time commands to |9 lines from battam [E nter O far na limit)

Proofread at |50  Lines Per Minute [Fress the spacebar to stop zorolling]

Punctuation Location
" Before Currentword ™ After Current ward
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Partial View
of Editor
Options

Proofread at |50 Lines Per Minute [Prezs the spacebar to stop scralling)

Punctuation Location
" Before Currentord & After Current "Word

PROOFREAD AT # LINES PER MINUTE:

This option allows you to control the speed of the
Proofread feature. The Proofread function of the
program causes the transcript to scroll down by itself at
the speed set in this box, which allows you to proofread
without having to scroll yourself. Scrolling is stopped by
pressing the SPACEBAR.

Press F to move the cursor to the Proofread box and
enter the speed at which you would like to proofread.
The default value is 30 lines per minute.

PUNCTUATION LOCATION:

Punctuation can be applied to the word immediately
before the word the cursor is on or immediately after the
word. It is not necessary to move the cursor to the end of
a word to apply the punctuation. The location of your
punctuation depends upon your editing preferences.

If the cursor is located within a word, the punctuation will
be added to the end of that word. Please note that this
intelligence does not apply to numbers. Pressing a period,
or decimal, while your cursor is within a sequence of
numbers will place the decimal at the cursor position.

Before Current Word: When the cursor is located at the
beginning of a word, any punctuation mark entered will be
applied to the end of the word immediately preceding the
Cursor.

After Current Word: Choosing this option will cause
punctuation to be placed at the end of the current word.
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Press ENTER or click OK to save your changes and
close this dialog. Pressing CANCEL or clicking the “X”
in the top right corner will cause your changes to be lost.

WINDOWS CUSTOMIZATIONS

INCREASING THE SIZE OF MENUS

Small menus can be rather hard on the eyes. The less
eyestrain, the better.

To increase the size of your menu items:
» Right-click on a blank area of your desktop.
¢ Click PROPERTIES from the menu that appears.

Arrange Icons By L4
Refresh

IUndo Rename Chel4+Z

ety F

Properties

e Click on the APPEARANCE tab.

Display Properties

| Themes | Desktop | Screen Saver | Appearance | Settings |

 If you are using Windows XP, you may need to click
the ADVANCED button at the bottom of this screen.
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Select MENU from the ITEM list.

* Increase the font size on the bottom of the screen.
Press ENTER or click OK when done to accept your
settings

Press ENTER or click OK again to close the Display
Properties dialog. Your menu items should now be
larger in all programs.

. Advanced Appearance

I

Marrmal led Selecked

Window Text -

Message Box *
w
B Message Text
(04

If wou select a windows and buttons setting other than Windows Classic,
it will override the Following settings, except in same alder programs.,

Item: Size: Color 1:

J »3EE0

Fank: Size: Colar:

iTah-:uma v||ﬂ v|[- v]
] [ Ik ] [ Cancel ]

Making Transcript Editor NOT Start
with the Computer

Transcript Editor can automatically start with your
computer. This can be quite handy when writing realtime,
as you are merely two keystrokes away from being able to
write into a file once the program is open.

To prevent Transcript Editor from starting with your
computer:
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Press the START button on the bottom left corner of
your Windows screen.

Place your cursor over PROGRAMS.

Now place your cursor over STARTUP.

Right-click the TRANSCRIPT EDITOR listing in this
menu.

Click DELETE.

When prompted, click DELETE SHORTCUT to
confirm that you want to remove this shortcut.
Removing it will prevent the program from launching
with your computer.
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| Startl

One of the tasks that you will be performing often with
the software is translation. This chapter covers the
aspects of translating your steno notes in digital CAT.

TRANSCRIPT EDITOR

Translating is done in the Transcript Editor program. To
open this program, double-click the icon on your desktop
or follow these steps to open it from your Start menu.

e C(Click the START button at the bottom of your screen.
* Place your cursor over PROGRAMS.

* Place your cursor over DIGITAL CAT.

e Click on the TRANSCRIPT EDITOR icon.

: Ca
ia-

Transcnpt Editor

STENO SOURCE

The steno source tells the program where your steno
notes will come from. Depending upon the choices
available for your writer, the notes could be stored on a
floppy disk, held in the writer’s memory, or they may be
streaming directly to the computer as you are writing
realtime.

Brand of Steno Writer Used

digital CAT is compatible with the vast majority of the
steno writers available.



TRANSLATING

Steno Source
window

When selecting the brand of steno writer, you may notice
several options for the location of the steno notes,
depending upon the choices available for your writer.

To Select Your Steno Writer
e Press ALT + T to open the Translator menu.
* Press T to open the Steno Source window.

sSteno Source g|
Frimary steno device Fort 1
Stentura Realtime COME - [ Grand-dean Writer
Secondary steno device Fort 2
Mone j | J
Cutput Test

~ Oneli ot Tranglation Timer  The walue iz in milzeconds, &
elllsE ekl value of zero dizables the timer.
. ) 2500
* Ore translation at a time

Realtime Backup

v Tramscript Folder

[ DOther Location

-
& |

Dizk/Download Backup

ak. | Cahcel |

* From the keyboard, press the first letter of the name of
your steno writer. For example, if you are using a
Stentura writer, press S. The various options
associated with that writer will appear in the Source
window each time you press that letter. You can also
use the Arrow keys to scroll through the entire list.

* If you use the Grand Jean writer, place a check in its
box. If you do not use the Grand Jean writer, do not
check this box.
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Realtime Steno Source

If you will be writing realtime, it will be necessary to
designate the correct COM Port.

SELECTING A REALTIME SOURCE:

» With the Steno Source window open, press the first
letter of the brand of your writer. Keep pressing that
letter until the realtime source appears in the box

SELECTING A COM PORT:

e Press ALT + P to move the cursor to the Port box.

» Use the Up and Down Arrow keys to scroll through the
list of COM Ports.

Steno Source

nd Primary steno device Part 1
window
Stertura Realtime COME - [ Grand-Jean Writer
Secondany steno device Fort 2
Mone ﬂ | J
Output Text
\\ e e e Tranglation Timer  The value is in milizeconds. A
value of zero dizables the timer.
gg? M % One translation at a time o
Should you ever Realtime Backup
need to translate the W Transcript Folder

backup steno file, ™ Other Location |
simply set your
steno source to Disk/D ownload Backup

“Digital CAT Steno -

File.” Then go to = |
“Start Translation”
under the Translator ok | Cancel |

menu to choose the
file you need to

translate. If you are not certain which COM Port the writer is using,

please see the section “Determining your COM Port,”
beginning on page 64 to help you determine this setting.

REALTIME BACKUP:
A simultaneous backup of steno can be created during
realtime. This backup will be saved as a digital CAT steno
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file. In the unlikely event that you need to translate this
file, you may select “Digital CAT Steno File” from the
Source box in the Steno Source window. The default
setting here instructs Transcript Editor to automatically
save a backup of your steno in the Transcript folder. You
may choose to save an additional copy of your steno in
another location.

To create another Realtime Backup:

 Press ALT + O to mark Other Location.

* Press B to Browse for the location to save the backup.
Highlight the new location, and then press ENTER to
save that path.

 Press ENTER or click OK when finished with this
window to save your selections.

Disk or Download Steno Source

If the steno notes will be translated from a floppy disk or
from the memory within the machine, you must specify
the correct source in the Steno Source window. If the
notes will be translated from a floppy disk, you would
select a Disk source. If the notes are going to come from
the writer’s memory, you would select a Download
source.

SELECTING A DISK OR DOWNLOAD SOURCE:
With the Steno Source window open, press the first letter
of the brand of your writer. Keep pressing that letter until
the appropriate source appears in the box. Please note
that if you select a DOWNLOAD source, you will also
need to select the correct COM port! Please see the
section “Determining your COM port” beginning on page
64.

DISK/DOWNLOAD BACKUP:

A backup of the steno notes can be created as the disk or
download is occurring. digital CAT’s default settings tell
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Steno Source
window

it to automatically create a backup in the Transcripts

folder. You may also choose to save another backup.

To Create another Disk/Download Backup:

e Press ALT + O to mark Other Location.

* Next, press B to Browse for the new file location.
Highlight the folder where the backup should be saved
and press ENTER.

e Press ENTER or click OK when finished with this
window. Your settings will then be saved and will
appear the next time the Steno Source window is
opened.

Stenn Source

Primary steno device Port 1

Stentura Realtime COma i [ Grand-dean ‘Wiiter
Secondany steno device Part 2

Mane ﬂ | J

Output Text

: : Tranzlation Timer  The walue iz in miizecondz. A
" Ore line at a time

500 value of zern dizables the timer.
f*' One tranzlation at a time

Realtime Backup

W Transcript Folder
[ Other Location |

Dizk/Download Backup

=
£ |
K | Cancel
Secondary Steno Device

The secondary steno device portion of this dialog allows
you to connect another steno device to the CAT
software. This can be useful if two people wish to write
on the same transcript, for example on a daily copy. One
reporter can write while the other edits. They can then
alternate, allowing the other to write or edit.
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You can set this device exactly as you would the primary
steno device. Please see the following section to
determine the COM port for this machine.

Output Text

Before text is sent to the editor window, it will remain in
the buffer window for a short period of time. While text
is in the buffer window, realtime commands may be used
to modify the text, such as changing a number to a date
(113003 to 11/30/03), removing a comma from a number
to make a Zip Code (54,452 to 54452), placing a hyphen
between words (right-hand turn), deleting words, etc.

Text located in the buffer window is not transmitted out
to other computers that are connected to your computer
until the text is dumped into the editor window.

ONE LINE AT A TIME:

e Press ALT + L to mark One Line at a Time. This
option will display text in the buffer. It will remove text
from the top of the buffer window one line at a time,
and place it in the editor window.

ONE TRANSLATION AT A TIME:
e Press ALT + N to mark One Translation at a Time.

This option will display text in the editor window. The
buffer window will be disabled.

The Translation Timer, in milliseconds, measures the
amount of time that should elapse before the previous
translation is transmitted completely to the editor
window and to any computers connected to your
computer.
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Device
Manager

DETERMINING YOUR COM PORT

To quickly determine the correct COM port you are
using, you must check the COM number in Device
Manager. There are a number of ways to get to device
manager. The following method is one of the easier ways.

» Locate the My Computer icon either on your desktop
or in your Start Menu. Right-click that icon.

My Computer

« From the pop-up menu, select Properties.

The next step varies between the different operating
systems. If you have Windows 98, you will need to
click the “Device Manager” tab at the top of the screen.
If you have a more recent version of Windows, such as
XP, you will need to click the “Hardware” tab at the top
of the screen, then click the “Device Manager” button in
the middle of that screen.

£ Device Manager

File  Action View Help

m 2

E Batteries

'y Computer
g Disk drives

j Display adapters

it DYDYCD-ROM drives
+-i= Floppy disk controllers
+-i=4 IDE ATAMATAPT controllers
+ @ IEEE 1394 Bus haost controllers
- kevboards

) Mice and other poinking devices

L Modems
+ g Manitors
+-E8 Metwork adapters
+- [ PCMCIA adapters
+- ¥ Ports (COM & LPT)
+-#98 Processors
+ 'El Sound, video and game controllers

+ System devices
+ Uniwersal Serial Bus conkrollers

=)
:
g
:
g
:

¥

¥
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« Click the plus in front of “Ports (COM & LPT)”
 Locate the device you are using.

If you are using a USB to Serial adapter, you would
locate it in the list. It will be followed by a COM
number in parenthesis. This is your COM port
setting.

If you are connected through the serial port in the
back of your computer, it would be listed as
Communications Port followed by a COM number
in parenthesis. This would be your COM port
setting.
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Dictionarny, Setup
Dictionaries Qk
OM rnair. dick Cancel
Azterizk, Rule
v Mone
New | Add Edt | Moveup || Prefi
" Suffix
OndOff | Remove ‘ Remove Al ‘ M ove Down | " Capitalize
[ Translate into All Caps [ Usze Misstroke Rule Advanced Mizstioke Fules
[ Conflict Besolution [T A-An Besalution
[ Numbers Resalution [~ Use D, -5, Z, -G Rule After Theory

[ Usze-D.-5. Z. G Rule Befare Theary

Arewer after Colloguy [luestion after Colloguy [luestion after Examination
|.-'1'-.nswer j |[D-:| Maothing) j |[D|:| Mathing) j
Theary
| Ize |E:'xP'rcugram Filez\Digital CAT SDigitext(tm).loc
Commands
|E:'xP'rcugram Filez\Digital CAT\Realtime Commands. rom
Banlks Define Bath Banks Simultaneous|
efine Baoth Banks Simulkaneously
Anzwer | 5 |
Question | § [ Prefix [ Suffis | Capitalize Mext

DICTIONARY SETUP

The Dictionary Setup window contains various options
that digital CAT will use during translation.

From this window the dictionaries to be used during
translation are selected, the Artificial Intelligence options
are enabled, and the Theory File is selected and activated.

Although you may select various dictionaries for certain
jobs, most of the other features in this window will never
need to be changed again.

66



TRANSLATING

Partial View of
Dictionary Setup
window

The Add
Dictionary To
Translator
window

Opening Dictionary Setup
* Press ALT + T to open the Translator menu.
* Press D to select Dictionaries. The Dictionary Setup

window will open.

Dictionany Setup

Dictionaries
M rnain. dit
Niew | dd | Edit ‘ Mave Up |
Nranlis ‘ Femove ‘ Femaove All ‘ towe Diown ]
DICTIONARIES

The Dictionaries box contains the dictionaries that will be
used during this translation. At least one dictionary must
be present in order to correctly translate steno notes.

Add Dictionary to Translaton @

Laoak: ir: I |3 Dictionaries j I.:._z.F —

i3] jab. dit
I!':I rnair, det

File name: |
Files of type: | Dictionaries [ dct] ~| Cancel

ADDING A DICTIONARY:
Any existing dictionary can be added to the Dictionary

Setup window.
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o Dictionary Setup
Partial View
of Dictioanry Dictionaries
Setup
ar rnain.dct
New | add | Edit | Mave Lp |
OO | FRemove ‘ Femowve Al J Move Down |
To Add a Dictionary:

ﬂ/ﬁ CAT-TIP

digitalCAT can create
a job dictionary for
you with each new
job. Refer to
“General Options” on
page 32.
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* Press ALT + A. The Add Dictionary to Translator
window will open.

e Press SHIFT + TAB to move the cursor up into the
window.

» Use the Arrow keys to highlight the dictionary to be
added.

* Press ENTER to add the selected dictionary to the
Dictionary Setup window.

DICTIONARY ORDER:

digital CAT will translate each stroke by searching the
dictionaries listed in the Dictionary Setup window. The
search begins with the dictionary that is at the top of the
list. To ensure proper translation, the JOB dictionary
must be listed first and the MAIN dictionary must be
listed last.

CHANGING THE DICTIONARY ORDER:

If the dictionaries are not listed in the proper order (JOB
dictionary listed first and MAIN dictionary last), they can
be rearranged.

To move a dictionary:

* Use the Up or Down Arrow keys to highlight the
dictionary to be moved.

* Press ALT + V or click the Move Up button to move
the dictionary upwards in the list.

e Press ALT + D or click the Move Down button to
move the dictionary down.
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CREATING A NEW DICTIONARY:
This function will create a new dictionary and place it at
the top of the Dictionaries window.

To create a new dictionary:

* Press ALT + N or click the New button. The Save As

window will open.

* Type in a name for the new dictionary, then press
ENTER.

* The new dictionary will now be listed at the top of the
Dictionaries window. Remember that the order
dictionaries are in is important. If the dictionary needs
to be moved down the list, use the Move Down button
or press ALT + D.

REMOVING A DICTIONARY:

This function will remove the highlighted dictionary.
Removing a dictionary does NOT delete that dictionary.
It merely removes it from the list of dictionaries to
translate against.

To remove a dictionary:

 Highlight the dictionary that you would like to remove
from the list.

« Press ALT + R or click the Remove button. The
dictionary will disappear from the list. If you would like
to add the dictionary back at a later time, please see
“Adding a Dictionary” in this chapter.

To remove all dictionaries listed:

« Press ALT + M or click the Remove All button. All of
the dictionaries listed will disappear. If you would like
to add these dictionaries back at a later time, please see
“Adding a Dictionary” in this chapter.
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Partial View
of Dictioanry
Setup

Dictionary Setup

Dictionaries

am main. dit
Mew | fad | Edi | Heneils |
OnA0ff | Remove ‘ Hemwe.-’-‘-.ll‘ MD'-.-'EDDWFI|

TURNING DICTIONARIES ON/OFF:

Important!
Only dictionaries being used during a translation session
should be listed in the dictionary window.

If a dictionary is removed, it will not be deleted! It is
merely removed from the list of dictionaries used during
this translation

If a dictionary will not be utilized during the translation
process it should be removed from the list of dictionaries.
Please refer to the section “Removing a Dictionary.”

Turning dictionaries on and off is a feature intended to be
used by advanced realtime writers using realtime
commands.

» Use the realtime command to open the Dictionary Setup
window (OPDZ).

» Highlight the dictionary to turn on/off by using the Up
or Down Arrow key commands.

* Press the command for ALT + O to turn on or off the
selected dictionary. The status of the dictionary is
displayed to the left of its name in the Dictionaries
window.

* Press the command for ENTER (ENT) to close the
Dictionary Setup window.
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Partial View of
Dictionary Setup
window

EDITING A DICTIONARY:
A dictionary can be opened and edited from the
Dictionary Setup window.

To edit a dictionary:

» Highlight the dictionary to be edited and press ALT + E
or click the Edit button.

* The Dictionary Maintenance program will open in a
separate window, displaying the contents of the
selected dictionary. For more information and help on
using this program, please see the Dictionary

Maintenance section in Chapter 6 beginning on page
286.

[ Tranzlate inta &l Caps [ Usze Misstroke Fule Advanced Misstroke Fules
[ Conflict Besolution [T A-An Resolution
[ Mumbers Resalution [~ Use D, -5, Z G Fule After Theory

[ Use-D,-5,-Z. -G Rule Befare Theory

ARTIFICIAL INTELLIGENCE

TRANSLATE INTO ALL CAPS:

This feature will tell all translations to be capitalized,
whether the dictionary entries are capitalized or not. This
is useful if all of your transcripts are done in capital letters
or if you are closed captioning.

Press ALT + S to mark this option.

NUMBERS RESOLUTION:

This feature will automatically format Social Security
numbers, telephone numbers, dollar amounts and
standard numbers.

If Numbers Resolution is not used, many of the number
formatting commands can be done using realtime
commands. A listing of these commands can be found in
Appendix B.
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Partial View of
Dictionary Setup
window

CAT-TIP

Make Dollars, Make
Cents and Make
Date are realtime
commands that
format numbers.
Please see the
Appendix on
Realtime
Commands.
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[ Translate into Al Caps [ Use Misstroke Fule Advanced Mizstrake Bules
[ Conflict Resolution [ A-dn Rezalution
[ Numbers Resalution [~ Use D, -5, Z. -G Rule After Theory

[ Uze-D,-5, 2. -G Rule Befare Theary

When using Numbers Resolution, numbers can be written
using the number bar, writing them out, or by combining
the number bar and written-out numbers -- the proper
formatting will still occur!

It is important to write numbers exactly as they are
spoken. Do not add commas, dollar signs, decimal
points or parentheses.

If there are dictionary entries that contain numbers
(i.e. four hundred defined as 400), they may translate
incorrectly. Entries containing numbers should be
removed or moved to another dictionary for Numbers
Resolution to perform effectively. Please refer to
Chapter 6 for help moving dictionary entries from one
dictionary to another.

USE MISSTROKE RULE

AND ADVANCED MISSTROKE RULES:

If an untranslate is not found in the dictionary but it
contains one of the frequently shadowed letters, then that
letter will be removed from the outline and digital CAT will
search the dictionary for that outline.

Press ALT + L to mark Use Misstroke Rule.

The misstroke rule allows the program to make common
suggestions to strokes when it appears that they could be
misstrokes. The Advanced Misstroke Rules button will
allow you to customize your rules. You may pick the
common misstrokes that you do. Please note that
choosing one of the rules under this button will apply to
all entries. For example, “Drop -L when -NLT is stroked”
will drop the -L from all -NLT strokes. If -NLT is part of
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any translation, that stroke may not translate correctly
until modified.

Advanced Misstroke Dialog @
Advanced
Misstroke [ Drop -D when -TD iz stroked

Dialog [ Drop -2 when -DZ iz stroked c |
I Drop -5 when -TS iz stroked ﬁ
| Drop -2 when -52 iz stroked

I Drop -L when -MLT iz stroked
[ Drop -L when -MLD iz stroked

WHAT IS THE -D, -S, -Z, -G RULE?

This 1s a feature designed to help eliminate untranslates.
If a stroke containing a final D, S, Z or G cannot be
found in the dictionaries listed in the dictionary window,
the Translator will remove that letter and search the
dictionaries once again for a matching outline.

If the outline now matches a dictionary entry, the
Translator will assume the final D, S, Z or G was meant to
be a suffix stroke, so it will first translate the word
according to the dictionary entry, then add either a final
—ed, —s, or —ing to the word and apply the appropriate
grammatical rules.

USE -D, -S, -Z, -G RULE BEFORE THEORY:

If this option is marked, the -D, -S, -Z, -G Rule will be
applied to untranslates before digital CAT attempts to use
the Phonetic Theory File to translate the outline.

Press ALT + Y to check Use -D, -S, -Z, -G Rule Before
Theory

USE -D, -S, -Z, -G RULE AFTER THEORY:

This feature will apply the -D, -S, -Z, -G Rule only after
digital CAT refers to the Phonetic Theory File to translate
the steno stroke into English. If it is unsuccessful in
finding a translation, then it will apply the -D, -S, -Z, -G
Rule to the outline.
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Asterisk
Rule

Press ALT + G to check Use -D, -S, -Z, -G Rule After
Theory.

A-AN RESOLUTION
If you write “A” and “An” the same way, this feature will
automatically change “A” to “An” where appropriate.

The steno outline for “A” and “An” must be defined as a
conflict in your dictionary in order for digital CAT to
select the correct word. Please see the “Edit Conflict”
section of Chapter 6 for further help in defining a
dictionary entry as a conflict.

Although the dictionary entry will be defined as a conflict,
the appropriate selection will appear in the transcript. It
will not appear as a conflict.

Press ALT + A to check A-An Resolution.

Another option for handling A/An/And is to create an
Alternate Word entry for the text. Whenever the incorrect
text appears in the transcript, move the cursor to the text
and use the Toggle Alternate Words command to toggle
through the text options.

Aztenisk Rule
* More
" Prefix
£ Suiffix
™ Capitalize

ASTERISK RULE:

This feature was initially designed for those using Digitext/
Fon’iks. However, you can use the asterisk (*) within a
steno outline to indicate a prefix, suffix or initial
capitalization. Mark the asterisk rule that should be
applied to your steno outlines in the Asterisk Rule box
and set the rule in the Theory File (see Chapter 11).

e Press ALT + T to move the cursor to the Asterisk Rules
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Theory
Selection

» Use the Up and Down Arrow keys to move the bullet.
* Leave the bullet in front of the rule that is applicable to
your writing style.

If “None” is selected, then every outline that contains an
asterisk should be defined as a dictionary entry.

Theory
’VI Use ID:HPngramsHDigital CATSDigitest(tm). lac _l
PHONETIC THEORY:

By utilizing a theory file, any outlines not defined in an
active dictionary will still be translated into English based
upon the way you write steno. digital CAT will first look
through the active dictionaries to find a translation; if
unsuccessful, it will search the theory file to determine
how the steno should be phonetically translated. For
more information and help customizing your theory file,
please see Chapter 11, beginning on page 415.

ACTIVATING THE THEORY FILE:

In order to use the theory file, it must be turned on.

* Locate the Theory box, approximately halfway down
the Dictionary Setup window.

* Press ALT + U to turn on or off the use of the theory
file. When the USE button appears pushed in and a
lighter color, the theory file is “turned on,” or enabled.

SELECTING A THEORY FILE:

There are a number of theory files included with

digital CAT. Select the file that represents the theory style
you learned. Modifications can be made to the theory file

so it reflects your current style of writing.
See Chapter 11.
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Select Translation
Logic window

Command box
fromthe
Dictionary
Setup window
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|

Select Translation Logic 2| x|

Look jr: | 3l Digital CAT 5| « & ok B
|_Dictionaries ) StenEdaz tr). g
| Transcripts [E]stenGraf.lge

Digitest(trn). lge
[E]Foniks(tray. ge
[E]Paclinic.lge

RAWG. Igc
StenEd(tm).lgc
Fil name: | Open I

Files of ype: ILc.gic [%.lac) d Cancel |
A

To select the file that best suits your writing style:

 Press the TAB key until the ellipsis button on the far
right of the Theory box is highlighted.

* Press Enter to open the Select Translation Logic
window.

e Press SHIFT + TAB to move the cursor to the list of
files.

» Use the Up and Down Arrow keys to highlight the name
of the logic (theory) file that matches your steno theory.

» Press ENTER to save your choice and have it placed in
the Theory box in the Dictionary Setup window.

Commandz
ID:HPngramsHDigital CAT4Realtime Commands.rem

COMMANDS:
This box contains the path to the file containing the
Realtime Commands.

This feature was designed to allow different realtime
commands to be used when more than one person uses
the same computer. With the newer versions of

digital CAT, we prefer that realtime commands be entered
as dictionary entries instead.
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BANKS:
“Banks” refers to the left and right banks on the steno
writer.

Bark.z
Banks box from

the Dictionary Huestion I 5
Setup window R IE—

Define Both Banks Simultaneously
|V|- Prefix [T Suffis [ Capitalize Mext

QUESTON/ANSWER:

This feature can automatically determine whether an
outline should be a Q or A symbol. By using this feature,
it is not necessary to define multiple misstroke outlines
for the Q and A designations in a dictionary.

The numbers in the boxes following “Question” and
“Answer” represent the minimum number of steno keys
struck on the left or right bank at one time. If an outline
contains the minimum number of keystrokes and does
not have a corresponding dictionary entry, it will be
translated into a Q or A symbol and the appropriate
paragraph style will begin.

Eanks
Banks box from Define Bath Banks Simultaneously
L Answer | B
fe Dictionary | {CITHE COURT:*
Setup window Question | 6 [ Prefis W Sufiis W Capitalize Mest

DEFINE BOTH BANKS SIMULTANEOUSLY:

An entry can be placed in this box (for example,
{C}THE COURT:* ), so whenever both banks are struck
and the outline is not found in the dictionary, the assigned
text will be placed in the transcript in a new paragraph.

Place a check mark in the boxes below it to make the

entry:

* a prefix (meaning no extra spaces added before the next
word),
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* a suffix (no spaces between this word and the one
before it),
* or to capitalize the next word.
Note: More than one of these options can be checked.
Paragraphs Anzwer after Colloguy Cluestion after Colloguy [luestion after Examination
After Colloguy | Answer | |iDo Nathing] | |iDo Mothing] |
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PARAGRAPHS AFTER COLLOQUY:

During translation this function changes the first Answer
after colloquy to one of the listed options. You can use
the Answer bank while writing, yet have the proper
identification, such as THE WITNESS, appear after a
colloquy paragraph.

Press ALT + Y to highlight the Answer after Colloquy
box. Use the UP and DOWN ARROW keys to select the
correct designation for an Answer bank after colloquy.

You can also designate the appearance of a Question bank
written after a colloquy. This setting can automatically
generate your BY lines or BY inserts for you.

Press ALT + L to highlight the Question after Colloquy
box. Again, use the UP and DOWN arrow keys to select
the correct appearance of a Question after a Colloquy.
You may repeat this process for a Question after the word
Examination by pressing ALT + X and choosing the
correct designation.

When you are finished making changes to the Add Entry
window, press ALT + K or ENTER to save the changes
and return to the open transcript. Please note that
pressing CANCEL or clicking the X in the top right corner
will close the window WITHOUT saving your changes.
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Translator
Menu

Select
Steno File

STARTING AND
STOPPING TRANSLATION

To begin translating into a transcript:

e Press ALT + T to open the Translator menu.

« Start Translation is already highlighted. Press ENTER
or the letter S to begin translating.

& Opkions  Tools  Wiew Help

Skart Translation

{0

—  Dictionaries...
Commands. ..
Realtime Macros, ..
Skeno Source...,

Retranslate Fram Current Location
archive Steno

« If your steno source is set to translate realtime, a
Save As dialog will appear. If you are translating from a
floppy disk or downloading, the program will ask you
which files you wish to translate, then display the
Save As dialog.

et Seeo File

Leckire | £ Tuswoipls = =3 cr M-
|
Flspoltpps | Stan Filac ain) = Carenl
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Save As
Dialog

byl iy I 3 Tommicapt=z --l [cn] 3 E|r
Fila rurw 23 252004 1209 T hasslad Sawe
Seweatipps | Trarsaphs " bn) =] Carcsl

The Save As dialog will prompt you to save the
Transcript.

 To use the default date-time name displayed in the File
Name box, just press ENTER.

 To add more information to the end of the default
date-time name, hit the Right Arrow key. The highlight
will disappear leaving a blinking cursor at the end of the
name. Add whatever description you would like. DO
NOT USE PERIODS IN THE NAME! Press ENTER
or click the Save button to save the transcript under this
new name.

If you are translating from a disk or download, translation
will begin immediately after saving the name. The
program will display the translated text and steno outlines
on your screen.

If you are translating realtime, you may begin writing on
your machine. Strokes and translations will appear as
you write them.

To stop realtime translation:

» Press ALT + T to open the Translator menu.
Stop Translation will be highlighted.

» Press ENTER or the letter S to stop translating.
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Translator
Statistics

After translation is complete or has been stopped, the
Translator Statistics window will appear, showing you the
total number of strokes, the number untranslated, and the
untranslate percentage.

Translator Statistics g]

Untranzlated Strokes 1

Total Strokes Bl
[Intranslated = 1.6

APPENDING TO A REALTIME FILE

After a realtime session has been stopped, you may begin
the session again and continue writing realtime.

* Open the transcript that will have the additional realtime
information added.

* Press ALT + T then ENTER to start the translation
process again.

* Begin writing.

The transcript will have a continuous steno and audio file.
It will not be evident where the file was stopped and
started again, except by the gap in time as noted by the
time stamps.

A transcript may have additional realtime appended to it at
any time.
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RETRANSLATING

Should it ever become necessary to retranslate a file, you
may do so. You may retranslate the entire file, or
retranslate from a specific point on.

To retranslate an entire file:
e Press ALT + T to open the Translator menu.
» Use the arrow keys to highlight “Retranslate All”

WEGEEG Opkions  Tools  Wiew  Help

i Start Translation

: Dickionaries, ..
Commands. ..
Realtime Macras. ..
Skeno Source...

Retranslate Al
Retranslate From Current Location
Archive Skeno

» A message will appear asking if you are sure you wish
to retranslate. If you are sure, press ENTER or click
Yes.

« After retranslating, the software will prompt you with a
Save As dialog. If you choose to give the file a new
name here, the original file (before retranslating) will
remain intact as the original name. If you choose to
overwrite the original name with this file, simply press
ENTER.

To retranslate from a specific point:

« Place the cursor at the point you would like to begin
retranslating.

» Press ALT + T to open the Translator menu.

» Use the arrow keys to highlight “Retranslate from
Current Location.”
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WEGEEGGS Options  Tools  Wiew  Help

i Start Translation

: Dickionaries. ..
Commands., ..
Realtime Macros. ..
Skeno Source...
Retranslate all

Fetranslate From Current Location

archive Steno

» A message will appear asking if you are sure you wish
to retranslate. If you are sure, press ENTER or click
Yes.

« After retranslating, the software will prompt you with a
Save As dialog. If you choose to give the file a new
name here, the original file (before retranslating) will
remain intact as the original name. If you choose to
overwrite the original name with this file, simply press
ENTER.

AUDIO READBACK

The newer versions of digital CAT software allow you to
play back audio during realtime without stopping the
recording. This allows you to play the audio when asked
to read back without stopping, thus without forgetting to
restart recording!

To play the audio file during realtime:

« Place the cursor at the point where you would like to
begin listening to the audio.

 Hit your Play command, or press ALT + L to open the
Tools menu. Then press O for SoundSync. Then P
for Play.
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CATnip
Properties

CATNIP

CATnip is a built-in feature of digital CAT that allows you
to write into any program that can accept text input. You
can write letters, emails or any other text document right
from your machine!

To connect CATnip to another program to accept your
realtime feed, you must have your writer connected to
your computer. You must also begin a realtime translation
in Transcript Editor. Once these steps are done:

Open the program that you would like to write into
Go back to Transcript Editor.

Press ALT + L to open the Tools menu.

Press S to Start CATnip Session.

Go back to your other program and begin writing.
Your translations will appear in this program.

To adjust the options for CATnip:

e Press ALT + O to open the Options menu. (Please
note that if ALT + O is defined as a keyboard
command, you may need to press and release the ALT
key, then press the letter O.)

 Press the letter A to select CATnip.

» The CATnip Properties dialog will appear.

« In this dialog, you may set the appearance of certain
paragraphing symbols to be transmitted to the other
program. A “less-than” symbol (<) means a return. A
“greater-than” symbol (>) indicates a tab.

CATnip Properties @

[ uestion |<>|1> g |
Anzwer Ir Cancel

Collcguy |<>>
Paragraph |<>




TRANSLATING

CIC Setup
Dialog

CIC

digital CAT’s CIC features allow you to connect your
realtime translation feed to other computers, such as an
attorney’s computer. Before you can transmit out,
however, you will need to set your CIC options.

To access the CIC Setup window:

» Press ALT + O to open the Options menu. (You may
have to press and release the ALT key before pressing
the letter O if ALT + O is defined as a keyboard
command in your keyboard file.)

 Press C for CIC. The CIC Setup window will appear.

CIC Setup X

Faort Parameters Fage Format

Fort 1| Baud RBate | 2400 - Tab Space 3
e phdar Ho b amirnum Markings {2
Fort |2 Baud Rate | 2400 -

[ Transmit over both parts

CIC Options

[ Time Stamp [ Save CIC receive file
[ Auta Fluzsh

| Paszsword Pratect

Tranzcript Buffer

Buffer lazt |0 lines af transcript

Cutput buffered lines if no strokes are recerved within |0 milizeconds
& wvalue of zero will dizable this feature

s | Cancel |

From this window, you can adjust the transmission
settings for the CIC feature. A description of these
settings follows.
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CIC Setu '
Partial View s g|

of the CIC Puort Parameters Fage Format

Setup Dialo,

P & Part 1| Baud Rate | 2400 - Tab Space 5
S i M axirnum Markings  |2q
Part |2 Baud Rate | 2400 -

[ Transmit aver both ports

PORT PARAMETERS

PORT:

The first port parameter allows you to transmit your
realtime feed out to another computer. This is the
primary port used for transmission. You must set the
Port value to the correct COM port number that will be
transmitting OUT to the other computer.

BAUD RATE:
This must be set to the baud rate of the realtime receive
software. This value is almost always 2400.

SECONDARY PORT

PORT:

This is the second port that allows you to transmit your
realtime feed to another computer. If you need to use a
second port on your computer to transmit out to another
computer, you may use this feature. Set this Port value to
the COM port that will be used to transmit the second
realtime feed. Please note that if you have a multi-line
transmission hook-up, you do not need to transmit over
multiple ports. To enable transmission across this
secondary port, you MUST check the box labeled
“Transmit over both ports.”
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Partial View
of the CIC
Setup Dialog

BAUD RATE:
Again, this must be set to the baud rate setting of the
second realtime receive software.

PAGE FORMAT

TAB SPACE:
This box indicates the number of spaces generated by the
CIC software from a tab present in your dictionary entry.

MAXIMUM MARKINGS:
This indicates the maximum number of markings or
annotations allowed in a session.

CIC Options
[ Time Stamp [ Save CIC receive fil |

[ Auto Flush
[ Pazsword Protect

CIC OPTIONS

TIME STAMP:
If checked, time stamping will occur within the CIC
software.

AUTO FLUSH:
With this option checked, the translation field will be
flushed each time data is transmitted.

PASSWORD PROTECT:

This item 1s to be used with “Save CIC receive file.”
When this option is checked, the reporter must provide a
password in order to save the session to the hard drive.
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Partial Vi CIC Options

artial View : o

of the CIC [ Time Stamp [ Save CIC receive file |
[ Auko Flush

Setup Dialog
[ Pazzword Pratect

SAVE CIC RECEIVE FILE:

If checked, the CIC software can save a copy of the
session to the hard drive. Even though you may provide
a name for the session in the text box to the right of this
option, the CIC software may allow the user to change
the name.

TRANSCRIPT BUFFER

Tranzcript Buffer
Partial View

of the CIC Bufferlast |0 lines of transcript

Setup Dialog
Output buffered lines if no strokes are received within |0 millizeconds

A walue of zero will dizable thiz feature

BUFFER LAST # LINES OF TRANSCRIPT:

This setting will “hold back,” or buffer, a number of lines
of the transcript. You may specify the number in the box.
This allows the reporter a small window of time to make
corrections, such as asterisk deletions, before the
software transmits the translations to the CIC software.

In rare instances, a small buffer number may be needed to
allow certain formatting information to be passed to the
CIC software. The default value for this box is zero.

OUTPUT BUFFERED LINES IF NO STROKES

ARE RECEIVED WITHIN # MILLISECONDS

This setting will tell the program to release any text that
may be held within the transcript buffer if no strokes are
written with the specified time limit. This will allow
writing followed by a pause or break to be transmitted to
the CIC software without waiting on further strokes to
push them out of the buffer.

NOTE: A value of zero disables this feature.

88




TRANSLATING

“2%2: CAT-TIP

CIC software
settings ask which
software it will be
receiving. You may
notice that digitalCAT
is not on the list.
That is because we
use an ASCII
standard. For
CaseView, set it to
receive “Other
Software.” Set all
other realtime
receive software to
receive “CaseView.”

Chevrons and
Check Mark
indicating

the program
is transmitting

Press ENTER or click OK when finished to save your
settings and close this dialog.

STARTING AND STOPPING
CIC TRANSMISSION

To transmit realtime feed from your computer, you must
first be translating realtime. Once you have a realtime
translation started, the following instructions will show
you how to begin transmitting your realtime feed to the
computers connected to yours.

« First, make sure that you are in a realtime session.

Make sure that all realtime cables, including those
connected to the other computers are connected
securely.

« Make sure that the other computers are ready to receive
your realtime transmission and that they are set up
correctly.

» Press ALT + L to open the Tools menu.

« Press the letter I for CIC.

» Press ENTER or the letter S for Start Session.

« Two chevrons should appear in the bottom left corner
of your screen. If you go back to Tools->CIC, there
should be a check beside of Transmitting. If you see
these chevrons and the check beside of transmitting,
then your software is transmitting.

tal CAT Translator/Editor
‘@ E EEN Viewe Help
Spell Checker ¥ ﬂ

{  Sound Svnc r
Zapkioning 14
Skart CATnip Session
Word Counk

Steno Editor

Steno Tool...

Definition

Stedman's Medical Definition
Windows Explorer
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To stop CIC transmission:

« Press ALT + L to open the Tools menu.

« Press I for CIC.

« Press ENTER or the letter S for Stop Transmitting.
(This does not stop your realtime session.)

TRANSLATING WITH
NEW SESSION

If you use a variety of templates, dictionaries, or change
settings often, you may wish to start a translation using
the New Session feature.

New Session allows you to set your steno source, choose
the dictionaries to translate against, and select the
formatting template that you would like to have applied to
this document. Please see Chapter 7, Formatting, for
information on templates.

To start translation through New Session:

» Press ALT + F to open the File menu.

« Press W for New Session.

« The Steno Source dialog will appear. Please refer to
that section of this chapter for more information.

« After Steno Source, the Dictionary Setup screen will
appear. Choose the dictionaries you wish to use for
this job. Please see the Dictionary Setup section of this
chapter for more information.

« Finally, an Open dialog will ask which template you
would like to use. This dialog will ONLY appear if you
have multiple templates on your system!

« You will then be presented with a Save As dialog to
name your transcript. From this point, translation will
continue as described earlier in this chapter.
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Open Dialog

Stenovations has incorporated hundreds of powerful
editing features into digital CAT that are designed to make
the job of transcript production simple and fast.

OPENING A TRANSCRIPT
FILE TO EDIT

To open a transcript that has already been created:

» Press ALT + F to open the File Menu.

« If the transcript you wish to open has been used
recently, it will be listed at the very bottom of the menu
in the “Recent Files” section. If the file is listed here,
press the number that appears before the file, such as
1,2, 3 or4. Doing this will open the file. You may
skip the rest of these instructions. If the transcript is
not listed at the bottom of the menu, please continue
through these steps.

« Press O for Open. The Open File dialog will appear.

Open E

Look ir: | 3 Tranzcripks ﬂ |‘=j< v

5‘] 058-26-2004 1329 Thursday.krn E] 09-03-2004 1059 Friday trr)
5‘1 03-26-2004 1556 Thursday.trn !1 09-03-2004 1104 Friday . trr
!‘1 03-30-2004 1019 Monday.trn !"1 09-03-2004 1231 Fridaw.trr)
!‘] 09-02-2004 0946 Thursday.krn !q 09-07-2004 0814 Tuesday.|
5‘1 09-02-2004 1104 Thursday.krn 51 09-07-2004 0829 Tuesday.|
!‘] 09-03-2004 1057 Friday.krn !al 09-07-2004 0550 Tuesday. |
£ >

Filez of type: |Trans|:ript$ (.t ] j Cancel
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Press SHIFT + TAB to move focus to the list of files.
Use the arrow keys to highlight the name of the
transcript to be opened.

Once the correct transcript is highlighted, press
ENTER to open it.

If the transcript has already been opened before, it will
reopen to the location the cursor was located when the
file was closed. This will allow you to resume editing
where you last left off.

VIEWING FILE DETAILS

The Open dialog may not show you all that you wish to
see about the file. Choosing to see the file details can
show you information like the date the file was created or
modified as well as the size.

To view the details of the files:

« With the Open dialog displayed, press the View Menu
icon located to the right of the window.

« From the drop-down menu that appears, press D for
Details.

« The details of each file will now be listed in the Open
window, including the date the file was last modified,
its size, and the type of file.

Laok in: | ) Transcripts | ¥ Ew

Mame Size | Type Thumbnails

!1 08-26-2004 1329 Thursday.trn KB Transcripk Es -I-ile5

!‘1 08-26-2004 1556 Thursday.trn GKE Transcripk Es

5‘1 08-30-2004 1019 Monday.trn S KB  Transcripk Ex ICOHS

5‘1 09-02-2004 0946 Thursday.trn 10KE Transcript Ex List

!1 09-02-2004 1104 Thursday.trn GKE Transcript Es IS

Iﬂ N9-N3-2NN4 1157 Fridaw. ben QKR Transrrint Fi m
<

Files of type: |Transcripts [*trnc ) j Cancel
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STANDARD KEYS AND QUICKKEYS

Editing commands are grouped into two categories:
Standard Keys and QuickKeys. Editing commands can
be assigned into either of these groups.

Standard Key mode is the normal typing and editing
mode. Because of this, most keys pressed on the
keyboard will actually type words. Standard Key
commands are key combinations that execute commands
as opposed to typing text. Because these keys are
pressed in the normal typing mode, they must be pressed
in conjunction with the CTRL, ALT, or SPACEBAR to
execute the command. You can also press the keys with
the SHIFT key so long as the CTRL, ALT, or
SPACEBAR is also included. This means that CTRL + S
can execute one command, and CTRL + SHIFT + S can
execute an entirely different command. Please note that
some commands in this mode can be executed with a
single key, such as pressing the DELETE key.

QuickKey mode is the quick editing mode. QuickKeys
perform the same functions as do Standard Keys, but
with a single key press, or a single key in conjunction with
the SHIFT key. To use QuickKeys, one MUST be in
QuickKey mode. The slash (/) is the default key used to
enter and exit this mode. When the cursor is the
traditional, vertical bar (1), the keyboard functions
normally, and you can use the Standard Key Commands.

If the cursor becomes a square, black box (l ),
QuickKey mode is active.

Once QuickKeys are active, the keyboard no longer
performs as a normal keyboard, entering text one letter at
a time; instead, the keys actuate editing commands.
Please note that Standard Key commands will work in
QuickKey mode, but QuickKey commands will NOT
work in Standard Key mode.
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Turning On/Off QuickKeys

QuickKeys mode can be entered and exited using an
editing command called QuickKeys Toggle. digital CAT
comes with this command predefined in both the
Standard Key Commands and QuickKeys as the forward
slash (/) key. Remember, this command can be
redefined.

If you do not wish to use QuickKeys at all, you may wish
to delete the “QuickKeys Toggle” command from the
Standard Key commands list so it is not accidentally
switched on. The command can be redefined at a later
time if you then wish to begin using QuickKeys. Please
see the “Deleting a Command” section later in this
chapter.

QUICKKEYS TOGGLE:
Standard Key Command: /?
QuickKey Command: / ? --or-- A

If the forward slash key (/) will take you in and out of
the QuickKeys mode, how is it possible to enter a slash
into the transcript you are editing?

One way is to press CTRL + /. A more efficient way is
to select (highlight) the words that require a slash between
them. Once they have been highlighted, press the forward
slash key (/7). The slash will be inserted and the space
between the words will be deleted.

97



Chapter 4

digitalCAT USER MANUAL

98

Keyboard
Setup

OPTIONS KEYBOARD

digital CAT software allows you to customize your
keyboard setup. By doing this, you can use commands
you are already familiar with to edit a transcript. You can
even set your commands to mimic those that you may
have learned while using another CAT system.

To see your current keyboard configuration:
» Press and release the ALT key to place focus on the

menus.

 Press the letter O to open the Options menu.
» Press ENTER on the Keyboard selection. The
Keyboard Setup dialog will appear.

Keyboard Setup

Standard Key Commands l Quick Keps ] Quick Type ]

Current Key Commandz

AddiChange Word Ending
AddiChange Word Ending
Add/Edit Alternate Words
Apply Template
Bookmark Add

Bookmark Find Next
Bookmark Find Previous
Bookmarks Yiew
Capitalize Current Letter
Capitalize First Letter
Capitalize Whaele Line
Capitalize Whele Weord
Capitalize Whole Weord
Caret Document Beginning
Caret Document End

- !

Ctri+ E - Print
Space + W

Alt+ Ctrl + X

Alt+ Ctrl+ T

Alt+ F5

Shift + FS

F5 Add
Alt+ Ctrl + F5 Delete
F6

F7

F8

Shift + F6

Shift + F7

Ctrl + Page Up
Ctrl + Page Down

f

CarasEown dmovbemn g NI
[~ Usge Space Spacebar Delay |2
ak | Cahcel |
THE TABS

The Keyboard Setup dialog is divided into three tabs:
Standard Keys, QuickKeys, and Quick Type. Select the
tab that you would like to see by clicking on it with the
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mouse. The currently selected tab will appear as if it is in
front of the other tabs. The tab that appears closest to
you is the currently active tab. You can also toggle the
active tab by pressing CTRL + TAB.

To find a specific command, simply start typing that
command. The list of commands will automatically scroll
to attempt to find the command that you are typing.

PRINTING THE CURRENTLY
DEFINED COMMANDS

Once the Keyboard Setup dialog is open, you may print
the list of currently defined commands. Take note of the
tabs across the top of the dialog. If you wish to print the
Standard Key commands, make sure that tab is selected,
or in front. If you would like to print the QuickKey
commands, make sure that tab selected, or in front. Once
you have selected the tab you would like to print, press
ALT + P or click the Print button to send the list of
commands to your printer.

ADDING ACOMMAND

The Standard Key tab lists all of the currently defined
Standard Key commands. From this tab, you can print
the list, add a new command, or delete a command. You

can also specify whether you would like to use the
SPACEBAR to execute commands.

The QuickKey tab lists all of the currently defined
QuickKey commands. From this tab, you can print the
list, add a new command, or delete a command.
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Setup

Keyboard Setup

Standard K.ey Commands l Quick Keys ] Quick Type ]

Current F.ey Commands

AddiChange Word Ending
AddiChange Word Ending
Add/Edit Alternate Words
Apply Template
Bookmark Add

Bookmark Find Next
Bookmark Find Previous
Bookmarks View
Capitalize Current Letter
Capitalize First Letter
Capitalize Whaele Line
Capitalize Whele Weord
Capitalize Whole Weord
Caret Document Beginning
Caret Document End
Caret Down

L U T

[ Usze Space

Spacebar Delay |3

Ctri+ E

Space + W
Alt+ Ctrl + X
A+ Ctrl+ T
Alt+ F5

Shift+ F5

F5

Alt+ Ctrl + F5
F6

F7

F8

Shift + F6
Shift + F7

Ctrl + Page Up
Ctrl + Page Down
Arrow Down

Ma o AL v

»

Print

- !

Add

Delete

i

Macroz

(o |

Cahcel |

To enable SPACEBAR commands:
» Make sure the Standard Key tab is active. If it is not,
press CTRL + TAB until it becomes the active tab.

» Press ALT + U to check the Use Space box.

» Press TAB to move the cursor to the Spacebar delay
box. The number in this box is the number of seconds
the SPACEBAR can be held before it begins to repeat.
The default number is three.

To add a Standard Key command:

» Make sure the Standard Key tab is active. If itisn’t,
press CTRL + TAB until it becomes the active tab.

e Press ALT + A or click the Add button to add a new
command. The “Add Keyboard Command” dialog will

be displayed.

 If you know which command you wish to add, simply
begin typing the name of that command. The list will
scroll down to match the letters that you type. You can
also use the PAGE UP, PAGE DOWN, and ARROW
KEYS to move through the list.




EDITING

7)
;ﬁﬁ CAT-TIP

Note that some
keyboard keys do
not require these
combination keys to
execute their
function, such as the
DELETE key.

7)
;ﬁﬁﬁ CAT-TIP

Do NOT attempt to
redefine Windows
commands, such as
ALT + F4 or ALT +
TAB. These
commands are
controlled by
Windows and should
not be redefined.

Once the command that you wish to define is
highlighted, press the TAB key or ALT + Y to place the
cursor in the Keys box.

Press the key that you wish to associate with this
command, or use the PAGE UP, PAGE DOWN, and
ARROW KEYS to highlight the keyboard key you wish
to use to execute this command.

Select either CTRL, ALT, or SPACE (or a combination)
to be used with the keyboard key to execute this
command.

Press ALT + H to mark the SHIFT box.

Press ALT + T to mark the CTRL box.

Press ALT + L to mark the ALT box.

Press ALT + S to mark the Space box.

Press ENTER or click the OK button to add this
command and key combination to the list of active
Standard Key commands.

To add a QuickKey command:

Make sure the QuickKey tab is the active tab. If itisn’t
press CTRL + TAB until it becomes the active tab.
Press ALT + A or click the Add button to add a new
command. The “Add Keyboard Command” dialog will
be displayed.

If you know which command you wish to add, simply
begin typing the name of that command. The list will
scroll down to match the letters that you type. You can
also use the PAGE UP, PAGE DOWN, and ARROW
KEYS to move through the list.

Once the command that you wish to define is
highlighted, press the TAB key or ALT + Y to place the
cursor in the Keys box.

Press the key that you wish to associate with this
command, or use the PAGE UP, PAGE DOWN, and
ARROW KEYS to highlight the keyboard key you wish
to use to execute this command.
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The special function
keys, like F1, ESC,
etc. MUST be
defined as Standard
Key Commands to
work properly.

Key
Combination
in use
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 If you wish to use the SHIFT key with the keyboard
key to execute this command, press ALT + H to mark
the box.

« Press ENTER or click the OK button to add this
command and key combination to the list of active
Standard Key commands.

KEY COMBINATION IN USE

If the key combination you have selected is already
defined as a command, the “Key combination in use”
dialog will be displayed.

Key combination in use |g|

92 Defined as "Insert {A} Paragraph
‘-'-'r" Overwiite current definiton?

Yes ¥l

» Press Y to overwrite the existing command with the
one you have just made.

» Press N to keep the current command and return to the
Add Keyboard Command dialog to select a new key
combination.

DELETING A COMMAND

When an active command is deleted, it will be deactivated
and removed from the list of active commands. It can
always be added back to the list at a later time if you
should ever decide you wish to use that command.
Please note that when you delete a command, there will
NOT be a confirmation dialog asking if you are sure.
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To delete a command:

« Highlight the command that you wish to delete.

« Press ALT + D or click the Delete button to delete the
highlighted command.

QUICK TYPE
Beybaard Setup
Stendard Key Commands | Quick Keyr Ouick Typn
e Quick, Ty
Pie |
Ak |
Diadaia |
Edk |
Cuipy
[+ Ok Ty oo i BiE AL
[ or |  coca |
T

The Quick Type feature is the third tab in the Keyboard
Setup window. By using this editing feature, letters can be
assigned to a word or phrase. When the assigned letters,
followed by the spacebar, are typed, the word or phrase
will be inserted into the transcript at the location of the
Cursor.
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To add a Quick Type command:

» Make sure the Quick Type tab is the active tab. If it
isn’t, press CTRL + TAB until it becomes the active tab.

e Press ALT + A to add a new Quick Type command.

« Type the letters to be assigned to the text in the
Command box.

Add Quick Type g|

Comrmand

Text

| Cancel |

« Press TAB to move the cursor to the Text box.
» Type the desired text.
» Press ENTER to save the new Quick Type command.

To edit the text of a Quick Type command:
» Highlight the active Quick Type command.
» Press ALT + E or click the Edit button to edit the text.

To copy text to another Quick Type command:
» Highlight the active Quick Type command.
» Press ALT + O to copy the text to a new command.

To use the Quick Type command:

« When editing a transcript, type the letters assigned to
the word or phrase, followed by the spacebar.

« For example, typing “ex” then the spacebar, could
insert the text “(Exhibit No. [ ] marked for
1dentification)” at the position of the cursor.
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OPTIONS->KEYBOARD COMMANDS:

Options Keyboard: This command will open the
Keyboard Setup dialog. This allows you easy access to
the dialog while you are setting up your keyboard
commands.

Standard Keys: ALT + K

Add Quick Type: This command opens the Add Quick
Type dialog allowing you to easily add a new Quick Type
entry.

QuickKeys Toggle: This command will take you in and
out of QuickKey mode.

Standard Keys: /?

QuickKeys: A

UNDO

This feature will undo the last actions performed, in
inverse order. For example, if text was mistakenly
deleted, use this function to restore the text.

digital CAT comes with a predefined Standard and
QuickKey command that mimics the Undo command
found in Windows Applications.

Undo: Reverses the last actions performed.
Standard Key: CTRL + Z
QuickKey: Z

You can also activate the Undo command from the Edit
menu. Press ALT + E to open the Edit menu from the
menu bar. Then press U or the ENTER key to activate the
Undo function, and the last function will be reversed.
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NAVIGATING IN
TRANSCRIPT EDITOR

Moving the cursor, or caret, in digital CAT is
accomplished by using the Caret commands. Most of
these commands are pre-defined in digital CAT, but they
can be redefined to suit your personal editing style. The
commands that are already defined in the digital CAT
keyboard setup are shown.

Caret Document Beginning: Moves the cursor to the very
beginning of the transcript.
Standard Key: CTRL + PAGE UP

Caret Document End: Moves the cursor to the very end
of the transcript.
Standard Key: CTRL + PAGE DOWN

Caret Down: Moves the cursor down one line.
Standard Key: DOWN ARROW
QuickKey: M

Caret End of Word: Moves the cursor to the end of the
current word.

Caret Left: Moves the cursor one character to the left.
Standard Key: CTRL + LEFT ARROW
QuickKey: SHIFT +J

Caret Line Beginning: Moves the cursor to the beginning
of the current line.
Standard Key: HOME

Caret Line End: Moves the cursor to the end of the
current line.
Standard Key: END
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Caret Next Paragraph: Moves the cursor to the beginning
of the next paragraph.

Standard Key: SHIFT + ENTER

QuickKey: H

Caret Next Steno: Moves the cursor to the next steno
stroke.

Caret Next Word: Moves the cursor to the next word.
Standard Key: CTRL + K --or-- RIGHT ARROW
QuickKey: K

Caret Page Down: Moves the cursor down one screen/
page.

Standard Key: PAGE DOWN

QuickKey: SHIFT + M

Caret Page Up: Moves the cursor up one screen/page.
Standard Key: PAGE UP
QuickKey: SHIFT +1

Caret Paragraph Beg: Moves the cursor to the beginning
of the current paragraph.

QuickKey: SHIFT + B

Caret Paragraph End: Moves the cursor to the end of the
current paragraph.

Caret Previous Paragraph: Moves the cursor to the
beginning of the previous paragraph.

Caret Previous Steno: Moves the cursor to the previous
steno stroke.
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Caret Previous Word: Moves the cursor to the previous
word.

Standard Key: LEFT ARROW

QuickKey: J

Caret Right: Moves the cursor one character to the right.
Standard Key: CTRL + RIGHT ARROW
QuickKey: SHIFT + K

Caret Sentence Beg: Moves the cursor to the beginning of
the current sentence.

Caret Sentence End: Moves the cursor to the end of the
current sentence.

Caret Up: Moves the cursor up one line
Standard Key: UP ARROW
QuickKey: I

SCROLL COMMANDS

Commands may also be used to scroll the document
without moving the cursor. Scrolling can display text
from another part of the transcript without moving the
cursor, thus keeping your place. To return to the cursor
position after scrolling, simply press any of the arrow
keys. The screen will jump back to the cursor position.

Scroll Document Beginning: Displays the text at the
beginning of the document but does not move the cursor

Scroll Document End: Displays the text at the end of the
document but does not move the cursor.

Scroll Down: Scrolls one line down, but does not move
the cursor
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Etnndard Kay Commends | Quick Kays | Oulck Typss |
G ek Faasy T mima ek
Select Down Shift = Arrow Down # Primi
Select Left Carl+ Shiln+ 5
Select Left Shaft + Arraw Left
Salect Maxr Ward carl+ 5
Select Mat Ward Shaf = Arraw Right
Select Hewt Word Spate+ 5
Select Page Dewn Shafe = Page Dawn
Select Page Up Shaft = Page Lip Add
Salect Raiet Ene
Select Semgence End AR+~ [imbste
Select Up Shih + Arraw Up
SeundSyne PlayStep 1]
SoutdSyne PlaySteg Carl+L
Soufd Syne RecardStap A+ R
SpesdSyne Faatar A+ Arrew Right
SpeedSyne Slower A+ Brrew Lefy
Spell Chech Ward F#
Switch e Stene cel+ G
Tegghe Altsrnate Waordy A+ X
Togghe AnsweriThe Witress A+ - L
I ko Space EpecaharDaley

Scroll Page Down: Scrolls one page down, but does not
move the cursor

Scroll Page Up: Scrolls one page up, but does not move
the cursor

Scroll Up: Scrolls one line up, but does not move the
cursor

SELECTING OR HIGHLIGHTING

Many editing features are performed on text that has been
selected, or highlighted. Once text has been highlighted,
editing features can be used on that text, such as: fast
deletion of multiple words, copying or cutting text,
making multi-word dictionary entries, and much more.

Unselected words
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Every “Select” command can be repeated or used in
combination with other “Select” commands to highlight
additional text. Once a letter or word has been selected,
only cursor movement will adjust the selection.

To remove highlighting, hit the Escape key or use the
Select Reset command.

Select Document Beginning: Highlights from the location
of the cursor to the beginning of the transcript.

Select Document End: Highlights from the location of the
cursor to the end of the transcript.

Select Down: Highlights text to the right of the cursor
and down one line.
Standard Keys: SHIFT + DOWN ARROW

Select Left: Selects, or deselects, one character to the left.
Use this command after a word has been selected to
deselect characters at the end of the word. This allows
for a dictionary entry to be made for the root word, to
look up a definition or perform a Find function.
Standard Keys: CTRL + SHIFT + S
or SHIFT + ARROW LEFT

Select Line Beginning: Highlights text from the cursor
position to the beginning of the current line.

Select Line End: Highlights text from the cursor position
to the end of the current line.

Select Next Steno: Selects the next steno stroke, usually
for a dictionary entry.
QuickKey: SHIFT + S
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Select Next Word: Highlights the next word. If the
cursor is in the middle of a word when this command is
executed, the part to the right of the cursor is highlighted.
If you try to add a dictionary entry for this highlighted
portion, the entire word will appear in the Add Entry
dialog.

Standard Keys: CTRL + S

or SHIFT + ARROW RIGHT
QuickKey: S

Select Page Down: Highlights from the cursor position
one page down.

Standard Keys: SHIFT + PAGE DOWN
Select Page Up: Highlights from the cursor position one
page up.

Standard Keys: SHIFT + PAGE UP

Select Paragraph Beginning: Highlights from the cursor
position to the beginning of the current paragraph.

Select Paragraph End: Highlights from the cursor
position to the end of the current paragraph.

Select Previous Steno: Highlights the previous steno
stroke, usually for entry into a dictionary.

Select Previous Word: Highlights the previous word.
Select Reset: Removes all highlighting from text or steno.
Standard Keys: ESC
QuickKeys: U

Select Right: Selects one character to the right.

Select Sentence Beginning: Selects from the current caret
position to the beginning of the sentence.
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Select Sentence End: Selects from the current caret
position to the end of the sentence.
Standard Keys: ALT + ©

Select Up: Selects from the cursor position up one line.
Standard Keys: SHIFT + ARROW UP

DELETING

digital CAT has a number of deleting commands that can
make removing incorrect text a simple and easy process.

Delete Last Letter: This command will delete the last
letter of the word the cursor is currently on. It can be
pressed multiple times to remove more letters. This
command is useful for removing suffixes, such as an s. It
1s more efficient to use the Add/Change Word Ending
command to alter suffixes.

Standard Key: SHIFT + BACKSPACE

QuickKey: SHIFT + O

Delete Line: This command will delete the current line.
Standard Key: ALT + D

Delete Line Beginning: This command will delete from
the current cursor position to the beginning of the line.

Delete Line End: This command will delete from the
current cursor position to the end of the line.

Delete Next Character: Deletes the character immediately
to the right of the cursor.

Standard Key: DELETE

QuickKey: SHIFT +D
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Delete Next Space: Deletes the next space, joining the
current and next words together.
Standard Key: SHIFT + SPACE or CTRL + N
QuickKey: SHIFT + N

Delete Next Word: Deletes the text between the cursor
and the next word or punctuation mark.
Standard Key: CTRL + D or SHIFT + DELETE
QuickKey: D

Delete Previous Character: Deletes the character
immediately to the left of the cursor.

Standard Key: BACKSPACE

QuickKey: V

Delete Previous Word: Deletes the text between the
cursor and the previous word or punctuation mark.

SOUNDSYNC

digital CAT's audio synchronization features allow you to
easily record, play and stop audio.

When you start audio recording or playback, the VU
meter will show you if there is sound. This is extremely
useful when recording audio. If the VU meter is moving,
you know that the program is recording audio. If,
however, the VU meter is blank or stays maxed out, you
may have some sort of audio problem.

e T
Blank VU Meter VU Meter with Sound

SoundSync Pause Play: This command will pause
playing audio. If pressed again, audio will resume

playing.
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SoundSync Pause Record: This command will pause
audio recording. If pressed again, recording will resume.

SoundSync Play: This command will play the audio.

SoundSync Play/Stop: This command will begin playing
audio. If pressed again, audio will be stopped.

Standard Key: \|--or-- CTRL + L

QuickKey: L

SoundSync Properties: Using this command will display
the SoundSync properties dialog. Please see Chapter 2
for help with this dialog.

SoundSync Record/Stop: This command will stop audio
recording. Pressing it again will resume recording.
Standard Key: ALT + R

SoundSync Stop Play: This command will stop audio
playback.

SoundSync Stop Record: This command will stop audio
recording.

SpeedSync Faster: Executing this command will increase
the playback speed of the audio.
Standard Key: ALT + RIGHT ARROW

SpeedSync Slower: Executing this command will
decrease the playback speed of the audio.
Standard Key: ALT + LEFT ARROW
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PARAGRAPHING

This section covers inserting new paragraphs as well as
changing a paragraph from one style to another.

CHANGING PARAGRAPH STYLES

If you need to change a paragraph from one style to
another, like changing a Question to an Answer for
example, you would want to use the Change Paragraph
Style commands.

Change Paragraph Style: Executing this command will
display the Change Paragraph Style dialog. Select the
style that you to which you wish to change this paragraph
from the list.

Standard Key: ALT + P

QuickKey: SHIFT +P

Change Paragraph to { A}: Executing this command will
change the current paragraph to an Answer paragraph.
The Answer symbol, A., will be placed at the beginning of
the paragraph.

Standard Key: ALT + A

Change Paragraph to {C}: Executing this command will

change the current paragraph to a Colloquy paragraph.

The Speaker list will be displayed. Please see the Speaker

list section of this chapter for help using this dialog. This

command can also be used to change the current speaker.
Standard Key: ALT + C

Change Paragraph to {P BY }: This command will change
the current paragraph into a By paragraph.
Standard Key: ALT + SHIFT + B
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Change Paragraph to {P Paren}: This command will
change the current paragraph into a parenthetical
paragraph.

Change Paragraph to {Q}: This command will change
the current paragraph into a Question paragraph. A
Question symbol, Q., will be placed at the beginning of
the paragraph.

Standard Key: ALT + Q

Center Paragraph: This command will center-align the
paragraph on the page.

INSERTING NEW PARAGRAPHS

Inserting a new paragraph will insert a new line in the
style selected. If any of these commands are executed in
the middle of an existing paragraph, the text to the right of
the cursor will be moved down to the next line and will
be formatted in the style chosen.

Insert { A} Paragraph: Executing this command will
insert an Answer paragraph.

Standard Key: CTRL + A

QuickKey: SHIFT + A

Insert {C} Paragraph: Executing this command will insert
a new Colloquy paragraph. The Speaker List dialog will
appear. Please see the Speaker List section of this
chapter for help with this dialog.

Insert {P By} Paragraph: This command will insert a new
By paragraph. The Speaker List dialog will appear.
Please see the Speaker List section of this chapter for
help with this dialog.

Standard Key: CTRL + B

QuickKey: B
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Insert {P Center} Paragraph: Executing this command
will insert a new center-aligned paragraph.
Standard Key: ALT + INSERT

Insert {P Paren} Paragraph: This command will insert a
parenthetical paragraph.

Standard Key: ALT +9

QuickKey: P

Insert {Q} Paragraph: This command will insert a new
Question paragraph.

Standard Key: ALT + Q

QuickKey: SHIFT +Q

Insert Continuation Paragraph: Executing this command
will insert a continuation paragraph. A continuation
paragraph is any paragraph after the first paragraph in a
specified style. For example, in a long question that has
three paragraphs, both the second and third paragraph
would be continuation paragraphs.

Insert Paragraph Style: This command will display the

Choose Paragraph Style dialog. A paragraph of the type
you select will be inserted.
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Speaker
List

Select Replacement Text @

Speakers

2 THEWITNESS
3 THE DEPOMNENT
4 THE COURT

Edit ‘ Booe |

MNew Speaker

[v Add new speaker to list (0];8 Cancel |

SPEAKER LIST

The Speaker List allows you to quickly select speakers
for Colloquy and By paragraphs. This lets you quickly
correct dropped or mis-stroked speaker identifications.

When the dialog first opens, you will notice that the first
10 names have numbers in front of them. You may select
any of these names by pressing the number in front of the
one you would like to insert. This dialog has a dynamic
list, meaning the numbers will change depending upon
the transcript. The first speaker you identify in a
transcript will be listed as number 1. The second will
become number 2, the third number 3, and so forth.

You may also use the arrow keys to scroll through the list
of names. You could do this if you wanted to choose a
name that was not in the top 10.
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You may need to create a new speaker. If so, please

follow these steps:

« Once the dialog is open, press TAB to place the cursor
in the “New Speaker” box.

« Type the name of the speaker just as you want it to
appear. Do NOT type the colon in the name! Please
note that if you type the name in lowercase, you can
press the F8 key to capitalize the entire line.

« Once the name appears correctly, make sure the “Add
new speaker to list” box is checked so that the name
will be stored in your Speakers List. If you do not
want the name to go into your list, uncheck this box.
You may check/uncheck this option by pressing
ALT +A.

« When finished creating the new speaker name, press
ENTER. The paragraph your cursor was on should
now appear with the speaker identification you
selected.

To edit a speaker name:

« Make sure the Speakers List dialog is open. If not, you
can press ALT + E to open the Edit menu, then press E
again for Speakers.

« Highlight the speaker identification that you wish to
edit.

« Press ALT + E to edit that identification.

« Press ENTER when finished editing.

To delete a speaker name:

« Make sure the Speakers List dialog is open. If not, you
can press ALT + E to open the Edit menu, then press E
again for Speakers.

 Highlight the speaker identification that you wish to
delete.

« Press ALT + D to delete that identification.

« Press ENTER when finished editing.
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The Speakers List can also be displayed by executing the
Change Speaker command. This command will display
the list of speakers so that you may easily change the
identification of a By paragraph or a Colloquy paragraph.

TOGGLE PARAGRAPH COMMANDS

Toggle Answer/The Defendant: This command will
toggle an Answer paragraph with a Colloquy paragraph
with “THE DEFENDANT:” as the speaker identification.
This command is a toggle, which means it will change
either paragraph to the other.

Toggle Answer/The Deponent: This command will toggle
an Answer paragraph with a Colloquy paragraph with
“THE DEPONENT:” as the speaker identification. This
command is a toggle, which means it will change either
paragraph to the other.

Toggle Answer/The Witness: This command will toggle
an Answer paragraph with a Colloquy paragraph with
“THE WITNESS:” as the speaker identification. This
command is a toggle, which means ti will change either
paragraph to the other.

Standard Key: ALT + W

QuickKey: SHIFT + W

Toggle Question/The Court: This command will toggle a
Question paragraph with a Colloquy paragraph with
“THE COURT:” as the speaker identification. This
command is a toggle, which means it will change either
item to the other.
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SPECIAL PARAGRAPH COMMANDS

Join Paragraph: Executing this command will join the
paragraph the cursor is currently in to the preceding
paragraph.

Standard Key: ALT +1J

QuickKey: Y

Number Paragraph: This command must be executed on
a Colloquy paragraph! If you number your Colloquy
paragraphs, you would execute this command on any
Colloquy paragraph that needs to be numbered. Please
note that the “Number Questions in Transcript” option
must be checked under Options->Document! Please see
Chapter 2 for help with this option.

RESOLVING UNTRANSLATES
AND CONFLICTS

Even the best writers have untranslates or mistranslates.
These items can be edited in a number of ways. You can
edit the untranslate directly or define it as a dictionary
entry.

If you are in Standard Key mode, with your cursor at the
beginning of an untranslate, you may simply begin typing
the correct word. Once you begin typing, the untranslate
will disappear, leaving only the text that you type. If you
are in QuickKeys, you may use the Edit Word feature to
perform the same function. Please see the description of
that feature later in this chapter.
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DICTIONARY ENTRY COMMANDS

An untranslate can easily be defined into a dictionary.

Dictionary Entry 1-10: These commands will place the
highlighted text into the corresponding dictionary. The
dictionaries are numbered based upon their appearance in
the Dictionary Setup screen. You can get to Dictionary
Setup by going to Translator->Dictionaries. The top
dictionary would be numbered one. The next would be
number two, and so forth. Dictionary 1 will always be the
Job dictionary and Dictionary 10 will be the Main
dictionary. This is because your Main dictionary must be
listed at the bottom of the list, and the Job dictionary at
the top.

Standard Keys: Dictionary Entry 1: CTRL +J

Dictionary Entry 10: CTRL + M
QuickKeys: Dictionary Entry 1: SHIFT +T
Dictionary Entry 10: T

Dictionary Entry List: This command will place the
highlighted text into the dictionary that you select from the
list it displays. Once this command is pressed, a list of
active dictionaries will appear. Select the dictionary into
which you wish to place the entry from this list.

Standard Keys: CTRL + T

Job Entry (1 Stroke) — Job Entry (4 Stroke): These
commands will place entries of the corresponding stroke
count into the Job dictionary. For example, pressing the
command for Job Entry (4 Stroke) will bring up the Add
Entry dialog with the next four steno strokes ready to be
defined. This allows you to quickly define multiple stroke
entries without having to highlight anything. Remember,
to add more strokes, press SHIFT + DOWN ARROW
when the Add Entry dialog is open. To take away
strokes, press SHIFT + UP ARROW.

Standard Keys: CTRL + 1-4
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Main Entry (1 Stroke) - Main Entry (4 Stroke): These
commands will place entries of the corresponding stroke
count into the Main dictionary. For example, pressing the
command for Main Entry (3 Stroke) will bring up the Add
Entry dialog with the next three steno strokes ready to be
defined. This allows you to quickly define multiple stroke
entries without having to highlight anything. Remember,
to add more strokes, press SHIFT + DOWN ARROW
when the Add Entry dialog is open. To take away strokes,
press SHIFT + UP ARROW.

Standard Keys: ALT + 1-4

ENTER & SHIFT + ENTER: If you have text selected,
you can press the ENTER key to quickly add all of the
English and steno you have selected to the Main
dictionary. If you press SHIFT + ENTER, the text and
steno highlighted will be added to the Job dictionary. You
can highlight numerous strokes, then press one of these
commands to quickly make a dictionary entry.

Once you resolve the current untranslate, you may find
the next untranslate by using any of the following
commands:

Find Next Untranslate: This command will find the next
untranslate and place the cursor at its beginning.

Find Next Conflict/Untranslate: This command will find

and place the cursor on the next conflict or untranslate.
Standard Keys: ALT + U
QuickKeys: [ {

Find Previous Untranslate: This command will find the
previous untranslate and place the cursor at its beginning.
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Find Previous Conflict/Untranslate: This command will
find and place the cursor on the previous conflict or
untranslate.

QuickKey: SHIFT + [ {

Resolve All Untranslates: Executing this command will
take you to the first untranslate. Once you define that
untranslate into your dictionary, your cursor will be
immediately taken to the next untranslate so that you may
define it. By using this one command, you never have to
use any of the other “Find Next” or “Find Previous”
commands to go to the next untranslate. The program
will automatically move you to the next one once the
current untranslate is resolved.

RESOLVING CONFLICTS

Conflicts can be resolved in a number of ways. You can
even resolve them during realtime by using the Resolve
Conflict command. Please see Chapter 5 for information
on this.

Conflicts can also be easily resolved during editing. First,
place your cursor at the beginning of the conflict. You
can then press the number that corresponds to the word
that you would like to choose. For example, if you
wanted to select the word “too” from [toltooltwo], you
would press the number 2.

You can also press the letters S, D and F to select the
correct word. Again, if you wanted to select the word
“too” from [toltooltwo], you would press the letter D.
Please note that these letters will may only perform this
function in the QuickKeys mode if the option is selected
under Options->General. Please see Chapter 2 for help
selecting this option.
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You may move to another conflict by using the following
commands:

Find Next Conflict: This command will find and place
the cursor on the next conflict.
Standard Keys: ALT +\ |

Find Next Conflict/Untranslate: This command will find
and place the cursor on the next conflict or untranslate.
Standard Keys: ALT + U
QuickKey: [ {

Find Previous Conflict: Using this command will find the
previous conflict.

Find Previous Conflict/Untranslate: This command will
find and the previous conflict or untranslate.
Standard Keys: SHIFT + [ {

You may also have the program move you to the next
conflict automatically. By doing this, you can easily
resolve all of your conflicts at once. Once you resolve
one, you will be automatically moved to the next one.
You can do this by selecting the option under
Options->Editor.

To set this option:

 Press and release the ALT key.

 Press the letter O to open the Options menu.

« Press E for Editor.

» Press ALT + N to put a check mark in the “Move to
next conflict after resolving current conflict” option.

« Press ENTER to save your change.

Now when you resolve a conflict, the program will
automatically take you to the next conflict. You will
receive a message informing you when no more conflicts
can be found.
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PUNCTUATION

digital CAT has a number of artificial intelligence features
that will help you punctuate your document properly.
Manually inserting punctuation marks need not be done at
the end of a word, and certain commands will allow you
to automatically toggle punctuation marks to other marks,
even if you are relatively far away from them in the
transcript!

MANUAL PUNCTUATION

Depending upon your editing settings, your punctuation
location may be before the current word or after it. An
example of each is given. You may check your
punctuation setting under Options->Editor. Please see
Chapter 2 for information on changing this setting.

Whenever punctuation is changed in the transcript, the
formatting that pertains to the surrounding words is
automatically corrected. There is no need to move the
cursor to the end of a word before inserting or changing
punctuation. The punctuation will be placed at the end of
the current word or the previous word, depending on
how the Editor Options are set.

With your cursor on a word where there is no
punctuation, pressing a mark will add that punctuation
mark. There is no need to move the cursor to the location
the mark should be placed. The software will place the
punctuation mark in the correct location and format the
surrounding words correctly. For example, pressing the
comma key with the cursor at the beginning of a word
will add a comma in the correct location. Pressing the
period key will place a period in the correct location.
Surrounding text will be formatted correctly.
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If a punctuation mark already exists at this word, pressing
another punctuation mark will change the existing mark
to the one that you press. Again, digital CAT will
automatically format the surrounding text. This means
that if you change a comma to a period, the next word
will become automatically capitalized. To remove the
punctuation mark, strike the key that corresponds to the
punctuation that appears. For example, to remove the
comma at the end of a word, simply press the comma key
while the cursor is on that word.

HYPHEN

With the cursor on a word, press the hyphen key. Either
the space before the word or the space after the word,
depending on your editor settings under Options->Editor,
will be replaced with a hyphen. This allows you to easily
hyphenate two words without having to move the cursor
to the space between the words. To hyphenate multiple
words, highlight them using one of the Select commands,
then press the hyphen key.

Example: semi-transparent

STITCHING

Highlight the word that you would like to stitch. With the
word highlighted, press the hyphen key. The word will
then be stitched. You may press the hyphen key again to
undo this action. You can also use the Stitch Word
command, as i1s described below.

Stitch Word: This command will stitch the word the
cursor is on, whether the word is highlighted or not.
Pressing this command again will remove the stitch and
return the word to normal.
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DASH

Just as mentioned above, you can place a hyphen between
two words by simply pressing the hyphen key. There will
be no space between the words and the hyphen. Pressing
the hyphen key again will change the hyphen into a dash.
There will be a space between the words and the dash.

Example: Did you -- strike that.

SLASH

In most keyboard setups, the slash key will take you in
and out of QuickKeys mode. To place a slash between
two words, highlight those words and press the slash key.
The space between the words will be replaced with a
slash.

You can also type a slash key by pressing and holding the
CTRL key with the slash key. This will insert a slash into
your document, however it will not automatically remove
any spaces.

QUOTES

If you wish to place quote marks around text:
Highlight the text that you wish to have quoted.

Press the double () or single (‘) quote key.

The highlighted text will then be surrounded by quotes.

If the last highlighted word was followed by a comma or
a period, that punctuation mark will automatically be
added inside the quotes. You can move other punctuation
marks inside the quotes by pressing the quote key a
second time. With the words still highlighted, press the
quote key a third time to remove the quote marks.
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PARENTHESIS

To add a set of parenthesis around a word or multiple

words:

 Highlight the text that you wish to have within
parenthesis.

« Press either the open or closing parenthesis key.

« (SHIFT + 9 or SHIFT + 0)

Press the parenthesis again to move punctuation within
the parenthetical. Press it again to remove the
parenthesis.

PUNCTUATION COMMANDS

digital CAT has a number of editing commands associated
with punctuation. You can of course punctuate by
moving your cursor to the correct location, as described
above, but you can also use the following commands.
Please note that if your formatting information is set up
properly, most punctuation at the ends of paragraphs will
be handled automatically. For example, a Question
paragraph should automatically generate a question mark
when another type of paragraph stroke is written.

Toggle Comma/Dash: This command will toggle the next
comma, dash or semi-colon to the next item on that list.
A comma will be changed into a dash, a dash to a semi-
colon, and a semi-colon to a comma. This command will
find the next occurrence of one of these punctuation
marks to toggle, meaning you can be a number of words
away from the actual occurrence of the mark. This allows
you to easily alter punctuation without moving your
Cursor.

Standard Keys: SHIFT +, <

QuickKeys: SHIFT +, <
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Toggle Period/Question Mark: This toggle command will
find the next period, question mark or dash. That
punctuation mark will be toggled to the next one. A
period will become a question mark, a question mark a
dash, and a dash a period. This command allows your
cursor to be relatively far away from the punctuation
mark that you wish to change. Because this command
will search for the next punctuation mark that it can alter,
it can be used to alter punctuation without moving the
Cursor.

Standard Keys: SHIFT + . >

QuickKeys: SHIFT +. >

Toggle Last Period/Question Mark: This command will
toggle the last period, question mark or dash to the next
item, even if there is another punctuation mark between
the cursor’s location and the end of the paragraph. The
final period will become a question mark, a question
mark will become a dash, and a dash will become a
period. This command, because it alters the final
punctuation mark in the paragraph, allows you to be a
number of words away from the location of the
punctuation. You can easily alter the final punctuation
mark without moving your cursor to that location.

Incomplete Paragraph: Places dashes at the end of the
previous paragraph regardless of where the cursor is in
the current paragraph.

Insert '--" at Beginning: This command will place dashes
at the beginning of the current paragraph regardless of
what line of the paragraph the cursor is on.

Standard Keys: ALT +, <
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Insert '--' at End: This command will place dashes at the
end of the current paragraph regardless of what line of
the paragraph the cursor is on.

Standard Keys: ALT +. >

QuickKeys: SHIFT + - _

Interrupted Answer: Dashes can be inserted at the end of
an interrupted Answer as well as at the beginning of the
next Answer paragraph. The cursor must be on either the
Question paragraph interrupting the Answers or on the
second Answer paragraph.

Example:
A. No, I don’t.

Q. Okay.
A. Really think so.

Becomes:

A. No, I don’t --

Q. Okay.

A. --really think so.

This command is a toggle, so pressing it again will
remove the dashes and restore the original punctuation.
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Interrupted Question: Dashes can be inserted at the end
of an interrupted Question as well as at the beginning of
the continued Question. The cursor must be on either the
Answer interrupting the Questions or the second
Question paragraph.

Example:

Q. How long?
A. One year.
Q. Has it been?

Becomes:

Q. How long --
A. One year.
Q. -- has it been?

Standard Keys: ALT + - _

Question/Answer Segue: This command will place
dashes at the end of the Question and also at the
beginning of the next Answer. Use this command when
an answer interrupts the question that was asked and you
need to place dashes in the two paragraphs. The cursor
may be located in either the Q or A paragraph when the
command is used.

Example:

Q. How long did it?
A. One year.

Becomes:

Q. How long did it --
A. -- one year.
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CAPITALIZATION

digital CAT has a number of capitalization features. A lot
of capitalization is automatic. The first word of a
sentence, for example, should automatically be
capitalized.

CAPITALIZATION IN DIALOGS

digital CAT allows you to easily capitalize items even in
dialog boxes such as the Edit Word dialog or the Add
Entry dialog.

F6: Pressing this key will capitalize the letter the cursor is
on. If the words are highlighted, the first letter will be
capitalized.

F7: Pressing this key will capitalize the first letter of all
important words in item shown in the dialog. This means
that words like “of”” and “the” will not be capitalized.

F8: Pressing this key will capitalize every letter of the
item typed in the dialog.

QUICK SHIFT

QuickShift allows you to quickly capitalize letters and
words by simply tapping the SHIFT key.

» One quick tap of the SHIFT key will capitalize the letter
the cursor is currently on. Tapping once again will
return the letter to lowercase.

« Tapping the SHIFT key twice in rapid succession will
capitalize the word the cursor is currently on. Tapping
the SHIFT key twice again will return the word to
lowercase.

« Tapping the SHIFT key three times rapidly will
capitalize the entire line the cursor is on. Again tapping
three times will return the line to lowercase.
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CAPITALIZATION COMMANDS

Capitalize Current Letter: This command will capitalize

the letter the cursor is currently on. This command can
be used to capitalize letters in the middle of words, such
as the name “McAdams”.

If the letter 1s already capitalized, using this command will
return it to lowercase.

Standard Keys: F6

Capitalize Entire Transcript: This command will capitalize
all text within a transcript. Please note that if more text is
added, it will not be automatically capitalized!

Capitalize First Letter: Capitalizes the first letter of the
current word, regardless of where in the word the cursor
is. If the first letter is already capitalized, using this
command will return it to lowercase.

Standard Keys: F7

Capitalize Whole Line: This command will capitalize the
line the cursor is on. Pressing this command again will
return the line to lowercase.

Standard Keys: F8

Capitalize Whole Word: This command will capitalize the
word the cursor is on. Pressing the command again will
return the word to lowercase.
Standard Keys: SHIFT + F6 or SHIFT + F7
QuickKey: O
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Search Text
Dialog

FIND

Stenovations has implemented a number of “Find” or
“Search” commands into digital CAT. These commands
allow you to easily jump through the transcript to the
items that you wish to see.

Search Text B|
loren
‘ Green
[v Match Case
[v “Whole Words Only Direction
i Up
i Down

USING THE FIND COMMAND

Enter the text that you wish to search for in the Text
box.

If the capitalization of the word matters, press ALT + M
to mark the Match Case box. This will tell the program
to only return words that exactly match in capitalization
to your search criteria. This, for example, would
prevent the search from returning the color green when
you are searching for the name Green.

If you only want to search whole words, press

ALT + W to mark the Whole Words Only box. This,
for example, would prevent a search for the word
“base” from returning words like “baseball” or
“basement.”

If you wish to search backwards, press ALT + U to
mark the Up direction. If you wish to search down the
transcript, make sure Down is marked. If it is not, you
may press ALT + D to mark it.

When finished entering your criteria and setting your
search options, press ENTER to begin the search.
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Replace Text
Dialog

FIND AND REPLACE

The Find and Replace function is a quick way to search
for one word or phrase and replace it with another.

Replace Text

‘base
Feplace with Cancel
‘ basement

Feplace YWhere [ Match Case

(@ Heretoend [v “Whole words only

(" Whole transcript [v Caonfirm Replacement

USING THE FIND AND REPLACE COMMAND

» Place the cursor on the word to be replaced. If you
wish to replace multiple words, highlight the text you
wish to replace.

 Press the Find & Replace command or press ALT + E
to open the Edit menu. Then press R for Replace. The
word the cursor was on or the text that was highlighted
will automatically appear in the Text box. The same
text will also appear in the Replace box beneath it, and
will be highlighted.

« Begin typing to enter a new word in the Replace box.
You may also use some of our dialog commands to
alter the text in the box.

F6: Will capitalize the first letter if the text is still
highlighted. Otherwise, it will capitalize the letter the
cursor is currently on.

F7: Will capitalize the first letter of all important words
listed in the dialog.

F8: Will capitalize the entire line.

F9: Will spell-check the text.

SPACEBAR: With the text highlighted, will remove the
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highlight and place a space after the word. This allows
you to easily add another word to the end of the
currently typed text.

ENTER: With the text highlighted, pressing ENTER
will remove highlighting and place the cursor at the end
of the word, allowing you to easily add suffixes or
more text at the immediate end of the current text.
SHIFT + ENTER: With the text highlighted, pressing
SHIFT + ENTER will remove the highlight and place
the cursor at the beginning of the word, allowing you
to add words, prefixes, or other text before the current
text.

In the Replace Where box, press ALT + H to replace the
text from the cursor location to the end of the
transcript. You may also press ALT + W to make the
replacement through the entire transcript, however you
may not wish to let the program make changes to pages
you have already edited.

If capitalization matters, press ALT + M to mark the
Match Case box. Replacement of text will be made
only when the capitalization is an exact match with the
text in the Text box.

Whole Words Only: This box is important when
replacing short words! Replacing “th” with “the” could
change the spelling of all words that contain “th,”
turning the word “with” into “withe.” Press ALT + O to
place a check mark in front of this option.

Make sure the “Confirm Replacement” box is checked.
If this box i1s marked, a confirmation window will
appear at each occurrence of the text found in the
transcript. This lets you make sure that only the items
that you wish to replace are replaced. Any occurrence
of a word that is correct can be skipped. This also
prevents accidental incorrect replacements of words or
letters.
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FIND COMMANDS

Find: This command will open the Search for text dialog
allowing you to begin your search. If the Steno Window
has focus, this command can also be used to find Steno.
This command is a shortcut for Edit->Search.

Standard Keys: CTRL +F

QuickKey: F

Find and Select: This command will open the Search for
text dialog, just as the Find command, but when a match
has been found, it will be highlighted. This command is a
shortcut for Edit->Search and Select.

Find Next: This command will repeat the previous
search. Use it to move the next occurrence of the item for
which you searched.

Standard Keys: F3

Find Next and Select: Just as with the Find Next
command, the previous search will be repeated. This
command will find the next occurrence of the item you
searched for, but unlike the Find Next command, it will
highlight the found item.

Find and Replace: This command will display the Find
and Replace dialog. It allows you to replace found text
with new text. This command is a shortcut for
Edit->Replace.

Standard Keys: CTRL +R

QuickKeys: SHIFT + F

Find Next Conflict: This command will take your cursor
to the next conflict.
Standard Keys: ALT\|
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Find Next Conflict/Untranslate: This command will take
your cursor to the next conflict or untranslate.

Standard Keys: ALT + U

QuickKeys: [ {

Find Next Punctuation: This command will place your
cursor on the next punctuation mark.

Find Next Untranslate: This command will place your
cursor on the next untranslate.

Find Previous: This command will repeat a Find or
Search up the transcript. It will tell the program to find
the previous occurrence of the word you searched for.

Find Previous and Select: Just as the Find Previous
command, this command will find the previous
occurrence of the word you searched for. This command
will also highlight the occurrence once it is found.

Find Previous Conflict: This command will place your
cursor on the previous conflict.

Find Previous Conflict/Untranslate: This command will
place your cursor on the previous conflict or untranslate.

QuickKey: SHIFT + [ {

Find Previous Punctuation: This command will place
your cursor on the previous punctuation mark.

Find Previous Untranslate: This command will place
your cursor on the previous untranslate.
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Go to
Page/Line
Dialog

Go to Time
Dialog

GO TO COMMANDS

Go to Page/Line: Using this command will display the Go
to Page/Line dialog. This is a shortcut command for
Edit->Go to Page/Line.

Standard Keys: ALT + G

Fage Number

ﬂ

Line Mumber ﬂ
o

Type the page number in the first box, then press the TAB
key to move to the next box.

Enter the line number on that page of the transcript that
you would like the cursor to be placed.

Press ENTER or click the OK button to move the cursor
to that page and line number.

Go to Time: If you would like to be taken to a specific
time within a transcript, use this command. The program
will place your cursor at that time. This is a shortcut for
Edit->Go to Time.

‘ Bosrzam = oK, |

Cancel

Use the up or down arrow keys to change the time stamp,
or enter the numbers from the keyboard, pressing the
right or left arrow keys to move past each colon displayed
in the box.
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Press the RIGHT ARROW key to highlight the AM or
PM. Type “A” to change it to AM, or type “P” for PM.
Press ENTER or click the OK button to move the cursor
to the designated time stamp.

NUMBER COMMANDS

Stenovations has added many commands to help you
with your numbers.

/)

;ﬁj& CAT-TIP : , :
S Toggle Arabic/Text Number: This command will toggle
Don’t forget about an Arabic number to its written out version and back.
Numbers For example, executing this command on the number 12
Resolution! It can would change it to the word twelve. Executing it again
greatly help you in would change the word back into the number 12.
number formatting. QuickKeys: N
Please see Chapter 3
for help with this Toggle Comma in Number: This command will insert or
feature. remove commas from a number. For example, the zip

code at Stenovations’ headquarters is 25301. If that
translated as 25,301, you could use this command to
remove the comma. You can also use this command to
add commas in a number. The command will place the
commas in the correct locations.

Make Date: This command will format a set of numbers
as a date. This command can be used multiple times to
make the correct date appear.

Example: 11999 appears in the transcript.
First time command is used (January 19, 1999):
1/19/99
Second time command is used (November 9, 1999):
11/9/99
Third time command is used (January of 1999):
1/1999
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Fourth time command is used (Formatting removed): 1
1999

Standard Keys: ALT +/?
Make Time: This command will format a set of numbers
as a time value. For example, using this command on

1,230 would transform the number into 12:30.
Standard Keys: ALT +;:

BOOKMARKS

Bookmarks are special commands used to mark a
position in a transcript. Bookmarks can be used to leave
yourself or a scopist notes. Because these notes do not
appear as actual text within the transcript, they do not
have to be removed during editing as would have to
remove other types of notes written to yourself.

Bookmark Add: This command will add a new
Bookmark at the position of the cursor.

Type a description for the bookmark. This will be the
note that you are leaving for yourself or your scopist.
Press ENTER when finished typing the note.

Standard Keys: ALT + F5

Bookmark Find Next: This command will take your
cursor to the next Bookmark’s location.
Standard Keys: SHIFT + F5

Bookmark Find Previous: This command will take your

cursor to the previous Bookmark’s location.
Standard Keys: F5
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Bookmarks

Bookmarks
Dialog

Description Page |Line | Column
Check Spellin

& | > Pririt

W Enable preview B Print bockmark preview Tt lines viskle: |1 j

<
0.3 Do you have any idea of the number of
times you've worked for them?<

Bookmarks View: This command will show you a list of
your Bookmarks.
Standard Keys: ALT + CTRL + F5

DESCRIPTION:

This field of the dialog holds the notes that you enter with
your bookmarks. For example, if you have a bookmark
with the message “Check Spelling,” the Description field
would say “Check Spelling.”

PAGE:
This field indicates on which page the bookmark is
flagged.

LINE:
This field indicates on which line of the page the
bookmark is flagged.

COLUMN:
This field indicates the column position of the bookmark.
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ENABLE PREVIEW:

Enabling the preview window will show the text above
and below the line on which the bookmark was made.
The number of lines displayed can be changed. This lets
you instantly see the text so that you can immediately
know what needs to be checked or changed. This is very
useful when checking spellings. You can simply go down
the list getting the spellings from the words listed in the
preview.

PRINT BOOKMARK PREVIEW:

If you print your bookmarks, you may also print the
preview so that you may have the associated text with the
mark.

TEXT LINES VISIBLE:

If you see the bookmark preview, the number displayed
in this box will control the number of lines displayed in
the preview. A value of one will show one line above the
line on which the bookmark was made as well as one line
below it. It will give a total of three lines. You may
adjust the number of lines by clicking the UP or DOWN
arrows to the right of the number.

CLOSE:
This button will close the Bookmarks dialog.

GO TO:

This button will close the Bookmarks dialog and will
place the cursor at the position of the bookmark in the
transcript.

DELETE:
Pressing this button will remove the currently highlighted
bookmark.
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PRINT:
This button will allow you to send the current bookmark
list to your printer.

SPELL CHECK

digital CAT has a number of commands that help to make
spell checking your document quick and easy. Please see
Chapter 8 for more information on using the spell check
features efficiently.

Spell Check Here to End: Executing this command will
check the spelling of the transcript from the cursor
position through the end of the document.

Spell Check Transcript: Executing this command will
check the spelling of the transcript starting at the top of
the document.

Spell Check Word: Executing this command will check
the spelling of the word the cursor is currently on. Unless
the option is selected under Options->Spell Checker,
there will not be a message stating that the word is spelled
correctly. If the word is found to be correct, it will be
highlighted. If it is found to be incorrect, the spell check
dialog will appear.

Standard Keys: F9

Batch Spell Check: Executing this command will run the
Batch Spell Checker. Please see Chapter 8 for more
information on this feature.

View Batch Spell Check: Executing this command will
display the Batch Spell Check list without actually
running the spell check. Please see Chapter 8 for more
information on this feature.
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CUT, COPY, AND PASTE

These three functions, Cut, Copy and Paste, are often
used in conjunction with one another.

The Cut feature will remove selected text from the
transcript to an unseen “clipboard.” Once text is placed
on the clipboard, it can easily be inserted, or Pasted, into
another location or even another transcript.

The Copy feature is very similar to the Cut feature. It will
also place selected text on the clipboard, but it will not
remove the selected text from the transcript. This is
useful, for example, to copy completed cover pages from
one job to another. That way, you don’t have to fill out
all of the information pertinent to that particular job

again.

The Paste feature will insert the text on the clipboard into
any location within the transcript or another transcript.
So long as the text remains on the clipboard, it can be
pasted multiple times.

USING CUT, COPY AND PASTE

 Highlight the text that you wish to place on the
clipboard.

* You can use one of the Cut or Copy commands listed
below to place the text on the clipboard. If you use a
Cut command, the selected text will be removed from
its current location.

« Place the cursor where you would like to insert the
copied or cut text. If you are going to insert the text
into another transcript, open that transcript and place
the cursor at the correct location.

« Use a Paste command to paste the text into the new
location. A confirmation dialog will appear.
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If you wish to use the previous formatting, press Y or
click the Yes button. If you would prefer not to paste
the formatting information, press N or click the No
button.

CUT, COPY AND PASTE COMMANDS

Copy: This command will copy selected text to the

clipboard for pasting. Please note that any previously

copied text will be removed from the clipboard.
Standard Keys: CTRL +C

Cut: This command will cut selected text out of the
current transcript. The text will be placed on the
clipboard. Please note that any previous text on the

clipboard will be removed.
Standard Keys: CTRL + X

Cut Line: This command will cut the line the cursor is on
out of the current transcript. This line will be placed on
the clipboard. Please note that any previous text on the
clipboard will be removed.

Cut Paragraph: This command will cut the paragraph the
cursor is on out of the current transcript. This paragraph
will be placed on the clipboard. Again, any previous text
on the clipboard will be removed.

Cut Word: This command will cut the word the cursor is
in, regardless of whether or not that word is capitalized.
This word will be placed on the clipboard. Any previous
text on the clipboard will be removed.

Paste: This command will paste, or insert, the text from
the clipboard into the current document. It also has the

ability to paste formatting information.
Standard Keys: CTRL +V
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Media Copy: Just as the Copy command mentioned
above, this command will place selected text on the
clipboard. This command will also copy the steno and
audio link, allowing you to paste the steno and audio for
the copied text into another area or another transcript.
This command should be used with the Media Paste
command.

Media Cut: Just as the Cut command mentioned above,
this command will place selected text on the clipboard
and remove it from the current document. This command
will also cut the steno and audio link, allowing you to
paste the steno and audio for the copied text into another
area or another transcript. This command should be used
with the Media Paste command.

Media Paste: Just as the Paste command mentioned
above, this command will paste, or insert, the text from
the clipboard into the current document at the cursor
location. This command will also paste any steno or
audio link that was also placed on the clipboard. If you
wish to cut or copy media, you must use the Media Paste
command to paste the media with the text.

TRANSPOSE WORDS

Transposing, or altering the order of words, can be
accomplished automatically.

Transpose Words: This command will invert the order of
the two words right after the cursor. Capitalization
changes will be made where appropriate.

Standard Keys: CTRL + O

QuickKeys: X

Example: “You have” becomes “Have you.”
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EDIT WORD

Edit Word is one of the most powerful commands
included with digital CAT. This command allows you to
quickly make many editing and typing changes. If you
use QuickKeys for editing, you can use the Edit Word
feature to avoid going in and out of QuickKeys mode to
insert text!

Edit Word: Very similar to a single replace command, the
Edit Word command allows you to make changes to
selected text. These changes will only be applied to the
text selected.

Standard Keys: CTRL + W

QuickKeys: R

Edit Word
Dialog i whered
Hew'syord | CTEE
| m 4 I Camncal
To use Edit Word:

Place the cursor on the word that you wish to edit. If you
wish to alter more than one word, highlight the individual
words.

Invoke the Edit Word command. The Edit Word dialog
will appear.

OLD WORD:
This area shows how the text currently appears.

NEW WORD:
This area allows you to change how the text will appear.

Make your changes in the New Word section.
Press ENTER when finished to apply the changes. Press
ESC to cancel and discard any changes.
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Edit Word
Dialog

Edit Ward X

O ord

ew'yiord | TTEE

| O I Canecal

COMMANDS THAT CAN BE USED
WHILE IN THE EDIT WORD DIALOG

Typing letters or numbers: Replaces the highlighted text
with what is typed.

SPACEBAR: Removes highlighting and inserts a space
after the current word to facilitate the entering of dropped
text.

HYPHEN: Places a double-dash before current text.

COMMA: Removes highlighting and inserts a comma
after the current word. The cursor will be placed one
space after the comma to facilitate the entering of dropped
text.

PERIOD: Removes highlighting and inserts a period after
the current word. The cursor will be placed two spaces
after the period to facilitate the entering of dropped text.

QUESTION MARK: Removes highlighting and inserts a
question mark after the current word. The cursor will be
placed two spaces after the mark to facilitate the entering
of dropped text.

SEMICOLON -- Removes highlighting and inserts a
semicolon at the end of the current word. The cursor is
placed one space after the semicolon to facilitate the
entering of dropped text.
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ENTER: Removes highlighting and places the cursor at
the end of the current word to facilitate the addition of
endings or suffixes.

SHIFT + ENTER: Removes highlighting and places the
cursor before the current word, facilitating the insertion
of text at the beginning of a question or answer
paragraph.

SHIFT + SPACEBAR: Removes space(s) between
highlighted text.

F2: Plays the audio file for this portion of the transcript.
Pressing the F2 key again will pause the audio play. You
may then press the F2 key once more to resume playing.

F3: Pauses audio play.

F4: Starts or Stops audio play. Pressing this key once
will begin playing the audio for this portion of the
transcript. Pressing it again will stop the audio.

F6: Capitalizes the letter the cursor is on. If the text is
highlighted, the first letter will be capitalized. Pressing
this command again will return the letter to lowercase.

F7: Capitalizes the first letter of all important words. If
there is only one word listed, the first letter of that word
will be capitalized. Pressing this key again will return
them to lowercase.

F8: Capitalizes the entire line in the New Word box.
Pressing this key again will return the line to lowercase.
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F9: Checks the spelling of the items in the New Word
box. If the word is spelled correctly, nothing is displayed.
If the word is found to be incorrect, a suggestion dialog
will appear.

F11: Brings up the Add Entry screen so that you can
easily add this word into your Job dictionary.

F12: Brings up the Add Entry screen so that you can
easily add this word into your Main dictionary.

CTRL + S: Will display the special character dialog. This

allows you to insert special symbols, such as the &.

ALT + A: Will replace the first vowel in the dialog with an
“a.” For example, if editing the word “run,” pressing ALT
+ A would make the word “ran.”

ALT + E: Will replace the first vowel in the dialog with

an “e.” For example, if editing the word “tin,” pressing
ALT + E would make the word “ten.”

ALT +I: Will replace the first vowel in the dialog with an
“1.” For example, if editing the word “ten,” pressing ALT
+ I would make the word “tin.”

ALT + O: Will replace the first vowel in the dialog with

an “0.” For example, if editing the word “tap,” pressing
ALT + O would make the word “top.”

ALT + U: Will replace the first vowel in the dialog with

an “u.” For example, if editing the word “this,” pressing
ALT + U would make the word “thus.”

BONUS: Also, you can type in something on a blank line
or at the end of a paragraph using this feature. Just place
the cursor there and hit the command.
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WORD ENDINGS

Word endings can be added, changed or even deleted by
using the Add/Change Word Ending command. If
necessary, when a change is made, the root word will be
modified to reflect proper spelling.

Add/Change Word Ending: Invoking this command will

show the Endings dialog. From this dialog, you can

easily alter or add suffixes or endings to a word.
Standard Keys: CTRL +E

QuickKey: E
Endings {Suffixes) E
Endings oment
Dialog o
|;|I-I15| ool |
ision
rar
£
7 = o
Edi
Dclaie

Once the Endings dialog is displayed, press the letter to
the left of the suffix or ending that you would like to add
to the word. The suffix will be changed or added.
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Examples:

To change the word “run” to “running’:

« Place the cursor on the word “run.”

» Invoke the Add/Change Word Ending command.

« When the dialog appears, press G for the -ing ending.

» The suffix -ing will be added to the end of the word.
Note that the letter N will be doubled to correctly spell
the word “running.”

To change the word “facilities™ to “facility’:

« Place the cursor on the word “facilities.”

+ Invoke the Add/Change Word Ending command.

« When the dialog appears, press S for the -s ending.

» The suffix “s” will be removed and the root word’s
spelling will be restored to “facility.”

To add a new ending:
« With the Endings dialog open, press ALT + A or click
the Add button. The Add Ending dialog will open.
 Enter the Quick Selector you would like to use. This
will be the letter you press once the Endings dialog is
open to add or remove this ending from a word.

» Press the TAB key to place the cursor in the Ending
box.

 Enter the new ending here.

» Press ENTER when done. The new ending will be

added to your list.
Add Ending g‘
Add Ending
Dialog Cuick Selectar “_
Ending |

(0]4 | Cancel

154



EDITING

Example endings:

Hyphen

This ending adds a hyphen and leaves the space. This

ending can be used to add a hyphen to the word “two” in

the phrase “two or three-day cruise,” creating “two- or

three-day cruise.”

 In the Add Ending window, place a hyphen in the
Quick Selector box.

 Place a hyphen in the Ending box.

» Press ENTER to save the new ending.

“ly” Ending

This ending adds (or removes) an “ly” at the end of a

word.

 In the Add Ending window, place an “I”” in the Quick
Selector box.

« Place “ly” in the Ending box.

» Press ENTER to save the new ending.

“’s” Ending

This ending adds (or removes) an “’s” at the end of a

word.

 In the Add Ending window, place an apostrophe in the
Quick Selector box.

 Place “’s” in the Ending box.

« Press ENTER to save the new ending.
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Endings et |
Dialog desd
feng Cia ol
islon

rar
55
=

il

Edi

To edit an ending:

« With the Endings dialog open, highlight the ending you
wish to edit.

» Press ALT + E or click the Edit button to display the
Edit Ending dialog.

« Make any changes necessary.

« Press ENTER when done to save your changes.

Edit Endin X

Edit Ending E B‘
Dialog Ciick Selector ’F
Ending | ed

(04 | Cancel

To remove an ending:

« With the Endings dialog open, highlight the ending you
wish to remove.

» Press ALT + D or click the Delete button to remove this
entry.
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ALTERNATE WORDS

Alternate Words allow you to quickly correct common
mistakes and change a word or phrase to another word or
phrase. For example, using the Toggle Alternate Word
command on the word “their” could transform it into the
word “there.”

Alternate Words is a powerful feature that can help to
make editing much simpler. Common mistakes can be
corrected by a single key command rather than extensive
editing.

Add/Edit Alternate Words: This command will display

the Manage Alternate Words dialog. From this dialog,

you can add or edit the list of Alternate Words.
Standard Keys: ALT + CTRL+ X

Toggle Alternate Words: This command will toggle a
word with the other words in its Alternate Word list. If
the word does not have an Alternate Word list, you will
be prompted to create one.

Standard Keys: ALT + X

QuickKeys: W

To use the Alternate Word feature:

 Place the cursor on a word for which you would like to
define an alternate word.

 Press the Toggle Alternate Words command.

« If this word is not currently in your Alternate Words
list, you will be prompted to define an Alternate Word
entry.

o If this word is in your Alternate Words list, it will be
transformed into its alternate word.

Note that a tilde ( ~ ) will instruct the program to delete a
space when entered into an Alternate Word entry.
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Manage
Alternate
Words Dialog

Add an
Alterante Word
Dialog
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Manage Alternate Words [7|
there->their->they're Add
to->too->two
today->~ed to Edit

Delete

[l

Close

Alternate Words

X
ﬂ to oK |
2| Cancel

ﬂ] ‘ Page One

ﬂ | FPage Two

ﬂ | Fage Three
Examples:

To add to, too and two as Alternate Words:

Press the Add/Edit Alternate Words command. You
may also press ALT + E to open the Edit menu. Then
press L to display the Manage Alternate Words dialog.
Press ALT + A to add a new Alternate Word entry.
Enter the word “to” in the first box.

Press the TAB key to move the cursor to the next box.
Enter the word “too” into that box.

Press the TAB key to move to the third box. Enter the
word “two” into that box.

Press ENTER when finished. Then press ENTER again
to close the Manage Alternate Words dialog.
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« Now when you use the Toggle Alternate Words
command on the words to, too or two, they will be
changed into the next word!

Some reporters stack the final D with the word “to.”
When that happens, it could translate as the word today.
So the sentence: “She wait today go,” should read: “She
waited to go.”

To add “~ed to” as an alternate word for today:

« Place the cursor on the word “today.”

 Press the Toggle Alternate Words command.

o If the word “today” is not in your Alternate Words list,
you will be prompted to create a new Alternate Words
entry for it.

« The Alternate Words dialog will be displayed. The
cursor will be in the second box. Type “~ed to” in the
second box.

« Press ENTER when finished.

« The word “today” should have changed to the word
“to.” The -ed ending should have also been added to
the previous word. You can eliminate a number of
stacking and common writing errors by utilizing the
Alternate Words command!
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APPLY GLOBALS

When doing multiple jobs under the same case, many of
your editing changes may need to be applied to each job.
If you have already translated these jobs or have already
done some editing on each, you do not want to retranslate
the job. You can apply globals from one job to another
quite easily. The Apply Globals feature of Transcript
Editor gives you control over both text and dictionary
globals.

Apply Globals: This command will display the “Apply
Globals” dialog. This dialog allows you to apply globals
from another file quickly and easily. This command is a
shortcut for Edit->Apply Globals.

Global: x|
Apply Globals

Dialog File | CAProgram Files\Digital CATW2-04-2003 1 Cloge
Open | Save | Save bz | Delete | terge File | Apply Al
Dictionary Entries l Search and Replace I
Apply | Remaove | Unda |
Old English | 0ld Steno |New English  |Flags A
shake TKA*-EUT {eaDATE} None
[TK-EL] THK-EL {@DELETECHAR) None
[WA-EUT] WA FUT wait None
[S0-BG] [SO-BG SO0-BG/S0-BG {@SSNUMBER} HNone
[KA-T] KAT cat None
[TAO-EUPL] TAOQ-EUPL now None
[TPHO-BGSZ] TPHO-BGSZ now None b
< ¥

To apply globals from another file:

« With the new file open, press the Apply Globals
command, or press ALT + E to open the Edit menu.
Then press B for globals.

 If you have not made any global editing changes to this
job, an Open dialog will prompt you to choose a
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globals file. Choose the file from the job whose
globals you wish to apply to this job. Once the file has
been selected, press ENTER or click the Open button.

« The Globals dialog will appear.

« If you have made global editing changes to this job, the
Globals screen will appear, displaying the globals that
you have already made. You may open another globals
file by pressing ALT + O. You may also merge the
other globals file into this one by pressing ALT + M.
An open dialog will appear. Select the correct file from
the list and press ENTER.

« Once the globals that you wish to apply appear in the
Globals dialog, you may begin applying them to the
current job.

The Globals dialog separates globals into two tabs,
Dictionary Entries and Search and Replace. All of the
dictionary entries you have made as globals will appear
under the Dictionary Entries tab. Any text globals, or
search and replaces, that you have made will appear under
the Search and Replace tab. Click on the tab that you
would like to be displayed.

Dictionary Entries l Search and Replace ]

To apply individual globals:

 Select the global that you wish to apply. You can do
this with the mouse or by pressing the arrow keys until
the correct global is highlighted.

» Press ALT + A or click the Apply button to apply this
global to the job.

To apply all globals:

« Press ALT + L or click the Apply All button to apply all
globals to this job. You may have to switch to the other
tab to apply all of the globals from that tab. Please see
above.
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Apply Globals
Dialog

Globals 3
File | CAProgram Files\Digital CATW2-04-2003 1 Cloze
Open | Save | Save bz | Delete | terge File | Apply Al
Dictionary Entries l Search and Replace I
Apply | Remaove | Unda |
Old English | 0ld Steno |New English  |Flags A
shake THA*EUT {eaDATE} None
[TK-EL] TH-EL {@DELETECHAR; None
[WA-EUT] WA FUT wait None
[S0-BG] [SO-BG SO0-BG/SO-BG {@SSNUMBER} HNone
[KA-T] KAT cat None
[TAQ-EUPL] TAQ-EUPL now None
[TPHO-BGSZ] TPHO-BGSZ now None b
£ »
GLOBALS DIALOG

FILE:

This area will tell you the name of the file that is currently
open. Please note that all of the file name may not be
displayed.

OPEN:
Pressing this button will allow you to open another
globals file.

Press ALT + O to use the Open button.

SAVE:

Pressing this button will save any changes you have made
to the globals file. If you remove a global from the list so
that it does not get applied again, you should save your
globals file.

Press ALT + S to save your globals file.
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SAVE AS:
If you would like to save your globals file under a new
name, use this button.

Press ALT + V to save your globals file under a new
name.

DELETE:

Pressing this button will delete the globals file that is
currently loaded. This is a permanent deletion. The file
will NOT be sent to the Recycle Bin!

Press ALT + D to delete your globals file.

MERGE FILE:

Use this button if you wish to merge globals from another
job into this one. This is useful if you have already made
global changes to this job and would now like to apply
globals from another job.

Press ALT + M to merge another globals file into this one.

CLOSE:
Pressing this button will close the Globals dialog.

Press ALT + C to close the dialog.

APPLY ALL:
Use this button to apply all globals shown on the screen.

Press ALT + L to apply all globals.
DICTIONARY ENTRIES:

Switch to this tab to display dictionary globals. You may
switch to this tab by clicking on it with the mouse.
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Apply Globals
Dialog

Globals 3
Fie | C:AProgram Files\Digital CAT02-04-2003 1 Close
Open | Save | Save As | Delete | Merge File | Apply &1l
Dictionary Entries l Search and Replace I
Apply | Remaove | Unda |
Old English | 0ld Steno |New English  |Flags A
shake THA*EUT {eaDATE} None
[TK-EL] TH-EL {@DELETECHAR; None
[WA-EUT] WA FUT wait None
[S0-BG] [SO-BG SO0-BG/SO-BG {@SSNUMBER} HNone
[KA-T] KAT cat None
[TAQ-EUPL] TAQ-EUPL now None
[TPHO-BGSZ] TPHO-BGSZ now None b
£ »
SEARCH AND REPLACE:

Switch to this tab to display text globals. You may switch
to this tab by clicking on it with the mouse.

APPLY:
Pressing this button will apply the currently selected
global.

Press ALT + A to apply the currently highlighted global.

REMOVE:
Pressing this button will remove the currently selected
global from the list.

Press ALT + R to remove the global.

UNDO:

Pressing this button will undo a global application. This
1s useful if you have accidentally applied a global and
wish to undo the action.

Press ALT + U to undo a global application.
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GLOBALS LIST:
Under the Dictionary Entries tab:

OLD ENGLISH:
This area shows how the entry was previously defined.

STENO:
This area shows the steno that was defined.

NEW ENGLISH:
This area shows the new English definition of said steno.

FLAGS:
This area shows any flags that may be marked under the
new definition.

Under the Search and Replace tab:

SEARCH:
This area shows the text before replacement.

REPLACE:
This area shows the new text with which the old was
replaced.

CONFIRM:

This area shows whether the “Confirm Replacement” box
was checked when the replace was done. If this area
shows a one, the box was checked. A zero indicates that
the box was not checked.

MATCH CASE:

This area shows whether the “Match Case” box was
checked when the replace was done. If this area shows a
one, the box was checked. A zero indicates that the box
was not checked.
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Apply Globals
Dialog

Globals 3
Fie | C:AProgram Files\Digital CAT02-04-2003 1 Close
Open | Save | Save As | Delete | Merge File | Apply &1l
Dictionary Entries l Search and Replace I
Apply | Remaove | Unda |
Old English | 0ld Steno |New English  |Flags A
shake THA*EUT {eaDATE} None
[TK-EL] TH-EL {@DELETECHAR; None
[WA-EUT] WA FUT wait None
[S0-BG] [SO-BG SO0-BG/SO-BG {@SSNUMBER} HNone
[KA-T] KAT cat None
[TAQ-EUPL] TAQ-EUPL now None
[TPHO-BGSZ] TPHO-BGSZ now None b
£ »
WHOLE WORDS ONLY:

This area shows whether the “Whole Words Only” box
was checked when the replace was done. If this area
shows a one, the box was checked. A zero indicates that
the box was not checked.

INSERT/OVERWRITE

Typing can be done in two manners. Insert mode will
allow typed text to be inserted into a transcript.
Overwrite mode will cause typed text to overwrite
existing text. Depending upon the task you wish to
perform, you may type text in either of these modes.

Toggle Insert/Overwrite: This command will place you in
the Overwrite mode if you are currently in the Insert
mode. If you are in the Overwrite mode, this command
will return you to the Insert mode. You can determine
which mode you are in by checking the bottom right
corner of your screen. INS stands for Insert. OVR
stands for Overwrite.

Standard Keys: INSERT
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STENO COMMANDS

Set Steno Font: This command will bring up the Steno
Font dialog. Using this dialog, you can control the size
and vertical spacing in which the steno is displayed.

Switch to Editor: This command will place cursor focus
in the Editor window. This is how most editing is done.
When the Editor window has focus, your keys will affect
the English text within it.

Switch to Steno: This command will place cursor focus
in the Steno window. When this window has focus, your
keys will affect the steno within it. Use your ARROW
KEYS to move up and down the steno pages.

Standard Keys: CTRL + G

QuickKeys: G

View Steno Toggle: This command will toggle the
display of the Steno window. If the Steno window is
displayed, pressing this command will hide it. If itis
hidden, pressing this command will display it.

Find: The find command, when focus is in the Steno
window, will search for steno strokes instead of English.
KEY: CTRL+F

Dictionary Query: When focus is in the Steno window,
strokes may be highlighted by pressing the SHIFT button
with the UP and DOWN ARROW keys. Once a stroke or
set of strokes is selected, pressing the Q key on your
keyboard will display the Dictionary Query dialog. This
dialog will tell you how the selected steno is defined and
in what dictionary it is defined. This is a very useful
feature when trying to determine where a bad or incorrect
dictionary entry is hiding.
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Dictionary
Query

Dictionary Query

Dictionary Name Enylish Flaygs
| C:\Program Files\Digital CAT\Dictionariesimain.dct |wurked

18 ) i
Bemave | Qop_l,lTo...l MoveTo...l

DICTIONARY QUERY DIALOG

STENO:

This area shows the selected steno. This is the steno that
1s defined.

DICTIONARY NAME:
This area shows the name of the dictionary in which the
steno is defined.

ENGLISH:
This area shows how the steno is currently defined.

FLAGS:
This area shows any flags that may be checked with the
current entry.

REMOVE:
Pressing this button will remove this dictionary entry.
This is useful if it is an incorrect dictionary entry.

Press ALT + R to remove the entry.
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COPY TO:
Pressing this button will copy this entry to another
dictionary.

Press ALT + C to copy this entry.

MOVETO:

Pressing this button will move this entry to another
dictionary. Please note that the entry will be removed
from its current dictionary and placed into another
dictionary.

Press ALT + M to move the current entry.

CLOSE:
Pressing this button will close the dialog.

Press ESC or ALT + L to close the dialog.

FORMATTING COMMANDS

Stenovations has implemented a number of commands
into digital CAT that help to make formatting particular
sections of a job easy.

TEXT FORMATTING COMMANDS

Bold Text: This command will bold any selected text.
Pressing this command with bolded text highlighted will
return the text to normal.

Italicize Text: This command will italicize any selected
text. Pressing this command with italicized text
highlighted will return the text to normal.

Standard Keys: ~ ~

QuickKeys: * ~
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Underline Text: This command will underline any
selected text. Pressing this command with underlined text
highlighted will return the text to normal.

Standard Keys: CTRL + U

QuickKeys: U

Subscript Text: This command will make any selected
text subscript. Pressing this command with subscripted
text highlighted will return the text to normal.

Superscript Text: This command will make any selected
text superscript. Pressing this command with
superscripted text highlighted will return the text to
normal.

Change Font: Executing this command will allow you to
change the font of selected text.

Insert Page Break: Pressing this command will insert a
manual page break in your text. Using this command will
automatically cause the next line to begin as the first line
of the next page. An automatic page break appears in the
transcript as a dashed line. A manual page break appears

as a solid line across the screen.
Standard Keys: CTRL + ENTER

Insert Hard Space: A hard space is a space between two
items that should remain together. For example, in the
name Mr. Smith, the space between Mr. and Smith would
be a hard space. The name Smith should never wrap to
the next line without Mr. wrapping with it. By using this
command, you can “glue” words together so that they will
always remain together, even at the end of a line.

Insert Special Character: Using this command will let you
insert special characters into your document. This is very
useful when trying to write words of foreign origin, such
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as resume. Accented letters can be easily added, making
your transcript appear more professional and appealing.
Standard Keys: CTRL + " ~

PAGE FORMATTING COMMANDS

Please see Chapter 7 for a more detailed explanation of
the dialogs mentioned here.

Format Line Numbers: This command will display a
dialog allowing you to change how your line numbers
will be printed.

Format Page Border: This command will display a dialog
allowing you to change how your border will be printed.

Format Page Headers/Footers: This command will
display a dialog allowing you to change how your headers
and footers will appear on the printed page.

Format Page Margins: This command will display a
dialog allowing you to change the margins for your text.

Format Page Numbers: This command will display a
dialog allowing you to change how your page numbers
will be printed.

Format Page Timestamps: This command will display a
dialog allowing you to change how or if your timestamps
will be printed.

Edit Paragraph Styles: This command will display the

Edit Paragraph Styles dialog, allowing you to alter your

individual paragraph styles. Please see Chapter 7 for

more information on adjusting your paragraph styles.
Standard Keys: ALT + CTRL + P
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Apply Page Style: A page style is very similar to a
template, but will only apply to one page. If you have
saved page styles, you may use this command to apply
them to the page the cursor is on.

Apply Template: A template is the file in which
formatting information is saved. Applying a template will
alter the formatting information for an entire job. This
can be useful if you normally do work for one firm, but
need to change the formatting on a particular job for
another firm.

Standard Keys: ALT + CTRL+ T

BIRD CAGE FEATURE

digital CAT includes an automatic Bird Cage feature. This
feature will put the closing parentheses on your title page.
These parentheses will be in perfect alignment and will
stay in alignment even if you change the text!

To insert a Bird Cage:

 Highlight the text that will be within the Bird Cage.

« Press ALT + E to open the Edit menu.

« Press the UP ARROW KEY to highlight Bird Cage.

 Press the ENTER key to display the sub-menu.

« Press ENTER again on Bracket Current Selection. The
Bird Cage dialog will appear.
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Bird Cage pird e E‘
Dialog Bracket Fosition:
50%: of printable area 75% of printable area
|
=
Right side text:

(0]4 | Cancel

BIRD CAGE DIALOG

BRACKET POSITION:

The bracket position is the position of the parentheses on
the page. Setting the slide bar to the far left will position
the parentheses at 50%, or half-way across the paper.
Positioning the slider at the far right will position them at
75%, or three quarters across the page to the right.

RIGHT SIDE TEXT:

You would type your Case Number and any other
information that needs to appear to the right of the
parentheses here. Any information typed in this area will
appear to the right of the Bird Cage.

EDITING AND REMOVING A BIRDCAGE

Place your cursor on any line within the Bird Cage to edit
or remove the parentheses.

To edit the Bird Cage:

» Make sure the cursor is within the cage.

» Press ALT + E to open the Edit menu.

» Press the UP ARROW to highlight Bird Cage.
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Bird Cage
Dialog

Bird Cage R‘

Bracket Fosition:

50%: of printable area 75% of printable area

|
=
Right side text:

(0]4 | Cancel |

» Press ENTER to display the sub-menu.

¢ Use the DOWN or UPARROW KEYS to highlight Edit
Selection. The Bird Cage dialog will again appear.
Make any changes that you deem necessary.

» Press ENTER when finished.

To remove the Bird Cage:

» Make sure the cursor is within the cage.

» Press ALT + E to open the Edit menu.

» Press the UP ARROW to highlight Bird Cage.

» Press ENTER to display the sub-menu.

e Use the DOWN or UPARROW KEYS to highlight
Unbracket Selection. The parentheses will be removed.

HEADERS AND FOOTERS

Header New: This command will add a new header to
your document. You can use this command when
changing witnesses or speakers to change how the header
appears on the page. A transcript may have multiple
headers in a document. Please see Chapter 7 for more
information on adding a header to your document.
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Header Edit: This command will let you edit the current
header. Please note that editing a header will change that
header on each page that it appears. If you wish to
change a header from a specific point in the transcript on,
please insert a new header.

Header Delete: This command will delete the current
header. Please note that this will remove the header from
any page on which it currently appears.

Footer Edit: Using this command will allow you to edit
the footer on this transcript. A transcript is currently
limited to one footer. The footer text can be saved into a
template to prevent future changes from being necessary.

AUTOMATIC APPEARANCES

The names of attorneys and information such as their
address and phone number can be saved in a database
within digital CAT. This information can then be retrieved
and inserted into a transcript quickly and easily.

Press the Insert Appearance command to display the
Firms dialog. You can also display this dialog by pressing
ALT + E to open the Edit menu. Then press A for
Appearances. The Firms dialog will appear.

Insert Appearance: Invoking this command will display
the Firms dialog, allowing you to easily insert an
appearance of an attorney in your database.

Standard Keys: ALT + CTRL + A
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Firms Dialog Eirme E
Firmis
Add
Exi
Ramsia
AT
Add
Exi
Ramosa
T Irez@n Abormery Manes Fimst Wi ot | v T e o I Carcal
FIRMS
The “Firms” section of the dialog lists the firm names in
your database. Attorneys can be added under the firms
that they work for.
To add a new firm, press ALT + A.
To edit the information for an existing firm entry,
highlight the firm name and press ALT + E.
To remove a firm from your database, highlight the firm
name and press ALT + R.
In the Add Firm or Edit Firm dialog, you can enter the
name of the firm, the location of the firm (if perhaps they
have a location in one city and a branch in another), the
address and phone number.
Add Fir X
s i
Dialog Mame | Stenavations

176

Locshon | Charledten Headquames

dddees | 606 VWirginds Sareet, B
Charledaten, Wy 25301

Phons @ | (304) 386-8383|

| 0K | o ol




EDITING

ATTORNEYS

To make adjustments to the attorneys that work for a
specific firm, highlight the correct name in the Firms box.
A list of attorneys entered under that firm will be
displayed in the Attorneys box. Press ALT + Y to move
the cursor to the Attorneys box.

To add a new attorney, press ALT + D.

To edit the information for an existing attorney, highlight
the correct name and press ALT + T.

To remove an attorney from this firm listing, highlight the
correct name and press ALT + M.

Add Attormey Add Attorney z‘
Dialog Marrie | Mr. John Doe, ESQ.
Bar Number |
Email |
Other

(0]:8 | Cancel ‘

When adding or editing an attorney, you may enter their
name, bar number, email and any other information.
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INSERT ATTORNEY NAMES FIRST:

Checking this box will display the attorney name before
the firm name when the appearance is inserted. If this
box is unchecked, the firm name will be displayed first.

INSERT INTO TRANSCRIPT:
Clicking this button, or pressing the ENTER key, will
insert the highlighted attorney into the transcript.

To insert an appearance:

» Press the Insert Appearance command, or press

ALT + E to open the Edit menu. Then press A to open
the Firms dialog.

Select the firm for which the attorney works.

Press TAB or ALT + Y to move the cursor to the list of
attorneys. Use the ARROW KEYS to highlight the
attorney you wish to insert.

Press ENTER once the correct name has been
highlighted.
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NG04 CAT-TIP

Should the page
numbers for indexed
items need to be
changed due to
further editing, there
is an Update Indexes
function that
automatically
updates the page
numbers in the
index. There is no
need to generate any
new indexes! Please
see the Update
Indexes feature in
this section.

Flagging a
New Witness

AUTOMATIC INDEXING

digital CAT can automatically generate and insert indexes
for the examination of witnesses, identification and
admitting of exhibits, and the location of objections.
During the editing process, “flag” the witnesses, exhibits
or objections to be included in the indexes as you move
through the transcript.

FLAGGING A WITNESS

To flag a witness:

* Go to the area of the transcript where the witness is
sworn 1in.

» Highlight the witness name.

» Invoke the Witness New command or press ALT + I to
open the Index menu. Then press ENTER on Witness.
Press ENTER again on New. The Enter New Witness
dialog will appear with the highlighted name already
typed in.

» Press ENTER to accept the witness name. An asterisk
will appear before the line number at the left of the
screen. When you see this asterisk, you know that the
witness 1s flagged.

» Repeat this process for any other witnesses that may
appear in your transcript.

Enter New Witness

YWitness Mame

(0]:4 | Cancel
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Insert
Exhibit

To change the name of a witness:

* You may change the name of a flagged witness by
using the Witness Edit command. You can also press
ALT + I to open the Index menu. Then press ENTER
on Witness. Press E to bring up the Edit Witness
window.

« Make the necessary modifications to the witness’ name.

» Press ENTER to save the change and return to the
transcript.

FLAGGING AN EXHIBIT

To flag an exhibit as marked:

« Place the cursor on the line where the exhibit was
marked.

 Invoke the Exhibit New command or press ALT + I to
open the Index menu. Press H for Exhibit. Press
ENTER on New. The Insert Exhibit dialog will appear.

Insers Exhibit X

Hames w Humber —r
0 Marad " Admitad (" Mk and Adited
Deecrption
T ks e el ek Htart'ith Fooue On
3 i Flama { {
Capialzo fiea keber of description X P fkzecs Ceacariprion
oo ] e

NAME:

This area holds the name of the group to which this
exhibit belongs. This may be “Plaintiff’s Exhibits” or
“Defendant’s Exhibits.”

Place ALT + N to place the cursor in this box.
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NUMBER:

This area determines the exhibit number. For example, if
this 1s exhibit four, then this item should show the
number four.

Press ALT + U to place the cursor in this box.

MARKED:
Select this item to flag where an exhibit has been marked.

Press ALT + M to select this item.

ADMITTED:

Select this item to flag where an exhibit has been
admitted. If an exhibit has been marked, then admitted
on another page, you will need to create a NEW exhibit.
Do not edit the existing exhibit.

Press ALT + A to mark this item.

MARKED AND ADMITTED:
Select this item to flag where an exhibit is both marked
and admitted.

Press ALT + R to mark this item.

DESCRIPTION:

This area will hold the description of the exhibit. This
description will appear in the index. For example, you
may enter the word “Photograph” to denote that exhibit 5
was a photograph.

Press ALT + D to place the cursor in this box.
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AUTO INCREMENT NUMBER:

If your exhibits will be marked in sequential order, you
may check this box. Checking this box will automatically
increase the number each time a new exhibit is marked.
For example, if you finish marking exhibit number 4 and
are now going to mark exhibit number 5, the program
will automatically put the number 5 in the Number box.

CAPITALIZE FIRST LETTER OF DESCRIPTION:
If this box is checked, the first letter of the description
will be capitalized.

Press ALT + C to mark this box.

START WITH FOCUS ON:

This area controls where the cursor will appear the next

time the exhibit dialog is displayed.
Name: The cursor will be in the name box when the
dialog is opened. Press ALT + N to mark this item.
Number: The cursor will be in the number box when
the dialog is opened. Press ALT + B to mark this item.
Description: The cursor will be in the description box
when the dialog is opened. Press ALT + S to mark this
item.
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After marking your information in this dialog, press OK to
save it. An asterisk will appear before the line number at
the left of the screen indicating that the exhibit has been
marked.

FLAGGING AN OBJECTION

To flag an objection:

« Place your cursor in the colloquy paragraph that
contains the objection.

 Press the Objection New command or press ALT + I to
open the Index menu. Press O for Objection. Press
ENTER on New.

« The asterisk should appear to the left of the line
number. When it does, the objection has been marked.

INSERTING THE INDEXES
EXAMINATION INDEX

« Place the cursor at the location where the index should
be inserted.

 Invoke the Insert Examination Index command or press
ALT + I to open the Index menu. Press X to insert the
Examination Index.

« The Examination Index should be inserted.

EXHIBIT INDEX

« Place the cursor at the location where the index should
be inserted.

 Invoke the Insert Exhibit Index command or press
ALT + I to open the Index menu. Press E to insert the
Exhibit Index.

« The Exhibit Index should now be inserted.
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OBJECTION INDEX

« Place the cursor at the location where the index should
be inserted.

 Invoke the Insert Objection Index command or press
ALT + I to open the Index menu. Press B to insert the
Objection Index.

« The Objection Index should now be inserted.

AUTOMATIC PAGE BREAKS
AFTER INDEXES

digital CAT can automatically insert page breaks after
indexes have been inserted.

Press ALT + I to open the Index menu.
Press P to mark “New Page after Examination Index.”
Press N to mark “New Page after Exhibit Index.”

USING LEADERS IN THE INDEX

Leaders (. . .) may or may not be inserted in an index.

To check the current status of the leader feature:

« Press ALT + I to open the Index menu.

« If there is a check mark before “Use Leaders in
Indexes,” then the leaders will print in the index.

« To not use leaders, press L to remove the check mark.

UPDATING INDEXES

If more editing is done after an index has been inserted,
you may update the indexes to automatically adjust the
page numbers. You may do this by invoking the Index
Update command. You can also press ALT + I to open
the Index menu. Then press U for Update Indexes.
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INDEX COMMANDS

Exhibit New: This command will display the Exhibit
dialog allowing you to mark a new exhibit.
Standard Keys: ALT + CTRL+E

Exhibit Edit: This command will display the Exhibit
dialog allowing you to edit a marked exhibit.
Standard Keys: CTRL + SHIFT + E

Exhibit Delete: This command will remove a marked
exhibit.

Witness New: This command will allow you to mark a
new witness.

Witness Edit: This command will allow you to edit the
name of a marked witness.

Witness Delete: This command will delete a marked
witness.

Objection New: This command will mark a new
objection.

Objection Delete: This command will delete a marked
objection.

Insert Examination Index: Invoking this command will
attempt to insert an Examination Index at the location of

the cursor.

Insert Exhibit Index: Invoking this command will attempt
to insert an Exhibit Index at the location of the cursor.

185



Chapter 4

digitalCAT USER MANUAL

186

Insert Objection Index: Invoking this command will
attempt to insert an Objection Index at the location of the
Cursor.

Index Update: This command will update the page
numbers included in an index. This command is useful if
further editing or insertion of indexes may have altered
the page numbers.

PROOFREAD MODE

digital CAT includes a special Proofreading mode. When
in this mode, the transcript will scroll at a user specified
speed. This scrolling allows you to read the transcript
without having to press the ARROW KEYS or any other
key to scroll through the document. You can exit the

Proofreading mode at any time by pressing the
SPACEBAR.

You may specify the scrolling speed under
Options->Editor. Please see Chapter 2 for further
information on setting this option.

Proofread: Pressing this command will take you into the
Proofread mode. Pressing this command again will NOT
return you to normal mode! To return to normal mode,
press the SPACEBAR.

Standard Keys: SHIFT +\|

PRINT COMMANDS

Preview Transcript: Using this command will display the
Print Preview of the transcript. This command will show
you the transcript exactly as it should print. This is a
shortcut for the Print Preview->Transcript item under the
File menu.

Standard Keys: ALT + F1
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Print: This command will send the transcript to the
printer. This is a shortcut for the Print->Transcript item
under the File menu.

Print Current Page: This command will send only the
page the cursor is on to the printer. This command is
useful when setting up or altering your formatting
information. You can see how the formatting will look by
printing a single page. This is a shortcut for the
Print->Current Page item under the File menu.

Standard Keys: ALT + F2

Print Setup: This command will display the Print Setup
dialog. From this dialog, you can select the printer you
wish to use as well as some of your printing options.
This is a shortcut key for the Print Setup item under the
File menu.

FILES

SPLITTING AND APPENDING FILES

digital CAT allows you to split a file into two files. It also
allows you to merge, or append, two files together. You
may need to split a file into multiple volumes, or you may
need to split a second witness into his own file. You may
also need to append two files together at some point.

To split a file:

« Place the cursor at the location where the files should
be split. Everything to the left and above the cursor
will be placed in the first file. Everything to the right
and below the cursor will be placed in the second file.

« With the cursor in the correct location, use the Split File
command or press ALT + F to open the File menu.
Then press T for Split.
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Name the
First Part

Name the
Last Part

» A dialog will ask you to save the first portion of the file.
Choose a name for the first part of the file and press
ENTER or click the Save button.

Choose Filename for First Part

Save in: |'(3Transcripts ﬂ ; ek B

[€]0r9-30-2004 1035 Thursday.trn
| ] AUteS avelntited. trn

Save as type: |Transcript Files (*trn) LJ Cancel

Another dialog will ask you to save the last portion of the
file. The name you gave the first file will still be typed in.
If you simply wish to add “Vol. II”” or something similar
to the end, press the RIGHT ARROW KEY and type your
addition. If you wish to completely rename the file, begin
typing to overwrite the highlighted name with your typed
text. Press ENTER or click the Save button when
finished.

Choose Filename for Last Part

Sawve in: |‘."_=)Transcripts ﬂ ek v

[#]09-30-2004 1038 Thursday.trn
[ €] ALtoSavelUntited. trn

File name: |fi|e wal 2.1
Sawve as type: |Transcript Files (*trn) LJ Cancel




EDITING

To append a file:

« Make sure that the first file is currently open!

 Press the Append File command or press ALT + F to
open the File menu. Then press the letter D for
Append.

« An Open dialog will appear. Press SHIFT + TAB to
place focus in the list of files.

« Use the ARROW KEYS to highlight the file that you
wish to append.

 Once the correct file is highlighted, press ENTER or
click the Open button. Regardless of cursor position,
the file will be appended to the end of the first
document.

FILE COMMANDS

Append File: This command allows you to append
another file to the end of the current file. Executing this
command will display an Open dialog. You may select
the file that you wish to append from this dialog. This
command is a shortcut for the Append item under the File
menu.

Split File: This command allows you to split a file into
two files. You may do this to separate different witnesses
from a file or to separate a file into multiple volumes.
Executing this command will display two Save As
dialogs. Type the name for the first portion of the file in
the first dialog and press ENTER. Now type the name for
the second portion into the new Save As dialog and press
ENTER. Please note that you now have three files: the
original complete file, the first portion file and the second
portion file. This command is a shortcut for the Split
item under the File menu.
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Copy From Floppy: This command will restore an
archived transcript from a floppy disk. This command is
the same as the Copy from Floppy item under the File
menu.

Copy To Floppy: This command will archive the
currently open transcript to a floppy disk. This command
is the same as the Copy to Floppy item under the File
menu.

Insert Include File: Executing this command will allow
you to easily insert an include file while editing. This
command will display an Open dialog. Select the include
file that you wish to insert from this dialog and press
ENTER. This command is a shortcut for the Insert
Include File item under the Edit menu.

Standard Keys: ALT + CTRL +1

New File: Executing this command will close the
currently open transcript, if there is a transcript open. A
new, untitled transcript will be displayed. If you are
currently translating in realtime, you will be prompted to
save this new realtime file. This is a shortcut command
for the New item under the File menu.

Open File: Executing this command will close the
currently open transcript, if there is a transcript open. An
Open dialog will prompt you to select the transcript that
you would like to open. Highlight the file that you wish
to open and press ENTER. The file will be displayed.
This is a shortcut command for the Open item under the

File menu.
Standard Keys: ALT + O

Save File: This command will save any changes that you

may have made to the open transcript. This is a shortcut

command for the Save item under the File menu.
Standard Keys: ALT + S
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Save File As: This command will allow you to save the
currently open transcript under a new name or file type.
Pressing this command will display a Save As dialog.
Simply type in the new name of the transcript and press
ENTER. This is a shortcut command for the

Save As->Transcript item under the File menu.

Save Amicus: This command will save the currently
open transcript under the Amicus ASCII format. This is a
shortcut command for the Save As->ASCII->Amicus
item under the File menu.

Save Amicus ZX: This command will save the currently
open transcript under the Amicus ZX ASCII format. This
is a shortcut command for the

Save As->ASCII->Amicus ZX item under the File menu.

Save Capitalized Page Image: This command will save
the currently open transcript as capitalized words under
the Page Image ASCII format. The entire transcript will
be capitalized. This is a shortcut command for the

Save As->ASCII->Capitalized Page Image item under the
File menu.

Save Include File: This command will save the current
document, or the highlighted portion of the document, as
an include file. This is a shortcut command for the

Save As->Include File item under the File menu and the
Save Include File item under the Edit menu.

Save Page Image: This command will save the currently
open transcript under the Page Image ASCII format. This
is a shortcut command for the

Save As->ASCII->Page Image item under the File menu.
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The Word Count
command can be
used to determine
your average words
per minute! Simply
take the number of
words you wrote
and divide it by the
time, in minutes, that
you wrote. For
example, if you
wrote 13,500 words
in an hour, you
would divide 13,500
by 60 minutes. This
would be 225 words
per minute!
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Save Page Style: This command will save a Page Style
from the page the cursor is currently on. Please see
Chapter 7 for more information on Page Styles. This is a
shortcut command for the Save Page Style item under the
Format menu.

Save Special Page Image: This command will save the
currently open transcript under the Special Page Image
ASCII format. This format is very similar to the Page
Image format, but handles formatting information a little
differently. This is a shortcut command for the

Save As->ASCII->Special Page Image item under the File
menu.

Save with Headers/Footers: This command will save the
currently open transcript under the Page Image ASCII
format. This command will also save the headers and
footers from the transcript into the ASCII file. This is a
shortcut command for the

Save As->ASCII->With Headers/Footers item under the
File menu.

Windows Explorer: This command will display the
Windows Explorer screen. This is the file management
screen. Please see Chapter 9 for more information on file
management. This is a shortcut command for the
Windows Explorer item under the Tools menu.

Standard Keys: ALT + CTRL + W

SPECIAL COMMANDS

Word Count: This command will display the number of
words in the document.



EDITING

Definition: If you have Microsoft Encarta or Bookshelf
installed and linked to digital CAT, pressing this command
will show you the definition of the word the cursor is
currently on. Please see General Options in Chapter 2 for
more information on linking Encarta or Bookshelf to
digital CAT.

Standard Keys: SHIFT + F9

Stedman’s Medical Definition: If you have Stedman’s
Medical dictionary installed on your computer, pressing
this command will show you the medical definition for a
word the cursor is on.

Null Command: This command should not be used. It is
used internally by the program and should not be called
by the user.

TRANSLATING COMMANDS

Translator Commands: This command will display the
Command Editor. You can use the Command Editor to
setup and alter your realtime commands. Please see
Chapter 5 for more information on the Command Editor.

Translator Dictionaries: This command will display the
Dictionary Setup dialog. From this dialog, you can add
or remove dictionaries and set your artificial intelligence
preferences. Please see Chapter 6 for more information
on this dialog.

Standard Keys: ALT + CTRL + D

Translator Set Font: If translation is being done in the
buffer, you can use this command to set the font of the
text within the buffer. The larger the font, the less
information the buffer can hold. With a larger font, the
buffer would more quickly “dump” the translations into
the transcript.
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Translator Start/Stop: Pressing this command will start
and stop translation. If Translation has not been started,
this command will start it. If you are currently
translating, pressing this command will stop translation.
By using this command, you can easily begin translation
as soon as Transcript Editor is open. If the program loads
with your computer, you can press this command to
immediately begin writing.

Standard Keys: ALT + CTRL + S

New Session: This command will invoke the New
Session item under the File menu. This item lets you
choose your Steno Source, Dictionary Setup, and
template for the job. You may use this command if you
find yourself constantly changing steno sources or
dictionaries. If you work for multiple firms and have a
number of templates, you can also use the New Session
feature to apply the appropriate template before you ever
start translation.

CIC COMMANDS

CIC Setup: This command will display the CIC Setup
dialog. From this dialog, you can set your CIC Transmit
port, transmission speed, etc. Please see Chapter 3

CIC Start/Stop: Using this command will connect to a
realtime receive software. Please use the menu command
under Tools->CIC to Start or Stop your CIC session!
Simply press ALT + L to open the Tools menu. Then
press the I key for CIC. Finally, press ENTER to Start or
Stop your session.

CIC Transmit Start/Stop: This command will begin or
end transmission of translations to a realtime receive
software. Please use the menu command under
Tools->CIC to Start or Stop your CIC session! Simply
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Manage Macro
Definitions

press ALT + L to open the Tools menu. Then press the I
key for CIC. Finally, press ENTER to Start or Stop your
session.

MACROS

Macros are combinations of commands executed at once.
They can be very powerful features. If you notice that
you are constantly using the same series of commands,
you may wish to combine those commands in a macro.
That way, you can execute the same series of commands
with only one keystroke!

Keyboard Macro Record/Stop: Use this command to

begin recording a macro. When finished, press the

command again to stop recording. The Keyboard Macro

Name window will open, allowing for a name to be

entered and a key command selected for the new macro.
Standard Keys: ALT + CTRL + R

Macros do not have to be recorded! They can be
composed quite easily. Press and release the ALT key,
then press the letter O to open the Options menu.

Press ENTER on Keyboard. Once the Keyboard Setup
screen appears, press ALT + M or click the Macros button
to open the Manage Macro Definitions dialog. A list of
current macros will be displayed.

Manage Macro DefintHions ' |

[Maoro - another hurbocat enter key
Maoro - exhibi marked

Maoro - one hypen as a dash Edi
Maoro « Turbocat enter key

X|

mpor

il

Ciria
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Manage Macro
Definitions

X|

Manage Macro DefintHons p |

Maoro - another turbocat enter key
Maoro - exhibi marked

Maoro - one hypen as a dash
Maare » Turb oot enter key

ﬁ
=

NEW:
This button will allow you to compose a new macro.

Press ALT + N to activate this button.

EDIT:
This button lets you edit an existing macro.

Press ALT + E to activate this button.

COPY:

This button will duplicate an existing macro under a new
name. This can be useful for creating similar macros, like
the Exhibit Marked macros explained later in this section.

Press ALT + C to activate this button.

RENAME:
This button allows you to rename an existing macro.

Press ALT + R to activate this button.
DELETE:
Pressing this button will delete the selected macro from

the list.

Press ALT + D to activate this button.
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IMPORT:

This button allows you to import keyboard macros that
were exported to a file. You will have to define these
macros as a keyboard command in order to be able to use
them.

Press ALT + I to activate this button.

EXPORT:

This button will allow you to export, or save, your
keyboard macros to a file. You may then transfer these
macros to another computer or give them to another user.

Press ALT + X to activate this button.
CLOSE:
Pressing this button will close the Manage Macro

Definitions dialog.

Press ESC or ALT + O to close the dialog.
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CREATE ANEW MACRO
To create a new macro:
» Press ALT + N or click the New button to begin
composing a new macro definition.
MNew Macra Definfiian
New Macro Hih L E
Definition - Carncel

Insert Command
Dialog
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» Type a name for the macro in the Name box.

» Press TAB to put your cursor in the Commands box.

» Press ALT + C or click the Commands button on the
right side of the dialog to see a list of commands that
you can insert.

Commands

Add Quick Type im
Add/Change Word Ending 3
Add/Edit Alternate Words

Append File

Apply Globals

Apply Page Style

Apply Template

Batch Spell Check

Bold Text

Bookmark Add

Bookmark Find Next

Bookmark Find Previous

Bookmarks View

Capitalize Current Letter b

Cancel

« Insert the commands that you would like to string
together. Press ALT + C each time you wish to add
another command to the string.
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« Press TAB to move the cursor to the Command
button.
Press TAB again to move the cursor to the list of keys.

 Select the key that you would like to use with this
macro. This will be the letter, number or symbol that
will be used in QuickKeys or in conjunction with the
CTRL, ALT or SPACEBAR to execute this string of
commands.

« You may change this command to a Standard Key
command by pressing ALT + A. You may change it to
a QuickKey command by pressing ALT + Q. You may
also choose not to assign it to a keyboard command at
this time by pressing ALT + D.

Press ALT + H to use the SHIFT key with the selected
key to execute this command.

Press ALT + T to use the CTRL key with the selected
key to execute this command.

Press ALT + L to use the ALT key with the selected key
to execute this command.

Press ALT + S to use the SPACEBAR with the selected
key to execute this command.

« Press ENTER or click the OK button to save this new
macro.

EDITING A MACRO

To edit a macro:

« Make sure the Manage Macro Definitions dialog is
open.

 Highlight the macro you wish to edit.

« Press ALT + E or click the Edit button to edit the
macro’s component commands.

« Make any changes necessary, and press ENTER when
finished.
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Example Macro:
Plaintiff’s Exhibit Marked

You can instantly insert the Exhibit Marked parentheticals
by using a Macros.

To create this type of macro:

» Make sure the Manage Macro Definitions dialog is
open.

» Press ALT + N or click the New button to create a new
macro.

» Type “Plaintiff’s Exhibit Marked” in the Name box.

» Press Tab to move the cursor into the Commands box.

» Press ALT + C to see the list of commands. Choose
“Insert {P Paren} Paragraph” from the list of
commands. Press ENTER when it is highlighted.

e
o =]

G T -
Header Delam Cancal
Header B

Header Hew

incomplete Paragraph

Index Update

Insert " at B genning

Insert =" a2t End

Insert (&) Paragraph

Insert (L) Paragraph

Insert (# By] Paragraph

Insmrt E Center) ParaE:ph

Insert (#] Faragraph o

Insert Command

¢ The <Insert {P Paren} Paragraph> command will be
inserted into the Commands box.

« If Stenovations set up your formatting information, you
may not need to type an open parenthesis here!
Otherwise, you may need to type an open parenthesis.

» Type the words “Wherupon Plaintiff’s Exhibit No. [ ]
was marked for identification.)”

» Once that is typed, press ALT + C to again display the
list of commands.

» Choose “Find Previous Untranslate” from the list and
press ENTER.
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* Your macro definition should look like that shown
below.

Press the TAB key TWICE!

Select the letter, number or symbol that you would like
to use to insert this parenthetical.

* You may change this command to a Standard Key
command by pressing ALT + A. You may change it to
a QuickKey command by pressing ALT + Q. You may
also choose not to assign it to a keyboard command at
this time by pressing ALT + D.

Select any key that you wish to use with this key to
invoke this command.

Press ALT + H to use the SHIFT key with the selected
key to execute this command.

Press ALT + T to use the CTRL key with the selected
key to execute this command.

Press ALT + L to use the ALT key with the selected key
to execute this command.

Press ALT + S to use the SPACEBAR with the selected
key to execute this command.

» Press ENTER or click the OK button when finished to
save this new macro. You may repeat this process for
any other type of exhibit that you would like to use.
For example, you may want another macro for
Defendant’s or State exhibits.

New Macro Definition £|
0] Fiasye |
| Plaingiffs Exhibit Marked A ~

8 Comnnpad
O i wil| B peEr o b aces - <Marese in e e ol = |
kayboand aoce kistonm meailabia [m]
E Commesnd
2 e A ek F
<insert (P Paren) Paragraphe (Whereupon Blantf s Exhibis Bo. [ ] was L] ~ chif
marked for Idenstfic ation. = Fnd Previows Unsransiates :"
|
; [ Ca
K [ Al
L |
1]
M w
Comimanets sid notad ke Comimvesnd Mamos, nd can bis i oned wing he QT — T —— "
i e biuihon o by i g tres SodTives d e Sumorcke b 4 " ER e
£ Ermiar chamaotarcan ba i by ping <Emer of by holding doswn fia Ci kay ~ Dk Ky
= pccs i re Erics ~ Do Aol RsEin &n scod oo &
& Tab Cheneckar pon ke inssitad by hokdeg doen Ol and preasing Tab - hitima
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Transcript Editor allows you to edit the transcript even
during realtime. If the speakers pause or take a break,
you can begin editing. To edit from your computer’s
keyboard, simply move your hands to the keyboard and
begin editing as normal. For normal editing procedures,
please see Chapter 4.

Bookmarks

Bookmarks are special commands written to mark a
position in the transcript. Bookmarks can be used to
leave yourself notes while you are writing a job. They can
also be used by or for a scopist. Because Bookmarks do
not appear as actual text within the transcript, they do not
have to be removed during editing as would other types
of notes written to yourself.

To make a bookmark during editing, please see the
“Bookmark Add” command mentioned on page 142 of
Chapter 4.

To make a bookmark during realtime:

« You must have a dictionary entry defined using the
Bookmark token, {K}. There are a number of
different ways this token can be entered. Please
see below for help with this.

 Write the stroke for your bookmark while in realtime.
Try to keep the stroke as close to the problem area, the
area to which the note will apply.
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To use bookmarks during editing:

 If a bookmark has been added to the document, you
may press ALT + E to open the Edit menu.

e Then press K for bookmarks.

« Now press V to view the bookmarks.

« The Bookmarks dialog will appear listing all bookmarks
that you have entered.

BOOKMARKS DIALOG
Bookmarks e | --
Dialog :ﬂpg::.h' =

Chiech Asiis

Check Spelisg 5 ) 11
5 Can® esedesstand spuakes hane

M Erablepravies & Frind bockna parien T iraz visbde: 1 _'_'I

A
"4 Lafm o e dodoe: 174
A

DESCRIPTION:

This field of the dialog holds the notes that you enter with
your bookmarks. For example, if you have a bookmark
with the message “Check Spelling,” the Description field
would say “Check Spelling.”

PAGE:
This field indicates on which page the bookmark is
flagged.
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Bookmarks
Dialog

Ehrokomniseks

Disciptinn

Check Speiing

Chicl Asiles -
Check Speling -] [ 11

5 Can® esedesstand speakes hane .

¥ Erablpraviee % Prind bookrssk paries  Tiod irmz viskle [1 _'_‘I

.
™45 Ladmt bom b dados 174
f

LINE:
This field indicates on which line of the page the
bookmark is flagged.

COLUMN:
This field indicates the column position of the bookmark.

ENABLE PREVIEW:

Enabling the preview window will show the text above
and below the line on which the bookmark was made.
The number of lines displayed can be changed. This lets
you instantly see the text so that you can immediately
know what needs to be checked or changed. This is very
useful when checking spellings. You can simply go down
the list getting the spellings from the words listed in the
preview.

PRINT BOOKMARK PREVIEW:

If you print your bookmarks, you may also print the
preview so that you may have the associated text with the
mark.
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TEXT LINES VISIBLE:

If you see the bookmark preview, the number displayed in
this box will control the number of lines displayed in the
preview. A value of one will show one line above the line
on which the bookmark was made as well as one line
below it. It will give a total of three lines. You may adjust
the number of lines by clicking the UP or DOWN arrows
to the right of the number.

CLOSE:
This button will close the Bookmarks dialog.

GO TO:

This button will close the Bookmarks dialog and will
place the cursor at the position of the bookmark in the
transcript.

DELETE:
Pressing this button will remove the currently highlighted
bookmark.

PRINT:
This button will allow you to send the current bookmark
list to your printer.
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In Command
Mode

Realtime Commands

A realtime command allows you to perform editing
functions while translating. These functions can range
from using the asterisk key to delete the previous stroke
to formatting numbers to appear as a date.

There are two ways to enter realtime commands. The
first method is to use Command Editor. This program
can be used to add simple commands to be used during
translation. The second method is to use dictionary
entries. This second method is preferred and allows you
to easily string multiple commands together. It also
allows your commands to be more than one stroke in
length.

There are also two realtime modes. The first mode is the
normal translation mode. This mode allows you to
translate your notes. Realtime commands can still be
executed in this mode if they are defined in a dictionary
entry or if they are marked as “Single Stroke” in the
Command Editor.

The second realtime mode is Command Mode. When in
this mode, your steno keyboard can be used to simulate a
normal computer keyboard. Command Mode will allow
you to do the same editing features that you normally do,
but directly from your machine. You would use the
Command Mode Toggle or the Command Mode Stick
commands to enter and exit Command Mode. Please see
the description of each of these commands for more
information.

{Command |Shift] | Alt| | Ctd| | Dla| | Command Mode Toggle
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Command
Editor

£ Iegital CET Conrmand Editer
s T T R T T R ¢ [ or |
- i i =
-F Kay Pracz Entar
PA-1TE Ky Fross Pavpges
-L Kay Pracz Cape Lock
-E3 K=y Press E=a
g Kay Pracz Speca i |
P-1TF Kap Frass FPeg= Tip
F-I Kay Praxzx Fega Down
—-EFHD Ky Prass Erred
H-FL iy Fraen Hata _ B |
E-hp E:y EI.E':-:- Arrow Ltlﬂl:
- y Frazz hrraw Up
K-FT Key Fross hrrow Right M
L] Kay Pracz Arraw Dawn
FR-FBT Kep Prass Print Soressm
-FH Kay Praczx Inzarck
—I Ky Fross Thmt Jom ms
i Kay Pracz 1]
£] Kap Pross 1
F Kay Pracz 2
£3 K=y Pross ]
4 Kay Praxzx q
£5 K=y Press B
-k Kay Praxzx [
-7 Kap Prass T
| ] Kay Prazx B =
& » Fri

To use Command Editor for realtime commands:

If Transcript Editor is not open,

Click the START button at the bottom of your screen.
Place your cursor over PROGRAMS or

ALL PROGRAMS.

Place your cursor over DIGITALCAT.

Click COMMAND EDITOR to open the Command
Editor program.

Choose the Realtime Command file and press ENTER
or click Open.

If Transcript Editor is open,

Press ALT + T to open the Translator menu.
Press C for Commands. The Command Editor
program will open.
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The Command Editor’s main screen is divided into three
columns. These columns are Steno, Command and
Parameter.

STENO:
The steno listed in this column is the steno that when
written will execute the command.

COMMAND:

This column shows the command associated with the
steno. This can be any of the available realtime
commands that we have listed.

If a chevron, or greater than symbol (<), appears before
the command, then that command is designated as a
“Single Stroke” command. That means that the
command can be executed in normal translation mode as
well as Command Mode. If the chevron does not appear
to the left of the command, then the command may
ONLY be executed in Command Mode. Please see the
following section to learn how to make a command a
“Single Stroke” command.
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PARAMETER:

This section will show the parameter passed to this
command, if any, when this steno is written. Not all
commands require parameters.

ADD:

Pressing this button, or pressing ALT + A, will open the
Command Entry dialog. You may use this dialog to add a
new command into the Command Editor.

Place the steno that you would like to use to execute this
command in the steno field.

If you would like to be able to use this command without
entering Command Mode, check the Single Stroke box.

Choose the command that you would like to add from the
Command list.

If necessary, choose the parameter to be passed to the
command from the Function list. Not all commands
require a function or parameter.

Command Entry

Command
Entry
Dialog

Steno
| [ Single Stroke

Command Funchion

At Audio Options ofF....
Cap First Letter On

Caps Lock Toggle

Caption Blank Yideo
Caption Mode
Caption Stack,
Caption Style

CIC Tranzmit Toggle
Command Mode Stick,

Carmand bMode Tannls

| 0k, | Cancel
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Command
Entry
Dialog

EDIT:

Pressing this button, ALT + E, or the Spacebar will
display the Command Entry dialog so that you may edit
the highlighted command.

Make sure the correct steno is in the steno field.
If you would like to execute this command without having
to enter Command Mode, make sure the Single Stroke

box 1s checked. Otherwise, leave this box unchecked.

Make sure that the correct command is selected from the
Command list.

Make sure the correct parameter is selected from the
Function list.

Command Entry @|

Steno
[ET . ¥ Single Stroke
Command Function

Search and Replace ”

Single Quote Toggle (IFf

Sound Sync Pause Flay On

Sound Sync Pauze Record Toogle

Sound Sunc Play

Sound Sync Recard

Sound Sync Stop Play

Sound Svnc Stop Recard

Trnnla dlbarnata Winrds 3

(] | Cancel |

DELETE:
Pressing this button, or ALT + D, will delete the currently
highlighted realtime command.

PRINT:
Pressing this button, or ALT + P, will print the list of
commands.
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COMMANDS AS DICTIONARY ENTRIES

It is recommended that most realtime commands be
entered as dictionary entries. Using a dictionary entry,
multiple commands can be tied together to execute at
once. You can therefore easily create a realtime macro
without having to record anything. For more information
on macros, please see the Realtime Macros section of
this chapter.

For help making a dictionary entry, please see Chapter 6,
Dictionary Entries.

Normal dictionary commands, such as paragraphing
commands, are accomplished using tokens. Tokens are
basically single-letter commands enclosed within French
brackets or braces. An example of a token could be {C}
which is the symbol used to designate the beginning of a
new Colloquy paragraph. A list and description of tokens
can be found in a later section of this chapter.

Realtime commands are entered into a dictionary entry as
a command. Commands are usually longer than tokens,
are enclosed within French brackets, and are preceded by

an AT symbol (@). An example of a command would be:
{@COMMAND(PARAMETER)}.

A command dictionary entry is composed of the

following parts:

« Open French Bracket {
This symbol tells the program that the following
information is a command instead of a normal
English translate.

« AT symbol @
This symbol tells the program that the following
information is a long command, not a token.
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« COMMAND
This is the name of the command that you wish to
execute. A list of commands and their descriptions
appears in a later section of this chapter.

« (PARAMETER)
If the command that you wish to use requires a
parameter, you will type the parameter you would
like to use here. Please note that the parameter is
enclosed in parenthesis. If a command does not
require a parameter, you will leave this part out.

e Close French Bracket }
This symbol tells that program that it has reached
the end of the command. The closing bracket will
signal the end of this command. Multiple
commands may be placed in the same entry, but
each must be enclosed within a separate set of
French brackets.

Examples of Commands:

With Parameter: {@DELETE(LASTSTROKE)}
This command will delete the last stroke written. It
is the normal command executed by pressing the
asterisk on the steno machine.

Without Parameter: { @ DATE}
This command will format the previous set of
written numbers to appear as a date. Executing this
command multiple times will toggle through the
list of valid dates using the written numbers.
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Example
Realtime
Command
Entry
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Keypress Commands

Keypress Commands allow you to use your steno
machine to “press” the associated key on your keyboard.
All editing features done with the regular computer
keyboard can be done with the steno machine by using
the different realtime and keypress commands.

A keypress command would be entered into the

dictionary as follows

{@KEYPRESS(KEYNAME)}

KEYNAME must be replaced with the name of the key to
which you would like this stroke to be associated. For
example, if you wanted to associate the S key with this

entry, you would use { @ KEYPRESS(S)}.

The parameter to this command may be any key on the

keyboard or any of the special key names.
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Special Key Names:
ADD, ALT, ARROWDOWN, ARROWLEFT,
ARROWRIGHT, ARROWUP, BACKSPACE, CTRL,
DECIMAL, DELETE, DEVIDE, F1 - F12, END,
ESCAPE, HOME, INSERT, LEFTCLICK,
NUMLOCK, MULTIPLY, NUMPADO - NUMPAD?®,
PAGEDOWN, PAGEUP, PAUSE, PRINTSCREEN,
RIGHTCLICK, SCROLLLOCK, SHIFT, SPACE,
SUBTRACT, TAB

Please note that keypress commands may also be entered
under Command Editor. Keypress commands are usually
executed when in Command Mode, the editing mode of
realtime.

Dialog Translation

During editing, windows and dialogs frequently appear.
When editing from your steno keyboard, you may have to
translate into these dialogs or windows. Transcript Editor
allows you to translate into the following dialogs:

« Add Entry

« Edit Word

« Search Text

« Replace Text

 Insert Exhibit

« Enter New Witness

« Edit Witness

« Add a Bookmark

« Edit Name of Objection

Dialog Translation will allow you to add or change items
within the dialog without lifting your hands from the steno
keyboard.
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Edit Word Edit Word B3
dialog with
Dialog Old'word |

Translation On

Mew Word m

]S Catizel |

There are a few realtime commands associated with
dialog translation.

ENTER & Exit Command Mode:

This command will send the ENTER keypress to the
dialog. This should be the equivalent of pressing the OK
button. It will therefore close the dialog. This command

will also instruct the program to drop out of Command
Mode.

ENTRY: { @ENTERLEAVECOMMAND}

ESC & Exit Command Mode

This command will send the ESC keypress to the dialog.
This should be the equivalent of pressing the CANCEL
button. It will therefore close the dialog. This command

will also instruct the program to drop out of Command
Mode.

ENTRY: { @ESCLEAVECOMMAND }

Dialog Translation
This command will allow you to enter or exit dialog
translation mode.

ENTRIES:
{ @DIALOGTRANSLATE(ON)} — This entry will turn
on dialog translation.
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{ @DIALOGTRANSLATE(OFF)} — This entry will turn
off dialog translation.

{ @DIALOGTRANSLATE(TOGGLE)} — This entry will
act as a switch turning
dialog translation on if it is off, or off if it is currently on.

TOKENS

Tokens are special types of dictionary entries that tell the
program it has some sort of task to perform. This task
can be as simple as inserting a new type of paragraph to
inserting a certificate include file.

A number of tokens can be entered into the “Add Entry”
screen using shortcut keys. They can also be entered
using the “Starburst” icon. Press the Starburst or the F5
key to see the tokens you can insert with a simple click of
the mouse or the press of a key. Please see Chapter 6 for
more information on how to add a dictionary entry.

Englirh Tigrordalion
(‘ > Spabrg[FY Echl Carfict |
Share sk T
I 1 S Enilng T agm
5 Mg |
S
[ |
5 -
g [ =
7
o I
B b
Flag= o
I Praic: Siach Hunban
™ Bk ™ DoublsLaxi I gel
T~ Capdnios Hest T [OR Erding |
T gdisoh Ledess T Proped Hawe
e 5 pedohwsck; o i
 Thgoomrenoe T Hs o 1™ wihode il
] -2 o ﬂ| fedd | AdEChw | Cenead |

Quick Entry List )
Collogquy | Anzwer | [uestion | By \ Faren I
Bald | Italics | |Inderline | Subscript ‘ Superzcript |

Special Char Cancel
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PARAGRAPHING TOKENS

1Q}

This token represents a Question paragraph. When this
token is added to a dictionary entry, a Question paragraph
will be inserted. Normally, this token has Prefix, Suffix,
and Capitalize Next checked. If text appears before this
token in a dictionary entry, you should not check Suffix.
If text appears after this token in a dictionary entry, you
do not wish to check Prefix or Capitalize Next.

SHORTCUT KEY IN ADD ENTRY SCREEN:
CTRL + Q

Example Entries:

{Q}
with Prefix, Suffix, and Capitalize Next checked

No. {Q}
with Prefix and Capitalize Next checked

{Q}Would
with Suffix checked

{A}

This token represents an Answer paragraph. When this
token is added to a dictionary entry, an Answer paragraph
will be inserted. Normally, this token has Prefix, Suffix,
and Capitalize Next checked. If text appears before this
token in a dictionary entry, you should not check Suffix.
If text appears after this token in a dictionary entry, you
do not wish to check Prefix or Capitalize Next.

SHORTCUT KEY IN ADD ENTRY SCREEN:
CTRL + A
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Example Entries:

{A}
with Prefix, Suffix, and Capitalize Next checked.

Is that correct? {A}
with Prefix and Capitalize Next checked

{A}No.
with Suffix checked

{C}

This token represents a Colloquy paragraph. When this
token is added to a dictionary entry, a Colloquy
paragraph will be inserted. Normally, this token has
Prefix and Capitalize Next checked.

SHORTCUT KEY IN ADD ENTRY SCREEN:
CTRL + C

Example Entry:

{C}IMR. ATTY1:A
with Suffix and Capitalize Next checked.

{<}

This token will insert a continuation paragraph. This is
used for long Questions, Answers or any other style of
text that you wish to break up into separate paragraphs.
For example, in a long Question, any paragraph after the
first would be referred to as a continuation paragraph.
Normally, this token has Prefix, Suffix, and Capitalize
Next checked.

Example Entry:

{<}
with Prefix, Suffix, and Capitalize Next checked.
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/)
o0l = CAT-TIP ey y
SSe This token inserts a paragraph of a user specified type.
Do NOT use the For example, if you wanted a Center paragraph, you
{P} token with the would use: {P Center} You would not type the question
letter P by itself! marks. Normally, this token has Prefix, Suffix, and
The letter P MUST Capitalize Next checked.
be followed by a
paragraph style Note the space after the letter P! It is very important to
name. Using this put a space after the letter P.
token with the letter Example Entries:
P alone can cause {PBY}
formatting issues that with Prefix, Suffix, and Capitalize Next checked will
will be difficult to insert a By paragraph.
correct. SHORTCUT IN ADD ENTRY SCREEN: CTRL +Y
{P Paren}

with Prefix, Suffix, and Capitalize Next checked will

insert a Parenthetical paragraph.
SHORTCUT IN ADD ENTRY SCREEN: CTRL + P

{P Center}
with Prefix, Suffix, and Capitalize Next checked will
insert a center-aligned paragraph.

FORMATTING TOKENS

{b}Words to be bolded{b}

The {b} token will bold text. Note that the words that
need to be in bold type are between two tokens. The first
token orders the program to begin bolding. The second
shows the program where to stop bolding. If you forget
to put the second token in the dictionary entry, the
program will not know where to stop bolding, and may
continue to bold written text. Remember to “close” the
bolding by placing the second token at the end of the
entry!

221



Chapter 5

digitalCAT USER MANUAL

222

Also note that the letters are lowercase in this token.
Case 1s important when using tokens!

SHORTCUT IN ADD ENTRY SCREEN:
CTRL +B

Example entry:
{b}These words will appear bold.{b}

{i}Word to be italicized{i}

The {1} token will italicize text. Note that the words to be
italicized are between two tokens. As with the bold
command, do not forget to put the second closing token
in the entry or further text may be italicized!

SHORTCUT IN ADD ENTRY SCREEN:
CTRL +1

Example entry:
{1} These words will appear in italics. {1}
{U}Words to be underlined{U}
The {U} token will underline text. Note that the words to
be underlined are between the two tokens. Don’t forget

to put the closing token.

SHORTCUT IN ADD ENTRY SCREEN:
CTRL+ U

Example entry:

{U}These words will appear underlined.{ U}
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{B}Letters to be subscript{B}

The {B} token will subscript text. This type of text is
written in a smaller font and is positioned lower than the
normal text. Please note that the words or letters that
need to be written in subscript are between these two
tokens.

Also note that these tokens are almost identical to the
bold tokens. The only exception is the capitalized letter B
in these tokens. Correct capitalization is very important
when using tokens!

SHORTCUT IN ADD ENTRY SCREEN:
CTRL + T

Example entry:
{B}2{B}

{S}Letters to be superscript{S}

Superscript text is text written above the normal text in a
smaller font. Please note that the words or letters that
need to be written this way are between the two tokens.
Also note that these tokens need to be capitalized!

SHORTCUT IN ADD ENTRY SCREEN:
CTRL + R

Example entry:

{S}2{S}
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SYMBOLS

N

Inserting a caret in a dictionary entry (SHIFT + 6) will tell
the program to insert a hard space. This type of space,
unlike using the space bar, will not denote separate words.
Therefore, it will not cause words to separate at the end
of a line. For example, an entry for Dr.ASmith would
keep the name Smith with it’s title. If there isn’t enough
room at the end of the line for both items, both will drop
down to the next line.

If the same entry used a normal space, as Dr. Smith, the
name Smith could drop to the next line, leaving the title at
the end of the previous line. Transcript Editor
automatically recognizes some salutations, such as Dr. It
may not automatically recognize some of the less
common ones, so please be aware of the purpose of a
hard space.

Example Entry:
DrA
With Prefix and Capitalize Next checked.

>

The chevron, also known as a “Greater Than sign” or a
right arrow, will tell the program to insert a tab. This
token symbol is rarely used because paragraph tabbing is
handled in your formatting template.

Special Characters

digital CAT allows you to insert special characters, like the
accented €. To insert one of these symbols, use the
Starburst or press CTRL + S to bring up the Special
Characters dialog.

SHORTCUT IN ADD ENTRY SCREEN:
CTRL + S
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SPECIAL TOKENS

{K ???}
This token will insert a Bookmark. Please see the section
on Bookmarks at the beginning of this chapter.

You can insert blank bookmarks by using {K} alone.
You can also give yourself notes in bookmarks. For
example, to tell yourself to check the spelling of a word,
you could use {K Check Spelling}. Please note the
space after the letter K and before the note you want to
write to yourself.

Example Entries:

{K}
will insert a blank bookmark

{K Check Audio}
will insert a bookmark with the note “Check Audio”

{1222}

This token will automatically insert an Include file. To
insert an include file named “cover” from a dictionary
entry, you would enter something similar to the following:
{I cover}

It is important to type the name of the file in this entry
EXACTLY as the name of the saved include file. Please
note the space between the capital I and the name of the
file.

Example Entries:

{I Cover}
will insert an include file named Cover.

{ISign}
will insert an include file name Sign.
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{1}

This token will insert the current time into the transcript.
If you have to retranslate the document, this entry will
enter the time of re-translation. You will have to edit the
time to reflect the original time.

{M}
When closed captioning, this symbol is used to denote a
musical note.

{l+} and {1-}

Please note that these commands use a lowercase letter L.
Do not confuse the symbols with other letters or
numbers. These commands are used when captioning.
Most of the time, closed captioning is done in all capital
letters. Sometimes, however, a lowercase letter is needed,
such as an ending “s.” For example, you may need CDs
or Ph.D. to appear with a lowercase letter. Because the
program automatically turns all letters into uppercase
before transmitting, you will have to use these tokens in
your dictionary entry.

The open French bracket, lowercase L, plus sign, and
close French bracket token will tell the program that what
follows should be transmitted in lowercase. The open
French bracket, lowercase L, minus sign, and close
French bracket will signal the program to begin
capitalizing again.

Don’t forget to use the second token! Remember that the
program will not know where to begin capitalizing words
again without the second token. Don’t forget to include it
in your dictionary entries.
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Example Entries:

{1+}s{l-}
with Suffix checked will attach a lowercase s to the
previous translation.

P{1+}h{I-}.D.
will send Ph.D. with a lowercase letter h.

COMMANDS

Commands are very similar to tokens, but instead of
being single letters, they are actual word commands.
Commands tell the program that you want to perform
some sort of task during realtime. These tasks can be as
simple as an asterisk deleting the previous stroke to the
program automatically formatting a phone number with an
area code.

Commands are entered as

{ @COMMAND(PARAMETER)}, or if no parameter
exists as { @COMMANDY}. Capitalization does not
usually matter in commands, however it is recommended
that commands be entered as all capital letters. Please
note that you will not type the word parameter. You will
instead use the name of the parameter you wish to pass to
the command.

Some commands and parameters are called toggles. A
toggle will allow you to use one stroke or one command
for multiple purposes. Using a toggle is like using a
switch. If the item is off, toggle will turn it on. If the item
is on, toggle will turn it off.

It is also important that NO flags be checked with

commands! Commands will execute properly without
interference from the flag signals.
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Please see Chapter 6 for more information on adding an
entry into your dictionary.

LIST OF REALTIME COMMANDS

Any Keyboard Command

This command will let you enter any editing keyboard
command as a realtime command. For a dictionary
based version of this command use

{ @KBDCOMMAND(X)} where X is the keyboard
command as it is listed in either the keyboard options or
the parameter list in the command editor. For example
the dictionary realtime command to execute the Edit
Word keyboard command would be:

{ @KBDCOMMAND(Edit Word) }.

Example Entry: { @ KBDCOMMAND(Edit Word) }
Parameters can be found in Keyboard Options or the
Parameters list under Translator Commands.

Continuation Paragraph

This command will turn the previous paragraph into a
continuation paragraph. This can be used to help
eliminate some double Questions and double Answers.

Entry: {@CONTPARAGRAPH]

Delete Last Character
This command will delete the last character in a transcript
or in the translation buffer. This command is similar to

pressing the BACKSPACE key on your keyboard.

This command can be used multiple times in succession
to delete more items.

Entry: { @DELETECHARACTER}
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Delete Last Word

This command will delete the last word in the transcript or
in the translation buffer. This command can be used
multiple times to delete more items.

Entry: {@DELETEWORD}

Interrupted Question

This command allows you to place the dashes at the end
of the previous question and the beginning of this
question when someone interrupts the speaker. This lets
you denote that it was an interrupted question. Please
note that you must be on the second question paragraph
to execute this command.

Entry: {@INTERRUPTEDQ}

Make Case Number
This command will automatically format a nine-digit
number to be a Case Number.

Entry: { @MAKECASE}

Make SS Number

This command will format a nine-digit number to appear
as a social security number. So long as the social security
number is the previous number, you may stroke this
command at any time after the fact. The program will
search back for the number and format it correctly.

Entry: {@SSNUMBER }
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Make Phone Number

This command will format either a seven-digit number or
a ten-digit number to appear as a telephone number. This
means that the number will be formatted correctly whether
it has an area code or not.

Entry: {@PHONENUMBER}

Make Cents

This command will format the last set of written numbers
as dollars and cents. For example, if you write 1440, then
write the Make Dollar command, the amount will appear
as $14.40. The decimal point is placed two numbers
from the end, and a dollar sign is placed at the beginning
of the number. Larger numbers that may have commas
will also be formatted correctly.

Entry: { @CENT}

Make Dollar

This command will format the last set of written numbers
as a dollar value. For example, if you write 1440, then
write the Make Dollar command, the amount will appear
as $1,440. The dollar sign is placed at the beginning of
the number. Larger numbers that may have commas will
also be formatted correctly.

Entry: {@DOLLAR}

Dollars and Cents

This command will instruct the program to format
numbers as a dollar amount. If this command is written
immediately after the numbers that it will format, it will
also place a decimal point at the end of the numbers so
that the next numbers written will attach as cent values.

Entry: {@8$.}
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Make Date

This command will instruct the program to format
previously written numbers as a date. This command can
be used multiple times in succession to alternate between
different date possibilities.

Example: If you write the numbers 11999, you could
mean a number of possible dates. Writing the Make Date
command would go through the possible dates.

First time command is written: 1/19/99
(January 19, 1999)

Second time command is written: 11/9/99
(November 9, 1999)

Third time command is written: 1/1999
(January of 1999)

Fourth time command is written: 11999
(Returns to the way it was written)

Entry: { @DATE}

Make Time

The Make Time command will format the last set of
written numbers as a time value. For example, writing 330
followed by the Make Time command will result in 3:30.
The colon will be placed in the correct location.

Entry: { @ TIME}
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ENTER & Exit Command Mode

This command was designed to be used when translating
into a dialog. Please see “Dialog Translation” in Chapter
5. This command will send a key press of the ENTER
key and exit Command Mode.

Entry: { @ ENTERLEAVECOMMAND }

ESC & Exit Command Mode

This command was designed to be used when translating
into a dialog. Please see “Dialog Translation” in Chapter
5. This command will send a key press of the ESC key
and exit Command Mode.

Entry: { @ESCLEAVECOMMAND }

Dialog Translation

This command was designed to be used when translating
into a dialog. Please see “Dialog Translation” in Chapter
5. This command will either turn Dialog Translation on,
off, or toggle it on and off like a switch.

This command accepts the following parameters:
TOGGLE, ON, or OFF. Toggle will tell the program to
toggle Dialog Translation. If Dialog Translation is
currently off, it will be turned on. If it is currently on, it
will be turned off. On will tell the program to turn Dialog
Translation on. Off will signal to turn it off.

Entry: { @DIALOGTRANSLATE(PARAMETER)}
Possible Parameters: TOGGLE, ON, OFF

Insert Page Break
The Page Break command will insert a page break at the
current cursor location.

Entry: { @PAGEBREAK}
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Search
This command will search back for the word written
immediately before the command is entered.

This command accepts the following parameters:
NORMAL and COMMANDMODE. NORMAL will
instruct the program to stay in normal translation mode if
and when a word is found. COMMANDMODE would
instruct the program to enter Command Mode when the
word is found. For more information on Command
Mode, please see Chapter 5.

Entry: { @SEARCH}
Possible Parameters: NORMAL, COMMANDMODE

Repeat Last Search

Use this command to repeat the last search. This
command will instruct the program to repeat the last
search command given. This command remembers the
location of the last found word and will continue the
search from there. For example, if you wanted to search
for the third occurrence back of a word, you would use
the Search command to search for the first one, then you
would use Repeat Search, Repeat Search to go to the
third found occurrence.

Entry: { @REPEATSEARCH }

Search and Replace

Using this command will allow you to replace mis-
translations with good translations. It allows you to make
changes to text even when you are no longer on the same
line!

To use this command, you would first write the word that
you would like to replace. This would be the word that
appears incorrectly. You would then write the correct
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word as it is supposed to appear in the transcript.
Finally, you would write the stroke for this command to
execute the replace. The two words written for this
command will be removed from the transcript once the
command is executed.

Entry: { @SEARCHREPLACE}

Search and Delete

This command will instruct the program to search for the
word written before it and remove the last occurrence of
that word. For example, if you accidentally wrote the
word “is” twice like in the following: Now is is the time
for all good men to come to the aid of their country, you
would write the word ““is” followed by the Search and
Delete command. The command will then search for the
word written before it, “is.” Once it finds the last
occurrence of that word, it will be removed, leaving you
with the correct sentence.

Entry: { @SEARCHDELETE}

Replace Last Untranslate

The Replace Last Untranslate command will allow you to
replace the last untranslate in a document with a correctly
written word. You would first write the correct word that
the untranslate was supposed to be. You would then
write this command to tell the program to replace the
untranslate with that word.

Entry: { @REPLACEUNTRANSLATE}
Edit Last Untranslate
This command places the cursor at the last untranslate

and brings up the Edit Word dialog.

Entry: { @EDITUNTRANSLATE}
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Delete Last Untranslate
This command will remove the last untranslate from the
document.

Entry: { @ DELETEUNTRANSLATE}

Define Last Untranslate

This command will locate the last untranslate. It will then
open an “Add Entry” window so that you may enter this
untranslate into your dictionary. Please note that this
command also places you in Dialog Translation mode
while the “Add Entry” screen is open. You may use your
steno machine to quickly add the dictionary entry.

This command accepts the following parameters:
DICTI1-DICT10, LISTCURRENT. Using a number
between 1 and 10 with DICT will instruct the program to
place the entry in the corresponding dictionary. DICTI
should be your Job dictionary. DICT10 should be your
main dictionary. LISTCURRENT will open a list
allowing you to choose to which of the currently active
dictionaries you would like to add this entry.

For more help with the “Add Entry” window, please see
Chapter 6. For more help with Dialog Translation, please
see Chapter 5.

Entry: { @ DEFINEUNTRANSLATE(PARAMETER)}
Possible Parameters: DICT1 - DICT10,
LISTCURRENT
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Go To Last Untranslate
Executing this command will find the last untranslate and
will place the cursor there.

This command accepts the following parameters:
STENOWINDOW and EDITORWINDOW.
STENOWINDOW will instruct the program to place the
cursor at the untranslate’s position in the steno window of
Transcript Editor. EDITORWINDOW will instruct the
program to position the cursor on the untranslate in the
editor window.

Entry: { @ LASTUNTRANSLATE(PARAMETER)}
Possible Parameters: STENOWINDOW,
EDITORWINDOW

Toggle Alternate Words

This command will toggle the alternate words for the
current word in the transcript. Please see Chapter 4 for
more information on the Alternate Words command.

Entry: { @TOGGLEALTWORDS}

Transpose Words

This command will “transpose” words. This means that
it will flip their order. The first word becomes the
second, and the second becomes the first. For example,
transposing “Am I’ would result in “T am.”

Entry: { @TRANSPOSE}

Go To Last Bookmark
This command will take you back to the previously
marked bookmark. Please see the “Bookmarks” section

of Chapter 5.

Entry: { @ LASTBOOKMARK}
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Captioning Blank Video
Entry: {@CAPTIONBLANKVIDEO}

Captioning Mode
Entry: { @CAPTIONMODEBLOCK(PARAMETER)}
Possible Parameters: PASS, TRANSPARENT, TOGGLE

Captioning Stock
Entry: { @CAPTIONSTOCK(PARAMETER)}
Possible Parameters: STOCK1 - STOCK10

Captioning Style
Entry: { @CAPTIONSTYLE(PARAMETER)}
Possible Parameters: STYLEL - STYLEI1O

Cap First Letter
This command will capitalize the first letter of a word.

This command accepts the following parameters:
LASTWORD, OFF, ON, or TOGGLE. LASTWORD
will perform this function on the previous translation. On
will turn this command on, whereas Off will turn it off.
Toggle will toggle the command on if it is not currently
on, or off if it is currently on.

Entry: {@CAPWORD(PARAMETER)}
Possible Parameters: LASTWORD, OFF, ON, TOGGLE

Caps Lock
This command will capitalize all of the letters in a word.

This command accepts the following parameters:
LASTWORD, OFF, ON, TOGGLE. LASTWORD will
perform this function on the previous translation. On will
turn this command on, whereas Off will turn it off.
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Toggle will toggle the command on if it is not currently
on, or off if it is currently on.

Entry: { @ CAPALL(PARAMETER)}
Possible Parameters: LASTWORD, OFF, ON,
TOGGLE

CIC Transmit Toggle

If you are currently transmitting out to a realtime-receive
program, writing this command will instruct the program
to stop transmitting. If you are not currently transmitting,
writing this command will instruct the program to begin
transmitting.

Entry: {@TOGGLECICTRANSMIT)

Command Mode Stick

This command will place you in Command Mode for one
stroke only. You do not have to exit Command Mode
after using this command. The stroke written after this
command will be treated as a realtime command and will
not be parsed through your dictionary. Please see
Chapter 5 for more information on Command Mode.

Entry: {@STICKCOMMANDMODE}

Command Mode Toggle

This command will place you in Command Mode if you
are not currently in that mode. It will also take you out of
Command Mode if you are currently in that mode. Please
see Chapter 5 for a more detailed explanation of
Command Mode.

Entry: { @ TOGGLECOMMANDMODE}
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Delete Space

The Delete Space command will remove previous spaces.
It can be very useful when trying to join two words.
Please note that no grammatical rules will be applied to
endings attached with the Delete Space command.

This command accepts the following parameters:
FIRSTSPACE, SECONDSPACE, and THIRDSPACE.
FIRSTSPACE will delete the previous space.
SECONDSPACE will remove the space before the
previous space, and THIRDSPACE will remove the
space before that space.

Entry: { @ DELETESPACE(PARAMETER)}
Possible Parameters: FIRSTSPACE, SECONDSPACE,
THIRDSPACE

Delete Stroke
This command will remove a stroke from the current
document.

This command can accept the following parameters:
LASTPARAGRAPH and LASTSTROKE.
LASTPARAGRAPH will remove the last paragraph
stroke. LASTSTROKE will remove the previous stroke.
For example, the asterisk might be defined as

{ @DELETE(LASTSTROKE)} to remove the previous
stroke.

Entry: { @ DELETE(PARAMETER)}
Possible Parameters: LASTPARAGRAPH,
LASTSTROKE

239



Chapter 5

digitalCAT USER MANUAL

240

Dictionary Off

This command will turn off the dictionary specified in the
parameter. DICT1 is your Job dictionary. DICTI10
should be your Main dictionary. All other dictionaries are
“counted” as they appear in the Dictionary Setup screen.

This command accepts the following parameters:
ALLDICTS, DICT1 - DICT10, and LISTCURRENT.
ALLDICTS will turn off all dictionaries. DICT1-DICT10
will turn off the specific dictionary. LISTCURRENT will
display a list so that you may choose which dictionary to
turn off.

Entry: { @DICTIONARYOFF(PARAMETER)}
Possible Parameters: ALLDICTS, DICT1 - DICT10,
LISTCURRENT

Dictionary On

This command will turn on the dictionary specified in the
parameter. DICT]1 is your Job dictionary. DICTI10
should be your Main dictionary. All other dictionaries are
“counted” as they appear in the Dictionary Setup screen.

This command accepts the following parameters:
ALLDICTS, DICT1 - DICT10, and LISTCURRENT.
ALLDICTS will turn on all dictionaries listed. DICT1-
DICT10 will turn on the specific dictionary.
LISTCURRENT will display a list so that you may
choose which dictionary to turn on.

Entry: { @DICTIONARYON(PARAMETER)}
Possible Parameters: ALLDICTS, DICT1 - DICT10,
LISTCURRENT
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Dictionary Toggle

This command, like the Dictionary On and Off
commands, will turn a dictionary on or off. If the
dictionary specified in the parameter is already on, then it
will be turned off. If it is off, then it will be turned on.

This command accepts the same parameters as the
Dictionary On and the Dictionary Off commands.

Entry: { @DICTIONARYTOGGLE(PARAMETER)}
Possible Parameters: ALLDICTS, DICT1 - DICT10,
LISTCURRENT

Dump
This command will “dump” information from the
translation buffer into the transcript.

This command accepts the following parameters: ALL
and LASTWORD. Dumping ALL will tell the program to
clear all information from the buffer into the transcript.
Dumping the last word will dump one word into the
buffer. Dumping the last word will clear the last word of
the transcript out of the buffer.

Entry: { @DUMP(PARAMETER)}
Possible Parameters: ALL, LASTWORD

Edit Commands

Executing this command will bring up Command Editor.
This program allows you to specify commands that you
would like to use during realtime. Please see Chapter 5
for a more detailed explanation of this program.

Entry: { @EDITCOMMANDS}
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Hyphenate Previous
This command will replace a previous space with a
hyphen.

It accepts these parameters: FIRSTSPACE,
SECONDSPACE and THIRDSPACE. FIRSTSPACE
will replace the previous space. SECONDSPACE will
replace the space before the previous space.
THIRDSPACE replaces the space before that.

Entry: { @HYPHENATE(PARAMETER)}
Possible Parameters: FIRSTSPACE, SECONDSPACE,
THIRDSPACE

Key Press

A Key Press is a command sent from your steno machine
that means the same as if a key was pressed on your
computer’s keyboard. Please refer to Chapter 5 for more
information on Key Presses and their use.

Entry: { @KEYPRESS(PARAMETER)}
Possible Parameters: Any keyboard key, Special key
names.

Special key names:

ADD, ALT, ARROWDOWN, ARROWLEFT,
ARROWRIGHT, ARROWUP, BACKSPACE, CTRL,
DECIMAL, DELETE, DEVIDE, F1 - F12, END,
ESCAPE, HOME, INSERT, LEFTCLICK,
NUMLOCK, MULTIPLY, NUMPADO - NUMPAD?®,
PAGEDOWN, PAGEUP, PAUSE, PRINTSCREEN,
RIGHTCLICK, SCROLLLOCK, SHIFT, SPACE,
SUBTRACT, TAB

Key Stick
Using the Key Stick command to make a key “sticky.”
What this means is that the key will be held down for one
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more stroke. For example, if you wanted to open the File
menu by pressing ALT + F on your steno machine, you
could write a Key Stick command for ALT, which would
keep it “stuck” for the next stroke. Then you would write
the letter F. The command ALT + F would then be sent
to the program.

This command accepts the parameters: ALT, CTRL, and
SHIFT.

Entry: { @KEYSTICK(PARAMETER)}
Possible Parameters: ALT, CTRL, SHIFT

Key Toggle

Using the Key Toggle command will toggle a key on or

off. This is again useful when trying to press more than
one key at a time, such as ALT + F. To send ALT + F,

you would toggle ALT on, write the letter F, then toggle
ALT off.

This command accepts the parameters: ALT, CTRL, and
SHIFT.

Entry: {@KEYTOGGLE(PARAMETER)}
Possible Parameters: ALT, CTRL, SHIFT

Open Dictionary
This command will open the dictionary listed in the
parameter field.

This command has the following parameters: ALL,
DICT1-DICT10, SETUP. These parameters will open
the dictionaries associated with the numbers as listed
under Dictionary Setup. To open Dictionary Setup,
please use the SETUP parameter.

Entry: { @EDITDICTIONARY(PARAMETER)}
Possible Parameters: ALL, DICT1 - DICT10, SETUP
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Parenthesis Toggle

This command will insert parenthesis in your document.
The first time the command is written, an open
parenthesis will appear. The second time the command is
written, a close parenthesis will appear. ()

Entry: { @TOGGLEPAREN}

Quick Dictionary Entry
This command will allow you to make a dictionary entry
while in realtime.

Entry: { @QUICKDICTENTRY(PARAMETER)}
DICTI - DICT10, LISTCURRENT

Quote Toggle
This command will open a quote the first time it is written.
The second time, it will close the quotes.

Entry: { @TOGGLEQUOTE}

Expand Quotes

Executing this command will “quote” the previous word.
Writing this command again will expand the quotes to
surround the previous two words. Writing it a third time
will expand the quotes to surround the previous three
words. This command can be used multiple times to
expand the number of words that appear within the
quotes.

This command accepts the following parameters:
DOUBLE and SINGLE. DOUBLE will instruct the
command to place double quotes around the words (*).
SINGLE will instruct the program to use single quotes
instead (°).
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Examples:
Now is the time for all

First time command is written:
Now is the time for “all”

Second time command is written:
Now is the time “for all”

Third time command is written:
Now is the “time for all”

ENTRY:
{ @EXPANDQUOTES(PARAMETER)}
Possible Parameters: DOUBLE, SINGLE

Record Macro

This item will begin recording a realtime macro. Running
this command will create a new macro for you. Please
see “Run Macro” to play back this macro. Writing this
command a second time will stop the macro recording.
You MUST write this stroke the second time to end the
macro!

Please note that realtime commands can be added
together in a dictionary entry to make a macro. Simply
add all of the commands that you would need to do into
your English Translation field.

Entry: {@MACRORECORD}

Run Macro

This command will execute a recorded realtime macro. It
may be easier to simply string commands together in a
dictionary entry to accomplish the same task.
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This command accepts a number as a parameter. This
number is the number of the realtime macro you wish to
run. You can find the current list of macros under
Translator->Realtime Macros. The numbering begins
with the first macro in the dialog being zero.

Entry: { @MACRORUN(PARAMETER)}
Possible Parameters: Number of macro to run starting at
Zero.

Resolve Last Conflict

Running this command will select the item in the conflict
that corresponds to the parameter passed to the
command. For example, a conflict with three entries,
such as [theirltherelthey’re] can be easily resolved with
this command. Passing the parameter ENTRY3 would
resolve the conflict to be the word “they’re.”

This command accepts the following parameters:
ENTRY1 through ENTRYS. The number associated with
the parameter will select the corresponding entry in the
conflict. This command can be assigned to multiple
strokes with different parameters. You could have an
entry to select the first word, one to select the second
word, and so forth.

Entry:
{ @RESOLVELASTCONFLICT(PARAMETER) }
Possible Parameters: ENTRY1 - ENTRYS

Save

This command will instruct the program to save the
document. Please note that digital CAT does have an
automatic save feature. If you would like to press a Save
command on your own, you may use this command.

Entry: {@SAVE}
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Scroll Screen Toggle

Using this command will keep your screen from scrolling
with written text in realtime. Writing this command again
will allow your screen to again begin to scroll with the
text.

Entry: {@TOGGLESCROLLSCREEN}

Single Quote Toggle

Like Quote Toggle mentioned earlier, this command will
insert an opening single quote (‘) when written the first
time. It will insert a closing single quote when written a
second time (’).

Entry: { @ TOGGLESINGLEQUOTE}

Sound Sync Pause
This command will pause your audio recording or
playback.

Entry: {@SOUNDSYNCPAUSE}

Sound Sync Play
This command will play the audio from the current
position of the cursor.

Entry: {@SOUNDSYNCPLAY }

Sound Sync Record

If you have paused or stopped your audio recording, you
may wish to write another stroke to begin recording again.
Please note that digital CAT does have the ability to
automatically begin recording once a new stroke has been
written. That way, you do not have to worry about
forgetting to turn your recording back on.

Entry: { @SOUNDSYNCRECORD}
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Sound Sync Stop
This command will stop audio recording or playback.

Entry: {@SOUNDSYNCSTOP}

Stitch Word

Using this command will “stitch” or hyphenate each
individual letter of a translation. For example, if a person
named John spells his name, it could appear as “J-o-h-n.”

This command accepts the following parameters:
LASTWORD, OFF, ON, TOGGLE. LASTWORD
instructs the program to stitch the previous translation.
ON instructs the program to begin stitching. The
program will continue to stitch the words or translations
that are written until stitching is turned off. This can be
useful if you are finger spelling. OFF will instruct the
program to stop stitching at this point. TOGGLE will
instruct the program to begin stitching if it is not currently
stitching words. It will also instruct the program to stop
stitching if it is currently stitching.

Entry: { @STITCHWORD(PARAMETER)}
Possible Parameters: LASTWORD, OFF, ON,
TOGGLE

Toggle Answer/Witness

Using this command will toggle the previous Answer
symbol to appear as a colloquy paragraph with “THE
WITNESS” as the speaker identification. This command
can also turn a colloquy paragraph beginning with “THE
WITNESS” into an Answer paragraph.

Entry: { @TOGGLEANSWERWITNESS}
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Toggle Apostrophe

This command, when executed, will place an apostrophe
in the previous translation that ends with a letter s. If an

apostrophe already exists, or by pressing this command

multiple times, the apostrophe may be moved to indicate
plural possession.

Examples: previous translate: Plaintiffs

First time this command is written: Plaintiff’s
Second time this command is written: Plaintiffs’
Third time this command is written: Plaintiffs

Entry: { @ TOGGLEAPOSTROPHE}

Toggle Comma In Number

Executing this command will automatically format a
number to have commas or to not have commas. This
command can be particularly useful to remove the
commas from zip codes.

Example: The zip code for Stenovations’ office is 25301.
It translates as 25,301.
First time this command 1s written: 25301
Second time this command is written: 25,301

Entry: { @ TOGGLECOMMA }

Toggle Last Q or A
This command will toggle the last Question paragraph to
an Answer paragraph or vice versa.

Entry: { @TOGGLELASTQORA}

Use Theory

Using this command will tell the program whether you
would like phonetic translations. It accepts the following
parameters: OFF, ON, and TOGGLE. ON turns on the
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Add Entry
Dialog

phonetic theory file selected under Dictionary Setup.
OFF turns said theory file off. TOGGLE will turn an off
theory file back on, or turn an active theory file off.

Entry: {@USETHEORY(PARAMETER)}
Possible Parameters: OFF, ON, TOGGLE

REALTIME MACROS

A macro is simply a combination of commands. In other
words, it is a string of commands executed together to
perform a function.

For example, you want to use the Expand Quotes
command to automatically surround three words if you
write a number three with the command. You could
define the new command as a macro. In the dictionary,
you would simply string the commands together like this:

{@EXPANDQUOTES(DOUBLE)} { @EXPANDQUOTES(DOUBLE)}
{ @EXPANDQUOTES(DOUBLE))

By stringing the three commands together in the same
dictionary entry, when you write the stroke entered in that
entry, all three will be executed. In this example, that
would make the double quotes surround the last three
words.

Add Entry [ maie. dest | |£|
Ersgih Tearilabon
{EEXFPANDQUOTESMOLMELER @ENFANDOLOTES| Spelng [FB EiH Comflcl |
Fap ChadoanTiogs E T
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EW 0 EU T 2 ra
[# 3 3
'y I s
L] e
B
Bl 4
Flgr (I
T Predis T~ sdinoh Husnbess
T e T Dbl Ly ™ gaisl
Copstadea Hust A E raling (T
Siach Letan Propm Hara
P A pall chack o an Sedd
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RECORDING REALTIME MACROS

If you would rather record a macro than stack commands
in a dictionary entry, you may do so. Recording a
realtime macro will allow you to do the commands you
wish to use in a single stroke.

To begin recording a macro, write your command for
“Record Macro.” By default, this command is RO-RD
while in Command Mode. Please note that only
commands defined under Command Editor may be
recorded into a macro!

When you begin recording a macro, the Macro
Information dialog will appear.

Macro information

Macro

Infomation
Dialog b acro M ame 0K

| Cancel

Type in a name for your new macro and press OK or
ENTER.

You will see at the bottom of your screen that macro
recording is on.

|Command [Shift| | & |{Chl| |Dla] | Record Macro ON

Again, please note that only commands listed under
Command Editor can be used while recording a macro.
Write the commands EXACTLY as you want them to be
recorded. ALL strokes will be recorded into the macro!
When finished writing your commands, write the “Record
Macro” command again to stop recording.
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Macros
Dialog

When finished recording your macro, you may review the
listing of macros or add a command to run your macro.

To view the list of current macros:

e Press ALT + T to open the Translator menu.

» Press R for Realtime Macros. The Macros dialog will
open.

F-ztroke diu:tiu:unari entri Ok |

ghip 1 -- T-gtroke entry
ghip 1 -- Z-gtroke entry
gkip 1 - 3-gtrake entmy
twio-ztroke dictionan entry

Macros

Delete |

From this dialog, you can count the number that
corresponds to the recorded macro. If you wish to
define a recorded macro in a dictionary entry, then you
will have to know the number associated with the macro.
Numbering begins at the top of the list at zero. In the
Expand Quotes example, the number of the macro is 1.
This is because the first macro, “3-Stroke dictionary
entry,” would be counted as 0.

To add the macro to a dictionary entry:

* Bring up the Add Entry screen.

 For the English Translation, use the following
command:

{ @MACRORUN(PARAMETER)}

» Replace the Parameter with the number of the macro
you wish to run. In the example shown above, where
Expand Quotes is macro number 1, you would enter 1.
The English Translation would then be:
{@MACRORUN(1)}
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Command
Editor

Command
Entry
Dialog

 Place the steno that you would like to use to execute
this command in the steno field.

» Press ENTER or click the ADD button to add this
entry to your dictionary.

» For more information on adding an entry to your
dictionary, please see Chapter 6.

To run a macro using Command Editor:

o Press ALT + T to open the Translator Menu.

« Press C for Commands. The Command Editor
program will open.

&M [egpital CET Corrrmand Fattar
s Fey Frams Bk Spew B
-T Kep Frass Tah
-R Kay Prazx Entar
P11 Key Fross Parpmes
-L Kay Pracz Cape Lock
-ES Kep Prass Emad
-9 v Prazz Speca i |
P-1TF Ky Pross Pargem Tip
F-I Kay Praxzz Faega Down
~-EFED Ky Pross Ersd
H-FL  Fasae Hasa _ |
E—hp Ey Fl.i:':-:- Arrow Ltlﬂl:
- y Prazx Arraw LUp
K-FT Kay Press &rvov Eight _ Dukin |
K-D v Prazx Arraw ¥
FR-FBT Kep Frass Frint Soressm
-FH Kay Praxzx Inmarct
!l Ky Fross i om s
i) imy Praxzx
1 Kep Prass 1
H Kay Praczx
£3 Fey Fross 3
i Kay Pracz q
£E Kap Prass B
-k Kay Praxzx [
£-7 Ky Prosss T
| ] Kay Prazx B =
‘ s P |

e Press ALT + A or click the Add button to add a new
command.

Command Entry [2|
Steno
| EW (o N ¥ Single Stroke
Cormmand Function
Open Dictionary A | 3-ztroke dictionan entr
Parenthesiz Toggle 3
Quick Dictionary Entry skip 1 - 1-stroke entry
(Quote Toggle zkip 1 - 2-stroke entry
Record Macro skip 1 - 3-strake entry
Repeat Lazt Search twia-gtroke dictionan entry

Replace Last Untranzlate
Rezolve Last Conflict

Cane

] Cancel
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Command Command Entry rg|
Entry Steno
Dialog

| EW (0 T v Single Stroke

Cormmand Eunction
Open Dictionan A | 3-stroke dictionary entr
Parenthesiz Toggle
Cluick, Dictionary Entry ghip 1 - 1-stroke entry
[uote Toggle zkip 1 - 2-stroke entry
Recard Macio zkip 1 - 3-stroke entry
Repeat Last Search bwo-stroke dictionary entry
Replace Lazt Untranslate
Rezolve Lazt Conflict
Cave V

Ok Cancel |

 Enter the steno that you would like to use to execute
this command.

 If you would like to execute this command outside of
Command Mode, press ALT + I to check the Single
Stroke box.

« Select “Run Macro” from the Command list.

» Choose the macro you wish to run from the Function
list.

« When done, press ENTER or click the OK button to
close the dialog and add your new command.
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This chapter is devoted to defining your steno notes as
English in a dictionary. You will discover that one
dictionary entry can instantly generate multiple entries for
all possible misstrokes for an outline, as well as create
outlines that incorporate final endings in the same stroke.

Although the methods for selecting text to define
dictionary entries are covered in the Chapter 4, we will
also discuss them here.

MAKING A DICTIONARY ENTRY

The steps used to open the Add Entry dialog while editing
are fully explained in Chapter 4.

MAIN DICTIONARY ENTRIES

« From the transcript, highlight the text/untranslate to be
defined, then press ENTER.

« Or move the cursor to the beginning of the desired
text/untranslate, then press ALT along with the number
of steno strokes associated with the text/untranslate
(ie., ALT + 1, ALT + 2, etc.). Please note that this is a
keyboard command and may not be defined in your
current keyboard setup. If it is not defined in your
current setup, please see the “Main Entry” section of
Chapter 4.
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Add Entry
Dialog

JOB DICTIONARY ENTRIES

« From the transcript, highlight the text/untranslate to be
defined, then press SHIFT + ENTER.

« Or move the cursor to the beginning of the desired
text/untranslate, then press CTRL along with the
number of steno strokes associated with the
text/untranslate (ie., CTRL + 1, CTRL + 2, etc.).
Please note that this is a keyboard command and may
not be defined in your current keyboard setup. If it is
not defined in your current setup, please see the “Job
Entry” section of Chapter 4.

Once you have done one of these methods, the
Add Entry dialog box will open.

Kdd bsdry [ ssain.det ]

Engich Trardiston
[ J Speling F3] | E okt
St e ot Ending Tage
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4 |
; |
]
3 = |
T i
i d |
Flag . |
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I Gufm [ Dionbla Last ™ = H|

[T CopaskeMsd [ DR Ende
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| ||I,|l||
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Aod Add 3 Clam Cancal

259



Chapter 6

digitalCAT USER MANUAL

260

Add Entry
Dialog
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LOCATING THE DICTIONARY NAME

After the Add Entry dialog box opens, you may confirm
that the dictionary entry will be placed into the appropriate
dictionary. The name of the dictionary in which the entry
will be placed is located on the title bar enclosed by
square brackets. In the above graphic, the “main”
dictionary will receive the entry.

Kdd Emtry Umsain.dct ]

You may change the destination dictionary in a
number of ways.

» Pressing F11 will toggle through the active dictionaries.
» Pressing F12 will open the Dictionary List allowing you
to select in which dictionary you would like to place

this entry.

* You may also click the Pick A Dictionary button.
Clicking this button will have the same effect as
pressing the F12 key.

The Add Entry box will display the name of the new
destination dictionary in the title bar of the dialog.
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ADDING OR REMOVING TEXT/STENO

Once text and its associated steno are displayed in the
Add Entry dialog box, you may realize that you did not
select the correct number of lines of steno needed to
make the desired dictionary entry.

To add more lines of steno and English:

« Press SHIFT + DOWN ARROW.
Each time this is pressed, one line of steno and its
associated text will be added to the Add Entry dialog
box.

To remove lines of steno and English:

« Press SHIFT + UP ARROW.
Each time this is pressed, one line of steno and its
associated text will be removed from the Add Entry
dialog box.

EDITING THE ENGLISH TRANSLATION

The English Translation can be the most important part of
the entire dictionary entry. Itis in this field that you will
control what the translation of the steno will be.

Enadlish Translatian

Jiext X

There are a number of commands that you can do within
the English Translation field to make editing the text
easier.

« If you simply want to replace the current text with
some other text, just begin typing. The old text will
disappear and will be replaced by the text you type.
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Kdd Esdry [ ssain.det ]
Add Entry Erglch Trarclation
Dialog [ | Sopeing F3] | Eckt Corkect
dlma 3 hesios T wogH
1 Ervdig T5)
2| o
1| |
i H |
A
Bl :
T =
i d |
Fleg e |
[ Puim I ArmchMusbasz
I Gufm [~ Chnsbla Lact ™ = H|
[ CopaskeeMsd [ DR Endng ; lll.rll
[~ Almchlstiss [ Propes Flyss
™ Epdl oheok on sndod
okl Sk 3 Dam Cancel
English Englizh Translation

Translation
Field Jrext X

 If you wish to add something to the end of the current
word, press ENTER. Pressing Enter will remove the
highlighting and will place the cursor at the end of the
text.

 If you wish to add another word to the end of the
current English Translation, press the SPACEBAR.
Pressing it will remove the highlighting and place a
space after the current text, allowing you to easily add
another word.

 If you wish to place new text in front of the existing
text, press SHIFT + ENTER. Pressing this key
combination will remove the highlighting and place the
cursor before the current English Translation.

 If you simply want to make a change at the end of the
current translation, press the BACKSPACE key.
Pressing the BACKSPACE key will not remove the
entire English Translation, even if it is highlighted! It
will simply remove the last character, allowing you to
easily add another ending to a word.

262



DICTIONARY ENTRIES

« If you would like to remove the spaces between the
words of the current English Translation, press

SHIFT + SPACEBAR. This will instruct the program
to join the words in the English Translation field.

« If you wish to capitalize the first letter of the translation,
press the F6 key while the text is highlighted. If the text
is not highlighted, pressing the F6 key will capitalize the
current letter. You may also capitalize the letter the
cursor is currently on by tapping the SHIFT key once.
This can only be done if you use the QuickShift
feature. Please see Chapter 2 to enable this feature.
This command is a toggle, which means using it a
second time will undo it.

o If the translation has multiple words that need to be
capitalized, press the F7 key. Pressing this key will
capitalize all “important” words. That means that it will
follow grammatical rules and not capitalize words like
“the” or “a,” but will capitalize the first letter of other
words. Quickly tapping the SHIFT key twice will also
accomplish this if you use the QuickShift feature. This
command is a toggle, which means using it a second
time will undo it.

« If you wish to capitalize all letters in the English
Translation, press the F8 key. If you use the
QuickShift feature, you may also quickly tap the
SHIFT key three times. This command is a toggle,
which means using it a second time will undo it.

« If you wish to insert a hyphen between the words
currently in the English Translation field, press the
hyphen key. It is important that this be done before the
highlighting is removed. If the highlighting is removed,
the hyphen will simply be placed at the location of the
Cursor.

263



Chapter 6

digitalCAT USER MANUAL

Add Entry
Dialog

English
Translation
Field

264

Erglch Trarclshcn
[ | Epaling F3] | EckCork
Sl 5 henio s TH o L

i Ersdig T334

2| o

| |

4 |

1

B Ca |

b =

af d |

Flagx e |

I Puim I Amch Pursbars

I Gufm [~ Cioruble Lact |

[~ Copasieebsd [ OR Endng sl

[T asschistean [ Fupess Plyss

™ Epdl cheok on sndod
Akl 3 Dlam Cancel

Englizh Tranzlation

et X

 If you wish to remove highlighting, please use one of
the above commands. If you do not need to use one
of the above commands, you can also use your arrow
keys to remove highlighting and position the cursor.

« To add a special character, remove the highlighting

using one of the above commands.

« Press CTRL + S
to open the Special Character window.

» Highlight the character you wish to add to the
entry.

e Press ENTER or ALT + K to add the symbol to
the current English Translation.
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EDIT CONFLICT

A conflict can easily be created for the current dictionary
entry. If you use conflicts and would like to make this
entry one, press ALT + F to open the Edit Conflict

window.
Edit Conflict

Edit Conflict

Edit

Conflict | text | 0 |
Dialog
| | Cancel

 The first line will display the word from the Add Entry
window. Your cursor should appear in the second box.

« Type the second word of the conflict in this box.

 If you need to add more words to this conflict, press
the TAB key to move down to the next box.

« When finished adding words to this conflict, press
ENTER. The conflict will be displayed in the English
Translation field.

SPELL CHECK ENTRY

The spelling of the word(s) in the English Translation field
can be checked before proceeding to the other sections
of the Add Entry dialog box. You may spell the entry by
clicking the Spell Check button or by pressing the F9 key.

Spelling [F9]
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If the spelling is correct, the cursor will remain in the
English Translation window and a message saying “Spell
Check is Complete” will appear.

If the spelling is incorrect, a Correct Spelling window will
appear allowing you to change the spelling. Please see
the Spell Checker section of Chapter 8 for help with this
window.

Current Speling g |
| onomatapoea

Replace ‘
Suggestionz
2 onomatope _ e |
3 onomatopoeias
4 onomatopoeic Add |
§ aromatase
6 onomatopoetic
7 onomatopy
8 odonata
9 onomantic 2 Lexicons |
R eplacement Speling [
| onomatopoeia Cuit |
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Steno
Image STEPVHE
Description FRPELGTS
AQ=ETT
EDITING THE STENO

When finished with the English Translation field, press the
TAB key to move the cursor to the Steno box.
When the cursor is in the Steno box it is represented by a

dotted rectangle. It can be moved around the steno box
by pressing SPACEBAR or the ARROW KEYS.

To add letters to the steno that is inside the dotted
rectangle, press the desired key from your keyboard.

If the dotted box is on the left side, any entered letter will
be placed as it would be written from the initial side of the

steno machine. For example, pressing the letter J here
would add SKWR to this side.

If the dotted box is on the right side, any entered letter
will be placed as it would be written on the final side of
the steno machine. For example, pressing the letter N
here would place PB on the final side.

Pressing a vowel key will move the cursor from the initial
side to the final side. This allows you to easily add the
final side letters without having to press the SPACEBAR
or ARROW KEYS.

267



Chapter 6

digitalCAT USER MANUAL

268

Add Entry
Dialog

Shadows/Drops
Field

Kdd Esfry [ ssain.dct ]

Engich Trarclston
[ | Srealig 4] | il Coriect
S ‘:';"-iﬁ-l":'“"[":w: Ersdesg Tage
2 | o
1| |
i H |
A
Bl :
T =
af g |
Fleg e |
[ Puim I ArmchMusbasz
[ Gufm [~ Cinsbla Lact ™ = H|
[ CopaskeeMsd [ DR Endng ; lll.rll
[~ Almchlstiss [ Propes Flyss

™ Epdl check on snddd

Aod Ardd 3 Clam LCancal

To remove letters from the steno inside the dotted
rectangle in the Steno box, press the corresponding key
from your keyboard. For example, to remove the L from
FPLT, with the cursor on the final side, you would simply
press L. Pressing a letter that does not currently appear
in the steno will add that letter. Pressing a letter that does
currently appear will remove that letter.

SHADOWS/DROPS

Shadowsz/Drops

This feature of the Add Entry dialog is designed to
automatically generate multiple dictionary entries for every
possible misstroke you can make while writing the text
shown in the English Translation field. This feature
effectively eliminates the need to manually make individual
dictionary entries for the inevitable misstrokes as they
occur in the future.
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The Shadows/Drops feature utilizes fields that

correspond to the line of steno to its left. The cursor is

X % again represented by the dotted rectangle when within
62 CAT-TIP . . . . :

R these fields. To move it to the right-hand, or final, side of
the Shadows/Drops box, press the SPACEBAR. Press
add the misstrokes TAB to move the cursor to the next field box. Press
to the correct stroke. SHIFT + TAB to move the cursor to the previous field

The first box should box.
hold all shadows and
drops that could

Make sure that you

Just as with the Steno field, when letters are pressed on
occur on the first the computer keyboard, they will be placed into the
stroke. The second dotted box. If a letter already appears in the field,

box would hold all pressing it will be removed from the dotted box.

the shadows and
drops that could
occur on the second
stroke, and so forth.

The misstroke entries will be created when the Add Entry
dialog is completed and the ADD or ADD & CLEAR
button is pressed. Once this occurs, the Misstroke
Entries window will show you the entries that the program
will attempt to automatically create. If the entries shown
in this window already exist in your dictionary, they will
be discarded. None of the generated entries will replace
an existing entry!

« To move down the list, press M or the

DOWN ARROW key.
« To move up the list, press I or the UP ARROW key.
« Press D to delete the highlighted entry from the list.

Misstroke Entries

X
Misstroke =0y =
Ent”'es HU F
Dialo R-UR
8 ALUE Cancel
R-UL
R-UG&
R-UT
R-5
R-UF
R-UFR
R-UFB

R-UFL Delete
R-UFG
R-UFT
R-UFS
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. Flagz
Flags Fields [ Prefi [ Attach Mumbers
[ Suffix [ Double Last

| Capitalize Next | OR Ending
[ Attach Letters [ Proper Mame

The flag section of this dialog allows you to control
certain characteristics to be assigned to an entry. The
flags that are checked will specify the way the word is
handled when it is translated. For example, if text is
flagged as a prefix, when it is translated or globaled it will
attach to the text that follows it. More than one flag may
be checked on any entry.

PREFIX:

An entry flagged as a prefix will connect to the text
immediately following it, eliminating the space between the
two words. Examples of words that this flag would apply
to: anti, circum, con, inter, pre, Mr.”, trans and un.

Press ALT + P to place a check in the Prefix box.
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SUFFIX:

An entry flagged as a suffix will connect to the text
immediately in front of it (to the left), eliminating the
space between the two words. Examples of possible

suffixes are: tion, ary, ed, ing, cation, ectomy, emia and
ful.

It is also important to note that the Suffix flag will also
automatically perform any suffix grammatical rules. For
example, attaching the —ing ending to the word “run”
would automatically double the letter “n” to correctly
spell “running.”

Press ALT + U to mark the Suffix box.

CAPITALIZE NEXT:

Check this box to capitalize the text that follows this
steno outline. Examples of words that this flag applies to:
Mr.A, St.A and Dr.A

This flag would apply to most punctuation marks, such
as a period or a question mark. Because the words
following these marks start a sentence, they will need to
be capitalized. Checking this flag on a stroke will cause
the next translation to be capitalized.

If you would like to make a “command” to simply
capitalize the next word without putting any text into the
transcript, simply create an entry, such as K-P, and leave
the English Translation field blank. Check only the
Capitalize Next flag.

Press ALT + C to mark the Capitalize Next box.
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ATTACH LETTERS:

Use this option when defining your finger-spelling
alphabet(s). This feature automatically joins the letters
together creating text.

Press ALT + L to place a check mark in the Attach Letters
box.

ATTACH NUMBERS:

This flag should be marked on individual numbers. Using
this flag will instruct the program to attach any
surrounding numbers to this translation. For example
writing the numbers 1, 2, and 3 would generate 1 2 3
without the flag checked. With the flag checked, it would
create 123. Please note that if you use digital CAT’s
Numbers Resolution feature, you may never need to use
this flag. Numbers Resolution will format numbers
correctly without number entries in your dictionary.
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This option should be marked when creating a dictionary
entry for a decimal point. Any surrounding numbers will
automatically be attached to the decimal point.

Press ALT + N to mark the Attach Numbers box.

DOUBLE LAST:

If this box is checked, the last letter of the dictionary
entry will be doubled when certain suffixes are added,
such as -y, -ing, -er and -ed. This option should be
marked for words like “run,” so when it is followed by
the ending tag “-ing” it will translate as “running” instead
of “runing.” Because of grammar rules, the program
does automatically format the word run correctly, but less
common words, new words, foreign words, and
exceptions to grammatical rules may need this feature
marked.

Press ALT + B to place a check mark in the Double Last
box.

OR ENDING:

If you write the suffix “er” it will translate as “or” for

words that have this option marked. For example, the
word “operate” should have the “or” ending attached

instead of the “er” ending.

Mark this feature for each dictionary entry that should
have the suffix “or” attached to it.

Press ALT + O to mark the OR Ending box.

PROPER NAME:

Mark this flag if the dictionary entry is a proper name. In
this way, whenever the suffix “s” or “z” follows the
proper name, its spelling will not change. Example:
“Kennedy” will not turn into “Kennedies.”
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Checking this flag will stop all suffix grammar rules from
being applied to translation, thus not allowing the spelling
of the name to be changed.

Press ALT + M to mark the Proper Names field.

ENDING TAGS

Ending Tags

¥ g | running

¥ s |runs

¥z |runs

¥ d |runned
¥ 1 | runner
¥ gs[+)| runnings

<l

5[] | runners

Ending Tags generate outlines containing suffixes
included in the last stroke of the original outline being
defined. When you mark an ending tag, the steno in the
Steno box will change, displaying the additional outline.
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The translation will appear to the right. The original steno
will STILL be added as the original English Translation!

More than one Ending Tag can be checked. All entries
will be added separately.

ENDING TAG “g”:
The Ending Tag “g” represents the suffix “ing.”

Press ALT + G to place a check in this box.

A “g” will be inserted into the steno stroke in the Steno
box.

The word with the ending tag applied will appear to the
right of the Ending Tags box.

If the steno stroke properly reflects the way you could
write this word, then leave the check mark in the box in

13 29

front of “g.
If the steno is an incorrect representation of your writing
style, press ALT + G again to remove the check mark.

ENDING TAG “s™:
The Ending Tag “s” represents the suffix *“s.”

Press ALT + S to place a check in this box.

ENDING TAG “z”:
The Ending Tag “z” represents the suffix “s.”

Press ALT + Z to place a check in this box.

ENDING TAG “d”:
The Ending Tag “d” represents the suffix “ed.”

Press ALT + D to place a check in this box.
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The (x) and (y) in
these Ending tags
merely indicate the
letter designated with
the ALT key used to
mark the tags.
Because both the
letters G and S and
R and S are used to
denote other ending
tags, the letters X
and Y are used to
toggle these tags.
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ENDING TAG “gs(x)”:
The Ending Tag “gs” represents the plural suffix “ings.”

Press ALT + X to place a check in this box.

Ending Tags

¥ 3 | running

¥ s |runs

¥z |runs

¥ d |runned
¥t | runner
¥ gs[+)| runnings

<l

5[] | runners

Ending Tag “rs(y)”:

The Ending Tag “rs” represents the plural suffix “ers.” If
you have checked the OR Ending from the Flags box,
then this will become the plural suffix “ors.”

Press ALT + Y to place a check in this box.
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Once the ADD or ADD & CLEAR buttons are pressed,
digital CAT will attempt to automatically add the endings
entries. If any entries are identical to an entry already
present in your dictionary, a Duplicate Entry window will
prompt you. Please see the Duplicate Entry section of
this chapter for more information on that dialog.

GLOBAL
Use the Global radio buttons to determine how the steno
globals will be applied in the open transcript.

This Occurrence: Press ALT + I to mark this option.
This global will replace the text associated with the steno
outline with the new dictionary entry. It will NOT replace
any other occurrences of this text.

Here to End: Press ALT + H to mark this option. This
global will replace the text associated with the steno
outline with the new dictionary entry. All text associated
with the original steno outlines will be replaced from the
current location of the cursor to the end of the transcript.

We recommend using this setting because it can only alter
the portions of the transcript that you have not yet edited.
Using the Whole Transcript option may accidentally
change something on a page you have already edited.
This change may be difficult to notice, and could cause
you to go back to pages you have already edited.

Whole Transcript: Press ALT + W to mark this option.

This global will replace the text associated with the
original steno outline throughout the transcript.
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SPELL CHECK ON ADD

| Spell check an an Add

If this item is checked, digital CAT will automatically
perform a spell check on the dictionary entry before it is
placed into the dictionary.

Press ALT + K to mark the Spell Check on an Add box.
If there 1s a misspelling, you will have the opportunity to
correct it before the word 1s added to the dictionary.

ADDING THE ENTRY TO THE DICTIONARY

Once the Add Entry dialog box has been completed, you
may add the entry to your dictionary.

Press ENTER or click the ADD button to add the current
entry and close the Add Entry dialog box.

If you need to add another entry, press the ADD &
CLEAR button to add the current entry, but leave the Add
Entry dialog open for the next entry. The Add Entry
dialog will be cleared allowing you to begin adding the
information for the new entry. Press ALT + E to use the
ADD & CLEAR button.
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DUPLICATE ENTRIES

If digital CAT finds that this steno outline has already been
defined in your dictionary, it will present you with a
Duplicate Entry dialog. This dialog will let you choose
what action you would like to take with the duplicate
entry.

Duplicate Duplicate Entry

.
Entry

B3
Dialog [R-UPB

Cancel
|= currently defined a=z

|rur'|

The new definition iz

|te:-ct
|

“What would you like to do 7 f*+ Replace the old definition
" Keep the old definition
" Create Conflict

The top box of this dialog shows the steno that is
duplicated.

IS CURRENTLY DEFINES AS:

This area shows you the current English definition in the
top box, and the flags, if any, that are checked on the
current entry.

THE NEW DEFINITION IS:
This area shows the new English definition in the top box,
and the flags, if any, that are checked on the new entry.

Select one of the following options:

Press R to replace the old definition with the new one.
Press O to keep the old definition.

Press C to create a conflict between the two entries.
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Do not use < or > in
your dictioanry
entries! Other
programs may have
used those symbols
to designate tokens,
but digital CAT uses
French Brackets.
You MUST use your
French Brackets for
proper translation of
tokens. { }
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Press ENTER to tell digital CAT to handle the duplicate
entry in the manner selected.

TOKENS

Tokens can be incorporated into a dictionary entry so it
will perform a unique function in the transcript. For a
description of all tokens, please see Chapter 5.

An example of a token would be {C} for a Colloquy
paragraph. Chapter 5 lists the tokens as well as the
shortcut keys used with them in the add entry screen.
The image below shows an example of a Colloquy
paragraph with tokens.

QUICK ENTRY LIST

Pressing the F5 key or clicking the yellow starburst to the
right of the English Translation field, will bring up a
window showing the commonly used tokens. Using this
window or the shortcut keys described in Chapter 5, you
can easily add common tokens to your dictionary entry.

Englizh Translation O

INSERTING AHARD SPACE

A hard space is often used between two words that
should never be separated at the end of a line. In the
transcript a space will appear between the two words and
they will always be on the same line. In the dictionary
entry, the hard space is denoted by a caret, », which is
SHIFT + 6.

Hard Space Token: *
Example Entry: Your"Honor
Translates As: Your Honor (will never be separated at
alineend.)
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INSERTING ATAB

A tab can be included in a dictionary entry. It is
represented by a right angle or chevron, >.

Tab Token: >
Example Entry: Date:>>Location:
Translates As: Date: Location:

COMMANDS

Realtime commands can also be entered as dictionary
entries. These commands can range from something like
deleting the previous stroke by pressing the Asterisk key
on the steno machine to automatically formatting
numbers.

Please refer to Chapter 5 for an in depth explanation of all
tokens and commands.

DEFINING PUNCTUATION

Several options in the Flags area can be utilized when
defining punctuation.

PREFIX:
Attaches punctuation to the next translation. This could
be used for a hyphen or a special punctuation mark.

SUFFIX:

Attaches punctuation to the previous translation. This
flag is checked on nearly all punctuation marks. This flag
instructs the program to attach the punctuation mark to
the end of the previous word.
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CAPITALIZE NEXT:

Capitalizes the next translation. This flag is checked on
sentence-ending punctuation marks, such as periods and
question marks. Because the following words will need
to be capitalized, this flag must be checked.

The Hard Space Token ( ) can be inserted after the
punctuation in the English Translation field to add one or
more spaces after the punctuation when it translates. For
example, adding a caret after a period, .*, will instruct the
program to put an extra space after the period. This will
bring the total number of spaces after the period to two.
Every translation automatically has a space after it, unless
the prefix flag is checked, or the suffix flag is checked on
the next translation. Adding a single caret after the period
will add one additional space. Because of the automatic
space, there will be two spaces after the period.

COMMA

To define a comma:

 Place the comma in the English Translation window
pane. There must not be any spaces after the
punctuation.

« Make certain the steno in the Steno box is correct.

 Place any letters you add or drop in the Shadows/
Drops box.

« Press ALT + U to mark Suffix in the Flags box. This
feature ensures the comma is attached to the text that
precedes it.

« Press ENTER to save the entry.
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To define a period:

Place the period mark and the Hard Space Token ( *)
in the English Translation window pane. Do not leave a
space between them or after the token.

Make sure the steno in the Steno box is correct.

Place any letters you may add or drop in the Shadows/
Drops box.

Press ALT + U to mark Suffix in the Flags box. This
feature attaches the period directly to the text preceding
it.

Press ALT + C to mark Capitalize Next in the Flags
box. This feature ensures the text following the period
1s capitalized.

Press ENTER to add the entry.
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QUESTION MARK

Place the question mark and the Hard Space Token
(™) in the English Translation window pane. Do not
leave a space between them or after the Hard Space
token.

» Make sure the steno in the Steno box is correct.

« Place any letters you may add or drop in the Shadows/
Drops box.

e Press ALT + U to mark Suffix in the Flags box. This
feature attaches the question mark directly to the text
preceding it.

» Press ALT + C to mark Capitalize Next in the Flags
box. This feature ensures the text after the question
mark is capitalized.

« Press ENTER to add the entry to your dictionary.
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Colon, Ending Quotes, Close Parenthesis
These three punctuation marks should be defined in the
same manner as the question mark was defined in the
above example.

Add the Hard Space token ( ) after the punctuation
mark and check both the Suffix and Capitalize Next flags
in the Flags box.
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DECIMAL POINT

To defne a decimal point:

 Place a period in the English Translation window pane.

« Make sure the steno in the Steno box is correct.

 Place any letters you may occasionally add or drop in
the Shadows/ Drops box.

« Press ALT + N to mark Attach Numbers. This feature
will attach any surrounding numbers to the decimal
point.

« Press ENTER to add the entry.

COURTESY TITLES OR SALUTATIONS

Courtesy titles such as Mr., Mrs., Ms., or Dr., can be
defined so they remain on the same line in the transcript
as the name that follows.

In this example the courtesy title Mr. will be defined. The
other courtesy titles should be defined in the same
manner.

To define Mr.:

« Place Mr. and the Hard Space Token in the English
Translation window pane. Make certain there is not a
space between the period and the Hard Space symbol.

« Make sure the steno in the Steno box is correct.

 Place any letters you may add or drop in the Shadows/
Drops box.

« Press ALT + P to mark the Prefix in the Flags box.
This feature will ensure that the courtesy title will be
attached to the name following it and will never break at
the end of a line.

« Press ALT + C to mark the Capitalize Next box. This
will ensure the word following the courtesy title is
capitalized.

« Press ENTER to add the entry.

285



Chapter 6

digitalCAT USER MANUAL

286

Dictionary
Maintenance
Icon

DICTIONARY MAINTENANCE

Most dictionary maintenance features and functions can
be found in the Dictionary Maintenance program included
with digital CAT.

OPENING DICTIONARY MAINTENANCE

To open Dictionary Maintenance:

If Transcript Editor is open:

Press ALT + T to open the Translator menu.

Press D for Dictionaries.

Highlight the dictionary you wish to edit from the list of
active dictionaries.

Press ALT + E or click the Edit button. The dictionary
will open in the Dictionary Maintenance program.

If Transcript Editor is not open:

Go to START

Place your cursor over PROGRAMS

or ALL PROGRAMS.

Place your cursor over DIGITALCAT.

Click DICTIONARY MAINTENANCE to open the
program.

’n

Dickionary
Maintenance




DICTIONARY ENTRIES

Dictionary
Maintenance
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USING DICTIONARY MAINTENANCE

To create a new dictionary from Dictionary Maintenance:

Press ALT + F to open the File menu.

Press ENTER for NEW.

Choose a name for the new dictionary.

Press ENTER or click the Save button to save the new
dictionary.

To open a dictionary once in Dictionary Maintenance:

Press ALT + F to open Dictionary Maintenance’s

File menu.

Press O for Open.

Press SHIFT + TAB to place the cursor in the list of
dictionaries.

Use the ARROW KEYS to highlight the dictionary you
would like to open.

Once the correct dictionary is highlighted, press
ENTER to open that dictionary.
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An Open
Dictionary

Once a dictionary is open, you will notice that the
Dictionary Maintenance window is divided into three
columns. The first column shows the steno. The second
shows the English that corresponds to that steno. The
third column indicates with letters which flags are
checked.
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« P indicates the Prefix flag is checked.
You can toggle this flag by pressing CTRL + P.

S indicates the Suffix flag is checked.
You can toggle this flag by pressing CTRL + U.

« Cindicates the Capitalize Next flag is checked.
You can toggle this flag by pressing CTRL + C.

« Lindicates the Attach Letters flag is checked.
You can toggle this flag by pressing CTRL + L.

« N indicates the Attach Numbers flag is checked.
You can toggle this flag by pressing CTRL + N.
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 Or indicates the OR Ending flag is checked.

 Prindicates the Proper Name flag is checked.

NAVIGATINGIN
DICTIONARY MAINTENANCE

Moving around in Dictionary Maintenance is easy. Use
the following commands to move around in your
dictionary.

« Press the UP ARROW or the letter I to move up
one entry.

« Press the DOWN ARROW or the letter M to move
down one entry.

« Press the PAGE UP key to move up a page of entries.

« Press the PAGE DOWN key to move down a page of
entries.

« Press the HOME key to move to the top of the
dictionary.

 Press the END key to move to the bottom of the
dictionary.

There are a number of ways to add an entry through

Dictionary Maintenance:

 Press the letter A to Add an entry.

« Press the INSERT key.

« Press ALT + E to open the Edit menu, then press A to
add an entry.

 Click the “Plus” sign on the toolbar.

D[s| gl2| ()=
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Add Entry
Dialog

There are a number of ways to remove an entry through

Dictionary Maintenance:

» Press the letter D to Delete an entry.

» Press the DELETE key.

» Press ALT + E to open the Edit menu, then press D to
delete the entry.

¢ Click the “Minus” sign on the toolbar.

Djs| gl2|(2)+

Iﬁll

There are also a number of ways to edit an existing entry

through Dictionary Maintenance:

 Press the letter E to Edit the highlighted entry.

» Press the SPACEBAR.

e Press ALT + E to open the Edit menu, then press M to
modify the highlighted entry.

Dl &7 - +.

Adding an entry through Dictionary Maintenance will
open the Add Entry window similar to the one described
earlier.

Fodd Emdry [ siain.del ]

Engizh Trerdston

I J Epaling 9] | EdiConkic

Sl ‘ilhia-:lu:m-'l:uzq:-: Ervding Tags
2 Fig
| |
1| |
L |
B el
Tl =
af a |
Flags: =5 |
I Puim I Akwch Nursbas

[ duim [~ Cioubde Lact e

[T CopdskrePsd [ OF Endg
T ammchlstss [ Fuops Flyss

||I,|II|

T Epdl oheok.on s Akl

Ard Ardd Clear Cancal




DICTIONARY ENTRIES

Editing an entry will display the Edit Entry dialog. Most
of the features displayed here are the same as on the Add
Entry dialog. Please see the sections on adding an entry

at the beginning of this chapter.
* C—AT'TIP Edsd Emiry [ main,sicl ]

The Edit EIltI'y Jrun | _I Speing F3] | Edé Coric
dialog will also Spa e Pl

. Fiek
display the last date S 2 e
the entry was used. A | e

. il Stinch | aftan

This can be useful gl Ak b
when trying to do an Lolivd BT ol bk o O L E::*::'
automatic cleanup of [0 | coest || T Prperose

your dictionary. Old
entries that haven’t

been used for a while PRINTING THE ENTRIES

can be removed.

Dictionary Maintenance allows you to print the entries
within a dictionary. You may choose to print all of the
entries or just specific entries. Before attempting to print,
you should set your Print Options.

To set your print options:
¢ Press ALT + F to open the File menu.
» Press T to open the Print Options screen.

From this dialog, you can choose to print all entries or
just specific ones. Once you have set your options, you
may print the dictionary.

To print the dictionary:

e Press ALT + F to open the File menu.

» Press P for Print.

» Press ENTER or click OK to send the entries to
your printer.

291



Chapter 6

digitalCAT USER MANUAL

292

MERGING TWO DICTIONARIES

To merge a dictionary into another:

« Make sure the target dictionary is open. This will be
the dictionary to which entries will be added.

« Press ALT + F to open the File menu.

« Press M for Merge Dictionary.

« An Open dialog will appear. Press SHIFT + TAB to
move the cursor up into the list of dictionaries.

« Use the ARROW KEYS to highlight the correct
dictionary.

» Once the dictionary is highlighted, press ENTER or
click the Open button to merge that dictionary into this
one.

« Please note that the second dictionary will remain
intact.

EXPORT ADICTIONARY

You may export a dictionary to two formats, RTF and
Stentura 8000. Exporting to RTF could be used to
transfer files between different CAT systems. Exporting
to your Stentura 8000 will allow you to see your
translations appear on your machine’s screen.

Please see the ConvertSten8000 section of this chapter
for information on exporting your dictionary for your
Stentura 8000.

To export a dictionary to RTF format:

« Make sure the dictionary you wish to export is open.

» Press ALT + F to open the File menu.

» Press E for Export to RTF.

« Type a name for the RTF copy of your dictionary.

« Press ENTER or click the Save button to save the
RTF file.
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To import an RTF dictionary:

« Make sure a blank dictionary is open. You may create
a new dictionary by going to File->New.

¢ Press ALT + F to open the File menu.

* Press I to Import RTE.

» The entries contained within the RTF dictionary will be
added into this previously blank dictionary.

BACKING UP ADICTIONARY

Make sure the dictionary you wish to backup is not open!
If it is open, press ALT + F to open the File menu.
Press C to close the open dictionary.

To backup a dictionary:

» Press ALT + F to open the File menu.

 If you wish to backup the dictionary to a floppy disk,
press F to choose that option.
If you wish to backup the dictionary to some other
location, press B.

» Press SHIFT + TAB to place the cursor in the list of
dictionaries.

« Use the ARROW KEYS to choose the dictionary you
wish to backup from the list.

» Once the dictionary is highlighted, press ENTER or
click the Open button to begin the backup process.

 If you chose to backup to another location, choose
your location from the next window.

DynaZlP £IP Request

Please insert the First disk of the Mulki-volume set,
Press OF when ready or Cancel bo abort,

(] 4 | Cancel |

Follow the on-screen prompts to complete the dictioanry
backup.
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Backup
Completed

Restore
Completed

294

A message will inform you when the dictionary backup is
complete. Until you see that message, follow any
prompts the program may give you. If you are backing
up your dictionary to floppy disks, make sure to keep the
disks labeled. The order of the disks is very important!

Dictionary Maintenance &]

' E Backup of Dictionary Successfully Completed
L

To restore an archived dictionary:

Press ALT + F to open the File menu.

If your dictionary is on floppy disks, press S.

If your dictionary is not on a floppy disk, press R.
Choose the location of the dictionary and the name of
the dictionary you wish to restore.

Press ENTER or click Open to begin the restoration
process.

A message will tell you when the dictionary has been
restored.

Dictionary Maintenance

L] "_n. Restore of Dictionary Successfully Completed
L
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REMOVING OLD ENTRIES

Dictionary Maintenance keeps a record of the last time
each entry was used. You can remove your old dictionary
entries automatically. This can help to keep the “clutter”
in your dictionary to a minimum.

Make sure you make a backup of your dictionary
BEFORE utilizing this function!

To remove old entries:

« Make sure the dictionary you would like to work
with is open.

e Press ALT + E to open the Edit menu.

» Press R for Remove Old.

« The Remove entries dialog will appear.

« Use this dialog to enter the date. If an entry has not
been used since that date, it will be removed.

» Press ENTER or click OK to remove the old entries.

« A warning will tell you that all entries older than the
specified date will be removed. If the date is correct,
press ENTER to continue removing the old entries.

Removing Remove entries not used since @

Old Entries
s
Cancel

295



Chapter 6

digitalCAT USER MANUAL

296

COPYING AND MOVING
DICTIONARY ENTRIES

Dictionary Maintenance also allows you to easily move or
copy entries from one dictionary to another.

To move or copy an entry to another dictionary:

» Press ALT + E to open the Edit menu.

« Press V to Move an entry to another dictionary,
or press C to Copy an entry to another dictionary.

« Adialog will appear.

Copy, To Another Dictionary

i+ Selected entry

" Entries that contain

Caricel
r

r
-
r~

" Briefs
Single Strokes with Englizh longer than | letters.

" Partial Steno

" ‘whards that begin with

—

" whords that end with

—

SELECTED ENTRY:
This item will only send the highlighted entry to the other
dictionary.
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ENTRIES THAT CONTAIN:
Selecting this item will allow you to send only dictionary
entries that are:
Phrases: entries that consist of multiple words
Numbers: entries that contain numbers
Conflicts: conflict entries

Proper Names: entries with the Proper Name flag
checked

BRIEFS:

Selecting this item will allow you to send single stroke
dictionary entries that have an English translation longer
than the number specified in this box.

PARTIAL STENO:

Selecting this option will allow you to send dictionary
entries that contain the steno specified in the box below
this option.

WORDS THAT BEGIN WITH:

This option will allow you to send dictionary entries that
begin with the English written in the box below the option.
This will allow you to send only entries that contain
certain prefixes.

WORDS THAT END WITH:

This option will allow you to send dictionary entries that
end with the English written in the box below the option.
This will allow you to send only entries that contain
certain suffixes.
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Choose
a Dictionary

i) job.det

|

Once you have made your selection, press ENTER to
continue moving or copying the entries to another
dictionary. A “Choose Dictionary” dialog will appear.
Press SHIFT + TAB to place the cursor in the list of
dictionaries.

Use the ARROW KEYS to highlight the dictionary to
which you wish to add the entry or entries.

Once the correct dictionary is highlighted, press
ENTER or click the Open button to send the entries to
the selected dictionary.

Choose a Dictionany to Move To

Laak in: |_‘.' Dictionaries ﬂ I'j‘: Ew

13| main, dck

Filez of type: | Dictionaries [7.dct] j Canicel

[ Open az read-only
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THE SEARCH MENU

The Search menu allows you to sort the dictionary by
English or by steno, find a particular entry or replace
English or steno with other English or steno.

Press ALT + S to open the Search menu.

=i Tools View Help

Search Menu Go to EngllEh Ctr|+E
Go to Steno Ctrl+S

Search English
Search Steno
Search Partial Steno

Replace English
Replace Steno
Replace Partial Steno

GO TO ENGLISH:

Selecting this item from the menu will sort the dictionary
alphabetically to the English selected. The cursor will be
placed at the first occurrence of the English requested.

With the Search menu open, press E for this option.
Without the menu open, press CTRL + E.

GO TO STENO:

Selecting this item from the menu will sort the dictionary
by steno to the steno requested. The cursor will be
placed at the first occurrence of the Steno requested.

With the Search menu open, press S for this option.
Without the menu open, press CTRL + S.
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Search Menu

=i Tools View Help

Go to English Ctrl+E
Go to Steno Ctrl+5S

Search English
Search Steno
Search Partial Steno

Replace English
Replace Steno
Replace Partial Steno

SEARCH ENGLISH:

Selecting this item will find the occurrences of the English
words requested. To repeat the last search and find the
next occurrence, simply press F3.

To select this item, press N under the Search menu.

SEARCH STENO:

Selecting this item will find the occurrences of the Steno
requested.

To repeat the last search and find the next occurrence,
simply press F3.

To select this item, press S under the Search menu.

SEARCH PARTIAL STENO:

Selecting this item will find the occurrences of the Steno
requested, even if it the steno exists with other steno. To
repeat the last search and find the next occurrence, simply
press F3.

To select this item, you may use the ARROW KEYS to
highlight the menu item. Press ENTER once it is
highlighted.
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REPLACE ENGLISH:

This item will allow you to replace occurrences of English
with other English.

With the Search menu open, press G to open the Replace
dialog.

From this dialog, selecting flags will also check the flags
of the entries in which the English is being replaced.

REPLACE STENO:
This item will allow you to replace occurrences of steno
with other steno.

With the Search menu open, press O to open the Replace
Steno dialog.

REPLACE PARTIAL STENO:
This item will allow you to replace occurrences of steno
with other steno, even if it exists with other steno.

With the Search menu open, press P to open the Replace
Partial Steno dialog.

DETERMINING THE NUMBER
OF ENTRIES

To get an entry count:

o Press ALT + T to open the Tools menu.

» Press E for Entry Count. The number of entries
contained within this dictionary will be displayed.

Entry Dictionary Maintenance g|
Count
Entry Counkt = 60265
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Spell
Checker
Option

SPELL CHECK ON ADD

To keep the Spell check on add box checked on every
Add Entry screen:

o Press ALT + T to open the Tools menu.

» Press S for Spell Checker.

View Help

Compact l
Repair |
Entry Count ‘

v Spell Checker

COMPACT & REPAIR

These two options can help with some dictionary
problems. If your dictionary experiences problems,
please contact our technical support department for
assistance. Compact and Repair should only be
performed on a dictionary that has been backed up.

CONVERTSTENS8000

To convert your dictionary for use on your Stentura 8000

machine:

» Open the START menu at the bottom of your
Windows screen.

» Place your cursor over PROGRAMS or ALL
PROGRAMS.

» Place your cursor over DIGITALCAT.

» Click ConvertSten8000 to open the
Stentura 8000 Disk Builder.

(A

CanvertStens000
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iw Stentura 8000 Disk Builder

Stentura 3000 Memary Destination  Available Memary
+ 2MB * 0 (& p 2096640
" 3MB 128K [ B
" 4mB T
" 384K

Converted Dictionaries

M ame | Type | Size | Entries

1| e | _sovn | vsoous |

 If you know the amount of memory is in your machine,
select the correct amounts from the Memory section.
If you do not know the amount of memory, please try
the default values.

+ Set the destination to the A: if you have a floppy disk in
your A drive. Set it to B: if you have a floppy disk in
your B drive.

» Press ALT + A to add a dictionary to the list of
dictionaries to be converted.

« The Open dialog will appear. Press SHIFT + TAB to
move the cursor into the list of dictionaries.

« Use the ARROW KEYS to highlight the dictionary you
wish to convert.

» Once the dictionary is highlighted, press ENTER or
click the Open button to add the dictionary to the list.
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#w Stentura 8000 Disk Builder

Stentura 3000 Memory Destination|  Available Memaorny
« 2MB + [ v A 2093324
3B O 128K [ B
™ AMB ZBEE

" 384k

Converted Dictionaries

M ame Type Size Entries
job.dct J 12380 N
mair. dct bt 1536 7

Add Remove | Set Main | M ake Diaks| Cloze

» Once dictionaries have been added, you may select
which dictionary will be the main dictionary by
highlighting it and clicking the Set Main button or
pressing ALT + S.

You will notice that a letter M will appear under the
TYPE column for that dictionary. All other dictionaries
will be listed as J, or Job dictionaries.

« To begin converting the dictionaries, press ALT + M or
click the Make Disks button. This will instruct the
program to begin converting the dictionary.

« If youreceive a message that there will not be enough
memory on your machine for all of the entries, please
try removing one or more of the dictionaries from
the list.
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This chapter will cover the formatting procedures
necessary to set page margins, typeface, and paragraph
styles. This chapter will also show you how to save these
changes as a template so that they may be applied to any
future transcript.

Let us do it for you! If you would like us to create your
format template, contact us at (304) 346-8363. There is
no charge for this service.

A transcript template contains the settings for margins,
borders, line numbers, page numbers, paragraph styles,
headers and footers. Any number of templates can be
created to conform to the different transcript styles you
may need. You may have multiple templates, especially if
you work for different firms.

The information in the default template will be applied to
each new transcript unless another template is manually
selected. Any other template can always be applied to an
open transcript.

As you go through the following sections, you may wish
to preview the document by going to Print Preview. This
will show you how your new settings will look when
printed. Please see Chapter 8 for information on Print
Preview.

THE FORMAT MENU & PRINT PREVIEW

Basically all formatting changes are going to be made
under the Format menu or through the Print Preview
screen. These locations contain all of the items that
control how your transcript looks and prints.
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Font
Dialog

Doing formatting changes in the Print Preview screen is
very beneficial. It can make formatting much easier
because you can see your changes on the screen exactly
as they would print.

FONT

The font option under the Format menu is designed to
change the font of a specific item. This is designed to be
a temporary change. It should not be used to try to
change the font of specific paragraph styles or the default
font of transcripts. The changes made using this dialog
are for a single transcript only and will not be saved to a
template. Changing the default font of a document will be
explained under the paragraph style section of this
chapter.

To change the font of a word or selection:

» Highlight the area that you wish to change.

» Press ALT + M to open the Format menu.

» Press ENTER or F to select Font.

» The Font dialog will appear. Make any changes
you like.

» Press ENTER or click OK when done.

Font PX
Font: Fant style: Size:
|I:ourier Hew |Hegu|ar |1 2 0Ok |
Courier Mew -
EL CourierPs 14 e
€} Cuilz MT 16
) Edwardian Script [TC Bold Italic 18
(} Elephant 20
EMCTICON b 22

Effects
[ Stikeout [ Subscript Underline Style CFI

[™ Underine [ Superscript | J |9.EI
Calor: Script:
I il - I—_l
~
I 14 arcon
T/ Green his same | Sample

fo Olive I prirker
S N vy AaBbYvZiz
I Furple
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Select
Paragraph
Style Dialog

PARAGRAPH STYLES

Editing paragraph styles allows you to customize the
appearance of individual paragraphs. These settings
allow you to control where the Q and A symbols line up
as well as where the colloquy speaker identifications go.

To adjust your individual paragraph styles:

Press ALT + M to open the Format menu.
Press P for Paragraph.

Press E for Edit Styles.

The Select Paragraph Style dialog will appear.

Select Paragraph Style gj

Examination Index - Cloze |
E =hibit Index

Footer

Header

Index Title

Objection Indes

E it Style | Add Style | Delate St_l,lle|

Select the paragraph style that you would like to alter
from the list. You may use the arrow keys to move the
highlight, or simply start typing the name of the style
you wish to change. The highlight will move to match
your typing.

Once the style is highlighted, press ALT + E or click
the Edit Style button to begin adjusting the settings for
this paragraph style. The Format Paragraph dialog will
appear.

You may also add a new style by pressing ALT + A.
Again, the Format Paragraph dialog will appear. If the
current document is blank, you can also delete a
highlighted style by pressing ALT + D.
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Format
Paragraph
Dialog

Angtaer | I]uestiu:unl Eu:ullcuqu_l,l| Paren ||F'aragraph j Edit

In the Print Preview screen, you can also edit your
paragraph styles. The most common styles are listed as
buttons on the top toolbar. The Answer, Question,
Colloquy and Paren buttons will allow you to quickly edit
those paragraph styles. Simply click on the style that you
would like to change.

You may also other paragraph styles while in the Print
Preview screen. Click the drop-down arrow next to the
word Paragraph to see a list of styles that you can
change. Highlight the style that you wish to alter and click
the Edit button.

Anzwer | E!uestiu:un| E-:ullu:uqu_l,ll Faren t]F'aragraph - Edit j)

Once you click on one of these buttons, the Edit Style
dialog will appear.

Format Paragraph Es |

%]

C I
Left b argin .00 Spacing ﬁ

" Single Crefault
Right kargin o0 o

Balzle [ Center
Indent 0.50" [ Hanging Indent Fant
Style Change Text Continuation T ext D efault Punctuation
R ol B
Tab Stopz

0.00" Add - 1.00"
ﬁ £-- Delete
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Dialog

Format Paragraph

: . Cancel
Left Margin o0 Spacing
. . " Single Drefault
Right Margin [ g & Double [l
enter
Indent 0.50" [ Hanging Indert Font

Style Change Text Continuation Test Default Punctuation

|D.> |>| |?

Tab Stopz

0.00" Add - 1.00°
ﬁ < Delete

STYLE NAME:
This box displays the name of the style.

LEFT MARGIN:

This box allows you to set a secondary left margin for
this particular style. This is the distance, in inches, that
the left margin of this style should be from the left
transcript margin. Please note that this margin is
measured from the left TRANSCRIPT margin, not the
left edge of the page.

If the cursor is not in the left margin box, press the
letter L.

RIGHT MARGIN:

This box allows you to set a secondary right margin for
this paragraph style. This is the distance, in inches, that
the right margin of this style should be from the right
transcript margin. Please note that this margin is
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measured from the right TRANSCRIPT margin, not the
right edge of the page.

Press R to move the cursor to the right margin box.

INDENT:

If the first line of this paragraph style should be indented,
place the distance it should be indented in this box. This
distance is measured from the left transcript margin.

Press I to move the cursor to the Indent value box.

HANGING INDENT:

If the subsequent lines of this paragraph style should be
indented from the left hand margin (a hanging indent),
then press G to place a check mark before Hanging
Indent.

Press G to mark Hanging Indent.

SPACING:

If this paragraph should be double spaces, select Double.
If this paragraph style should be single spaced, select
Single.

Press S to select Single.
Press D to select Double.

CENTER:
If this paragraph should be center-aligned on the page,

place a check in this box.

You may mark Center by pressing the letter C.
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Dialog

Format Paragraph

Style Change Text

Style Mame |I]uesti|:|n
C I
Left b argin N Spacing ﬁ
oht M vool | e
Fiight Margin |1, g  Dauble ™ Cent
erber
Indent 060" [ Hanging lndest Font

Continuation T ext

Default Punctuation

|E!.> |>|
Tab Stops

0.o0t Add -
ﬂ <-- Delete

|?

1.00"

STYLE CHANGE TEXT:

This is the default text to be applied each time this type of
paragraph starts. Observe the following examples:

Q.>
A>

Question Paragraph:
Answer Paragraph:

The first example would tell the program to place a capital
letter Q followed by a period and a tab before every
Question paragraph. The second example would tell the
program to place a capital letter A followed by a period
and a tab before every Answer paragraph. If you do not
use periods after your Question and Answer designations,
then you would remove them from the Style Change Text

box.

NOTE: The right angle, or greater than sign, denotes one

tab in this dialog.
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Press the letter H to place the cursor in this box. You will
have to press the ALT key with any other letter to again
change the cursor’s location from this box.

CONTINUATION TEXT:

Enter the text that should be applied whenever a new
paragraph is started while in this paragraph style. An
example of this would be breaking a long answer down
into multiple paragraphs. In that case, if a tab symbol (>)
were placed in the continuation text for the Answer style,
each subsequent paragraph would line up with the first

words of the first Answer paragraph, instead of aligning
with the A.

You will have to press the ALT key with any other letter to
again change the cursor’s location from this box.

DEFAULT PUNCTUATION:

Place the ending punctuation for the paragraph in this
box. This mark will be automatically added to the end of
the paragraph if you do not write a specific punctuation
mark at the end of the paragraph and a new paragraph is
started.

Examples of default punctuation would be:

Question paragraph: ?
Answer paragraph:
Colloquy paragraph:

The default punctuation is added when you do not write
an ending punctuation mark at the end of a paragraph. If
you do write a punctuation mark, your mark will not be
automatically changed.
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Dialog

Format Paragraph

C I
Left b argin N Spacing ﬁ
oht M vool | e
Fiight Margin |1, g  Dauble ™ Cent
enter
Indent 060" [ Hanging lndest Font

Default Punctuation

0.5 Bl B

Style Change Text Continuation Text

Tab Stops

0.00" Add - 1.00%
ﬂ 4-- Delete

Press the letter P to place the cursor in this box. You will
have to press the ALT key with any other letter to again
move the cursor out of this box.

TAB STOPS:
This area lets you control where tabs will place the cursor.

To add a tab stop:

e Press T to move the cursor to the Tab Stops box.

 Enter the tab stop, in inches.

» Press A to Add the tab, and it will be moved over to the
active tab stop box.

To delete a tab stop:

» Highlight the tab to be removed from the active tab
stop box.

» Press ALT + E or click the Delete button to remove the
tab stop.
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Font changes made
to paragraph styles
will be saved to a
template. If you
need to change the
default font of a
transcript, you must
change the fonts of
the individual
paragraph styles.

DEFAULT:

This button will set the values of this paragraph style to
the values of the Default paragraph style. You may
change the default values by changing the Default style.

You may select the default values by pressing the letter U.

FONT:

By pressing this button, you can specify the font and
color to be used for this paragraph style. This is an
excellent feature as it allows your different paragraph
styles to be different fonts or colors. For example, you
could have blue questions, red answers and black
colloquy paragraphs.

You may change the font for this style by pressing the
letter F. When the font dialog appears, press ALT + C to
change the color of the font.

When finished making changes to this paragraph style,
press ENTER or click the Ok button. You will be
returned to the Select Paragraph Style dialog. Edit as
many paragraph styles as you need. When done, press
ALT + C or click the Close button to close the dialog.

Be sure to save your template after any changes have
been made to your styles! Please see the template
sections of this chapter.
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PAGE MARGINS

The margins are the distances from the outside edges of a
standard 8.5 by 11" sheet of paper to the actual document
text.

To adjust your margins:

» Press ALT + M to open the Format menu.
» Press G for Page.

» Press ENTER or the letter M for Margins.
« The Margins dialog will appear.

Margins ﬁ]

Margins

Dialog Lett |00 i |1.5EI" oK |
Right |1.00" Eottorn | 1.00" Cancel

Gutter |0.00" Apply Ta
" This Page
* Here to end

" Whale Tranzcrpt

T

You can also adjust your page margins in the Print
Preview screen by clicking on the Margins button on the
toolbar.

Page num | Line num | Border | Time 5.. | Header

Margins are measured in inches, or hundredths of an inch,
from the corresponding outside edge of the page. For
example, the left margin is measured from the left edge of
the page. The right margin is measured from the right
edge.
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LEFT:

The value in this box tells the program how much
distance should exist between the transcript text and the
left edge of the paper.

RIGHT:

The value in this box tells the program how much
distance should exist between the transcript text and the
right edge of the paper.

TOP:
This value tells the distance from the top of the page to
the actual document.

BOTTOM:
This value tells the distance from the bottom edge of the
page to the actual document text.

GUTTER:

The gutter is designed to be used when printing duplex,
or double-sided. The gutter is the distance on either side
of the paper allowed for binding or hole-punching.

APPLY TO:

This area of the dialog lets you apply your changes to this
page only, from this point on, or throughout the whole
document. If you are making changes to be saved to a
template, you probably want to select “Whole
Transcript.”

Press G to mark “This Page.”

Press H to mark “Here to End.”

Press W to mark “Whole Transcript.”

Be sure to save your template once you alter your
margins! Please see the template sections of this chapter.
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PAGE NUMBERS

Page numbers can be placed anywhere on the transcript
page and can have their own font style.

To adjust the page numbers:

» Press ALT + M to open the Format menu.
» Press G for Page.

» Press P for Page Numbers.

» The Page Numbers dialog will open.

Page Humbers

3
v Show Page Numbers

Distance frombop | 050"

- Cancel
Diztance From —— Apply Tao
Page —_—
Numbers £ Gutter 2 00" — " Thiz Page
Dialo * Page Left - —
& g f* Here to end

Fant e " whale Transcript

Fage Mumber Prefix |

[ Specify Page Mumber Mill change for this page only]

Page Mumber

You can also adjust your page numbers by clicking on the
Page Numbers button on the Print Preview tool bar.

- Margins - Page num

Lire: rrm | Border | Time 5. | Header |

SHOW PAGE NUMBERS:
When checked, this item instructs the program to display
the page numbers.

You can toggle this option by pressing the letter P.
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;ﬁﬁ CAT-TIP

Please note that
turning off page
numbers for a single
page will NOT save
in your template. If
you would like to
create a Page Style
so that you do not
have to go through
these steps again,
please see the Page
Style section of this
chapter.

To turn page numbers off for a single page:

« Uncheck “Show Page Numbers” by pressing the
letter P.

« Mark “This Page” by pressing the letter T. This will
hide the page numbers for this page only.

« Press ENTER or click the OK button to close the
dialog.

DISTANCE FROM TOP:

This value controls how far down the page the numbers
will appear. Smaller numbers will appear closer to the top
of the page. This object is measured in inches, or
hundredths of an inch.

Press D to change the Distance from Top.

DISTANCE FROM GUTTER/PAGE LEFT:

Press G to mark Gutter in the Distance From box if you
set a gutter distance in the Page Margins box. This is
usually used for people who print duplex, or both sides
of the page.

Press E to mark Page Left in the Distance From box if
you did not set a gutter in the Page Margins box.

Press TAB to move the cursor to the Distance From box.
Enter the distance from either the gutter or page left that
the page numbers should be located.

FONT:
Press the letter O to adjust the font of the page numbers.

PAGE NUMBER PREFIX:

This box would contain the prefix, if used, for page
numbers. For example, if your page numbers appear in
the top right corner as Page 54, then you would enter the
word “Page “ in this box. If you wanted to insert the
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Page
Numbers
Dialog

Page Humbers

X
v Show Page Numbers

Distance fromtop | 060" - Faroel
Diztance From _ Apply Tao
E: Eutterl_ ) - o0 — " This Page
* Hage Le —
: f* Here to end

Fant e " whale Tranzcript

Page Mumber Prefis |

[ Specify Page Mumber Mill change for this page anly]

Page Murmber

volume number as a prefix, such as Vol. II 54, you
would enter
“Vol. I ” 1into this box.

Please note that there is a SPACE typed in after the
prefixes. This space will separate the prefix from the
actual page numbers.

Press the letter R to change the Page Number Prefix.

SPECIFY PAGE NUMBER:

A transcript or section of a transcript can begin with any
page number. Use this option to alter the page
numbering.

To change the starting page number:

 Place the cursor on the first page of the transcript that
needs to be changed.

» Press ALT + M to open the Format menu.

» Press G for Page.

» Press P for Page Numbers.

» Use the mouse to left-click Specify Page Number to
place a check in the box.
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« Press M to move the cursor to the Page Number box.

Nun;“e‘g; ‘ « Enter the new page number for the current page.
Dialog « Make sure “Here to End” is selected under Apply To.
« Press ENTER to save your changes and close
the dialog.

This item WILL change the page numbers from this page
throughout the rest of the transcript. If you need to adjust
the page number, you must come back to this page. The
Specify Page Number box will only be checked and show
your changes if your cursor is on the page that you have
changed.

APPLY TO:

This area tells the program how you would like your
changes applied. You can apply them to this page only,
from this point on, or throughout the entire transcript.

Press T to mark “This Page.”
Press H to mark “Here to End.”
Press W to mark “Whole Transcript.”

Press ENTER or click OK when done changing this
dialog to close it and apply your changes. If you have
made changes that need to be saved to your template,
please see the template sections of this chapter.
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Line
Numbers
Dialog

LINE NUMBERS

The lines on a page are automatically adjusted to fit the
page margins. This window allows the number of lines to
be changed. Other formatting parameters, such as
position, may also be changed here.

To format the line numbers:

Press ALT + M to open the Format menu.
Press G for Page.

Press L for Line Numbers.

The Line Numbers dialog will appear.

Line Humbers

[v Show Line Mumbers

Mumber of Lines |25 Cancel
Start Tesxt on Line: |1

[~ Place Header on Line 1 T

MNumber Pozition |IZI.5EI"  Thiz Pags
Wwitness Lines |EI * Here to end

" whale Transcript
Fant

tl ]

You can also adjust your line numbers from within the
Print Preview screen. Click on the Line Numbers button.

Page nu Border | Time 5. | Header |

SHOW LINE NUMBERS:

When checked, this box will instruct the program to print
the line numbers on your transcript. If you did not want
the line numbers to print, say for a cover page or if you
have pre-printed paper, please see the following steps.
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Line
Numbers
Dialog

To turn off line numbers:

« Make sure the cursor is on the page where line numbers
should be turned off.

» Press ALT + M to open the Format menu.

» Press G for Page.

» Press L for Line Numbers.

Line Humbers

[v Show Line Mumbers

Mumnber of Lines 25 Caricel
Start Text on Ling: |1

[ Place Header on Line 1 Apply Ta

Murmber Pozition 050 ™ This Page
Withesz Lines ] * Here to end

" “wWhole Transcript
Fart

« Press L again to uncheck the box to Show Line
Numbers.

« Make sure that the correct selection is indicated under
Apply To. If this is a change for one page only, make
sure “This Page” is selected. If this change is for the
entire transcript, select “Whole Transcript.”

» When finished, press ENTER or click the OK button.
The line numbers will still appear on your monitor but
will NOT print.

tl ]

NUMBER OF LINES:
This item controls the number of lines that will appear on
each page.

Press N to place the cursor in this item.
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START TEXT ON LINE:

This box was designed to be used by people who place
their header as the first line of their transcript. In that
case, their text would begin on line number two. They
would therefore enter the number two into this box.

Press ALT + S to move the cursor to the Start Text on

Line box. Don’t forget to check the “Place Header on
Line 1” box!

PLACE HEADER ON LINE 1:

This box will instruct the program to place the header as
the first line of each page. “Start Text on Line” MUST
be set to a value larger than one if this box is checked!

Press ALT + P to check this box.

NUMBER POSITON:
This is the position, measured in inches from the left-hand
edge of the page, that the line numbers should appear.

Press ALT + U to move to the Number Position box.

FONT:
This button allows you to specify the font for the line
numbers.

Press ALT + F to open the Font dialog.

APPLY TO:

This area of the dialog lets you apply your changes to this
page only, from this point on, or throughout the whole
document. Please note that changes that affect a single
page will not be saved to a template.
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Press ALT + G to mark “This Page.”
Press ALT + H to mark “Here to End.”
Press ALT + W to mark “Whole Transcript.”

Press ENTER or click OK when done making changes to
your line numbers. Don’t forget to save your changes to
your template! Please see the template sections later in
this chapter.

PAGE BORDER

Borders can be added, removed or modified in this

window.
Page num | Line num | Time 5. | Header

You may adjust your border from within Print Preview
screen by clicking on the Border button.

To adjust the page border:

« Make sure the cursor is on the page where adjustments
should begin.

» Press ALT + M to open the Format menu.

« Press G to open Page.

» Press B for Border.

» The Border dialog will appear.

Border E|
Border
Dialog v Show Border Colar K
Left |0.90" Right  |0.90" Eancel
Top |1.40" Bottom |EI.9IJ“ e
Style S — &pply To
f* Square © Rounded © Lines — -
e —— iy
Line Thickness |4 e el

" whale Transcript

Line Spacing 0.05"
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SHOW BORDER:
If this option is checked, then the program will print a
border on this page.

Press S to toggle the border on or off. Make sure that the
“Apply to” section correctly indicates how this change
should be applied.

COLOR:

If you will be using a color printer and would like a
colored border, press C to open the Color window.
Select the color you would like to use. Press ENTER to
save your selection.

Press C to select the color.

LEFT:

The value in this box controls where the left-hand side of
the border will be printed. This value is measured in
inches, or hundredths of an inch, from the left edge of the

paper.
Press L to place the cursor in the Left box.

RIGHT:

The value in this box controls where the right-hand side
of the border will be printed. This value is measured in
inches, or hundredths of an inch, from the right edge of
the page.

Press R to place the cursor in the Right box.

TOP:

The top value measures the distance from the top of the
page to the top of the border. This value is in inches, or
hundredths of an inch.

Press the letter T to place the cursor in this value box.
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BOTTOM:

This value measures the distance from the bottom of the
paper to the bottom of the border. This value is also in
inches, or hundredths of an inch.

Press the letter B to place the cursor in the Bottom box.

Border, E|
Border
Dialog IV Shaw Border Calar K
Left |0.80" Right  |0.90" Cancel
Top |1.40" B cittom |D.SD“ _
Style ————— Apply To
{+ { i Li _7
Square Founded Linez iR Pa
e ————————— s
Line Thickness |4 — sl e

" ‘whole Transcript

Line Spacing 005"

STYLE:
digital CAT offers you three distinct border styles.

Press Q to select a Square border. This is a box border.
Press O to choose a Rounded border. This is a box
border with rounded corners instead of sharp corners.
Press I for Lines. With this style, two vertical lines will be
on the left side of the page and another vertical line will be
on the right.

LINE THICKNESS:

The number entered in this box will determine the width
of the line that makes up the border. Enter only whole
numbers into this box. The larger the number, the thicker
the border will be.

Press N to move the cursor to this box. Once the cursor
is in this box, you will have to press the ALT key with any
other letter to move the cursor back out of this box.
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To print only one
line on the left side
of the page with the
Lines border style,
enter 0.00" in the
Line Spacing box.

330

LINE SPACING:

If the “Lines” border has been selected, the value in this
box will control the spacing between the two vertical lines
on the left side of the page.

Press P to move the cursor to the Line Spacing box.
Please note that the ALT key must be pressed with any
other letter to move the cursor back out of this box.

APPLY TO:

This area of the dialog lets you apply your changes to this
page only, from this point on, or throughout the whole
document. If you are making changes to be saved to a
template, you probably want to select “Whole
Transcript.”

Press G to mark “This Page.”
Press H to mark “Here to End.”
Press W to mark “Whole Transcript.”

When finished making changes to your border, press
ENTER or click the OK button to close the dialog and
apply your changes. Don’t forget to save the changes to
your template! Please see the template sections later in
this chapter.

TIMESTAMP FORMATTING

Time stamps are always created during realtime. The
Time Stamp window allows for changes in the appearance
of the time stamps when they are printed.

To adjust your time stamp settings:

« Place the cursor on the page where time stamping
should begin.

« Press ALT + M to open the Format menu.

« Press G for Page.

« Press T for Time Stamp. The Time Stamp dialog will
appear.
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TIme Stamp
Dialog

CAT-TIP

You can change the
starting time of a
transcript after the
fact without changing
your clock! Just go
to Options and
Timestamp. Please
see Chapter 2 for full
details.

You can also adjust your Time Stamps by clicking the

Time Stamp button on the Print Preview toolbar.

Border Header |

FPage num | Line rum

Time Stamp

Where
* Ewvemn Line

" Eweny Paragraph
" Ewerny Page

" Ewxem Lires
Distance From Left [0.50"

Faont

12:00:004
12:00a
2300:00
2300

Cancel

apply Ta
" Thiz Page

* Here to end
" wWhaole Transcrpt

SHOW TIME STAMP:

If this item is checked, time stamps will appear on the

printed transcript.

Press S to toggle the appearance of time stamps.

WHERE:

This area of the dialog controls the frequency time stamps

will be displayed.

Press L to place time stamps on every line.

Press P to place time stamps on every paragraph.

Press G to place time stamps on every page.

Press V to specify your own frequency. Once you have
pressed the letter V, press the TAB key to place the
cursor to the Every box. Enter how often time stamps

should appear.
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Time Stam X|
TIme Stamp : g'
pialog "~ o Tine o
Where Format Cancel
¢ Ewvem Line ¢ 12:00:004
" Ewerny Paragraph " 12:00a
" Ewem Page " 220000
" Ewem Lines " 2300
Distance From Left | 0.50" Apply Ta
" Thiz Page
i+ Here to end
Fant " ‘whole Transcript
FORMAT:

This area of the dialog allows you to select how you want
your time stamps to appear. You can choose standard
time or military time. You can also choose to display
seconds or not.

Press the letter F to move the cursor to the Format
section of the dialog. Then use the arrow keys to select
the time format that you would like to use.

DISTANCE FROM LEFT:

This value controls the distance, in inches, from the left
edge of the paper that the time stamps will be printed.
The smaller this number, the closer the time stamps will
be to the left edge of the page.

Press the letter E to move the cursor to this box. Enter
the distance that the time stamp will appear from the left
edge of the page. Remember to take into consideration
the left margin, left border and the line numbers.
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FONT:
The font used for timestamps can be different from the
fonts used elsewhere in the transcript.

Press the letter N to open the Font dialog.

APPLY TO:

This area of the dialog lets you apply your changes to this
page only, from this point on, or throughout the whole
document.

Press I to mark “This Page.”
Press H to mark “Here to End.”
Press W to mark “Whole Transcript.”

When finished making changes to your time stamp
options, press ENTER or click OK to apply the changes
and close the dialog. If you have made changes that you
would like to apply to future jobs, don’t forget to save
these changes as a template. Please see the template
sections later in this chapter.

HEADERS AND FOOTERS FORMAT

This area of the program allows you to position your
headers and footers anywhere on the transcript page. You
can also adjust the headers and footers by clicking the
Header button on the Print Preview toolbar.

THege ] P | trenn | gade —

To adjust the positions of your headers and footers:

« Place the cursor on the page formatting should begin.
« Press ALT + M to open the Format menu.

« Press G for Page.

« Press H for Header/Footer.

« The Headers/Footers dialog will appear.
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Headers/Footers
Dialog

Headers{Footers ﬁ|

Header Positions

Top 1
' Caricel
(e Moo

=
=

Bottom 1 50"

Footer Pozitions [ —— enl o

Tor [1.00" ————— || " ThisPage
Bottom 050" —— | (* Hereto end

R " whale Transcrpt

[v Show Footer

HEADER POSITIONS:
This area of the dialog controls the position of the header
on the page.

The value in the Top box measures how far the top of the
header is from the TOP of the paper, in inches. Press E
to move the cursor into the Top box for the header.

Press the TAB key to move to the Bottom box. The
value in the Bottom box measures how far the bottom of
the header is from the TOP of the page. Again, this value
1s measured in inches, or hundredths of an inch.

FOOTER POSITIONS:
This area of the dialog controls the position of the footer
on the page.

Press the letter F to move to the Top box in the Footer
area. The Top box here measures, in inches, how far the
top of the footer is away from the BOTTOM of the

paper.

Press the TAB key to move to the Bottom box in this
area. This box measures how far the bottom of the footer
1s away from the BOTTOM of the page. Again, this value
1s measured in inches, or hundredths of an inch.
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SHOW FOOTER:

If this box is checked, the footer will be printed on this
page. If you would like to turn the footer off on any
portion of the transcript, use the mouse to uncheck this
box. Make sure the correct value is selected in the
“Apply To” section!

APPLY TO:

This area of the dialog lets you apply your changes to this
page only, from this point on, or throughout the whole
document. If you are making changes to be saved to a
template, you probably want to select “Whole
Transcript.”

Press G to mark “This Page.”
Press H to mark “Here to End.”
Press W to mark “Whole Transcript.”

When finished making changes to the positions of your
headers and footers, press ENTER or click the OK
button. If you have made changes that you would like to
apply to future transcripts, please see the template
sections of this chapter.

SAVING THE DEFAULT TEMPLATE

When formatting changes are made in any transcript, they
will be applied only to the open transcript. To make these
changes permanent they must be saved to a template.

Any changes made to a template will not be automatically
applied to existing transcripts. To apply an altered
template to a transcript, please see the “Applying a
Template” section of this chapter.
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Saving a
Template

File
Exists
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Changes saved to the default template will apply to all
future transcripts. Changes that you would like to make
to fewer of your transcripts should be saved as a separate
template that can be applied at any time.

To save changes as the default template:
» Press ALT + F to open the File menu.
» Press A for Save As.

» Press P for Template. The Save As window will open.

Save in: |;j Tranzcripts j £5 Eg-

default, dtm

Fil= hiarne: |default.dtm
Save az lype: JTemplatE [*.dtm] LJ m

« Make certain “default” is listed in the File Name box.
» Press ENTER to save the changes in the default

template.

 If adialog informs you that the file already exists,

choose Yes to overwrite the old file with your new
settings.

'E C:\Program Files\Digital CAT Transcriptsidefault.dtm already exists.
L]

Do ywou wank to replace ik?

|
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Each time a new transcript is started, the formatting
information in the default template will be applied
automatically. If you use a variety of templates, you may
wish to start your translation sessions using ‘“New
Session.” You may need multiple templates if you do
court and deposition work or work for a variety of firms.
New Session allows for changes in Steno Source,
Dictionaries, and choice of template.

To start a translation with New Session, please see the
end of chapter 3, Translating.

To save changes as another template:

« Press ALT + F to open the File menu.

« Press A for Save As.

« Press P for Template. The Save As window will open.

 Enter a new name for this template style. Do not use
the name default!

« Press ENTER to save the template changes under the
new template style name.

APPLYING A TEMPLATE

Although a transcript may have been created with one
template, another template can be applied at any time.
Follow the steps listed below to apply a template to an
existing transcript.

To apply a template:

« Make certain the transcript that needs the formatting
change is open. A template can be applied right after a
new transcript file is created in realtime, during editing
or whenever necessary.

« Press ALT + E to open the Edit menu.

« Press Y for Apply Template. An Open dialog will
prompt you to select the template you wish to apply.

« Press SHIFT + TAB to move the cursor up into the
window.
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Save As
Page Style

» Use the Up and Down Arrow keys to select a new
template style.

» Press ENTER to apply the template to the open
transcript.

PAGE STYLES

A page style is saved formatting information that can be
applied to individual pages. Page styles are applied to
one page at a time.

Page styles can save settings for individual types of
pages, for example a cover page. If you do not print a
border, page numbers or line numbers on your cover
page, you may turn those off for that page. Please see the
appropriate sections of this chapter for instructions.

Once the formatting changes have been made to this
page, you can save them as a page style.

To save a page style:

» Press ALT + M to open the Format menu.

« Press S to Save a Page Style. The Save As dialog will
appear.

Save |_.'|' Tranzcripts ﬂ IfF E3-

File name: |

Save as lype: ||r'u:|uu:|e Files [*. pgs] j Cancel
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« Choose a name for the page style. For example, you
may call the cover page style Cover.

« When finished, press ENTER or click the Save button
to save your new style.

To apply a page style to a page:

« Make sure the cursor is on the page that the style is to
be applied.

« Press ALT + M to open the Format menu.

« Press A to Apply a Page Style. The Open dialog will
appear.

« Press SHIFT + TAB to place the cursor in the list of
page styles.

« Use the Arrow keys to highlight the appropriate style.

+ Once the style is highlighted, press ENTER or click
Open to apply the style to this page.

CREATING HEADERS
AND FOOTERS

In this section the content of the headers and footers will
be defined. The methods for positioning the headers and
footers on the transcript are described earlier in this
chapter.

INSERTING ANEW HEADER

There can be more than one header in a transcript. Once
a header is created, the pages following the page on which
it was made will display the same header. You may add
additional headers to a transcript. When a new header is
created, it will take the place of any previously created
headers from that page forth.
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Enter
New Header
Dialog

To Create a Header

Place the cursor on the first page of the transcript that
the header should appear.

Press ALT + M to open the Format menu.

Press H to open the Header sub-menu.

Press N to create a New Header. The Create New
Header window will open.

Ciaafe Hew Headed

Enter the text for the header.

To enter more than one line in the header, use CTRL +
ENTER to move down to the next line. Pressing
ENTER alone will cause the box to close, applying
your changes.

Press ENTER when finished to save the header’s
content and apply it from the current page to the end of
the transcript or until a new header is inserted.

The current header will be shown on the status bar
directly below the open transcript.

Header will appear here, 140%  |Mur; 2 Pg: 202 Cali 1

To preview the header and confirm its appearance:

Press ALT + F to open the File menu.

Press V for Print Preview.

Press ENTER on Transcript. The Print Preview
window will open. The header(s) will be displayed on
their appropriate pages.

Press C to close the Preview Transcript window.
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Previous Header
is shown in
the dialog.

* CAT-TIP

To change the font
of a header or a
footer, or to make
them centered on the
page, edit the Header
or Footer paragraph
styles as described
earlier in this chapter.
You may have to
re-type the
header/footer to
apply the changes.

To add another header:

Place the cursor on the page to display a different
header.

Press ALT + M to open the Format menu.

Press H for Header.

Press N to add another New Header.

The previous header will be listed in the Headers
window.

Headers

-
(] | Cancel |

Press ENTER to create another header. The Create
New Header window will appear.

Type in a different header or edit the text of the current
header.

Press ENTER to apply this header from the current
page of the transcript through the page a new header is
created.

Repeat the above steps to create additional headers.

EDIT AHEADER

To edit an existing header:

Place the cursor on any page that contains the header
to be edited.

Press ALT + M to open the Format menu.

Press H for Header.

Press E for Edit Header. The current header will
appear in the Edit Current Header window.

Make the needed changes, then press ENTER.
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DELETING AHEADER

To delete a header:

Place the cursor on a page that contains the header you
would like to delete. The header will be displayed on
the status bar below the transcript.

Press ALT + M to open the Format menu.

Press H for Header.

Press D for Delete Header. The header will be deleted,
and the status bar at the bottom of the screen should
reflect this change.

If other headers were added to the transcript, they will
remain intact. Only the pages containing headers
identical to the one deleted will have the headers
removed. Please note that if any pages before the
current page had headers inserted, that header will
“flow” over to the pages whose headers have been
removed.

FOOTERS

Unlike headers, there can be only one footer per template
used throughout the transcript; however, the footer may
hidden on selected pages.

To use footers, the option “Show Footer” in the Header/
Footer window must be checked. Please see the Headers
and Footers Format section of this chapter.

To Create a Footer:

Open the transcript that requires a footer.

Press ALT + M to open the Format menu.

Press O for Footer. The Edit Current Footer window
will appear.



FORMATTING

Edit
Current
Footer

N

« Enter the text for the footer. To enter more than one
line in the footer, use CTRL + ENTER to move down
to the next line. Pressing ENTER alone will close the
window and apply your changes.

» Press ENTER when finished. The footer will be
applied to each page.

INCLUDE FILES

Include files contain text and fomatting information for
blocks of text. Examples of include files would be cover
pages or certificate pages. Once an include file has been
created, it can be inserted into a transcript during realtime
and/or editing.

Include files, as can all Windows files, can be saved with
descriptive names up to 255 characters long. The use of
shorter names, however, will make it easier to create
autoincludes, as the name will be typed into a dictionary
entry.

CREATING AN INCLUDE FILE

To create an include file:

» Create a new transcript file. You can do this by
selecting New from the file menu. Press ALT + F to
open the File menu. Then press ENTER for New.

» Type the text to be included in the file exactly as you
want it to appear when included.
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Save As
Include File

 If you need to center or single space some text, change
the paragraph styles. You may want to highlight the text
that you are going to change. Press ALT + M to open
the Format menu. Press P for Paragraph. Then press
ENTER for Change Current Style. Select the correct
style from the list. For example, if you were going to
center something, you would select Center. Single
Spaced will make text single spaced, and SS Center
will make text single spaced and centered.

« Don’t forget to use Stoppers! The Find Next
Untranslate command will stop at any text enclosed by
square brackets. [ ] Stoppers can be used around text
such as [Defendant | Defendants] and [DATE]. This is
text you can easily come back to and fill in once the
include file is inserted into a transcript.

To save an include file:

« If the include file is the only text in this transcript, skip
this step. If there is other text in this transcript,
highlight the portion of the text that you wish to save as
an include file.

» Press ALT + F to open the File menu.

« Press A for Save As.

Save As @

Save in; |_} Transcripts ﬂ £ ER-
E] Cert.inc

Ej Caver.inc
E_w] Sign.inc

Save astype: | Include Files [*.inc] -l Cancel
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 Press I for Include file. The Save As dialog will
appear.

« Choose a descriptive name for the include file, like
Cover or Title.

« Press ENTER or click the Save button to save the file.

STOPPERS

Place square brackets [ ] where text will need to be added
or altered. The Find Next Untranslate command can find
these stoppers. This will allow you to easily type in the
text that needs to be added.

If the text will appear in other locations, such as [DATE],
you can use the Search and Replace command to replace
the stopper with the correct text.

Place a “pipe” (SHIFT + BACKSLASH is a pipe ‘I’)
between two or more words within a stopper, such as
[PlaintiffIPlaintiffs]. When the cursor is at the beginning
of the stopper, or conflict, press the number one on your
keyboard to select the first word, the number two for the
second word, and so on. Up to four words can be easily
selected from the keyboard.
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FINISHING A JOB

You have finished editing and formatting your job, and
now you are ready to put on the final touches. This
chapter will help you insert your include files, like your
cover pages and certificate pages. It will also show you
the different ways to run a spell check. Finally, you will
be shown how to export your file as an ASCII, RTF, or
Microsoft Word Document.

INCLUDE FILES

‘\2’%2: CAT-TIP
Dy You are ready to insert your include files into the

If you need help document.

creating or saving an

include file, please To insert an include file:

see the Include Files « Position your cursor where you would like the include
section of Chapter 7. file to be inserted.

It begins on page » Press ALT + E to open the Edit menu. (Please note
343. that if ALT + E is defined as a keyboard command,

you may need to press and release the ALT key, then
press the letter E.)

¢ Once the Edit menu is open, press the letter I for Insert
Include File.

» An Open dialog will prompt you to select the include
file you wish to insert.

Insert Include File @
Insert Include _ :
. . Loak ir: | 20 Transcripts - . E-
File Dialog _ | Bl = e

r?l Cert.inc

E’l Cawver.inc

@1 Sigr.ine

File name: |
Files of type: |Include File:s [*.in) ﬂ Cancel
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« Press SHIFT + TAB to place focus on the list of
include files.

» Use the arrow keys to highlight the include file you
wish to insert.

« Press ENTER or click the Open button to insert the
include file.

« The include file should now appear on the screen at the
location of the cursor.

SPELL CHECK

Spell checking a file is a simple operation that can be
accomplished in a number of ways. You can spell check
a single word, the entire document or only part of the

document.
SPELL CHECK DIALOG
Correct Spelling &]
Spell Check =3
Dialog Current Speling Skip |
| dun't
Replace |
Suggestions
1 dont |
2 dun Ignore |
3 dune
4 dung Add |
5 dunk
6 duns
T daunt
g8 didn't
g don'ts 3 Lexriconz |
Feplacemeant Speling [ FRemember Pozition
| don't Quit |

When the spell checker finds something that it thinks may
be an error, it will report its findings to you in the spell
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Correct Spelling ﬁ]
Spell Check =
Dialog Current Speling Skip |
| dun't
Feplace |
Suggestions
1 dont 9 L
2 dun Igrore |
3 dune
4 dung Add |
§ dunk
6 duns
7 daunt
g8 didn't
g don'ts @ Lexiconz |
Replacement Speling [ Remember Pozition
| don't Gt |

checker dialog. This dialog allows you to skip the word,
ignore it, or replace it with another spelling.

MOVING THE DIALOG
Sometimes the spell check dialog will cover the word that
it 1s asking you to check.

If this happens:

¢ Click the top blue bar of the spell check dialog where it
says “Correct Spelling.”

» Keep the mouse button held down and drag the mouse
in a direction away from the word you want to see.

* You will be dragging the dialog to another position.
When the dialog is at its new location, release the
mouse button.

CURRENT SPELLING:
This box tells you how the word currently appears in the
transcript.
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SUGGESTIONS:

A list of possible replacement spellings appears in this
box. If you would like to use one of these suggestions,
you can simply press the number to the left of the item.

If you would like to pick one of the suggestions that does
not have a number beside of it, make sure that the item
you wish to use is highlighted and press ENTER or click
the Replace button.

REPLACEMENT SPELLING:
This box will show what the word will look like if it 1S
replaced.

SKIP:
The skip button will skip only this occurrence of a
spelling.

REPLACE:

This button will tell the program to replace the misspelled
word with the word that appears in the “Replacement
Spelling” box.

REPLACE ALL:

This button will tell the program to replace every
occurrence of this misspelling with the word that appears
in the “Replacement Spelling” box. This will replace only
occurences within this transcript.

IGNORE:

Ignore will tell the spell checker to skip all occurrences of
this word throughout this transcript. This change applies
only to this transcript.

ADD
This button will add this spelling into your lexicon list.
This means that the spell checker will consider this
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Spell Check
Dialog

%& CAT-TIP

It is important to
press the Quit button
immediately after
marking “Remember
Position” for this
feature to work

properly.
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Correct Spelling g]
Current Speling Skip |
| dun't

Feplace |
Suggestions
1 dont G
2 dun [grore |
3 dune
4 dung Add |
5 dunk
6 duns
7 daunt
g8 didn't
g don'ts 3 Lexricons |
Feplacement Speling [ Femember Pozition
| don't Quit

spelling to be correct throughout this transcript as well as
all future transcripts.

LEXICONS:
This button will bring up the Lexicons dialog. This dialog
is explained later in this chapter.

REMEMBER POSITION:

If you see something that you need to change, you may
“pause” the spell checker. Click this box to place a
check mark in it. Then click the Quit button. The
Remember Position box tells the software to remember
where the spell checker left off. That way, you can make
your editing changes, and when you restart the spell
checker, it will start at the point it left off instead of going
back to the beginning of the transcript.

QUIT:
Quit stops the spell checker and closes the spell check
dialog.
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SPELL CHECK A SINGLE WORD

To spell check a single word, you can use the “Spell
Check Word” command. To invoke this command, place
your cursor on the word you would like to check. You
can then hit F9 to spell check the word.

You can also spell check a word through the menus.

To spell check a word through the menus:

« Press ALT + L to open the Tools menu.

« Press ENTER to select Spell Checker.

« Press W for Check Word.

« If the word was found to be incorrect, the spell check
suggestion box will appear. If the word is typed
correctly, then it will be highlighted to show you that
the spell check is finished.

Should you wish to see a message confirming the
completion of the spell check along with the highlight, go
to the Options menu and select “Spell Checker.” Place a
check in the box for “Confirmation message on
Completion.” This will enable a message informing you
when the spell check is complete. It will also confirm that
a word is correct after spell checking a single word.

SPELL CHECK THE DOCUMENT

You may also run a spell check on the entire document.

To spell check the entire document:

« Press ALT + L to open the Tools menu.

« Press ENTER for Spell Checker.

« Press ENTER again for Check Transcript.

« The spell checker will begin from the beginning of the
document.
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SPELL CHECKHERE TO END

You can also spell check the transcript from a certain
point through the end of the document. This allows you
to quickly bypass certain areas, such as include files, or
to spell check a recently appended or added portion of
the transcript.

To spell check a portion of the document:

 Place your cursor where you would like to begin
checking.

« Press ALT + L to open the Tools menu.

« Press ENTER for Spell Checker.

« Press “H” for “Check Here to End.”

« The spell check will begin from the location of the
Cursor.

BATCH SPELL CHECK

The batch spell check is an advanced feature of

digital CAT that can save you a lot of time spell checking a
file. This feature goes through the file and populates a list
of all errors it finds. Once the list is displayed, you can
go straight to the errors you need to change, ignoring the
proper names, medical terms, and any other errors that

do not need to be altered. Because you are skipping the
common types of errors that would normally slow you
down, you will save time spell checking the document.

To run a batch spell check:

« Press ALT + L to open the Tools menu.
« Press ENTER for Spell Checker.

« Press B to run the Batch Spell check.

Once the Batch Spell check has been done, you may
bring the box up again without re-running the spell check.
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Batch Spell
Check

To view the batch spell check:

o Press ALT + L to open the Tools menu.
» Press ENTER for Spell Checker.

» Press V to view the batch list.

BATCH SPELL CHECK DIALOG

Spelling Errors E|
Wiard | Cuur | Tat | #
<Double Questi... 1 1
<Double ‘Word: 1 G
alot 7 1
availahilities 1 1
Bluefield 1 13
complaintant 1 1
'I | 1
jicjii 1 2
Juoijj 1 1
K.anawha 1 2
Lewizburg 2 3
Marnoe 1 1
[uarrier 1 2
Ronceverte 1 4
runned 7 1
Ik 1 1 .
£ ¥
Previous | I et | Suggest

Add Cloze

The batch spell check will display the Spelling Errors
dialog to show you the errors it has found.

WORD:
This column shows how the word(s) currently appear
within the transcript.

CUR:

This column shows the current number of the item you
are working on. For example, if an incorrect spelling
appears three times throughout the transcript, and you are
checking the second appearance, this number would
indicate two.

355



Chapter 8 digitalCAT USER MANUAL

Batch Spell Spelling Errors E|

Check twiord | Cur | Tat |
¢<Double Questi... 1 1
<Double \Word: 1 G
alot i 1
avalabilities 1 1
Bluefield 1 13
complaintant 1 1
1 i 1
jijoi 1 2
Juaij 1 1
K.anamha 1 2
Lewizburg 2 3
Maonne 1 1
[uarrier 1 2
Ronceverte 1 a
runned i 1
Idh 1 1 I
L >
Previous | I ek | Suggest

Add Cloze

TOT:

This column shows the total number of occurrences of
this error. For example, if an error appears three times
throughout a transcript, this column would indicate a
three.

PREVIOUS:

This button will take you to the previous error found.
This would either be the error above the current error in
the list or the previous occurrence of the current error.

NEXT:

This button will take to you the next error found. This
would either be the next occurrence of the current error
or the next error down the list.

SUGGEST:

This button displays the normal spell check dialog. It
allows you to correct the error by offering suggestions or
allowing you to type in your own correction.
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ADD:

The Add button tells the program to add this word to the
spell checker lexicons. This means that the error is added
to the list of correct words and will not be displayed as an
error again.

CLOSE:
The Close button closes the Spelling Errors dialog.

With the cursor in the column listing of the dialog, you
can use your arrow keys to quickly highlight any error that
you need to correct. Because you can simply press the
arrow key again to skip words that you know are correct,
they do not take up your time during a spell check. The
batch check, therefore, can save you time during the final
stages of your transcript.

LEXICONS

The lexicons are your spelling dictionary entries. The
lexicons are the lists of correct spellings to which the spell
checker compares your words.

To view your lexicons:
« Press ALT + L to open the Tools menu.

« Press ENTER for Spell Checker.
« Press L for Lexicons. The Lexicons dialog will appear.
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Lexicons
Dialog

%& CAT-TIP

If you would like to
use the Lexicons
dialog to add spell
check entries, please
add those entries to
the user.tlx file. This
is the file specifically
designated for user
entries. Please note
that some entries
must be made in the
other files.
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Lexicons

Lexicons

cormect.t
Lizer
igriore. ty
gacele
szoeme. about

Action

| Exchude ﬂ

Cormect Speling

| Apply | Delete | Cloze

LEXICONS DIALOG

This box displays the files that contain your spelling
entries, the words contained within those files and the
action the spell checker should take when an occurrence
is found.

To see the words contained within a file, highlight the file
in the left box labeled Lexicons. All user defined spell
check entries should be listed in the user.tlx file. All other
files are for the software’s use. Do not be alarmed if
some files appear blank. These files may be populated
per individual transcript.

LEXICONS:

This box lists the files that contain spelling entries to
which your words will be compared. Most of these files
are controlled by the program and the spell check dialog.
If you would like to make entries, please try to do so in
the user.tlx file. Some changes need to be made within
the other files, but the majority of user entries should be
made within this file.
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WORDS:

This box shows a listing of the words contained within
the file selected in the Lexicons box. Do not be alarmed
if some files appear to be blank. This is perfectly normal.

ACTION:

The Action box tells the spell checker what action to
perform when it finds this occurence of a word. The
options are:

Auto change using corrected case: This option tells the
program to automatically change this occurrence with
the correct case. For example, the word dawn could
be automatically corrected to be the name dawn.

Auto change using original case: This option tells the
program to automatically change this occurrence to the
correct spelling and to keep the original case. For
example, if the incorrect spelling “Teh” appears in a
transcript at the beginning of a sentence, then the spell
checker can automatically replace it with the correct
spelling “The.” Note that the first letter would remain
capitalized. This option tells the program to keep the
original case or capitalization. For more information on
auto-change, please see the “Auto-correct common
misspellings” section of this chapter.

Conditionally change using corrected case: This

option tells the program to list the word you enter in the
Correct Spelling box as correct as the first suggestion
in the spell check dialog. That way, if the word comes
up and needs to be changed, you can simply press the
number one during the spell check to change it to the
correct spelling. This would be useful for example
mentioned earlier, dawn. Sometimes the word dawn 1s
used as a slang term to mean a bathroom rather than
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Lexicons
Dialog

the name. You could set a conditional change so that
the name would appear as the first suggestion offered.
This change would have to be made in the correct.tlx
file because the spell checker does not usually stop at
the word dawn. Any entries made to the correct.tlx file
will cause the spell checker to stop on those entries,
even if they are normally correct spellings.

Exclude and/or Ignore: These options tell the spell
checker to ignore this spelling. In other words, the
spell checker will assume that this is a new correct
spelling. This is useful for medical terms that
frequently appear.

Lexicons

Lexicons

correct ty
Lizer
igriore. ty
gzcele
zaceme.

Action

| Exciude j

Cormect Speling

Apply Cloze

Delete |

CORRECT SPELLING:
This box will contain the correct spelling of the entry.

To use the Lexicons dialog to add a correct word:

Highlight the user.tlx file in the Lexicons box. You may
do this as soon as the dialog appears by pressing the
Down arrow key until the file is highlighted.

Press the TAB key to place focus on the Words box.
Type in the spelling in this box.
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Press TAB to put focus on the Actions box.
Press the letter E for Exclude.

Press ALT + A to add this entry.
You may close the dialog by pressing ENTER.

AUTO-CORRECT COMMON MISSPELLINGS

Some misspellings are very common. For example, the
word “the” can often be misspelled as “teh” when the
user is typing at high speeds. Although the spell checker
will catch such a word, the appearance of this word in the
spell check may slow you down. You have to devote a
small amount of time to correcting this error. The spell
checker, through the power of lexicons, can automatically
correct this common error as well as any other common
mistake.

To add an auto-correct entry to the lexicons list:

« Press ALT + L to open the Tools menu.

« Press ENTER for Spell Checker.

« Press L for Lexicons. The Lexicons dialog will appear.

 Press the Down arrow key until the user.tlx file is
highlighted.

« Press TAB to place the cursor in the Words box.

 In the Words box, type the INCORRECT spelling of
the word you wish to auto-correct. In this example, it
would be “teh.”

« Press TAB to place the cursor in the Action box.

« In this box, select what you would like the spell
checker to do when it crosses this item. For this
example, you would select “Auto-change using original
case.” This item will not change the word’s
capitalization. For example, if I misspelled the word at
the beginning of a sentence, the auto-correct would
leave the first letter capitalized.

« Press TAB to place the cursor in the Correct Spelling
box.
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Print
Setup

« Next, type the CORRECT spelling into the Correct
Spelling box.

» Press ALT + A or click Add to add this item to your
user lexicon list.

PRINTING A TRANSCRIPT
PRINT SETUP
Print Setup
Prirker
M arne: Froperties. ..

Statuz Feady

Type: Canan 3300
“Where:  USBO0T
Cornment:

FPaper Orientation

Cize: | Letter j * Partrait

Source: |,-'l'-.ut|:. Shest Feeder j " Land:cape
Metwork... Ok, | Cancel |

Print setup allows you to select the printer and paper you
wish to use.

To use Print Setup:

» Press ALT + F to open the File menu.

» Press R for Print Setup. The Print Setup dialog will
appear.

» Click the down arrow to the far right of the Name box.
All the printers that have been installed on your system
will be displayed. Select the one that you would like to
use. If you wish to use a network printer that does not
appear in the list, press the Network button.



FINISHING A JOB

« Verify that the correct paper size appears in the Size
box.

« Make sure the proper orientation is selected. Portrait is
the normal orientation of transcripts.

« Press ENTER to accept the settings and close the
window.

PRINT PREVIEW

Print Preview shows the information that will be sent to
the printer on your screen. This preview can be used to
make sure you have the correct printer settings. It can
also show you what your transcript will look like before it
1s printed out.

When you request a preview, the preview menu appears
at the top of the screen.

PRINT:
This button will send your document, as it appears on
your screen, to the printer.

Press P to send the document to the printer.

NEXT PAGE:

This button will scroll the preview to the next page of the
document.

Press N to go to the next page.

PREV PAGE:

The Prev Page button will scroll the preview to the

previous page of the document.

Press V to go to the previous page.
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Prirt... | Mext F'age| Pres F'age| Twao F'age| Zoom |n ||—I

TWO-PAGE:

Two-page mode will display the document as two
side-by-side pages instead of the normal single-page view.
Please note that you must be “zoomed out” for this
feature to work.

Press T to change to Two-page mode. Press the letter O
to return to single-page view.

ZOOM IN:
This button will zoom in to, or magnify, the document.

Press I to zoom 1n.

Z0OOM OUT:
This button will zoom out, or decrease magnification, of
the document.

Press O to zoom out.
CLOSE:
This button will close the Print Preview screen and return

you to your normal document view.

Press C to close the Print Preview window.

FORMATTING IN PRINT PREVIEW
Answer | I]uestiu:unl I:::ullcuqu_l,l| Paren ||Ei_|,| ﬂ Edit

b arging | Page num ‘ Lire rnum | Border | Time 5. ‘ Header |

Formatting information can be easily adjusted in the Print
Preview display. Doing this allows you to see your
formatting changes before you print them out. Please see
Chapter 7 for specific instructions on using these
features.
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Print
Menu

Print Preview
Menu

PRINT AND PRINT PREVIEW MENUS

There is basically only one difference between the Print
and Print Preview menus listed under the File menu. The
Print menu will send the document straight to the printer.
The Print Preview menu will display the information that
would be sent to the printer on your screen.

To open the Print menu:

» Press ALT + F to open the File menu.

 Press P for Print.
 Press the letter that corresponds to what you would

like to print. These options will be explained in a

moment.

Prink Preview
Prink Setup...

To open the Print Preview menu:

Transcripk

Current Page
Capitalized Transcript
Reduced

Landscape Reduced
MNoteScript

Index

Steno

» Press ALT + F to open the File menu.

» Press V for Print Preview.
 Press the letter that corresponds to what you would

like to print.

Prink

Prinkt Prewview

Prink Setup...

Transcripk

Capitalized Transcript
Feduced

Landscape Reduced
Makescript

Indes

365



Chapter 8 digitalCAT USER MANUAL

PRINT OR PREVIEW TRANSCRIPT

This selection will send the entire transcript to the printer
or to be previewed. If you are previewing the transcript,
the preview will begin at the page the cursor is currently
located.

With the menu open, press the letter T to print or preview
the entire transcript.

You can easily print the current transcript from the menu
bar by clicking the button that looks like a printer.

D((@| %%(@|(@)2| B|7|U[s]a]=] ofi]=]

You can also easily preview the current transcript from the
toolbar by clicking the Preview Transcript icon.

D|=[E| &|5|@) B[ 7|U[s:|a)[=] o] i1]m]
! = =
Prink 4 Transcripk
Print Print Preview » Zurrent Page
Menu Print Setup... Zapitalized Transcript
Reduced
Landscape Reduced
MaokeScripk
Index
Skena
PRINT CURRENT PAGE

This selection only exists under the Print menu. This
selection will send only the page the cursor is on to the
printer. This will allow you to see how formatting
information, such as borders and margins, will appear.
By only printing a single page, you can also print a
corrected page without wasting a lot of paper or ink on a
full transcript.

366



FINISHING A JOB

Preview
Reduced
Dialog

With the Print menu open, press the letter C to send only
the current page.

PRINT OR PREVIEW
CAPITALIZED TRANSCRIPT

This selection will print or display a version of the
transcript in all capital letters, even if the transcript
doesn’t appear in all capital letters.

Press the letter A to print or preview a capitalized version
of the transcript.

PRINT OR PREVIEW
A REDUCED TRANSCRIPT

A reduced transcript is sometimes referred to as a mini-
transcript or a condensed transcript. It is a transcript
printed as four small pages on one page.

To print or preview a reduced transcript, press the
letter R. The Reduced dialog will appear. We suggest
that you preview the reduced transcript before printing it.

Provieew Bedgeed Transorpd

I_—_—_Tl
Trareapl Fond
Colfer Mew & =| [ Panthamrpt hasdes crimduced pagez
W g hamtn Fonied
Ter  [asir oo [oar Toe  [nmr
Bokon [qrr Boton [ e Boton [ g
Ladt |,:| [ F Cerised F Cerised
Fagit IF Fogt Fart
Ecil Humc Exc¢ Fagtm
s
= " Eads
" " pavsams
™ Pk Qupant Cancel |
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Preview Reduced Transcript

Preview
Reduced
Dialog

R e e e

| e o e e S T

Transcript Font

Courier New 8 = | [ Piint tranzcript headers on reduced pages

Marging Header Foater

TI:II:I 0&Q" Tl:ll:l 020" TI:IFI 10,60
Bottom [ 5 Bettem {0 50 Battom 14 gp-

i

Left 0 25" [+ Centered [v Centersd
Right [ 25 Font | Fart |
Edit Header | Edit Footer |
Gutter
* Side

n.2s"

W

" Top {* Print Across

" Print Diown ot

TRANSCRIPT FONT:

This setting allows you to set which reduced print font
you wish to use. Some fonts are larger than others, and
may cause the reduced print to become misaligned.
Please preview the reduced transcript before printing.

Some fonts are listed multiple times with numbers
following them. The number is the size, or pitch, of the
font. The larger the number, the larger the size.

MARGINS:

Margins are the distances from the edges of the page to
the actual document. These values control the position of
the document on your paper.
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Because the software
gives you the freedom
to move your header
and footer, it 18
possible to move them
BEHIND the reduced
document. If your
header or footer does
not appear on your
reduced document, it
may be hidden behind
the text. Adjust the
position until it
becomes visible.

Edit
Reduced
Header
Dialog

GUTTER:

The gutter is the amount of space to allow for binding or
hole-punches. The gutter should be used to measure this
instead of the left margin for duplex printing purposes.
The gutter can be set to the side of the page if the binding
or holes will be on the side. It can also be set to the top
of the page if the binding or holes will be at the top.

PRINT TRANSCRIPT HEADERS

ON REDUCED PAGES:

This setting will tell the program to show the headers that
appear on each page at the top of each page in the
reduced document. This can be used if you use multiple
headers in a document, say to denote different witnesses
or different examinations.

HEADER:

The top and bottom boxes are used to position the
header on the page. The Centered box, when checked,
will tell the program to display the reduced header
centered on the page.

The font button allows you choose in which the font the
header should appear.

The Edit Header button allows you to type in the text of
the reduced header.

Edit Reduced Header, EJ
Header

K | Cancel
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Preview
Reduced
Dialog

Preview Reduced Transcript

R e S e

| o o o e o o

Tranzcript Font

Courier New 8 +| [ Print ranscript headers on reduced pages

targing Header Footer

Ter |50 Tep 20 Tep  [1ps0
Battam [ 50 Bottom |0 50" Bottom 14,80

i

Left 075" v Centered W Centered
Right  [go5 Font | Fort |
St EdiHeader | EditFooter |
o
i L. %:;; f* Print Across

" Print Down Eonee

1

FOOTER:

The top and bottom boxes are used to position the footer
on the page. The Centered box, when checked, will tell
the program to display the reduced footer centered on the

page.

The font button allows you choose in which the font the
footer should appear.

The Edit Footer button allows you to type in the text of
the reduced footer.
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Edit Reduced Footer EJ
Edit Reduced
Footer
Footer |

Q. | Cancel |

PRINT ACROSS:

This setting will tell the program to print the pages
consecutively across the paper. In other words, page
number one would be in the upper left corner of the
paper. Page two would be directly to the right of it in the
upper right corner.

PRINT DOWN:

This setting will tell the program to print the pages
consecutively down the paper. In other words, page
number one would still be in the upper left corner of the
paper, but page two would now be directly below it in the
bottom left corner.

When done setting your reduced options, press ENTER
or click the OK button to preview or print the reduced
document. Once the reduced options have been set, they
will remain set until you again alter them.
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PRINT OR PREVIEW A LANDSCAPE
REDUCED TRANSCRIPT

This feature will print two reduced pages of transcript
sideways across a standard sheet of paper.

With the menu open, press the letter L to print or preview
a landscape reduced transcript. The Landscape Reduced

dialog will appear.
Preview Landscaped Reduced Transcript g]
Landscape
Reduced o A o A A e A A A |
Dialog

Tranzcript Font

Yerdana 9 = | [ Print kanzcript headers on reduced pages

h argins Header Foater

TI:Ip 050" TDI:I 020" TEI|:I 10.50"
Bottom [ 5" Battom | 50~ Battom | 10,80

Left 025" v Centered [v Centersd
Right  [g.25° Fort | Fort |
EditHeader | EditFooter |
Gutter
* Side

0.25"

W

" Top

Cancel

This dialog allows you to control how the landscape
reduced transcript will appear.

TRANSCRIPT FONT:
This setting tells the program which font you would like
to use for the reduced transcript.
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Landscape Preview Landscaped Reduced Transcript
Reduced
Dialog Lo S T g N G N G N O T

Tranzcript Font

Yerdana 9 «| [ Print transcript headers on reduced pages

h argins Header Foater

TI:Ip 050" TDI:I 020" TEI|:I 10.50"
Bottom [ 5" Battom | 50~ Battom | 10,80

W

Left 025" v Centered [v Centersd

Right  [g.25° Fort | Fort |
EditHeader | EditFooter |

Gutter

f* Side

025"
" Top

W

Cancel

i

MARGINS:

Margins are the distances from the edges of the page to
the actual document. These values control the position of
the document on your paper.

GUTTER:

The gutter is the amount of space the program should
allow for binding or hole-punches. The gutter should be
used to measure this instead of the left margin for duplex
printing purposes. The gutter can be set to the side of the
page if the binding or holes will be on the side. It can
also be set to the top of the page if the binding or holes
will be at the top.
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PRINT TRANSCRIPT HEADERS

ON REDUCED PAGES:

This setting will tell the program to show the headers that
appear on each page at the top of each page in the
reduced document. This can be used if you use multiple
headers in a document, say to denote different witnesses
or different examinations.

HEADER:

The top and bottom boxes are used to position the
header on the page. The Centered box, when checked,
will tell the program to display the reduced header
centered at the top of the page.

The font button allows you choose in which the font the
header should appear.

The Edit Header button allows you to type in the text of
the reduced header.

FOOTER:

The top and bottom boxes are used to position the footer
on the page. The Centered box, when checked, will tell
the program to display the reduced footer centered at the
bottom of the page.

The font button allows you choose in which the font the
footer should appear.

The Edit Footer button allows you to type in the text of
the reduced footer.
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Landscape : I
Reduced ] ?
Preview : ;
. o
PRINT OR PREVIEW A
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NOTESCRIPT TRANSCRIPT

A NoteScript version of the transcript resembles the
reduced, or four-to-a-page, version. It, however, only has
two reduced pages per page. The rest of the space is
taken up by lines used for writing notes.

With the Print or Print Preview menu open, press the letter
N to display the EcoNote dialog.
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NoteScript
Preview

Preview EcoNote Transcript g|

s T s e e e e

O Sy T Sy T S Y T CEXY

Tranzcript Faont

Arial 8 | | Print tranzcript headers on reduced pages

b arginz Header Footer

Top  [gsge Tep o2 Top  [1n50"
Baton [g50" Bottom {0 50~ Battom |10 80"
Left 025" [v Centered [v Centered
Right 0,75 Fant | Fant |
E it Header | Edtrac |

GGutter

. ~ Side
0.25 Fie

Cancel

TRANSCRIPT FONT:
This setting tells the program which font you would like
to use for the reduced transcript.

MARGINS:

Margins are the distances from the edges of the page to
the actual document. These values control the position of
the document on your paper.

GUTTER:

The gutter is the amount of space the program should
allow for binding or hole-punches. The gutter should be
used to measure this instead of the left margin for duplex
printing purposes. The gutter can be set to the side of the
page if the binding or holes will be on the side. It can
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also be set to the top of the page if the binding or holes
will be at the top.

PRINT TRANSCRIPT HEADERS

ON REDUCED PAGES:

This setting will tell the program to show the headers that
appear on each page at the top of each page in the
reduced document. This can be used if you use multiple
headers in a document, say to denote different witnesses
or different examinations.

HEADER:

The top and bottom boxes are used to position the
header on the page.

The Centered box, when checked, will tell the program to
display the reduced header centered at the top of the

page.

The font button allows you choose in which the font the
header should appear.

The Edit Header button allows you to type in the text of
the reduced header.

FOOTER:

The top and bottom boxes are used to position the footer
on the page. The Centered box, when checked, will tell
the program to display the reduced footer centered at the
bottom of the page.

The font button allows you choose in which the font the
footer should appear.
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The Edit Footer button allows you to type in the text of
the reduced footer.

NoteScript
Preview
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Create Index
Dialog
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PRINT OR PREVIEW
A WORD INDEX

Transcript Editor can automatically create a word index
for you. With the Print or Print Preview menu open,
press the letter I for Index. The Create Index dialog will
appear.

PRINT WORDS USING:

This setting controls how words appear in the word
index. The options are Lowercase, Uppercase, and First
Occurrence.

Lowercase: This option will print all words in
lowercase letters.

Uppercase: This option will print all words in
uppercase letters.

First Occurrence: This setting will print the words as
they first appear. This setting is useful for names, as
they will appear capitalized in both the transcript and
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the index. This setting, however, will cause words that
make their first appearance at the beginning of a
sentence to also be capitalized in the index.

COLUMNS:

This setting controls how many columns of words appear
on each page. The higher this number, usually the more
words that appear on the page. This is very useful in
large transcripts as it cuts down on the amount of pages
the index takes up.

WORD FONT:
This setting controls the font for the words listed in the
index.

POSITION FONT:
This setting controls the font for the locations where the
words can be found.

PAGE NUMBERS:
This button allows you to control the position and
appearance of page numbers on the index pages.

MARGINS:
The margin values control how much space exists
between the edges of the page and the actual document.

GUTTER:

The gutter controls the variable amount of space allowed
on pages for binding or hole-punching. This value can be
set to the side if binding will be done on the side. It can
also be set to the top of the document if the document
will be binded or hole-punched at the top of the page, say
if it were printed landscape.
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Create Index
Dialog

Excluded
Words
Dialog
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EXCLUDE WORDS:

Pressing this button will bring up the Excluded Words
dialog. You may add or remove words to be left out of
the index using this dialog. Use the Add button to add a
new word to exclude. Use the Delete button to remove
the highlighted exclude word.

. e
:: : ut Delete
s
Carcel
EXCLUDE PAGES:

This box tells the program to not include certain pages in
the index. This can be used to tell the program to ignore
your include files. Simply enter the pages that you would
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like to have excluded in this box. Ranges of pages can be
entered with a hyphen. Separate pages must be entered
with a comma separating them. For example, entering
1-3, 5, 14-16 will tell the program to ignore pages 1
through 3, page 5 and pages 14 through 16.

EXCLUDE NUMBERS:
If this box 1s checked, then numbers will not be listed in
the word index.

HEADER:

The top and bottom boxes are used to position the
header on the page.

The Centered box, when checked, will tell the program to
display the reduced header centered at the top of the

page.

The font button allows you choose in which the font the
header should appear.

The Edit Header button allows you to type in the text of
the reduced header.

FOOTER:

The top and bottom boxes are used to position the footer
on the page. The Centered box, when checked, will tell
the program to display the reduced footer centered at the
bottom of the page.

The font button allows you choose in which the font the
footer should appear.
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Print Steno
Dialog

The Edit Footer button allows you to type in the text of
the reduced footer.

PRINT STENO

This feature only exists in the Print menu. It allows you
to print the steno notes from a file. This feature can also
be used to print the notes even if they come from a
paperless machine!

With the Print menu open, press the letter S for steno.
The Print Steno dialog will appear.

Steno-Printing Setup @

Fage Marginz

Left g Top oo E—
Right {007 Bottom | 0.07" ——

v Print Page numbers ——

[+ Print Line Mumbers
Columnz per page |3 =
0k, | Cancel |

PAGE MARGINS:
The margins are the distances from the edges of the page
to the area where the steno will actually print.

PRINT LINE NUMBERS:
This setting, when checked, will number the lines of steno
on each page.

PRINT PAGE NUMBERS:
This setting, when checked, will print page numbers at the
bottom of each page of steno notes.
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COLUMNS PER PAGE:
This setting controls the number of columns of steno
notes that will be printed on each page.

EXPORTING TO ASCII

Transcript Editor offers a number of file formats in which
you may save a file. These formats include ASCII, RTF,
and Microsoft Word.

An ASCII file is a simple text-only file. Some attorneys
request ASCII copies of transcripts. Transcript Editor
allows you to save your file in any of numerous ASCII

formats.

To save an ASCII:

« Press ALT + F to open the File menu.

« Press “A” for Save As.

« Press “A” again for ASCII.

» You will be presented with a number of different ASCII
formats.

AMICUS AND AMICUS ZX
These formats are preferred by certain litigation-support
software programs.

Press the letter A to select Amicus or the letter M to select
Amicus ZX.

PAGE IMAGE AND SPECIAL PAGE IMAGE:

These two formats are somewhat universal and can be
used with many litigation-support and word-processing
programs.

Press the letter P to select Page Image. Press the letter E
to select Special Page Image.
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Save As
Dialog

CAPITALIZED PAGE IMAGE:
This ASCII format will save a file in ALL capital letters,
even if the file was not created in all capital letters.

Press the letter C for Capitalized Page Image.

WITH HEADERS AND FOOTERS:
This format is similar to the Page Image format, but it also
includes the transcript’s headers and footers.

Press the letter H to select With Headers and Footers.

SUMMATION:
This format is preferrred for use with Summation
litigation-support software.

Press the letter S to select Summation.

« Once you have made the selection of what type of
ASCII file to save, a Save As dialog will appear.

Save ir | S 3% Floppy (&) j £ B

File name: 19-01 -2004 1510w ednesday

Save as lype: |Page Image [*.txt) j Cancel

¢ Choose a name for the ASCII file and press ENTER.
If you would like to keep the name the same as your
transcript file, simply press ENTER.

« Once you have chosen a name, the ASCII Options
dialog will appear.
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ASCII Options ASCII Options %]
Fage Range Copies
o &IE Mumber of copies: m
™ Pages |

Enter page numbers and/or page ranges
seperated by commas. Fore example,
1.2512

Ok | Cancel ‘

PAGE RANGE:
If All is selected, then all of the pages of the transcript will
be saved as the ASCII file.

If you would like to specify pages to be saved:

» Select Pages by pressing ALT + G.

» Then press the TAB key to place focus in the Pages
box.

 Enter the page(s) you would like to save in the ASCII
box. Separate pages or ranges must be separated by a
comma. For example, typing in 1-15, 17, 20-25 would
tell the program to save pages 1 through 15, page 17,
and pages 20 through 25 to the ASCII file.

COPIES:

You can specify how many copies of this ASCII disk you
would like to save here. If you need to make more than
one copy of this ASCII file, enter the number you need in
this box. The program will prompt you when it is time to
insert the next disk.

When finished making changes to the options, press
ENTER to save the ASCII file. If no changes need to be
made to the options, you can simply press ENTER to
accept the defaults and save the file.
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Save As
Menu

EXPORTING AN RTF FILE

An RTF (also known as RTF/CRE) version of your file
may be saved from Transcript Editor. This type of file
holds a little more formatting information than does an
ASCII file. It can also be used to transfer files from one
CAT system to another, provided that system supports
RTF import.

To save an RTF copy of your file:

» Press ALT + F to open the File menu.
» Press “A” for Save As.

» Press “R” for RTF.

Save |

Transcripk
) Template |
Print » rS-Word Diocurnent
Prink Previey b Archived Transcript
Prink Sekup...
A5CII 3 .
|

« A Save dialog will prompt you to name and save the
RTF file. Choose the name and saving location of the
file.

 If any changes need to be made to the file name, do so.
When done, press ENTER or click the Save button to
save the file and close the dialog.
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Save As
Menu

EXPORTING A
MICROSOFT WORD FILE

Transcripts can also be exported as Microsoft Word files.
This type of file, unlike ASCII and RTF, holds all
formatting information. A Word file will hold your border,
page numbers, line numbers and other formatting
information exactly as it appears in your transcript. To
save your transcript in Microsoft’s Word format, you
MUST have Microsoft Word installed on your computer.

To save a transcript as a Word file:

» Press ALT + F to open the File menu.

« Press “A” for Save As.

« Now, press “W” for MS-Word Document.

Save |
Transcripk
: Template
[ew Session, .. RTE
Print M3-Word Document
Prink Previgw 3 Archived Transcript
Print Setup...
A5CII k

« The Save As dialog will appear.

 If needed, change the name or saving location of the
file .

» Press ENTER or click the Save button to save the file
and close the dialog.
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If you cannot see file
extensions, please
refer to the
“Showing File
Extensions” section
of this chapter
beginning on page
394,

392

This chapter will discuss the different aspects of file
management. It will help you organize and archive your
files.

FILE EXTENSIONS

Each time a transcript is created, a number of other files
associated with that transcript are also created.

.trn is the transcript file.

.dm is the audio file.

.stn is the steno file.

.dct is the dictionary

.glb is a global file, created if and when global
replacements are used during editing.

.bak is the backup file.

.bk2 is the second backup file.

.bk3 is the third backup file.

.tr_is an archived transcript

.dc_ is an archived dictionary

You should keep the files associated with the transcript
together. When you move one file, you should move the
rest.

WINDOWS EXPLORER

Windows Explorer is a very powerful tool that comes
with Windows. With Windows Explorer, transcript files
can be moved, copied, renamed or deleted. In addition,
Windows Explorer will quickly display the amount of free
space left on a floppy disk, an external drive or on the
hard drive.
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Windows
Explorer

Windows Explorer is such an effective tool that it has
been integrated directly into digital CAT.

To open Windows Explorer:

o Press ALT + L to open the Tools menu.

» Press W for Windows Explorer. The Windows
Explorer will open, and the contents of the digital CAT
Transcript folder will appear in the right side pane.
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To change the appearance of the files

in the right window pane:

« Click VIEW.

« Select how you would like the files displayed from:
Tiles, Icons, List and Details. The “Details” view will
display the name of each file, its size, its type and the
last time it was modified.
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Folder
Options

SHOWING FILE EXTENSIONS

Most versions of Microsoft Windows actually do not
show file extensions by default. If you would like to see
file extensions, follow these steps.

To show file extensions:

If you have Windows 98, under Windows Explorer, go

to the View menu.

If you have Windows XP, under Windows Explorer, go

to the Tools menu.

Click “Folder Options.”
The Folder Options dialog will appear. Click the View
tab at the top of this screen.

Folder Options

| General | View | Fila Types | Offine Files |

Folder wigws
You can apply the view [zuch az Details or Tiles) that

pou are uzing for thiz falder to all folders,

I Apply to All Folders l [ Rezet All Folders

Advanced zettings:

|=) Files and Folders ”
Automatically search for nebwork, folders and printers
Dizplay file size infarmation in folder bps
Dizplay simple folder view in Explorer's Folders list
[] Display the contents of system folders
Dizplay the full path in the address bar
[] Display the full path in the title bar
[] Do not cacke thumbnails
|5 Hidden files and folders
i) Do not show hidden files and folders
%) Show hidden files and folders
[] Hide extensions for known file types b

[ Restare Defaultz

Ok H Cancel ]
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New Folder

« Uncheck the box marked “Hide extensions for known
file types”

 Click OK.

« You should now be able to see the extensions on your
files.

ORGANIZING FILES

ADDING FOLDERS
IN WINDOWS EXPLORER

You can add a folder to the directory to improve your file
organization. You can place all depositions from a single
case into a folder. You can also organize all transcripts
done within a certain month into separate folders. Your
files can be organized in any manner.

To create a new folder:

« Make sure Windows Explorer is open.

« Under Windows Explorer, click FILE.

« Highlight NEW.

 Click FOLDER.

« A new folder will automatically be added to the right
pane.

« While itis still highlighted, type a name for the folder
and press ENTER.

« Ifit was not renamed right away, highlight it by left-
clicking on it one time. Press the F2 key on your
keyboard to enter the rename mode.

-
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MOVING FILES INTO FOLDERS

To move a file, click and drag the file until it is directly
over the folder you would like it to be moved, then release
the mouse button. The file will seem to “disappear” from
view, but has just been moved into its new location.

To verify that it has been successfully moved, open the
folder it was moved into. The file should be listed there.
To return to the previous display, press the BACK button
on the top far left of Windows Explorer.

MOVING MULTIPLE FILES

To select multiple files to click and drag at the same time,
hold down the CTRL key while you left-click each file
name.

If all the files are in a row, you could also click on the first
item 1in the list, then hold down the SHIFT key and click
on the last item.

Do not release the mouse button after clicking the last
item! With the button still held, drag the files to their new
location, then release the mouse button.

DELETING FILES AND FOLDERS

Simply highlight the file(s) or folder(s) to be deleted, and
press the DELETE key on the computer keyboard.
A message will ask you to confirm the deletion.
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Confinm Multiple File Delete

Confirm
Delete
Dialog
| tes | [ M ]
Upon clicking Yes on the dialog, the deleted items will be
sent to the RECYCLE BIN located on the computer
desktop.
To reinstate, or “bring back,” a deleted item:
» Double-click on the Recycle Bin located on your
computer’s desktop.
Recycle Bin -~ III
Sy
Recyvcle Bin

» Highlight the item you wish to undelete.
 Press the restore button.

Caution: Do not rely on the Recycle Bin to store deleted
items for long periods of time. It is only a temporary
holding site.

VIEW CONTENTS OF A FLOPPY DISK

To view the files that have been stored on a floppy disk:

« Place the disk in the disk drive.

¢ Click on the A: drive in the left pane of Windows
Explorer.

ﬁ 314 Floppy (A0

» The right pane will display the contents of the disk.
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Used and
Free Space

CAT-TIP

You can free up
space on your hard
drive by archiving
your files, especially
your audio files, to a
CD-ROM. You can
then remove the files
from your hard
drive.

398

CHECKING FREE SPACE

ONADRIVE

To check the amount of space

left on a drive:

 Place the disk in the appropriate drive. If you are
checking the free space on a hard drive, ignore this

step.

» Right-click on the drive you wish to check in the left
pane of Windows Explorer.

« From the menu that appears, click Properties.

» A pie graph will display the used and free space on the

disk.

Local Disk (C:) Properties @PE

gl

Type: Local Dizk,
File zpstern:  MWTFS

| General | Tacls I Hardware I Sharing_ _ SEI:uril:;,I IJul:uta_

B U:sedspace: 28.136,833.024 bytes 26.2 GB
B Free space: 11.862 667,264 bytes 11.0GE
Capacity: 239,999 500,282 bytes a7.2GH

Drive C

[ ] Compress diive to save disk space

Allows Indexing Service to index thiz dizk for fast file zearching

Diigk, Cleanup

ok ||

Canicel




FILE MANAGEMENT

1

\e0F = cat-T1iP
We recommend
saving at least two
backup copies of
your files.

FORMATTING A FLOPPY DISK

Floppy disks usually come preformatted. Follow the
steps below to format or reformat a disk. Please note that
ALL items on the disk will be erased.

To format a floppy disk:

« Place the floppy disk in the disk drive.

 Click on the A: drive in the left pane of Windows
Explorer to highlight it.

« Click the FILE menu.

 Click FORMAT.

« Choose your options and the name (label) for the disk.
You will probably only want “Quick Erase” selected if
you just want to erase the contents of the disk. If you
want to perform a full format of the disk, uncheck
“Quick Erase.”

« Press the START button at the bottom of the dialog to
begin formatting.

ARCHIVING FILES

When a transcript is complete, you want to keep copies
of the files in case you need them later. This section
discusses the different aspects of archiving your files.

COPYING FILES TO AND
FROM A FLOPPY DISK

If you need to copy files onto a floppy, it is preferable to
use the Copy to Floppy option in digital CAT’s Transcript
Editor. Please note that this feature copies a compressed
version of ONLY your transcript to the floppy disk.
Audio files are much too large to fit on a floppy disk.
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File Menu
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To copy to a floppy:

Make sure the transcript you wish to save to disk is
open.

Make sure that a floppy disk is in the drive.

Press ALT + F to open the File menu.

Press the letter C to designate Copy to Floppy.

A small status window will appear in the upper left-
hand corner indicating the progress of the compression
and copy. When this window disappears, the copy is
successful.

% 08-26-2004 1329 Thursday.t
#-8 Edit Index Farmat  Translakor
Mew
open...
Append. ..
Splie. ..
Copy From Floppy...

Copy ko Floppey. ..
Sawe
Save As »

MNew Session.,.,.,

Frint E
Print Preview L4
Print Setup...

Create audiCdepao Files

1 03-26-2004 1329 Thursdaw.krn
Z 058-30-2004 1019 Monday. krn
3 08-26-2004 1556 Thursday. trn
4 05-23-2004 1640 Mondaw. krn

Exit

To copy from a floppy:

Make sure the floppy disk is in the drive.

Press ALT + F to open the File menu.

Press the letter F again to signal Copy from Floppy.
An Open dialog will appear asking you to select the
files you wish to restore. Select the file you wish to
open and press ENTER.

The file will be uncompressed, and will then open.
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BURNING FILESTOCD

Audio files can be saved onto a Zip drive or onto a
writeable CD-ROM. They cannot be saved to a floppy
disk because of their size. Windows XP has built-in
support for CD burning. The following process will walk
you through sending a file to a CD. If you do not use
Windows XP, you will have to use a third party burning
program to send your files to a CD.

To copy a file to a CD in Windows XP:

» Locate and select the file(s) you wish to burn to a CD
from the right pane of Windows Explorer.

« Right-click on any selected file.

» Place the mouse cursor over SEND TO.

¢ Choose your CD drive from the list of locations to

send the file.

Send Ta 4 [ Compressed (zipped) Folder
Send To Cut [ Converted Dictionaries

Menu o e
R w Dieskbop {oreate shorkoub)

Create Shorbout |2 Formats

Delete | Mail Recipient

il lu Iy Documents

Rropeities i% Windce Archiver

B 314 Floppy (A0
« A “balloon” should appear in the bottom right corner

of your screen telling you that you have files waiting to

be written to the CD. Click that balloon.
Balloon z . j
Message AJ You have files waiting to be written to the CD.

To see the files now, click this balloon,
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Write these
files to CD

CD Writing
Wizard
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« A new window will open showing the files that you
have sent to the CD. THESE FILES HAVE NOT YET
BEEN PLACED ON THE CD! To write the files, you
must click “Write these files to CD” either on the left
hand side of the screen or under the file menu.

CD Writing Tasks )

,:j Wite these files ta CD
ﬁ'ﬁ Delete kemporary files

» Follow the steps of the on-screen wizard to complete
the burning process.

& CD Writing Wizard 3

Welcome to the CD Writing
Wizard

Thiz wizard helps pou write, or recard, your files to a CD
recording drive.

Type the name you want to give to this CD, or just click Nest
to uze the name below.

CL name:

Mew files being written to the CD will replace anwy filez already
on the CD if they have the zame name.

[ Close the wizard after the files have been wiitten

L MHest > ][ Cancel

OPENING A BACKUP FILE

Transcript Editor automatically saves a backup of your
files. Should it ever become necessary to open one of
these backup files, follow these steps.
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;ﬁj& CAT-TIP To open a ba'ckup file:

SSe  In Transcript Editor, press ALT + L to open the Tools
To set the time menu.
interval for  Press the letter W for Open. The Windows Explorer
automatically saving window will appear.
your transcripts,  Find the transcript that you wish to open. You will see
please see the a number of files with the same name. Highlight one
General Options that ends in .bak, .bk2 or .bk3.
secton of Chapter 2,  Press the F2 key to rename the file. Rename it
beginning on page something other than the original transcript name. The
32. file MUST now end in .trn! You must put .trn at the

end of the name!
» To open the file, double-click on it.
« The backup file should now be open.
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DISABLING DISK CACHING

In some instances, Windows XP will not allow our
backups to save. This may be because of its disk
caching feature. This feature of Windows instructs it to
save files to RAM instead of the hard drive. A power
outage, equipment failure, or computer error may cause
you to lose the file. If you have Windows XP, you will
probably want to disable disk caching in order for the
program to properly save your backup files.

To disable disk caching:
» From the computer’s desktop or START menu, open
the My Computer Icon.

s

My Carmpuker

My Computer

Local Disk + Right-click on the hard drive, usually the C drive.
Properties . .
« From the menu that appears, click Properties.

_ Hard Disk Drives

Open
Local Disk (1) Explare
Search...

Scan for Yiruses. ..

| Devices withRem| o0 nd security, ..

Sweep for Spyware
I3 WinZip »

H Farmat. ..

Create Shortout

3% Floppy (80 paname

Propetties
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» Go to the Hardware tab at the top of the screen.
 Click the Properties button at the bottom right of that
screen.
Local Disk (C:) Properties
Hardware : r———— :
Tab | General | Taals | ardware | Sharing | Security | Quata |
Al digk drives:
Mame
TOSHIBA MEA02TGAS ives
_agTE.t’-‘«I: FD-05FLIB USE Device Floppy disk...
< SONY CO-Rw CRxE30E DWDACD-R..
Device Properties
M anufacturer: [Standard disk drives)
Location: Location 0 [0)
Device Status: Thiz device is waorking propery.
[ Troubleshoat... ] [ Properties ]
[ il l ’ Cancel ]
« Go to the Policies tab on the new screen.
» Uncheck the box marked “Enable disk caching on the
disk.”
TOSHEE Meeld 1045 P rogerifes
Govwd | PoBoien |obaress | [
Policies e e
Tab e O] el o e Ter-
[ E bl i i o Bes ek
T i sosiirn] eraables male: cgoling b0 Enpeores ek peliwsars
bt s prava culsge o eourand e reght result N dals e
O SRR
:
o ][ cwen |
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STENO EDITOR

Using the Steno Editor program



Steno Editor

Steno Editor allows you to write steno, download steno
from the machine’s memory, or pull steno from a disk
without translating. The steno can then be archived and
translated at another time. This program allows you to
edit steno strokes, insert steno and even append steno
files.

To open Steno Editor:

 Press the START button at the bottom of your
Windows screen.

 Place your cursor over PROGRAMS.

« Place your cursor over the DIGITAL CAT folder.

¢ Click STENO EDITOR. The program window

Steno Editor will open.

Icon
&

Steno Editor

T it - Dl £AT e Lo

Steno Editor
Program Window
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Realtime
Options Dialog

WRITING REALTIME
INTO STENO EDITOR

Realtime writing can be done in Steno Editor. This
program can also record audio for synchronization when
you translate the file.

To set your realtime options in Steno Editor:

e Press ALT + O to open the Options menu.

» Press R for Realtime.

» The Realtime Options dialog will appear.

» Select the type of writer you have from the Source list.

» Designate the correct COM port in the Port list.

 If you would like to designate any realtime commands
to be used in Steno Editor, enter the steno in the boxes
beside the appropriate command.

» Press ENTER or click OK when done to save your
changes to this dialog.

Realtime Options

Source Braron Realtime

Part COk1 -

E diting Commandz
baove Caret Up 1 Stroke

bove Caret Down 1 Stroke

bove Caret Up 1 Page

|

|

|

Move Caret Down 1 Page |
Select Up 1 Shoke |
Select Down 1 Stoke |
|

|

|

|

|

|

bove to Top of File

tave to Battom af File

Delete Currently Selected Strokes

Inzert Strokes

Append Strokes

Bookmark Stroke

k. | Cancel
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To start a realtime session in Steno Editor:

« Press ALT + F to open the File menu.

+ Press R for Realtime.

« A Save As dialog will prompt you to save the file as a
digital CAT steno file. Transcript Editor can translate
this type of file.

« Press ENTER once a name has been entered to save
the file.

« You may now begin writing.

To start/stop audio recording/playback:

« Press ALT + S to open the Sound Sync menu.
« Press R to record.

« Press P to play.

« Press S to stop.

« Press A to pause.

To download from the machines memory or from a

floppy disk:

« Press ALT + F to open the File menu.

« Press N for New.

« Use the arrow keys to highlight the brand of writer you
have and the task that you wish to do. For example, if
you want to download from a Stentura’s memory, you
would select Stentura Download.

To append strokes to the end of an existing steno file:

« Make sure that the steno file that will receive the
additional strokes is open.

« Press ALT + F to open the File menu.

« Press P for Append.

« Choose the brand of machine and task you would like
to perform.



STENO EDITOR

To insert strokes at a specific position of an existing file:

« Make sure that the steno file that will receive the
additional strokes is open.

« Place the cursor (highlight) at the position where you
would like to insert the new steno file.

« Press ALT + F to open the File menu.

« Press I for Insert.

« Use the Arrow keys to select the type of machine you
have and the task you would like to perform.

« The program will insert the new strokes at the position
of the cursor.

Once a steno file has been loaded, you can edit the file.

 Press the SPACE BAR to edit an existing stroke.
« Press INSERT to insert a new stroke.
e Press CTRL + D to remove a stroke.

TRANSLATING THE
STENO FILE

To translate the saved steno file:

« Open Transcript Editor. You can translate this steno as
a new transcript file or add it to the end of an existing
transcript file. If you wish to add it to another
transcript file, open the target file. If you wish to make
a new transcript, Transcript Editor, when opened, is
automatically in an untitled new transcript.

« Press ALT + T to open the Translator menu.

« Press T again for Steno Source.

« When the Steno Source dialog appears, select “Digital
CAT Steno File” from the source list.
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Steno Source
Dialog

Select Steno
File Dialog

412

Steno Source E|
Source Port

Digital CAT stena file [~ Grand-ean \Writer
Output Text

e e i Tranzlation Timer  The walue iz in milizeconds. A

: lue of zero disables the timer.
2500 12

* One translation at a time

Fiealtime Backup

vz

i ! _Bowe |
Digk/Download Backup

W Transcript Folder

[ Other Location | el

Ok, Cancel |

» Once this source is set, press ENTER or click OK to

save the change.
Press ALT + T again to open the Translator menu.
Press ENTER to begin translation. An Open dialog will

appear.

Select Seikn File

Loch wr | 20 TUFHO80IE

B (-2 2N 1323 Thursdy sin
& Dp 222004 1754 Thursdary ain
® [ (- ZI0H (1346 Thirsdy sin
| 06022004 1L Thursday ain
& | DD 10T Fricksy, s
| DR 2T 1T Pricks stn

Fila resrs

Flssol B | Sl Flar[*ain)

x| = & ef EO-

« From this screen, press SHIFT + TAB to place the
cursor in the list of steno files.
« Use the Arrow keys to highlight the steno file you wish

to translate.
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» Once the file has been highlighted, a preview of the
steno will appear on the right hand portion of the
dialog.

» Look at the preview to make sure this is the file you
wish to translate. If this is the correct steno file, press
ENTER or click the Open button to load this file.

» The Translator will now prompt you to save the new
transcript. Give it a name or accept the default name of
the date and time that the program offers. Itis
recommended that you keep this default name and add
more descriptive text at the end, such as the deponent
name.

¢ When done naming the transcript, press ENTER or
click the Save button to save the document.

 Translation should begin, and you should see your
strokes being translated on your screen. Once
translation is complete, you will be presented with a
Translation Statistics dialog. After you close this

dialog, you may begin editing your new transcript.

Translator

Translator Statistics g]
Statisstics

Dialog Untranzlated Strokes

Total Strokes

[Intranslated %
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Customizing your phonetic translations
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THEORY FILE

The theory file is a very powerful tool offered by

digital CAT. When it is activated, you will see a
considerable decrease in the number of untranslates that
appear on your screen. Using this file can therefore help
to eliminate the need to create numberous dictionary
entries and it may lower your editing time.

When the Theory File is enabled and you write a word
that 1s not defined in an active dictionary, the Translator
will refer to the Theory File in order to produce a phonetic
translation. That phonetically spelled word will appear in
the transcript instead of an untranslate.

Once the proper Theory File is selected and modified,
most words translated phonetically will be spelled
correctly. Of course, there are exceptions to this rule,
such as proper names and briefs. In many instances, even
proper names will appear very close to their actual
spelling. The spell-check feature will also catch any
misspelled phonetic translations.

If you are just beginning your dictionary building, take the
time to customize the Theory File before spending hours
creating dictionary entries. You will find that the majority
of words, with the exception of briefs and proper names,
will translate correctly, and those words will not have to
be entered into your dictionary!
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Theory
Selection

ENABLING ATHEORY FILE

In order to use the Theory File during the translation

process, it must be activated, or turned on. This is done
through the Dictionary Setup window.

To activate a Theory File:

Press ALT + T to open the Translator menu.
Press D for Dictionaries

Locate the Theory box, approximately halfway
down the window.

Press ALT + U to turn Theory File on or off.
When the USE button appears pushed in and a
lighter color, the Theory File is “turned on,” or
enabled.

Press the TAB key until the ellipsis button on
the far right of the Theory box is highlighted.
Press ENTER to open the Select Translation
Logic window.

Use SHIFT + TAB to move the cursor into the
list of theories. Then use the arrow keys to
highlight the name of the logic (theory) file that
matches your steno theory.

Press ENTER to accept your choice of Theory

File, and you will be returned to the Dictionary
Setup window. The name of the Theory File
you selected will appear in the Theory box.

Theary
’7 I Use ID:'&P‘ngrams"-.Digital CATDigitext{tm). lgc

L

TESTING THE THEORY FILE

If you are not certain of the name of the Steno Theory

you learned, or would like to see accuracy of the theory
file, you may test it.
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;{%& CAT-TIP The best way t(? see how the Theory File perf(?rms is to
N turn off the dictionaries and create a short realtime
Extensive use of the transcript. Because all of the dictionaries are off, only the
theory file will not Theory File will be translating your steno.
slow down the
translation process. To test the theory file:
« Press ALT + T to open the Translator menu.

« Press D for Dictionaries.

« Press ALT + O to turn off the dictionary that is
highlighted in the Dictionaries box.

 Use the arrow keys to move the highlight down,
and press ALT + O to turn off each active
dictionary.

« When all the active dictionaries have been turned
off, press ALT + K to close the Dictionary Setup
window.

« Begin arealtime translation. (Please see Chapter 3
for help starting realtime.)

+ Check to see if word beginnings are translating
correctly, such as bl, gr, z, and n.

» Check the word endings, like -tion, -th, -st, -mp.

» Check the word endings with vowels added.

If only a few words are translating correctly, you may
have selected the wrong Theory File. Please feel free to
go back and try another one.

If most beginnings and endings are correct, make note of
the ones that need to be altered, and follow the steps in
the next section, Modifying the Theory File, to make the
necessary changes.
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LOGIC EDITOR

NOTE: If you will be modifying the Theory File, please
close all digital CAT programs before continuing.

Although the Theory File you have selected may be the
theory you were taught in school, you may have made
some changes along the way. The changes you have
implemented in your writing can also be made to the
Theory File so that it will still offer an accurate translation.

The digital CAT program Logic Editor will be used to edit
your theory file. Since the Logic Editor is a separate
program, it is recommended that all other digital CAT
programs be completely closed before continuing.

To open the Logic Editor:

» Press the START button in the lower corner of your
computer’s screen.

» Place your cursor over PROGRAMS.

 Place your cursor over DIGITAL CAT.

» Click LOGIC EDITOR. The Logic Editor Open
window will appear.

Logic Editor
Logic Editor Open E]@
Look in: |_;' Drigital CAT j £ EE-
;dDictinnaries Lﬂ SkenEd32(tm).Igc
|21 Transcripks [ﬂ StenEd{tm).lgc
I.ﬂ Digitesxtitm).lgc I.Ej StenGraf.lgc
| I.ﬂ Foniks(tm).loc
[ I.ﬂ Paclinic.lgc
| B rwa.lge

File name: |

Files of type: | Cat Theories [*lgc) | Cancel
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Logic Editor

420

« Press SHIFT + TAB to move the cursor into the list of
theory files.

« Use the arrow keys, to highlight the Theory File to be
opened. Make sure you open the same Theory File you
designated in Transcript Editor.

» Once the correct theory file is highlighted, press
ENTER to open it. The Logic Editor window will open
with the Theory File displayed.

& Digital CAT Logic Editor

Beginnings ] Endings] Fules l

Stroke Beginning Tranzlation

A

i b &dd
HE 1

v W

WR wr Edit
WH wh

P =]

PE juka Delete
FH m 4
PHE pl

EW b Search
FUE br 4
FWHE bl

E =3

EE cr

EH ch

EHE cl

EW qu

EWE v

T t

TE tr

TH th w

ag | Caticel |

There are three tabs across the top of the Logic Editor
window: Beginnings, Endings and Rules. The Logic
Editor divides the phonetic translation of steno strokes
into these three categories. To switch to another section,
use the mouse to click on the tab to be opened.

& Digital CAT Logic Editor

Beginnings ] Endings] Fules ]



THEORY & LOGIC EDITOR

BEGINNINGS

This tab contains the steno stoke combinations that can
be made with the LEFT bank of keys on the steno
machine. No vowels are included here.

& Digital CAT Logic Editor

Beginnings Tab
Eeginnings lEndingsl Rules ]
Stroke Beginning Tranglation
T S
i D Add
HE 1
W
W ir Edit
WH wh
E5) =]
IR T Dielet
2 P _ Delas |
FHE pl
Fu b
2] L |
FWHE Bl
¥ =]
KR cr
¥H ch
KHE cl
K qu
KWER v
T t
TR tr
TH th w
’Tl Cancel |
STROKE BEGINNING:

This column lists the steno outlines that can be made with
the LEFT bank of the steno keyboard.

TRANSLATION:
Under this column is a corresponding list showing the way
each steno stroke will be translated into English.

Use the down arrow key to quickly view each outline and
its English counterpart to verify that they match your
writing style. If you find an entry that does not match
your style of writing, you may edit that entry.
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Edit Entry
Window

;.2%2‘ CAT-TIP

Changes that need to
be made to the
theory file are
one-time only
changes. Evenifa
large number of
changes need to be
made, the theory file
can save you a lot of
time by translating
words that were
previously
untranslates.
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To edit an entry:

« Make sure the entry is highlighted.

 Press E to open the “Stroke Beginning and Translation”
window.

Enter, the stroke beginning and translation g|

Strake Beginning

F ............................... E Cancel

Tranzlatian

[

» Make any changes needed to the Stroke Beginning box.

» Press TAB to move to the Translation box, and make
any changes needed to the translation field.

* When the necessary modifications have been made,
press ALT+ K or ENTER to save the changes and
close the window.

Did the Entry Seem to Disappear? When a steno outline
is changed, it will be put in steno order within the list. It
did not disappear; it was simply sorted into its new
location in the list. You may press the letter S to open the
Search for Steno window to find the new entry.

To delete an entry:

» Use the arrow keys to highlight the entry to be deleted.

» Press D to delete the entry.

« A warning window will appear, asking you to verify the
deletion. If you wish to continue deleting the entry,
press ENTER. Otherwise, press N to cancel.
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Adding an Entry:
« Press A to open the blank Enter the Stroke Beginning
and Translation window.

Enter the stroke beginning and translation E'

Add Entry
Window

Stroke Beainning

F Cancel

Tranzlation

« Type in the new Stroke Beginning.

» Press TAB to move to the Translation box.

« Type in the phonetic translation for the stroke
beginning.

» Press ENTER to save the new entry and close the
window.

« The entry will now be listed in the Logic Editor in
alphabetical steno order.
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Endings Tab

Search for
Steno dialog

424

ENDINGS

To view the steno endings, use the mouse to click on the
tab entitled “Endings.” The Logic Editor will now display
the Endings page.

i Digital CAT Logic Editor

Beginnings Endings ] Rulez ]

o =

-z N

= 2 _tad |
-DZ ds

=] =

_57 == Edit

—5D ==ed

-T t

s e __ Dokt |
-TSDZ ddle

it g

—izZ ==lon m
—GD gged

—G5 gz

—=T th

—GTS ths

-L 1

-1z ls

-LD led

—-LDZ ld=

-15 l=

-1T 1t w

OF. | Cancel |

STROKE ENDING:

This column contains a list of steno outlines that can be
made with the RIGHT bank of the steno keyboard.
Further down the column, the VOWEL combinations
have been added to each right bank outline.

TRANSLATION:
The Translation column shows how each steno stroke will
translate phonetically.

This page contains many more steno outlines than the
Beginnings page. To locate a certain ending, it is best to
use the SEARCH feature.

Search for Steno

Cancel
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To search for a steno outline:

» Press S to open the Search for Steno window.

« Type in the steno outline to search for, and then press
ENTER to initiate the search.

» The steno outline that matches your search will appear
at the top of the Endings page.

« If the phonetic translation is not correct, you can Edit
or Delete the entry.

To edit an entry:

» Locate the entry to be changed by using the Search
feature, or use the arrow keys to highlight the entry.

» Once the correct outline is highlighted, press E to open
the Stroke Ending and Translation window.

Edit Entry
Wi
Stroke Ending
| m Cancel |
Tranzlation
|2

» Make any changes needed to the Stroke Ending box.

» Press TAB to move to the Translation box.

* When the necessary modifications have been made,
press ALT+ K or ENTER to save the changes and
close the window.

Don’t Forget the Vowels!
The Endings page also contains every vowel coupled with
every right bank steno outline. When an ending is edited,

each vowel and ending steno combination should also be
edited.

The vowel combinations are: A, O, E, U, AO, EU, AE,
AU, OU, OE, AEU, AOE, AOU, OEU and AOEU.
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To delete an entry:

» Use the SEARCH feature or the arrow keys to highlight
the entry to be deleted.

» Press D to delete the entry.

« A warning window will appear, asking you to verify the
deletion. If you wish to continue deleting the entry,
press ENTER. To cancel the operation, press N.

To add an entry:
« Press A to open the blank Enter the Stroke Ending and

Translation window.
Add Entry Enter the stroke ending and translation Pz|
Window
Stroke Ending
| Cancel |
T ranzlatian

« Type in the new Stroke Ending.

» Press TAB to move to the Translation box.

« Type in the phonetic translation for the stroke ending.

» Press ENTER to save the new entry and close the
window.

« The entry will now be listed in the Logic Editor in
Alphabetical Steno order.
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RULES

To view the rules used by the Logic Editor to determine
the phonetic translation, use the mouse to click on the
Rules tab. These are the basic rules used to determine
whether a steno stroke will be translated into a word,
prefix, suffix or untranslate.

igital CAT Logic Editor,

Beginnings] Endings Rules l

Left Corsonant Untransiat Consonant / Short Wowel 2 m
Conzonant / Short Wovel m Consonant / Long Yowel / ’m
Conzonant £ Long Yowel m Shart wowel £~ ’W‘
Shart Yawel [Uniranstote ] Lang Vowel / * Untranslate » |
Lang wowel IW' * / Right Corsonant ’W‘
Right Consonant IW' Short Wowel / * / Consonant ’m
Short Yawel / Consonant m Long Yaowel /™ / Consanant ’m
Long Yowel / Congonant m Consonant / * / Congonant ,W‘

Conzonant / Cansonant Urtranslate + Caonzonant / Short Yowel /7 4 Conzonant | Prefis -
LeftCongonant / Untranslate + Conzonant / Long wowel / * / Consonant | pra, v

Ok | Cancel |

Look at the rule boxes and set them to function according
to your writing style. For example, if you always use an
asterisk with a left bank consonant to indicate a prefix,
then the selection “Left consonant/*” should have
“Prefix” showing in its option box. You can modify all of
these rules to fit your style of writing.
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Arrow

Whether you are completely new to using
Windows-based applications or just need a quick
refresher on the basic fundamentals, this Windows review
should be quite helpful.

This chapter will describe the basic Windows terms, give
a general overview of the desktop tools and explain the
taskbar.

This is just a brief summary of the many Windows
features. It is not meant to replace or substitute for any
Microsoft Windows manual. For a more in-depth
discussion of any terms or techniques discussed here,
please refer to an authorized Microsoft Windows manual.

TERMS & DEFINITIONS

These terms apply when using digital CAT as well as many
other Windows-based programs.

POINT: Use the mouse to move the arrow around the
screen. When pointing to an object or word, the tip of
the arrow should hover directly over that item.

CLICK: Press the left mouse button one time when the
mouse arrow is directly over the item to be selected.

DOUBLE-CLICK: Press the left mouse button twice in
quick succession when the mouse arrow is directly
over an item.

LEFT CLICK: Same as Click.
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Scroll Bar

RIGHT CLICK: Press the right mouse button one time.
Oftentimes, a pop-up menu will appear with various
selections pertaining to the item the mouse arrow is
presently over.

SCROLL: A scroll bar on a window means there are
more items to view in the window than are currently
showing. They can be accessed by scrolling up or
down on a vertical scroll bar or right and left on a
horizontal scroll bar.

To scroll:

*  Click on either of the small arrows at the ends of
the bar to scroll the window.

*  Or click and drag the rectangular button on the
scroll bar, pulling the button in the direction you
wish to scroll.

CLICK AND DRAG: After placing the arrow over an
item, hold down the left mouse button — do not let go —
then move the mouse. You are now dragging that item
to a new location.

Release the left mouse button when the item is poised
over its new location, and it will “drop” right into place.
This feature is used extensively when working in
Windows Explorer.

SELECT and HIGHLIGHT: To select an item means to
place the mouse arrow directly over that item and
left-click.

INSERTION POINT/CARET: Terms for the cursor,

which is the blinking bar or box indicating where the
next text will be added.
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KEY COMBINATIONS

Windows utilizes key combinations to perform certain
steps and eliminate the need to use the mouse to carry out
commands.

Whenever you need to press two or more keys at one
time, a plus sign (+) will appear between the keys. For

example, ALT + F means to press the ALT key AND the
F key at the same time. Do not press the + key.

File Edit Index Format Translator Options Tools Yiew Help

When opening a menu from the menu bar (File, Edit,
Index, Format, etc.), it may be necessary to press and
release the ALT key, and then press the associated letter.
In some keyboard setups, a command may be defined as
that ALT + LETTER. If you press that key combination,
it will execute the command instead of opening the menu.
For example, in the default digital CAT keyboard setup,
ALT + O 1s defined as Open File. If you press ALT + O,
a dialog prompts you to select a file. It does not open the
Options menu. By first pressing and releasing the ALT
key, then pressing O, the Options menu will open.

MOVING AROUND IN WINDOWS

It is entirely possible to move around in digital CAT
without using the mouse. Nearly every command and
task can be accomplished with the keyboard.

MENU SELECTION

File Edit Index Format Translator Options Tools  Yiew Help

The menu bar that lies horizontally across the top of a
program lists the main menus for that application. To
open one of those main menus, two keys must be pressed
at the same time.
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Notice that each menu name contains one underlined
letter. In Windows XP, you may need to press the ALT
key to see those underlined letters. To open the menu,
hold down the ALT key and press the key that
corresponds to the underlined letter in the menu name.

Example: To open the FILE menu, press ALT + F, since
F is the letter that has the underscore below it.

SELECTING AN OPTION FROM
THE OPENED MENU

B 08-30-2004 1019 Monday.tr

=0 Edit Index Format Translator

File Menu

Mew

Qpen...,

Append. ..

Copy from Floppy...

Save

Save As k
Mew Session, ..,

Prink 4
Prink Preview 4
Prink Setup. ..

1 05-30-2004 1019 Monday krn
2 05-26-2004 1556 Thursday. krn
3 05-23-2004 1640 Mondaw. krn
4 05-24-2004 1016 Tuesday.trn

Exit

|
Once a main menu is open, simply press the key that
corresponds to the underlined letter of the selection you
wish to make. It is NOT necessary to use the ALT key
once the drop-down menu has been opened.

Once the main menu has been opened, the arrow keys
can also be used to move down the menu. Tap the down
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Margins
Dialog

arrow key until the option you wish to select is
highlighted, then press the ENTER key.

ESCAPING FROM MENU SELECTION

If the ALT key was used to open a menu and you decide
to back out from, or cancel, that operation without using
the mouse, press the escape key (ESC).

MOVING THE CURSOR FROM
ONE BOX TO ANOTHER

When there is a window with fill-in boxes, simply press
the TAB key to move from one box to another. Pressing
SHIFT + TAB will move the cursor to the previous box.

Margins [‘$_<|

Left .IZIIZI" Tap |1.5EI" k. |
Right |1.00" Battarn | 7.00" Cancel

Gutter |0.00" Apply To

" Thiz Page
' Here to end
" whale Transcript

TASKBAR

One of the many great features of Windows is the ability
to open more than one application at a time. However,
when a second program is opened, it will cover up the
first. The taskbar is a component built into all of the latest
versions of Windows that allows you to easily access the
covered programs. It is a narrow strip of icons usually
located across the very bottom of the monitor screen.
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Windows XP
Taskbar

CAT-TIP

ALT + TAB is
very useful when
there is a lengthy
pause in the
proceedings.
Another transcript
can be opened,
and you can be
working on it.
When you need to
go back to the
current transcript,
simply press

ALT + TAB.

{62/

The taskbar keeps track of the various applications that
are open, allows for switching between programs,
displays the current time, and gives access to the Start
menu.

B2\, A 10:23 AM

On the far left of the taskbar is the START button. By
clicking on the start button, any program may be started
or the computer can be shut down.

The middle portion of the taskbar is reserved for listing
programs that have been opened. Once an application is
opened, a rectangular button appears on the taskbar
listing the program’s icon and name. The button that
appears to be a lighter color and pushed in is showing
which program is currently active.

B Untitled - Digital CAT ...

SWITCHING BETWEEN
APPLICATIONS

To switch between programs that are open and listed on
the taskbar, simply click on the rectangular button that
lists the name of the application you wish to make active.
Switching between programs can also be done from the
keyboard by pressing ALT + TAB. This will bring up a
window that lists all programs on the taskbar. The last
program that was used will be highlighted. To switch to
that program, simply release the ALT and TAB keys. To
choose another program, keep the ALT key pressed
down and tap the TAB key again. The next application
will be highlighted. Keep tapping the TAB key until the
program you wish to make active is highlighted. Then
release both keys at once.
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Windows XP
Taskbar

Clock

CLOSING PROGRAMS
ON THE TASKBAR

Before shutting down the computer, take a quick look at
the taskbar. All programs listed on the taskbar should be
saved and closed before the computer is turned off to
prevent accidental loss of data.

To close and save programs quickly:

- Right-click a program button on the taskbar.

« From the menu that pops up, click CLOSE.

- If'the file hasn’t been recently saved, a dialog will
prompt you to save the file before it closes.

A PROGRAM WON'T OPEN

If you click a button on the taskbar and the application
does not open, right-click on that button. From the menu

that pops up, click MAXIMIZE. The program should
fully display on your screen.

THE SYSTEM TRAY

Located at the far right side of the taskbar is the system
tray. The clock is located here, along with additional
icons that represent various features of the computer’s
properties. We will cover the most useful ones here.

B9\, A 10:23 A

Clock

By holding the cursor over the time, a small box will
appear displaying the current day and date. You should
not change your computer time with digital CAT installed.
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Doing so may cause your current authorization code to
prematurely expire. If you need to change your time to
synchronize with that of say a videographer, please use
our TimeStamp feature described in Chapter 3. This
feature is explained on page ###.

If you must change your computer time, you may have to
call our technical support department for another
authorization code.

Speaker Icon

y .J r:l'

F-

Click once on the speaker icon and a volume control box
will appear.

Drag the bar to change the volume, or click the MUTE
box to turn the volume off.

Yolume
Volume
Control
L
[ ] mute
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Control
Wik Wipkan Wik Eey Wk ol e Wipkan
] L ]
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il v il e ] ihtm i [ idestm e
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Double-click on the speaker icon and the Volume Control
window will appear. The window you see represents the
playback volume.
To switch to the recording volume window:
« Click the Options menu.
« Click Properties.
« Click the option button in front of RECORDING.
Adjuzt walume for
Partial View
of Properties () Playback
Dialog
(%) Recording
) Other
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« Click OK. The recording volume controls will appear.

- Make sure there is a check mark is in the Select box
under Microphone. If there is not, click once in the
Select box place a check in it. Microphone
must be selected before recording can occur.

« Once you have adjusted your volume, you may close
the dialog.
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Microphone Microphone
olume Balance:
Control ﬁ) : C:E
Wolume:
Select

This icon appears on laptop computers only when they
are using battery power. By holding the mouse arrow
over the battery icon, a small box will appear displaying
the current amount of battery charge and the estimated
amount of time that charge can operate the computer.

Battery Icon

FILES

For help finding and controlling files, please see Chapter
9, File Management.
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There are a number of setup features that should be
reviewed and personalized for your writing and editing
style. Almost every function in digital CAT may be
modified to suit your preferences and/or set to perform
the same as another software program you may have
used.

Although it is not necessary to complete every aspect
listed here before using digital CAT, your translation and

editing process will be faster and easier.

The major setup tasks are listed here.

Checklist

Place a shortcut to Transcript Editor on the computer
desktop for easy access.
Chapter 2, page 20

Select dictionaries to be used for translation.
Chapter 3, page 66

Select the keyboard file you wish to use.
Chapter 1, page 6 & Chapter 2, page 40

Print Out Active Standard Key Commands
Chapter 4, page 99

Print Out Active Quick Key Commands
Chapter 4, page 99
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Choosing Artificial Intelligence options for translation
Chapter 3, page 71

Defining Sound Sync Properties
Chapter 2, page 28

Selecting General Options
Chapter 2, page 32

Setting Document Options
Chapter 2, page 41

Designating Editor Options
Chapter 2, page 43

Editing the default template
Chapter 7, page 335

Editing Paragraph Styles (Question, Answer & Colloquy)
Chapter 7, page 310

Creating Headers/Footers
Chapter 7, page 339

Create Include Files
Chapter 4, page 343

Choosing a Theory File
Chapter 11, page 416 & Chapter 3, page 75
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TOKEN AND COMMAND LIST

This appendix lists the commands and tokens used by digital CAT. Please refer to

Chapter 5 for a complete description of each token and command.

COMMANDS
TRBK (] A T F AR METERS

Ay Heyboard Command KBDCOMMAND Asvy heyboard comemand
Cap First Letter CAFWORD LASTWORD, OFF, OM, TOGGLE
Caps Lack CARPALL LASTWHRD, OFF, O, TOEELE
Captoning Blank Yideo CAPTIONBLANKEVIDED
Caplioning Mode CAFTIONMODEELOCK PASE, TRAMEPAREMNT, TOGLE
Captioning Stock CAFTIONSTOCK BTOCHT-ETOCKIO
Caplioning Style CAFTIONSTYLE STYLE1-STYLEID
LI Transmé Toggle TOGGLECI TRANSMIT
Command Mode Stick STRCHCOM A R D REDHDE
Command Mode Toggle TOGGLECOMMANDMODE
Continustion Paragraph CONTPARAGRAPH
Dafinee L ast Unirans|ate DEFMELNTRASLATE DICTI-DIETI0, LISTEURRENT
Delede Last Characier DELETECHARACTER
Delete Last Untransiate DELETELMTRANSLATE
Crelede Last Word DELETEWORD
Delefe Space DELETESPACE FIRSTEPACE, SECONDEPACE, THIRDESPACE
Delete Shroke DELETE LASTFARAGRAPH, LASTSTROKE
Chalog Tramslation DIALOGTRANSLATE TOGGLE, OM, OFF
Dictionary O DICTIO M AR FF ALLONCTS, DICTH-DICTH0, LISTCURRENT
Dictionarny Om DICTIOMARYON SLLINCTS, DICTI-DICTI0, LISTCURRENT
Diclionary Todghe DICTIOMNARYTOELE ALLDNCTS, DICTH1-DICTI0, LISTCURRENT
Dofars and Cengs 3
Dmigs CiLIkS= ALL LASTWORD
Edit Commands EITCOMMANDS ETCOMMANDS
Edit Last Unbranstate EHTUNTRANSLATE
ENTER & Bt Command Mod{ ENTERLEAVE C O MM AND
ESC & Exil Command Made |ESCLEAVEC OS] AND
Expand Quotes EXPANDOUOTES
G0 o Last Bookmank LASTEOOKMARK
G to Lagt Lintrans|ate LASTUNTRANELATE STEMNCWRIDODW, EDITORWINDOW
Hyphenate Previous HYFHERATE FIRSTEFACE, SECOMNDSFACE, THIRDEFACE
g et Page Break FAGEBREAK
Intermupted Question IMNTERFLFETEDLD
Ky Press KEYPRESS Al KEYBOARD KEY, SPECIAL KEY NAMES
Hay Shich KEYETICH ALT, CTRL, SHIFT
Key Toggle KEYTOGGLE ALT. CTRL, SHIFT
Bake Cage MAKECASE
bake Conts CENT
Bake Dale DATE
i ake Dolar DOLLAR
Bake Fhone Fuomber PFHOIMEMNUMEER
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Make S5 Mumber SEMUMBER

bake Time TinE

Open Dictionary ETHTIORC TR RY Al CHCTILHCTI0, SETLF
Parenthesis Toggle TOGGLEFAREM

Cuick Diclionary Erbry QUICKDICTEMTRY DICTH-DICTI0, LISTCURREMT
Cmsode To-pole TOGGLEQUOTE DOUBLE, SINGLE

Facord Macro MACRORECORD

Repeat Last Search REPEATSEARCH

Feplace Last Unbraneiate REFLAEUNTRAMSLATE

Resolve Last Confict RESOLVELASTCONFLICT |ENTRY1-ENTRYE

Foum Macra MACRORLMN MNUKMBER OF MACRED TO RLUM, STARTIMG WiITH ZEFRD
Save SAVE

Seroll Screen Togohs TOGGLEECROLLSCREEM

Search SEARCH

Search and Delale SEARCHEDELETE

Search and Replacs SEARCHREPLACE

EIHUIEM&T@ TOGGLEZSINGLEMMITE

Sound Sync Pause SOUMDSYHCPALISE

Saund Syne Flay SOLDEYM CFLAY

Sound Sync Record SOUMDEYNCRECORD

Sound Syne Blog SMMDEYNCSTOF

Etitch Word STITCHWORD LASTWORD, OFF, OM, TOGGLE
Togghe Alermabe Wonds TOGGLEAL TWOHRIDS

Togpgle Answeriiiness TOGGLEANSWERWITMNESS

Tadpghe Apostrophs TOGGLEAPOSTROPHE

Togghe Comma in Mumber TOGGLECOMMA

Togpghe Last O or & TOGGELELAS TR

Transpose Words TRAMSPOSE

Uge Theary USETHEDRY OFF, On, TOGGLE
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Task Token Shortcut Key in Add Entry Screen
Question Paragraph {Q} CTRL +Q
Answer Paragraph {A} CTRL +A
Colloguy Paragraph {C} CTRL+C
Centered Paragraph {P CENTER}
Continuation Paragraph [{<}
Parenthetical Paragraph [{P Paren}
By Paragraph {P BY} CTRL+Y
Bold Text {b}Text{b} |CTRL+B
Italicized Text {i} Text{i} CTRL +1
Underlined Text {u}T ext{u} CTRL+U
Subscript Text {B}Text{B} |CTRL+T
Superscript Text {S}Text{S} |CTRL+R
Symbols:
Hard Space A
Tab >
Special Tokens:
Bookmarks {iK 777}
Include Files {l 7?77}
Current Time {T}
Musical Note {\}
Lowercase Letter {l+} and {I-}
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INDEX

&

CdriVe e 5
DaK oo 392
DK2 oo 392
BK3 392
O e 392
ACt e 392
AM e 392
EID 392
SHL ettt 392
L et 392
1101 EO SO P SRR PPRUPTPPRRPRROPO 392

A hardspace toKen ..........ccoeeveereiieeriieeennne. 224
{ @COMMAND(PARAMETER)} .......... 213
{ @DIALOGTRANSLATE(OFF)} .......... 218
{<} continuation paragraph token ............. 220
{A} answertoken .........cccoeveeeeeeeeeinnnnnenn. 219
{b} boldtexttoken..........c.cceeevreeeeernnnnnnnn. 221
{B} subscript text token .............cccecueenee 223
{C} colloquy token .........ccccceeereuveerueennnnee 220
{I 77?7} insertinclude file token................... 225
{1} italicized text token ..........ccc.cceeeeunnnenen. 222
{K 77?7} insert bookmark token ................ 225
{1-} capitalization token ...............ccocueennne 226
{1+} capitalization token ...............ccccueenn..e. 226

{M} musical note token ............c.ccevveeeenne 226

{P 777} specified paragraph token ............ 221
{Q} QuestionToken ..........ccccveeeeevieeenns 219
{S} superscript text token........................ 223
{T} insert time token ...........cccceeeeeevveeennns 226
{U} underline text token ..............ccceeeeenne 222
>tab token .......coevvieiiiniiiie, 224
11.025 kHZ, MONO .....oovvveveeieiieieane 16, 30
A
2-an TESOIULION ...c.vverueieiiieiienieeieenceeee 74
ACHON ..ottt ettt 359
activating the theory file ...........c.cceevevveennenn. 75
add oo, 211, 351, 357
add & clear ......cooceevvieeniiniiiniiniccec, 277
addanew firm.......ccccoeveriieniinicnnicnncns 176
add a Quick Type command ..................... 104
add a QuickKey command ....................... 101
add a standard key command ................... 100
add an attorney ..........coeceeeveeeenieeenieennne. 177
add change word endings ............ccccuen..e. 153
add edit alternate words ...........ccccceveennnenne 157
addentry dialog .........coecveeviiienneens 259, 260
add QUICk Type ...covuvveiiiiiiiieieeiee 105
addingacommand............cccceeeviiieeniiiennnnnn. 99
adding adictionary ...........ccecceeeveuieeniieeennneen. 67
adding an entry ..........cecceeevieeeniiieenieennnne. 423
adding folders .........cccceveieiviiieiniieiniienne, 395
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adding removing text/steno ...........c.....c...... 261
adding the entry to the dictionary ............... 278
additional realtime ...........ccccceecveenieniceneennn. 81
adjusting your volume ............ccoceeevuveennnenn. 16
advanced misstrokerule...........cccccocveenneenee 72
after current word ...........cooceeeiiinienicenneene 52
allow delete stroke ..........cccceevveenieniceneenne. 50
allow duplex printing ...........cccceveveeerieeennneen. 34
allow s, d, f conflictresolution ..................... 50
ALT+TAB ..ot 435
alternate words ..........ccoceeeveenieniieiniennenns 157
amicus and AMICUS ZX ......cccveervverveenueennenns 385
answer after colloquy ..........ccccoveieiviiennneen. 78
any keyboard command..............cccccueennee. 228
APPEATANCE ...eeenevveenrreerireeerrieenreeenneens 22,53
append files .........cocveeviiiiniiiiniieee, 189
append Strokes ..........covceeeriieeniieeeniieennnne 410
appending to arealtime file .......................... 81
APPLY weeeeeeeeiieeee e 337
apply atemplate ........cccceeviieeniiiiniiennne. 337
applyall globals .........ccccceeviiinnien. 161, 163
apply globals ........ccccooviiiiniiiiiiiiee 160
apply individual globals .............c.cceeueennnee 161
apply page Style ......c.eeeviiiiniiiiniiiiieene 172
apply template ..........cceeeeeeriiiiniiiiniieene, 172
F210) 0] | (0 SRR 319, 323, 326,
330, 333, 335
archiving files ..........cccoeveveeviieiniieiniienne, 399
AITOW K@YS ..veeiiiiiiiiiiiiieeieeee 47,267

ASCIL ..o 389
AStErISKIULE ..coevveeiieiiiicceeceecc 74
attach letters ........ccoevveevveniiieniinccenes 272
attach numbers ..........ccocceeveeviinicincnnees 272
111010115 1 SRR 177
AUAIO ..o 83
audio available for current

caret position in transScript ...........cceeeueeennee. 42
audioreadback ..........ccoceeviiniiiiiiiniciene 83
AUAIO SELUP ..ot 15
audiOdepo BOXES ......oevvvveervieiniieiniieeen 42
AUAIO-SYNIC ...ttt 15
AUAOTIES .o 28
auto change using corrected case .............. 359
auto change using original case .................. 359
AULO COTTECT ..evvveenereenieeireereeeere e 27
autodump buffer ..........cccoveiiniiinin. 34
AUEOTIUSh ..o 87
auto record audio during realtime ................ 37
AULO SAVE ..t 36
auto StOP AUAIO ...eeeveveeeriieeiieeiieeeeeen 37
auto unpause audio during realtime .............. 36
auto-correct common misspellings ............. 361
automatic ApPEAranCes ...........eeeveeeruveeennnes 175
automatic INdexing ..........cceecveeevveeenueennnne 179

B

background color ........cccceeviiiniiiiniiiennnne. 21
backing up adictionary ............ccecceeerueennee 293
backspace ........cooveevviieniieiiieeeeeeee 262
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backup stenofile ..o 60 C
DaNKS ...ooiiiiiiiee e 77 CAP FILSLICHET ..o 237
batch spell check ........coooccvvvvvvviiinnnns 145,354 CapItaliZation .........ccocveeevveerniieeniieeniieeae 133
batch spell check dialog ...........ccccceeeueeenne. 355 capitalization commands ........................... 134
Dattery iCON .....eevvveeriieeniieeniieeeieeeeieeene 439 capitalization in dialogs .................vvveecere. 133
Baud TaLe ...ooenvieeieeeeeee 87 CAPUALIZE vvvvve oo 45
before current word ...........cooceeeviieeniiennnne. 52 capitalize CUrrent 1etter ..............oorrvvrvveennn. 134
DeZINNINGS ......evveeniieeiiiieiiieeeiiee e 420 capitalize entire ransCript ..................coor. 134
DIrd Cage ...coovvveeeiiieiiieiieeeeeeee e 172 capitalize frStIEter —...........rrrrrerrreeeerrns 134
DlaCK DOX wevveiiiiiiiiieeeeeeeeeeeee e 96 CAPIANZE NEXE wvvvorrrreeveeeeeeeereeeeseeee 271,282
DOIA EEXE .t 169 capitalize Whole line ............orvvvvvvvveeern, 134
bookmark add ........c.ccceeviiiiniiiiniiiiniien, 142 capitalize Whole WOrd ..........vvvvvvvvveerrn, 134
bookmark during realtime ........................ 204 capitalized page image ...........ccocceeerueeennne. 386
bookmark fiIndnext........ccoocccvvvvvveeiiiissece 142 CapS 10CK ..o 237
bookmark find previous ..................ccooeeeee 142 captioning blank video ...........ccccceeviienne 237
bookmarks ..........cccoevveiriiiiniiienneen. 142,204 CAPHONING TOGE .o 237
bookmarks dialog .........ccococcvvvvvveviiissnece 205 captioning StOCK .........eeevveerriieiniiiinieene, 237
bookmarks VIEW ..........ccoeveeviiiiniieiniinenne 143 CAPLONING SEYIE v 237
DOTdETS .....eeeiiieiiiieeiiieeieeeeeee e 308 caret document beginning ....................... 106
DOLOM ..o 14 caret document end ... 106
brand ........coceeiiiiiii 58 caret doWn oo 106
break line onhyphen ........cccccccvvvvvvvvvvvvnnnne 44 caretend of wWord ........cccceeveeniiieiienicnnen. 106
BIIES oo 297 caretleft oo 106
BUFTEL oo 63 caret line beginming ............oovveeerrsrerrveeenns 106
buffer last #lines of tranSCript ...................... 88 caretlineend .........coceeviiinieniiiiienicen, 106
BUIld ... 8 caret NeXt PAragraph ..........ooooooevrorrrrveveeee 107
UG fileS 10C wovvvvvvvviii 401 Caret NEXL SEENO ..c.vvevuveeririeieeniieereeneeenneen 107
caret NEXt WOId .......ccceevveeneenieeieeniennnee. 107

caret page doWn ........oeevveeeriieeniiieenieeennne. 107
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CATCL PAZE UP .eeeneveeenirieeiieeeireeeieeesiee e 107
caret paragraph beg .........ccoccveeviieiniiennne. 107
caret paragraphend .........c.ccceeveveeruiennnne. 107
caret previous paragraph .............cceeeueeenee. 107
caret previous SteNo ..........eecuveervuveerueeennne 107
caret previous Word .........coeceeeveueeerueeennne. 108
CareLTIZhL .oovevieiiiieiieeeeeeeeeeee 108
caret Sentence beg ........ccvevvuveervuveerueeennne. 108
caret sentence end ..........cceceereeereenneennen. 108
CATCLUP evveeiiieeiiieeiteeeiree et e e s 108
CASE SENSILIVE ..eeenereenireeiieeiieere e 26
CasEVIEW .....oeeiiiiiiiiiiecceeec e 89
CAT SOftWare .....c.c.coeveevueenieecieenieeieeneene 62
CAT SYSteM ...ceeniieeiiieeiieeeiieeeeee e 23
CATIIP oot 31, 84
CD-ROM ....oooiiiiiiiinieieniceeieeeeeeeae 3,8
COMLET ..evreenereereenieeeree st et saeeeaeees 313
center paragraph.........oocceeeveeeniieeniieennne, 117
changefont ..........ccoocueeeiiiiiiiiiniiiiniee, 170
change name of a Witness .............ccccueenee. 180
change paragraphstyle ...........ccccceeveueennne. 115
change paragraph to { A} (answer)............ 115
change paragraph to {C} (colloquy)........... 115
change paragraphto {PBY} (by) ............. 115
change paragraph to {P Paren}

(parenthetical) ..........ceevveernieiniieeniieenne 116
change paragraph to {Q} (question)........... 116
changing paragraph styles .............cccccc...... 115
changing the destination directory .................. 5

changing the dictionary order ....................... 68

checkaword .........cccevciniiiniiiiicneee. 353
check the entire document..............c..c...... 353
checking free Space .........ccccceevvveerieeennne. 398
ChEVION ...oovvveeeeeieeeieeeeeee e 89, 210
choose keyboard comand ............ccccceevneeene. 6
CIC e 85
CIC OPHONS ..eoevieieiiieeiiieeiiee e 87
CIC SEUP covvveeiiieeieeeeeeeeeeeee e 31, 85
CIC SEUP covvveeiiieeiieeeeeeeeeeee e 194
CIC Start/Stop .oeveeeeveeeeeeeeiieeeeeeeieeee 194
CIC transmit Start/stop ........ceeeveuveerueeennne. 194
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