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Learn About The Blue Mango Learning
Systems Documentation Methodology

Docs that Rock

We take a very simple and pragmatic approach to creating, using and updating documentation.
We use this methodology for creating:

+ Customer support documentation
* Process documentation

The methodology is very easy to follow and delivers instant results by increasing the efficiency
of your organization.

We have created a mini site that contains articles and videos outlining our approach to creating,
using and maintaining documentation. You can find it here:

http://docs.bluemangolearning.com

Additional Information on ScreenSteps & ScreenSteps Live

To learn more about the Blue Mango Learning Systems methodology for customer support and
how to implement ScreenSteps in your organization we invite you to browse some additional
resources which include articles, ebooks and webinars:

http://www.bluemangolearning.com/customer_support/
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@SCREENSTEPS
Creating a Lesson

Learn how to create a lesson using ScreenSteps 2.

Select New Lesson

A S 9 R O®

Mode Export Share Mew Le / nect

LIBRARY: ScreenSteps @ Commenting on an Existit

Tags: forums, zendesk

El Lessons

MAMNUALS @ Uploading a Lesson to a .

Tags: forums, zendesk

E| Creating Word Templates B
@ New Features in Screens

Tags: Getling Started, ScreenSte

E| Customizing HTML Temp... B'

E| Inteqgrating Screensteps L... 'B'

e N S N

To create a new Lesson, click on the New Lesson button.

Edit Lesson Title

® ™. 0 ® B

Step  Capture Clipboard Inspect Check Spelling

‘ @ Untitled Lesson

A new lesson will be created and opened for editing. Click on the lesson title to edit it.
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Capture Clipboard Inspect Check Spelling

Capture Images/Create Steps

|
o o ScreenSteps Pro - Screen!

F B 0 & B

Step Capture Clipboard Inspect Check 5pelling

@ My Lesson

o Tags: Add Tag

There are several ways to create new steps:

—

. Click the Step button - this creates a blank step.

2. Click the Capture button to capture a screenshot and create a new step. You can also open
the Capture Palette by clicking on the arrow next to the camera.

3. Turn on the Clipboard Recorder. Any image you place on the system clipboard will be

added to your ScreenSteps lesson.
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Add Some Text

Add Step Title ﬂo/

=

u BECOME A CUSTOMER VISUAL COMMUNICATION PRODUCTS
SUPPORT SUPERSTAR

= —
N &} ScreenSteps Desktop
MDIMII::.“. s Inu:::-mﬂ-'lﬂ il visand docurmands in e mnfter of
Customar Support Process
Wa Bl prapased & collictan of
Tl will beach P i imprens [T ] and -

e e et 1 ol e E ScreenSteps Live

» Cronte docurnentston i ks tme A cornpiese soldion for bulding visusl knowisdge basos.
o [6cradi Coslomr fupport regubEst Comiknes the suthorng powr of ScreenSieps Doskiop wiha

to crmale, paste and dhiibute vausl kaosdslins Dese,

» Inpreasn cussires eilefacton and minotgy stoston

LATEST NEWS

Here you can see that | have captured an image. A step has been created. You can add a step
title (1) and/or step instructions (2). Just click on the fields to edit them.

ScreenSteps 2.9 Page 10



@ SCREENSTEPS

Annotate Images

Add Step Title

[ 1]

ﬂ BECOME A CUSTOMER

ﬁ SUPPORT SUPERSTAR
Free Resources for
Improving Your Software
Documentation and

Customer Support Process

* prapered a collection of articles, videos and webinars
wil Beach you bow b improve your custamer suppart and

documantabion processes. This informetion will halp you;

+ Creats documentation in less tma
= Decragse customer sUDport raquests
# |nocreasa customers satsfaction and technaology adoption

Go to our Customer Support/Software p

Documentation Resource Center

Select an image by clicking on it.

x = O O A A

Spelling | Select Crop Line | Rectangle Owval Sequence Text  Blur

You will see the image annotation tools appear in the toolbar. Select the tool you want to use
and draw on the image.

Adjust Annotations

* Th. O 7 E

Step Capture Clipboard Inspect CZheck5pelling
LI

@ My Lesson

o Tags: Add Tag

Open the Inspector palette to adjust the color, thickness and other annotation parameters.
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+ Create documentation in less tma
« Decrasse cusiomer support requasts
« |noreass customers satsfaction and technology adaoption

Here | have used the rectangle tool.

Saving and Other Stuff

rd '@at&s o | I

HTML Temp...

o

Step  Capture Clipboard Inspect Check S

@ My Lesson o

- Taﬂ

Don't worry about saving. All of your changes are saved as you make them. Some additional
things you might want to do are:

1.

2.

vk w

Export the lesson to HTML, PDF, to your own blog/wiki, Word (Pro only) or to ScreenSteps
Live.

Share the lesson using Clarify-it.com or by copying it to the system clipboard as HTML or
PDF.

Add tags

Enter a description for the lesson

Go back to the Lesson Library (that is where you can see all of the lessons you have created)
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@SCREENSTEPS
Key ScreenSteps Concepts

This lesson will introduce some key ScreenSteps concepts to you. Understanding these
terms will help you get the most out of ScreenSteps. ScreenSteps is a somewhat
"opinionated" application. It really is designed for doing a very different type of
documentation than what you may be used to. While you can use ScreenSteps any way
that you would like, following the tips in this lesson will make your lessons more readable
and easier to update in the future.

The Library

Sheer REIIREEILINY 'Iur Blad fed l

& Learn About The Bloe Manga Learning Systems Cuslomer Suppor! Methodaogy

& Uploading HTML Lessans 1o Your WMobie Me or Mac Sile

& Craalag Tulonals of ScresnSleps

wprabng Serees e
- & Addieg Login Credentals vs a Chpbedrd Templaps

& Selling the Maxmum Height'sidih for Step Images Vead, Faxg 3 2t

& Wnat |z an HTML Templaxe? Tua, fuxg 24,3

Tags: HTML Trmpbiss

- E"G*'r{l ..IIDIJBTE' a Mintiouch page ahar making changes 10 8 lesson E L L
- E-n::w %0 insar A ScroanSiops lesson inte an exising Mindiouch page =
- E-Ir.w-m craate & page in Mindiosch using 8 SoreanSeps leeson

& Adding ScresnSieps HTRL Cunput i a RApIIWaawar Pags

- r.:IFplng.- ng ScreanSwmps Lva caniant within a Salestorcs @k

@ Cusiomizing th halp link for & SafasForce pags

All lessons in ScreenSteps are stored in a Library file. A library is just a collection of ScreenSteps
lessons. There is no organization to it. You can't output a PDF or HTML version of your entire
library. All it does is automatically save your lessons so that you don't have to decide where to
save them on your hard drive. You can create as many libraries as you would like or just one.
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A Lesson

@ Cropping Images
D | B Tage { Ciop 06 Scmendimn 5 0
WMANLALS

This lessan wil show you Faw 1o Crop images is ScreenSieps.

Salect thia Image You Wish to Crop

L&
]
i ScreanSteps Desktop Makes Visual Communication Easy

By SIRamnng (e DroCeds 0F 00N MApeS I y0U COMITLRIIONG, SCreanSu0s neiDs wu
Communcais maes information in es Sme than sy other ool svalabis. SorssnGiepe b peciect
e

LEF

|
m
|
A -
A =
H.
|
]
2|

= THCh MO provdng Bieers 1D UNDTEY QM R —
u Ay NI QU SLDEVE B :__:

& Abngoe sEring v 10 your srices - = "'I'

4 & Bwsirens i nands in Fain your smpcyeas =t e

& Afrin whe v Pl i (Ehes & s § T

-t

ScrasnGings will ol Aoning tha Wiy jTU COMmUnicris.

Llok oo e insos vou sanl ks Sins.,

A Lesson is a single document in ScreenSteps. It can be exported to any format that
ScreenSteps supports, such as HTML, PDF or ScreenSteps Live.

A typical lesson should be between 3 and 20 steps. Occasionally you might write a lesson that
is longer than this, but that should be the exception, not the rule. Lessons that are longer
become laborious to read as well as update.

Most ScreenSteps lessons should focus around completing a single task. An example might be
“Adding a Table of Contents”. The more focused the title the better the resulting lesson.
Lessons such as “Configuring Application Preferences” generally become tougher to write in
ScreenSteps because they are somewhat vague. ScreenSteps works much better if you are
creating a lesson titled “Setting The Default Output Folder in Preferences”. The action is more
concrete and lends itself to a step by step guide approach which is exactly what a ScreenSteps
lesson is geared for.

By focusing on a task based approach to your documentation you will find a few things:

You will write many more lessons.

Your lessons will be much shorter.

Your lessons will be much easier to write.
Your lessons will be much easier to update.
Your lessons will be much easier to read.

Lhwpn =
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Tags

-

Mode

LIBRARY: ScreenSteps @ Key ScreenSteps Conc

Tags: 2.1, 2.5, Getting Startec

e @ Creating a Lesson

Tags: 2.5, Creating a Lesson,

@ Commenting on an Exi

Tags: forums, zendesk

Sl s @ Uploading a Lesson to
Basecamp Tags: forums, zendesk
Elog _ :
@ New Features in Scree
= T Tags: Getting Started, Screen
Chapters
@ Sharing a lesson with &

Tags: ScreenSteps.me

Clipboard Recorder

Creating a Lesson

@ Adding ScreenSteps.m

Tags: MaiChimp, Screenstep

Crop

Drafts

Tags are simply a tool for organizing and finding your lessons in your library. You can't export a
tag as a PDF or HTML file. Think of tags as basically categories for lessons that you create. A
lesson can have as many tags as you would like.

You must be in "Tags Mode" (1) to view a list of the tags in your program. As you add tags to
your lesson they will show up in the Tags list (2).
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Manuals

s Chapter  Mewlesson  Inspect  Lesson Palems LB Al Lesrons

LIERARY: ScreanStepi Overdioe

LesaaT
ﬂ Tua, Aug 24 2010 1

& WWhal is an HTML TemglateT

Tass: HTML plaies, SereenSmes 2
Jne Screensieps Templates Folder
& The Anatomy of the Tempiate Fie @

InstalingShiaring Templales

MAHUALS

-~

BCustomizing Templates

& Seitng the Maomuom HeightWidih for Siep images

Changing i Tax Encoding of Cutpul

':|L"ﬁ'|'\' :E-ﬂ | -GE'I a Step Image To Appear Balaw the Step Instructians?

FHow Do | Add ;Rn Image Border When Exparling To Bleg?

How 1o Add Whatewar Font You Want b Your HTML Template

':IL"M'\' EIZI- | '\'l-aKE The Image Appear To the Lef of the Test in an HTML Template?

Customizing Lessen MNavgabon Links in kanual Tempiales

3

Manuals are created from multiple ScreenSteps lessons. Use a Manual to organize all of your

(hopefully short) ScreenSteps lessons and then export them as a PDF, HTML or Word files

complete with a table of contents (manual export is only available in ScreenSteps Pro). Manuals

can also be exported to ScreenSteps Live.

You must be in "Manuals mode" (1) to view manuals that you have created (2). When you select

a Manual, it is displayed on the right (3).

ScreenSteps 2.9
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Anatomy of a Manual

Overview @ T Dratt
1.Nhal is_an HTML Template?
o @ Thc BETEI.:nlStcp's Templach Folder
L The An:':lton_w of the _Templlale Flle
Customizing Tempiates

@ Setting the Maximum Height/Width for Step Images

@ Changing the Text Encoding of Quiput
@ How Can | Get a Step Image To Appear Below the Step inst...

@ How Do | Add An Image Border When Exporting To Blog?

e

@ Customizing Lesson Navigation Links In Manual Templates
@ Using Image Zoom in Templates
@ Creating an XML Template

B Pamaina Tha | asean Nassrindian Eram tha Tahla Af Mastants

A Manual contains two types of elements, Chapters (1) and Lessons (2).

Chapters are just groupings of lessons. Nothing more. You can give a chapter a title but that is
it. The chapter title will be displayed in the table of contents.

Lessons are just the lessons from your library that you have added to the manual. To add a
lesson to a manual it must be in your library.

Packages

The final concept for this lesson is that of a Package. A package is simply a means of moving
ScreenSteps lessons and manuals between libraries or backing up a lesson or manual to a
single file. You can export a single lesson or a full manual (pro only) as a package. Packages are
the method you should use to share ScreenSteps lessons with other users of ScreenSteps if you
want them to be able to edit those lessons.
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Display Overview

This lesson gives a brief overview of the ScreenSteps 2 display.

Main Screen

B o a
Hiw Lesson  Inspee ELEEE 21 Lessons Last Modified

W Ry SCreen3leps Concepls Wion, How 10, 2010 120 AN ]

NS

& Crealing a Lesson

& Commenting an an Existing Zendesk Forum Past
r "

W Uploading a Lessaon o a Zendesk Forum e, Mo B

W MNew Fealures in ScreenSieps Z2.8.7 o

& Sharing a lessen with ScreenSleps me

& Addin nSteps me content 1o 8 Campalgn in MailChim
& Copying HTML templates to your clipboard
@ Using ScreenSieps.me with Basecamp

& Using the Blur Tool . K 4, 3010 04 PR

cocfleBococrocconooncbe

& Configuring a Zendesk Wab Export Acoount

W Configuring Screensieps.me T 1 FEL. B

The main screen is divided into four areas:

Toolbar

Search

Library and Tags List
Lessons List

PwnN~

Selecting a Tag from the left (3) will display the lessons for that Tag to the right (4).

Note: The tags (3) will only appear if you have tagged a lesson. When you first launch
ScreenSteps this list will be empty.
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Modes

= -,

L 2

Mode Export

LIBERARY: ScreenSteps

Two view modes are possible, Tags and Manuals. Manuals you create by manually dragging
lessons into an outline. Tag listings are automatically created as you tag lessons.

Tags

= >,

Mode Export

LIBERARY: ScreenSteps

Annotations

Basecamp

Blog

The tags view will list all of the tags that you have added to lessons you have created. The
number of lessons in the tag are shown to the right.

You can also drag lessons from the list onto a tag to add that tag to a lesson.
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Manual Display

Ovarview

@ The ScreenSteps Templates Falder

& The Anatamy of the Template File

& Installing/Sharing Templates

Changing the Texi Encoding of Cutput

How Can | Gel a Siep Image To Appear Balow the Siep Insireciions?
How Do | Add An Image Border When Exporting To Blog?

[—|:}‘ﬂ' I.O_.q-m‘l_ Whatever Font You Want fo Your HTML Template

v How Do | Make The Image Appear To the Left of the Text in an HTML T

Cuslomizing Lessen Navigation Links In Manual Templates

& What is an HTML Template? e : :

@ !

Drah

———————————————————

If you have a manual selected (1) you will see the chapters (2) and lessons (3) for that manual to

the right. Chapters are just a way of organizing lessons inside of a manual.

ScreenSteps 2.9

Page 20



@ SCREENSTEPS

Viewing a Lesson

9—~%F T™- 0O
Mode Export 3 we  Captare  Clipboard ert  Check Spelir
LIBRARY: ScreanSilaps @ Gmpping ||.|.|agas

ScreanSteps Desktop Makes Visual Communication Easy

By BTSN T EROCaRE O BOCNG M 1 L DOFMUNEAGNS, SorearSmm hEps y
COMMURCALE Sons Fiormaton in s ima thiss any oher o] avalibe. ScreanGiegs & Deriect
o

+ Tach suopon providng answess io customes questons |

« An rerurCice guiting sucenis. miong ———

+ A Daoggar ADOING VELAR 10 YO Brticks

v A busstees st S e B e BMOEL

o Ay i D T 8 BEls & werth & Bousand
Lo

s ——

ScreanShops will revoiution s the way pou coOmMmunCEie.

eoeboloocoolloccncennl

By clicking on a lesson you will open the lesson for editing/viewing. The screen is divided as
follows:

1. Lesson title
2. Lesson description
3. Lesson steps

Lesson Steps

Q&Im:t Crop Tool

am CaraanCltance | iva Inta Vaar ©

(C100% ~

ad slep lext
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The Steps are setup as follows:

1. Step Title

2. Step Instructions
3. Image

4. Image Tools
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How ScreenSteps Deals With Large Images

ScreenSteps provides a couple of settings that can help in working with large images.

Scaling Images While Authoring

Download a Free 30-day Trial of Scre
Standard/Pro

St S B s ] B3 CH IO v Seai’ Db

B ke
]

i, Eoewere
i ing hossin daiuments, Dog posh, sl sk sng iy BTN

e ulility for both Mac and Windows. You can now:

re you take il
esize il 200

-~ 250
Q"
ratures as well as why using your capture hishmsefs such
Custom Value...

Scale to Fit Constraints In Preferences

Scale Annotations

When you work with ScreenSteps you will notice that after you capture an image it appears to
be smaller within ScreenSteps than it was when you capture it. Because the content are of the
formats you export to are often smaller than the screenshots you take, ScreenSteps can scale
your screenshots to fit within a predefined width while authoring. By doing this, your annotated
image will not need to be scaled when exporting. This results in crisper annotations.

The percentage that an image is scaled by appears right below the image in the authoring
environment (1).

You can change the percentage at any time by clicking on the arrow next to the percentage.
This will display the menu of options for scaling (2). For more information about this menu
please see this lesson.

Note: ScreenSteps will always store the original image you capture. Scaling only occurs while
authoring and exporting.
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@ SCREENSTEPS

How ScreenSteps Determines How to Scale Images You
Capture

HotKey: 2 ) W Command # Enable lesson status
™ shife Reveal Files After Export
["] Option

] Control ™| Scale Images on Capture {original copy is stored)

Max Width: 560
[T Create Lesson If No Lesson Is Open =it

Max Height:

[ TSync Image Mames to Step Titles

] Compare manuals to ScreenSteps Live when first of

ScreenSteps has preference settings that allow you to automatically scale all images you
capture to a specific width and height. By default, ScreenSteps will scale all images that are over
560 pixels wide. If you prefer to always have your images appear at 100% of their actual size
then you can uncheck the checkbox for the "Scale Images on Capture" preference.

Scaling Images When Exporting

{Lessun Manual = Blog Cliphuard}

Templates | _
Basecamp Font Family: | Lucida Grande, Lucida, Ve... 7
seCode Image Format: | JPEG 14

Blog HTML Neutral

Blog HTML Styled JPEG Quality: =———3—— 85/100
Conliuence Position Image | Above & Instructions
MindTouch

MindTouch (Insert Into ... Max lmage Width: | 560 _

e

Textile (v =

ScreenSteps may also scale your images when it comes time to export.

For PDF output an image will be scaled if it is too wide to fit in the available width. The height is
sometimes scaled to make the image fit on the page as well.
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For Word output, the full image is included and the editor you use to view the document will
provide any necessary scaling.

When using an HTML template to export, the Maximum Image Width setting for the template
you export with is used. As you can see in this picture, the maximum image width for this
template is 560 pixels. If you have any images in your lesson that are wider than 560 pixels then
they will be scaled to fit within 560 pixels. An HTML template can specify that the full-size image
should be included as well. In this case ScreenSteps will also include the full size version so that
the user can click on a link to view it.

So why does ScreenSteps allow you to scale images during authoring and exporting? The
reason is that if you scale an image during export then the image annotations will be scaled as
well. The annotations will not be as large as they appear in the ScreenSteps editor and scaling
can result in annotations that are not as crisp as they would otherwise be if they had not been
scaled.
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Registering ScreenSteps With a Serial
Number

Open Registration Dialog

dow B

View Online Manual
Visit Forums
Email Feedback

Welcome to 5creenateps

steps 2 Learn About 5creen5teps Live
Create A ScreenSteps Live Account

l‘ i a EE[] =1

Register ScreenSteps

To open the registration dialog select the Help > Register ScreenSteps menu item.

Enter Serial Number

;M r Register

¥ w» @ 2B & By S

| — | o #
General  ScreenSteps.me  Web Export  Word Templates  FDF Templates  HTML Templates  Register

| Serial Number | ScreenSteps Live Account |

o Vigit Qur Web Store

Serial #:

Screensteps Pro (Trial)
| | .\ r
. Modify |

Enter your serial number in the Serial # field (1). The Register button will activate when you
have entered a valid serial number.
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Register

Ve =
X °Thank you for purchasing ScreenSteps. We love to hear LE ;’x-
: H

General  Scree from our customers s0 don't hesitate to contact us
with questions or comments. Just look in the Help
menu for "Email Feedback”.

OK

-

Serial #: )

e Registered as: Screen5teps Pro

b
TR T e
. Modify

After clicking the Register button a thank you dialog will be displayed (1) and the license type
will appear below the serial number (2).

Note On Upgrades

Register

* - » i T A

General  ScreenSteps.me  Web Export i I l.eéumr

Upgrade Serial Number

The serial number you entered requires you Lo enter a valid
screensteps 1.x serial number, To finish registering Screensteps
please enter a ScreensSteps 1.x serial number and click "Register”.

Serial = | ¢  Screen5teps l.x Serial £ B
(2]

Cancel g

p A

. Modify :‘ (Rugi:lag

If you are upgrading from ScreenSteps version 1 to ScreenSteps version 2 then an Upgrade
Serial Number dialog will appear after clicking Register (1). You will need to enter your version

1 serial number in the provided field (2) and click Register (3) in the Upgrade Serial Number
window to complete the registration.
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Registering ScreenSteps With a ScreenSteps

Live Account

If you have a ScreenSteps Live account that includes desktop licenses then use the

following steps to register your software.

Open Registration Dialog

View Online Manual
Visit Farums
Email Feedback

Welcome to 5creensteps
steps 2 Learn About ScreenSteps Live
Create A ScreenSteps Live Account

hase EENSTED
oW to ¢l

Register Screensteps
Wish to Crop

To open the registration dialog select the Help > Register ScreenSteps menu item.

ScreenSteps 2.9

Page 28



@ SCREENSTEPS

Select ScreenSteps Live Account and Enter Information

2Tee Register

e e - 1
Y w» wo@ £ a2
General  ScreenSteps.me  Web Export Register

Serial Number  ScreenSteps Live Account |

e Sian for Screenst i it
b

Server: | |

example: bmis. screenstepsiive.com

User Name:
Password: '

Select the ScreenSteps Live tab (1). Enter your ScreenSteps account information (2) and then
select Register (3).

NOTE: Registering your software using a ScreenSteps Live account will automatically create a
Web Export account with your ScreenSteps Live information if one does not already exist.
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Upgrading from ScreenSteps 1 to
ScreenSteps 2 Pro or Standard

This lesson will show you how to upgrade from ScreenSteps 1 to ScreenSteps 2 Pro.

Get Upgrade Key

If you already have an upgrade serial key then skip down to the "Register ScreenSteps" step in
this lesson. If you don't have an upgrade serial number yet then you will need to purchase one
through the upgrade store.

Visit the Upgrade Store

ano Purchase Blue Mango Products

[Ez] | + | §F hup: ffwww bluemangolearming.com/stores. html

SCREENSTEPS UPGRADES

Here you can purchase upgrades to ScreenSteps Desktop. You can upgrade form version 1 to
version 2, or upgrade from ScreenSteps Desktop Standard to ScreenSteps Desktop Pro.

Purchase a ScreenSteps upgrace

DEUVNI 1ITINK TN /Nl iDeEe

You can click on the Upgrade Store link from our purchase page or just go here.
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Select Upgrade Type

L
bluemangoy)
| PRODUCT CATALDG
SereenSleps Standand 1.x bo 2.x Upgrade — £14.95 Fa = ~

A Usprade from ScreenSteps version 1 to ScreenSieps 2 Standard. IMPORTANT: Yeu must have your ScreenSteps 1 lcense key
available when you register the software ac the boonse key you receive with thic purchase is only valid for upgrading users.

ScreenStope 1.x to 1.k Pro Upgrade — 24,05 . —

R | Uearsde from Soreenbbeps wersion 1 bo Soreenbiope 2 Pro, IMPORTANT: You must Bave your Screenbieps 1 license koy
oL available when yau register the soltware as the Ecense key you reteive mith this purchase is anly valid far upgrading users.
Erom Ly
SereenSleps 2.x Slandard ke 2.x Pra Upgrade — $20.00 Fa by ™

Usgrade from SereenSless 2 Slasdard o Cereeathens 2 Pas. IMPORTANT! You must hive yeur Gerseatheps 3 losase by
avallable when you register the softsare ac the koense key you receive with this purchase is only valld for upgrading users.

Wi el
Ereim| 2

EBorgenBlops Upgrades Web Rtara: powered By eholleraty

Select the upgrade you would like to purchase. Make sure that you purchase an upgrade from
ScreenSteps 1.x if you have a 1.x license key.

Register ScreenSteps

dow GG

View Online Manual
Visit Farums
Email Feedback

Welcome to 5creensteps
Steps 2 Learn About 5creenSteps Live
Create A ScreenSteps Live Account

ow to ci Register ScreenSteps

Wish f_"

Once you have an upgrade serial number you are ready to register ScreenSteps. Select Register
ScreenSteps from the Help menu.
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Enter Your New Registration Key

| Serial Number = ScreenSteps Live Account |
o S

Serial #: ]

( Modify j] ": Register

Unregistered

Enter the serial # that you just purchased for either the ScreenSteps 2 Standard or Pro upgrade.

Select Register.

Enter ScreenSteps 1 Serial #

OO0 Register

Bl o

The serial number you entered requires you 1o enter a valid
ScreenSteps 1.x serial number, To finish registering ScreenSteps
please enter a ScreenSteps L serial number and click "Register”.

Serial # ScreenSteps 1.x Serial #:

(1)
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You will be asked to enter your ScreenSteps 1 serial number. Do that and click on Register.
You will see a dialog confirming that registration was successful.

Be sure to keep both your ScreenSteps 1 and ScreenSteps 2 serial keys in a safe place in case
you need to install ScreenSteps on another system someday.
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Capturing Images Using the Global Key

Command

As of version 2.8.7 you can assign a global key command to capture images into

ScreenSteps on both Mac OS X and Windows.

Open Preferences

bl ol File  Edit  Less ScreenS5teps Pro - ScreenSteps Library

Z: 8 Lesson Format Wiew ‘Window Help

IJndo Chrl+2
. Fed Crrl+5hife+2
Services - o
. Cuk kel
H!de ScreenSteps _EﬂH ® I Copy Chrlaec
Hide Others & H o Copy Lesson to Clipboard 3
Show All ®  paste Chrl+v
. Paske Without Formattin
Quit ScreenSteps 260 0 8
"~ _ Delete
| Creating Word Templates < C celact Al Chrlea
R : = —
Customizing HTML Tem... () Split Step at Insertion Point Chrl+Ale+ShifE+1
Integrating Screen3teps L... 'B' . Find 3
Check spelling. .. Chrl+;

Publishing to Blogs & Wikis (E

Screensteps 2.1

Set a Hot Key

X = W I

General  ScreenSteps.me  Web Export  Word Ten

Hot Key: | 2 W Command
W shift
1 option

1 Contral

E Create Lesson If No Lesson Is Open
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Enter the key you would like to use as the hot key and check off any modifiers you would like to
use. On OS X the default settings are command + shift + 2. On Windows the default settings
are control + shift + 2.

Capture To Your Heart's Content

Now, if you have ScreenSteps open you can hold down your key command (command + shift +
2 in my case) and the image will automatically be captured into ScreenSteps. If you don't have a
lesson loaded a new lesson will be created for you.
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Using the Capture Tool

ScreenSteps 2.8.7 introduced a brand new capture tool that helps streamline capturing new
images and replacing existing images. The same features are provided on both Windows
and Mac OS X.

Capture Feedback

@ E Space bar changes capture mode
"1 "R"shows previous capture areas

k  "C"hides the cursor

The Capture Feedback window provides information about the current capture session and
spells out the shortcut keys you can use to access certain features.

1. The space bar toggles between window capture and area capture mode. In this screenshot
window capture mode is active.

2. Pressing the R key cycles through your capture history. As you press R, previous rectangles
that you have capture will appear. Hold down the Shift key while pressing R to cycle
backwards.

3. Press the C key to toggle the visibility of the mouse cursor. By default the mouse cursor will
be hidden but ScreenSteps will remember the last setting you used each time a new screen
capture session begins.
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Capturing Windows

i_" Space bar changes capture mode
[] '"R"shows previous capture areas
k  "C"hides the cursor

File and Folder Tasks

I:q Rename this file

G Priove this File I
D gy this file =]

i Fubleh this fil b s
ek

IE sy 32

"'_"I E-madl bhiz il
x Dosbite bhis fie

Dther Places

In window capture mode the window under the capture cursor will highlight (1). Clicking or

pressing the enter/return key will capture that window.

You know you are in window capture mode when the window icon is visible (2).

Tip: You can switch to area capture mode by clicking and dragging the mouse. ScreenSteps will

automatically exit window capture mode and begin drawing a capture rectangle.

ScreenSteps 2.9
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Area Capture Mode

-\~ Space bar changes capture mode
I'_"j "R" shows previous capture areas
k  "C"hides the cursor

[ F
W Win3z

File and Folder Tacke

7 Make anew fokder
& Fubish this folder to the
et

In area capture mode you manually define the are of the screen that you want to capture (1).
Simply click and drag to draw a capture rectangle. You can then use the handles around the
rectangle to resize as needed (2).

You can nudge the rectangle around the screen a pixel at a time using the arrow keys. Hold
down the SHIFT key to nudge the rectangle 10 pixels at a time.

To capture the area, press the enter/return key or click on the camera icon (3).
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Showing and Hiding the Cursor

Space bar changes capture mode
"1 "R"shows previous capture areas
"C" hides the cursor

X

hols — Help
- [ ] [ ]

[ ]
left: 748 top: 153 width: 302 height: 135 "i_W

You can specify whether or not you want the cursor to appear in your screenshot by pressing
the C key. In this screenshot you can see that the cursor is visible.

Space bar changes capture mode
"1 "R"shows previous capture areas
"C" shows the cursor

bols ~ Help
[ T [ ] [ ]

left: 745 top: 153 width: 302 height 135 '3

Here is the same screenshot with the cursor hidden.
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Using the Capture Tool Delay

Shows you how to use the capture tool.

Select a Delay

No Delay
2 sec. delay
4 sec. delay

. (T b sec. delay
% A= 8 sec. delay

Open Capture Palette

L L ==Ll T S —————————————— |

Select a delay setting. You should only need to use a delay setting if you need to capture a
menu or need to otherwise set up the screenshot. If not, Instant Capture should work fine.

Select Capture

Step Capture Clipboar
| |

1 @ Cropping Imag

Select Capture. The ScreenSteps window will disappear. If you set a delay the counter will start.
As soon as your cursor turns into a cross-hair you can capture your image.
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Important Note For OS X Users

Finder File Edit View Go

= W=

Location

Tl

Recent ltems [
Force Quit Finder NOHED
Sleep -
Restart... ~—
Shut Down...

Log Out Trevor K DeVore... {3#Q |

I

If you want to capture the Apple Menu you will need to switch to another application (e.g. the
Finder) after clicking on the Capture Tool. If you don't then the ScreenSteps' countdown timer
will pause while the Apple Menu is active and the screen capture cross-hairs will never become

active.

ScreenSteps 2.9
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Using the Capture Palette

Learn how to use the Capture Palette in ScreenSteps to quickly get screen shots. The
Capture Palette can float on top of other applications while you work. Just click the capture
icon to capture an image and add it to a ScreenSteps lesson.

Open Capture Palette
at  View Emm Help

Minimize FEM
Bring All To Front

re Clipboar penLate
Capture Palette

ing Imag

PO N R

Select Window > Show Capture Palette.

Capture Images

2] Capture Palette

-

You can now hide the main ScreenSteps window. The Capture Palette will float on top of your
other windows allowing you to grab images while you are working in your other applications.
Once you are done, return to the ScreenSteps main window. All your images will be ready and
waiting for you.
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How to Update Images in a Lesson

One of the most painful parts about using screenshots in your documentation is having to
update them when an application changes its user interface. ScreenSteps makes the
process super simple.

Click "Replace Image"

@ How do | customize my tabs?

Edit Tabs

Joe Salesforce-User ¥  Help Sales

BEE

ses Products Reports Dashboards Custom Help

Click on the + icon to edit tabs.

Just go to the step with the image you want to replace and click the Replace Image icon. Here is
what will happen:

1. ScreenSteps will have remembered the exact size and location of the original capture on
your monitor and will open a capture regions with those dimensions. You can reposition or
resize the capture window based on your needs.

2. After you hit return to capture the image the image will be replaced in your lesson. But the
annotations (arrows, boxes, ovals, etc.) will not replaced. You can just reposition you
annotations on the updated screenshot.

You never have to redraw all of your annotations from scratch. This will save you literally hours
when updating a large manual.
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Using the Clipboard Recorder

Learn how to use the Clipboard Recorder. The Clipboard Recorder will add any image that
is copied to the system clipboard as a ScreenSteps step. The system clipboard is where data
applications store data when you use the Edit > Copy and Edit > Cut menus.

What is the Clipboard Recorder?

™. O ®

Capture Clipboard Inspect Chec

ropping Images

L = W a - = %

The Clipboard recorder automatically inserts images that have been placed on the system
clipboard by a 3rd party application into ScreenSteps. The 3rd party application might be be
another screen capture utility, a QuickTime video, or another graphics application.

To activate the Clipboard Recorder just click on it.

Once the Clipboard Reorder is turned on, each time another application copies an image to the
clipboard ScreenSteps will create a new step and import the image.

™ 0 #

Capture Clipboard Inspect Ch

ropping Images

This is what the Clipboard Recorder will look like when it is active. While the clipboard recorder
is turned on ScreenSteps will create a new step every time an application places an image in a
format that ScreenSteps supports on the system clipboard.

Click on it again to deactivate it.
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Importing Images Into a Step

This lesson will show you how to import images that you already have saved on your hard
drive into a step.

Option 1: Drag & Drop

,_|__. Replace Step Image

OO0
Shared Folder
Marme
step?d.png
steph.png
steps.png
stepd.png
stepd.png

- Images

Elceses ¥

stepl.png

You can drag and drop files from your file system onto a step in ScreenSteps. When you drag an
image over the step title, instructions or existing image a prompt will appear telling you that the
image will be attached to the step.
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Option 2: Use the Menu or Contextual Menu

® T™h. O °

Step Capture Clipboard Inspect Check35

@ Untitled Lesson
o o Tags: Add Tag

You can also add an image to a step using the Lesson menu or the step contextual menu.

Begin by creating a new step by clicking on the Step button.

Select Step

@ Untitled Lesson
o Tags: Add Tag

\
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Select Import Image File

m Format View Window Help

New Step {r3N impty Library

Step .
Step Image Import Image File...
Replace Image with Clipboard

Duplicate Lesson

Copy Lesson Text to Clipboard
S¢ync Image Names to Step Titles

Back to Library 38[

+ Clipboard Recorder #R
Capture Image {+ED |

Select Lesson > Step Image > Import Image File. Select your image from the file browser and
it will be imported into your step.

Cut

Copy
Paste Image

Duplicate

I Import Image File...

New Step
New Step with Clipboard Image

Delete

Or you can right-click on the step and select Import Image File... from the contextual menu.
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How to Capture a Menu

There are a variety of ways you can capture menu items. This is one solution that will work
on Mac or Windows.

Open the Capture Palette

2 sec. delay
4 sec, delay

6 sec. delay
° 8 sec. delay

Open Capture Palette o
e

expnrt Th|5{:an be useful if you need y
aweb page.

Go to Application

Safari File Edit View History Bookmarks Develop Window

e Blue Mango Learning Systems: Visual Communicatic

> || 1P [ | + | # hitp://www.bluemangolearning.com/

bluemango_f)
LEARNING SYSTEMEb

SCREENSTEPS DESKTOP SCF

Capture Palette

2 sec. delay

NEWS  WEBINARS

ScreenSteps Desktop 2.7.1 Now with Blogger and Google Sites Support - Dc

BECOME A CUSTOMER s k

Go to the application that has the menu you want to capture. Make sure the capture palette has
a delay set (1). Then click the capture icon (2).
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Open Menu

History Bookmarks

Don't click and
hold. Just click
and release

Open File...
Open Location...

Close Window

Save As... {+38s ARNIN

Mail Contents of This Page 381 EENSTEPS
Mail Link to This Page {+ 31
Open in Dashboard...

Import Bookmarks... Deskiop
Export Bookmarks...
Print...
cACU
SUPPORT SUP

The countdown will start. Click on the menu you want to capture. IMPORTANT - Don't click and

hold the mouse. Click once to activate the menu and release.

Leave the menu open until the countdown expires and then just drag the capture region over
the area you want to capture. The key is to not hold down the mouse button when you are opening

the menu.
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Important Note For OS X Users

Finder File Edit View Go

= W=

Location

Tl

Recent ltems [
Force Quit Finder NOHED
Sleep -
Restart... ~—
Shut Down...

Log Out Trevor K DeVore... {3#Q |

I

If you want to capture the Apple Menu you will need to switch to another application (e.g. the
Finder) after clicking on the Capture Tool. If you don't then the ScreenSteps' countdown timer
will pause while the Apple Menu is active and the screen capture cross-hairs will never become

active.

ScreenSteps 2.9

Page 51



@ SCREENSTEPS
Using Snaglt with ScreenSteps

Learn how to set Snaglt to output to the system clipboard. You can then turn on the
Clipboard Recorder in ScreenSteps and use Snaglt to capture images for your ScreenSteps
lessons.

Select Your Profile

= Snagh AEE

B BEE J0

TechSmith

S N AG IT T Hela: Capluring an mags
Profies . eemEmE

% Snaglk Editor
@ Snoglt Catalog Browser

Tewk From wandow  Fuecord screen

-
é:lljmveulu'nages —
E Turn on OneClick:
& Setup Snaqlt printer
EB Organize profiles

g Snaglt Accessories

%

Capbure

@

Press Ak+F1 bo capburs.

Open Snaglt and select the profile you would like to use.
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Set Output to Clipboard

Profilege

Input Effects DptiDnS
Mo Effects

clipboard '@ Mone:

. E-Mail
Q Catalog

|| FIP

ﬁ Instank Messenger

Program
.!I Word

Set the Output setting to Clipboard.

Turn On Clipboard Recorder in ScreenSteps

Help

* ™. 0 ® B

Step Capture Clipbaard Inzpect  Check Spelling

_ Untitled Lesson
€ | O r1ays: Ao Tag

Create a new lesson in ScreenSteps and turn on the Clipboard Recorder. Now, any image you
capture with Snaglt will be added to your ScreenSteps lesson.
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Dragging and Dropping Images Onto Lessons

This lesson will show you how to drag single or multiple images onto a lesson. This can be
a quick way to create steps if you already have existing images you would like to use.

Drag a Single Image

apture Clipboard Inspect Check Spelling

@ Untitled Lesson
° Tags: Add Tag

This lesshyg @00 Climages
Shared Folder

@ sep.png
@ step5.png
@ stepd.png
@ stepi.png
B step2.png
B stepl.png

e

Drag a single image into the lesson area and a new step will be created with that image.
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LEE

& step?.png
@ step6.png
@ stepS5S.png
® stepd.png
& swep3.png

stepl.png

1

Here the step has been created.

Drag Multiple Images

@ Untitled Lesson

° Tags: Add Tag

This lesSw
Shared Folder
any s IL_

| o step7.png
1 I stepb.png
[’] step5.png

L1 stepd.png

'] step3.png
= step2.png
stepl.png

Dragging multiple images into the lesson area will create multiple steps.
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The images will be inserted in the order they appear after sorting by file name.

Replace an Image

; Replace Step Image

(_lImages
Shared Folder

Marme
step?.png
steph.png
steps.png
stepd.png
stepd.png
step2.png
stepl.png

mleees ¥

Drag an image onto an image in an existing step to replace it.
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Embedding Video in a Step

This lesson will show you how to embed video that has been posted to a video sharing

service such as YouTube into a step. Video that is embedded will only be available in blog,
html or ScreenSteps Live export formats. For PDF and Word export you can set a url that

will link to the video online.

.:Ed B Sareesliogn, Fde  boid  Ureses  boemal  Vies  dodes  ein
- AND Jmibopy Bon. - Jiraseiiape Jovs Mo
L ~0 X e =, -
o __.ﬂ_____lnk """"
"‘-'v | e ) Camuingg Sanmvad W
I e P P —
..-...., [ & Sl -
h. e L
" [— -
b oo in . el
h-lu w0 Lt L .= & a%aaE i
.'J-«-’t—.- Ly Y o
B @ "
.“ S — ~ - - - . - -
e S -
h = e § Ve ey es Wisealeps | = Waraataeg ) » Vs
[P — ™
» Law
@ Uiy s Capomss Tom
. -
TR 0.07/7:28 ol
- LR
99% -
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Select Set Video Embed Code

T i B b“T ::-:‘.:T.In- PR RITTITY BETRTE T EE e
s Edit in External Editor
AR ey

wewe | Reveal File
=m=iw  |mport Image File...

b Set Video Embed Code...

Cut '
Copy
Delete
— _—
| Resize B
== Tool > |

Create New Step With This Image

Right click on the image or step and select Set Video Embed Code...

Enter Information

! RL for Documents (PDF and Word)
Jattp:/ /www.youtube.com/watch?v=BMjl2QFaG5I

YHTML For Video

o{OE]EEt Wlal’== z!! HEIQ':I= gzz =< pdram name= movie

N5 value="http:/ /www.youtube.com/v/BMjl2QFaGSl&hl=en_U5&fs=1&"> </ par
name="allowFullScreen" value="true"> < /param:=> <param
name="allowscriptaccess" value="always"> < /param=> <embed

src="http:/ /www.youtube.com/v/BMjI2QFaCSi&hl=en_US&fs=14&"
type="application/x-shockwave-flash" allowscriptaccess="always"
allowfullscreen="true" width="425" height="344"> < /embed> < /ohject>

r Cancel -\ ( (8] 4 )
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Enter the embed code (1). For HTML, ScreenSteps Live and blog export this information will
replace the image on the screen.

Optional: Enter a url to be used for PDF and Word export (2)

Movie Icon Appears

B worenflieps Pl bid Lesaon b
L il ]

ELEE

You will now see a movie icon appear next to the step image. You can click on this to edit the
embed code.

Embed Code Without Image

If you have embed code present, but no image then you will see the movie icon in the image
area. Click on the movie icon to edit the embed code.
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Example of HTML Output

» Support for Markdown has been added to HTML templates.

Watch the video below for an overview of what is new.

Embedded

Video

b & ooitze | 21 B3

Still Image

N

PDF Example

Watch the video below for an overview of what is new.

;
i
i

Ceet AP ) Pevvew youtulbse com fwateh?

*v= BMIZQFAGS]

e

FEREERERERR

®

oor/720 ot (D & €9
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In the PDF version the image has a url attached to it. Clicking on the image will open the url in
the users browser.
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Editing Steps
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Formatting Text

Learn what text editing options are available in ScreenSteps 2.

Text Formatting Tools

i u E.® @

ltalic Underline List Color Link

@ Demo Lesson =

° Tags: Add Tag
o
iy
7| How it Works
= How ScreenSteps
Overview Videos
A simple workflow for creating visual do
Eeatures
4 What's New
= 1. Capture/Import Images
Examples

As you capture images, ScreenSteps at
creates your document for you. No mor

Compare Versions =
into Microsoft Word or PowerPoint.

Product Pricing
« Capture images using the ScreenSte

Downloads capture tool or integrate with a 3rd p
capture utility

« Drag images or photos onto Screen:
automatically import images

1o0% v

VOU should click on these links

If you open a text field in a lesson for step instructions (1) or lesson description (2) the text
editing tools will appear on the toolbar (3). Text editing tools are not available for lesson titles
or step titles.

P B i u E.® @

Flain  Bold ltalic  Underline  List Color  Link

The tools are all pretty self-explanatory. Select some text and click on a tool to apply the
formatting.
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Using The Format Menu

Open Colors

Add Hyperlink {3U
, Toas: Add Ta List »
Code Block #K
Insert Tab ®]
:f Remove Tab e[
o C

Overview Videos
A simple workflc

Features

What's New 1. Capture

ASK US

Examples _
As you capture |

creates your doi

Compare Versions h h
into Microsoft W

Product Pricing
= Capture imay

Downloads capture tool
capture utility

« Drag images
automatically

You should click on these links

Alternatively you can use the Format menu to format text. This menu also displays the shortcut
keys for each formatting option.
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Insert a Link to a Web Page Into Your Lesson

Select Text

Check out this website.

To insert a URL begin by selecting the text you would like create the link from.

Click On Link Button

E.® @

rline  List Caolo Link

Insert URL

0

L4

~— . The text "website" will link to:
)
@ atpsf fwwwoscreensteps.com
S
E Open link in new window

f. Cancel 1‘ I{'r OK \}I

From the URL tab (1) type the url you would like to link to (2). You can specify whether or not
the link should open in a new window by checking the Open link in a new window checkbox.

Note: The Manual Lesson tab will only be active if you are editing a lesson in a manual.
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Previewing the URL

Check out thiswegsite.

4 http:/ fewww.screensteps.com [in new window] &

If you hover the cursor over the link the url will appear as a tool tip. If you hold down "alt" on
Windows or "command" on Mac when you click on the link, it will be opened in your default
web browser.
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Insert a Link to Another Lesson in the Same

Manual

This lesson will show you how to link from one lesson in a manual to another lesson in the

same manual.

Open a Lesson in a Manual

Mode Export Step Capture Clipboard Inspect Check Spellir

LIERARY: ScreenSteps

Q Lessons

MANUALS

In order to upload a lesson to your blog you need t

ﬂ Creating Word Templates B
blog. This lesson will provide a general overview c

E1 Customizing HTML Temp...
For more detailed information on configuring Web

q Inteqgrating ScreenSteps L Iﬂ
Publishing to Blogs & W...
ﬂ Screensteps 2.1 E
L83

Open Preferences

1)
ri

1 o R

E1 ScreensSteps 2.8

You can only link between lessons that are in the same manual.

Select Text

To begin, follow the instructions for setting up a new Web Export account.

Configure ScreenSteps

Select the text that you would like to link from.
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Click On Link Button

E.® @

rline  List Color  Link

Select Lesson

""URL ~ Manual Les son\ﬁ—‘{

The text "setting up a new Web Export account” will link to:

3 Basic Configuration Settings
I g g
| E Configure ScreenSteps to Upload Lessons to Your Blog
N & Uploading a Lesson to a Blog /Wiki
| Confluence
[= Enabling Remote AP
| Drupal
E Configuring Drupal Blog AP
[= Configuring File Upload Path
E Changing Input Format On Individual Posts 1

|E Changing Default Input Format {Optional)

™ Open link in new window

[ Cancel :I f—ﬁk—a

In the Link dialog that opens select the Manual Lesson tab (1).

Next, select on the lesson you would like to link to (2) and click OK.

the instructions fﬂrfgattinq up a new Web Export account. |

Lesson "Configure ScreenSteps to Upload Lessons to Your Blog” [in new window]
rreenSteps r

The text will now link to that lesson. If you hover over the text then the name of the lesson the
text links to will appear as a tooltip.

If you CMD + click the link on Mac, or ALT + click the link on Windows while editing the manual
lesson then the lesson the text links to will be opened for editing.
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Removing a link from your text

Follow these directions to remove a link from your text in ScreenSteps.

Find Text

@ Adding a ScreenSteps Live Search Widget To

o Tags: Add Tag

username: "your_login®,
password: "your_password”,
use_ssl:true

}
</5Cript=

L 16 ]
10 ]
| 16 ]
n 1. domain - Your ScreenSteps Live domain name.
'ﬂ' 2.5pace - The id or permalink of your space.
3. update_element - This is the id of the div where search results will be in
[ 78 ] use this later in this lesson).
TUSEE it Mrongly recommend that you don't use an ac
'm' i in your search widget.
m true if your ScreenSteps Live account alle
[ 4
L14]

Create a Form

Above is some text with a link that | want to remove.
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Select Text and Plain

—— = - = e e e e e

T &E P B i u @ @
Inspect Check Spelling Plain Bold Italic  Underline Color Link
@ Adding a Screen=teps Live Search Widget To Your Si

’ o Tags: Add Tag

2. 5pace - [ne id or permalnk or your space.
3. update_element - This is the id of the div where search results will be inserted into
use this later in this lesson}

Setup an api acCcess use

trongly recommend that you don't use an administrator
se in your search widget.
sl” to true if your ScreenSteps Live account allows SSL ac

1. Select the text.
2. Select Plain.

The url will be removed.
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Annotating Images

Learn how to use the annotations tools built into ScreenSteps.

Annotating Images

2 ™Hh.- 0 B 2 & @O A A

Step  Ca

ure Clipboard Inspect Check Spelling | Select ¢ Line ~Rectangle Oval Sequence Text Blur
@ Demo Lesson e

ﬂ Tags: Add Tag

=
u Screen Capture for Business
i
m ScreenSteps Desktop

o RTINS BOPRT PG BNT AU BUTTING

Bty e SRR W (LD

G- LpT, virtel] iRt Tl &0 wWalot)

Losm how SorssnBinps naves yoo Gime s

By Simpk, Faar Efscties What do people use ScreenSteps for?
Vv wil Erenbs vidusl docyresty = i lms win ed -
offort. Soreorfeea wll O §o 88 TOID ar
REng you bme 0ol sapacts ol

oe oD choary Pacis URD SSrosaiinnn 1o SOMENENN MSTRENen mang qeitty, Osr

snami, usrasioad T P Iy Mo

When you select an image (1) the annotation tools will appear on the toolbar (2). The current

tools are Line, Rectangle, Oval, Sequence, Text and Blur.
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Make an Annotation

FEE

Sereen Capture for Business

m ScreenSteps Desktop

+ ComPusitils Mo Sbily §50 sMptthvily wib Grilernie,
So-ROrEE Vit BeAls Y &t d Wavin

Sy Bimple, Fast, Effective What do people use ScreenSteps for?
¥y wil Creite ikl documants 5 es e et lees
wion. SomerSsans Wil Sp PoU COTITRIYCRIE Tore ol Popold UbS SorosnBeoe 0 commun e nemE D T
SEANg you bmo 1 8l Eisects of pour Sesihor. Gusmised i oAb P (s

) uicl. D

S5X) v
Just select a tool and draw on the image. In this example we have used the rectangle tool.
Editing Tools

A = O O A A

elling | Select Crop Line @ Rectangle Owval Sequence Text Blur

1. Select - use the Select tool to select, resize and delete annotations. Quick Tip: Press "s" to
select this tool.

2. Crop - use this to crop images. Quick Tip: Press "c" to select this tool.

Annotations

A = O O A A

glling | Select Crop Line @ Rectangle Owval Sequence Text Blur

These five tools allow you to annotate images:

1. Line - draw straight lines with or without arrows.
2. Rectangle - draw rectangles with or without fills.
3. Oval - draw ovals with or without fills.
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4. Sequence - add numbers to your image.
5. Text - add text annotations to your image.
6. Blur - obfuscate sensitive information such as login names and passwords.

Quick Tip: Press "a" to select in tool in turn. Hold down the "shift" key to select in reverse order.

Inspector

o~
i B

board Inspect Check Spelling

> Lesson

Open the Inspector to adjust colors, line thickness and fill as well as other parameters.

&) Rectangle Annotation
Color
E‘ Border . (] Fill
Properties
Border Size

© +

Corner Radius

Y
¥ 0

Fill Dpacity

E[ Drop Shadow

Apply to All Rectangles

You can update multiple annotations on the same step by clicking on the "Apply to All" buttons
for the current annotation. This will update all annotations for the current Step or the entire
Lesson depending on which option you select.
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Using the Blur Tool

Select Image and Blur Tool

* B x &, O O A A

Inspect Check Spelling | Select Crop Line Rectangle Owal ce  Text | Blur

1 | Enable OpeniD for my User Account?

Tag e

niD Will Be Added

UTHENTICATION
UserfMame: bmis

* Password: * Confirm Password:

* Leave the password field blank if you don't want to change your password.

OpenlD:

https:/ /www.google.com/facc

Add/Change OpenlD

100% «

Click and drag over the area you want to blur

Click and drag to make a "blur box"

OpenlD:
O O
O O
O O

Add/Change DDQID

Click and drag over the area you want to blur. You can resize your blur box to cover the exact
area you want to hide.
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Adjust Blur Amount

e Blur Annotation

Properties

Blur Radius

2

®

Ii;]

Apply to All Blurs

Double click on the blur in your image to open the Blur Annotation Inspector. Here you can
adjust the slider to change the amount of blur that is applied.

Removing a Blur Annotation

* Leave the password field blank if you don't want to ¢

OpenlD:
O O
O |
O O

Add/Change DDHID

To remove a blur annotation simple select the blurred area on your image (you will see boxes
around the blur rectangle) and press delete.
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Cropping Images

This lesson will show you how to crop images in ScreenSteps.

Select the Image You Wish to Crop

ScreenSteps Desktop Makes Visual Communication Easy

EEE

By streamlining the process of adding images to your communications, ScreenStaps halps you
communicate more information in less time than any other tool available. ScreenSteps is perfect
for:

+ Tech support providing answers to customer questions SRS I———

« An instructor guiding students along Ei : _—
+ A blogger adding visuals to your articles ==
+ A business that needs to train your employees E_: s T =
+ Anyone who believes that a picture is worth a thousand =
words

ScreenSteps will revolutionize the way you communicate. =

———r—y—v—

Click on the image you want to crop.

Select Crop Tool

A = O C_)

ng | Select | Crop Line Rectangle Owal
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Position Cursor

KEE

Bax v

Position the cursor where you would like to begin your crop and click and hold.
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Drag

LECF

support providing answers to customer questions

words

ScreenSteps will revolutionize the way you communicate.

Drag over the area that you want to crop.

Press Return

'[;‘ « Tech support providing answers to Customer questions  EES I —
@ s An instructor guiding students along EE:E::"__
= A blogger adding visuals to your articies i !. o = :
= A business that needs to train your employees EE' = '
+ Anyone who believes that a picture is worth a thousand .L i
words 15
e —
ScreenStaps will revolutionize the way you communicate. Eeemoe—— e
’ 3

Press return on your keyboard. The image will be cropped.
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Optional: Resize

EE T T p—

I—'I!Tl".
il

25 %
50

100
150
200
250
300

Custom Value...
Scale to Fit Constra

Scale Annotations

If you would like to resize the image after cropping, then just select the new size from the drop-
down on the right. This affects the size the image will be exported at. It does not resize the

actual image on disk.
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Image Tools

Learn what those icons are next to images in ScreenSteps.

Image Tools

rJ
5,

Tech support providing answers
An instructor guiding students al
A blogger adding visuals to your
A business that needs to train ya
+ Anyone who believes that a pich
words

l LEE
(=1~

ScreenSteps will revolutionize the w

There are four tools attached to each image in ScreenSteps 2:

1. Replace Image - click this icon to capture an image and insert it into the current step. The
current image will be removed but the annotations will stay in place. This is a great tool for
when you need to update documentation for a new interface.

2. Export to Clipboard - copies the image along with annotations to the clipboard ready to be
pasted into another application.

3. Export to File - exports the images with annotations to a file.
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Resize Image

©

B3% 25 o7
oﬂ'

50
75
150
200
250
300

Custom Value...

Scale to Fit Constraints In Preferences
S

Scale Annotations

At the bottom of each step image a percentage is displayed (1). This percentage represents the
working size of the step image. The working size is the size that is displayed in ScreenSteps and
that will be used when you export*. For example, if you capture a screenshot of your software

that is 800 x 600 pixels you may only want to export the image at 400 x 300 pixels. By selecting
50% from the drop-down menu the image would display at 400 x 300 pixels in ScreenSteps and
would also be output at this size.

If you need to quickly resize your image so that it is as large as possible while still fitting within
the maximum dimensions you've defined in your preferences then select Scale to Fit
Constraints In Preferences (2).

To modify the output dimensions of a step image click on the triangle (3) and make a selection
from the menu that appears.

*Note: Images will sometimes be downsized if they cannot fit within the maximum width or
height allowable for the export option chosen. When exporting to HTML (as of version 2.0.3) or
ScreenSteps Live the downsized image will be displayed in the lesson and a Zoom link will
appear which will open the full-size image in a new window.
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Viewing Image Dimensions

Si% r
Original: 635 x 260
Output: 560 x 229

If you place the mouse cursor over the image resize control a tooltip will appear showing the
original image dimensions and the dimensions you have set for output.

Scaling Annotations

— I
BB%) | oc o
50
75
100
150
200
250
300

Custom Value...
Scale to Fit Constraints In Preferences

v Scale Annotations

When you resize an image you may or may not want to scale the annotations as well. For
example, if you are updating a screenshot you most likely do not want to scale the annotations,
you just want to reposition them after the updated screenshot is inserted. To toggle whether or
not annotations are scaled when resizing an image just select Scale Annotations from the
menu.
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Resizing Using Custom Values

= 0]

d8%

25 %
50

75

100
150
200
250
300

L] L] el

Scale Annotations

n Preferences

The resize menu provides some default percentages that you can use to resize your image. If

you need more control over the dimensions select "Custom Value" from the menu.

Image Dimensions

Width: 560 pixels
Height: 118 pixels
Percent: &4 %

(" Cancel ( oK

This dialog will appear allowing you to enter a custom percentage or height/width values.
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How do | Change the Layering of
Annotations?

Occasionally you may want to change the "stacking" of your annotations. This lesson will
show you how to do that.

= -
usand = |

eate. o e e e e

[l ===

8% -

In this image the number 1 is under our rectangle. We would like the number 1 to appear above
it.

Right Click on Annotation

:'m! Cut B

Copy —

—
.

Duplicate
and 1

Inspect

BT Bring to Front
te. Bring Forward

Delete
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Right (or CTL click on Mac) on the annotation and select Order. You can then decide if you want
to move the annotation back or forward.

Final Result

8

1
i
r
}

|

!I!!Illl
HH

L
sadiialanl

and

ta_ e S

Here you can see that the number 1 is appearing on top of the annotation.

ScreenSteps 2.9

Page 85



@SCREENSTEPS
How do | Check Spelling?

Select Edit > Check Spelling
moson Format View Window |

Unae=viodify Step Instructions £

Cut o
Copy 3 C
Copy Lesson to Clipboard [ 2
Paste 8
Delete

Find [
Check Spelling... *;

Or Click the Check Spelling Button

o » B

lipboard Inspect Check Spelling  Select

no Lesson

: Add Tag
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Spelling

Not in the dictionary:

This is a sentence with a spelling mistak. "r Find Next \

_ Ignore

p Learn v

Suggestions:

mistook o .
mistake_o -
-—

. Cancel .
A

If any mistakes are found they will be highlighted. Select the correction you would like to make
and select Change.
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How do | Search for Text in a Lesson?

Select Edit > Find > Find..
momn Format View Window Help
D h—

o » B

ipboard  Inspect Check Spell

Copy Lesson to Clipboard » earch for TextinalL

eps

When editing a lesson the Edit > Find > Find... menu item will bring up a find dialog.

Enter Text and Click Find

;. Find in Lesson

Find: | lesson

E Ignore Case E Wrap Around

The Find in Lesson dialog provides a simple means of finding occurrences of a string in your
lesson. Enter the string and click the Find button.

WP 'aYs. AuU Tay

When ScreenSteps uploads a lesson to Drupal the images in the lesson are store
File system area. You need to confirm that this path is set up correctly and that th.
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The next occurrence of the string will be highlighted in your lesson. To quickly find the next
occurrence of the string you can press Command + G on OS X or Control + G on Windows.
Alternatively you can select the Edit > Find > Find Next menu item.
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What is Lesson Status?

You can use the Lesson Status settings to track the progress of your lessons.

Status Settings

Basic Configuration Settings

onfigure ScreenSteps to Upload Lessons to Your Blog

ags: 2.1, Bleg, ScreenSteps

ploading a Lesson to a Blog/Wiki

ags: 2.1, Blog

Cpnfljdence

& Enabling Remote API

Dyupal

@ [onfiguring Drupal Blog API

@ [onfiguring File Upload Path

The status of a lesson is represented by a colored dot that appears next to the lesson title.
There are four status settings:

None

Not finished/needs revision
Needs Review

Approved

Eal
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Changing Status While Viewing a Manual or the Lesson
Library

@ Gcmfigure SCI’EEr‘IStEpS 10 Upluad Le
\ Tags: 2.1, Blog, ScreenSteps

T
v Not finished /needs revision

con Needs Review
Approved

T Mol e Flame abs A F8

While viewing the table of contents for a manual or the list of lessons in the Lesson Library you
can click on the dot to the left of the lesson title to change the status for the lesson.

Changing Status While Viewing a Lesson

Y - o
*™H 0 ® B
Step Capture Clipboard Inspect Check 5pelling
o Y A . Jp——

None

* v Not finished/needs revision E

Meeds review
Approved

T , :‘}rﬂu ne
order to communicate with your blog. This less

Open Preferences

While viewing a lesson you can click on the dot to the left of the lesson title to change the status
for the lesson.
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Setting the Draft Status of a Lesson

There are two areas where you can set the draft status for a lesson.

From the Lesson List or in a Manual

2y -
F |

Mew Lesson  Inspect All Les

@ How do | Search for Text in a Lesson?

Tage: S
Open
@ Howdi Export g

o Aol

Tags 20 Rename

Inspect

Duplicate

Replace with Lesson Package...

@ Insert

Y
o 1803

@ Importl  pelete
Tags: Im
Upload to ScreenSteps Live [
@ Usingl Download Changes from ScreenSteps Live [
Tags: Image Captore, Screensieps 2

Right click on the lesson and select Draft.
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When Editing a Lesson

® H- O 7

Step  Capture Clipboard Insmect

@ Demo Lesson

[ ] © Tops: dd Tag
\.._./n

Step 1

Check Spelling

e e Lesson Inspecter
an-'. Template:

| Use Default & }

i’: Template: | Use Default [

ieEF

ASK US

How it Works File name:
QOve * \ideos
= : _| Draft
Features

Lesson Steps

% Template: [ Use Default |:} =

demo-lesson

What's New Step 1
Examples

Compare Versions

Product Pricing

Downloads

You should click on these links

When editing a lesson, open the inspector (1), select the General tab (2) and check or uncheck
the Draft checkbox (3).
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Reordering Steps in a Lesson

You can always drag steps to reorder them in a lesson. But if you need to move around a

lot of steps this can become cumbersome. Here are some alternative methods

Open Inspector Palette

¢.

Step ture Clipboard Inspect Check Spelling

@ Creating a Lesson

o Tags: ( 2.5 ) ( Creating a Lesson ) ( Getting Start

Learn how to create a lesson using Screensteps 2.

Select New Lesson

Select General and Reorder

(5] Lesson Inspector

olceneral . Web !

= N -
7| Template: Use Default s ]

Eor O y
| Template: Use Default 5 ]

iy . T
w Template: Use Default I ]

File name: |insert-link-into-webpag¢

[ Draft

Lesson Steps e

Select Text
Click On Link Button
Insert URL
Previewing the URL
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Select the General Tab and drag reorder the steps.

Using the Menu
m Format View Window Help

New Step {+3N 0s Pro - ScreenSteps

Step Image >

Duplicate Lesson

Copy Lesson Text to Clipboard
Sync Image Names to Step Titles

kting Started ) ( ScreenSteps 2 )
E

Back to Library |
Clipboard Recorder HR |
Capture Image 43D

You can also move a step up or down using the Lesson > Step menu.
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Exporting Lessons

Learn how to export lessons from ScreenSteps to a variety of formats.

Select Export

=| F Y i o L]

r : r i |

Mode Export Share Mew Lesson  Inspect

LIBRARY: ScreenSteps @ Setting the Draft Status of a Lesson
Tags: Drafts

MANUALS @ How do | Search for Text in a Lesson?

= Tags: ScreensSteps
T Creating Word Templates Iﬂ

I ® How do | Check Spelling?
E] Customizing HTML Temp... E « P 9

o o i i~
Tags: Spell Check

Select the lesson you wish to export and choose Export.
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Choose Format

. @ B®

Export Share Mew Lesson  Inspect

the Draft Statu

“  Word
- rafts
- o o | Search for T
EreenSteps
% HTML o | Check Spelli
pell Check
- _
% Package ating Images

1, Creating a Lesso

a Link to Anothe

ling Images Into

age Capture, Scree

& llzinn the Cantiire T

Choose whether you would like to export to Word, PDF, HTML, Package, ScreenSteps Live or
Blog/Web.

You must configure your account settings to export to ScreenSteps Live or to your own blog.

Current blog/wiki services that are directly supported are WordPress, Movable Type, TypePad,
Blogger, MindTouch, Confluence, Google Sites and Zendesk forums. You can also post to
Joomla, Drupal and Squarespace using one of the supported formats mentioned. To learn more
about publishing to the web please see the manual Publishing to Blogs & Wikis.

Package export is only used for moving lessons between ScreenSteps Libraries. For example,
you would use this option if you wanted to send your lesson to anther ScreenSteps user. They
would then be able to import the package and edit the lesson.
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Alternate Method: File Menu

ﬂEdit Lesson Format View Window Help

Mew Library... ScreenSteps Pro -
Open Library... 20
Open Workgroup Library... +380
Open Recent
Reveal Library Folder
5 New Lesson Y :ring
New Manual -
A Lesson
New Tag N
Import... I a Lesson?

Import Library...

Import From ScreenSteps Live
Export Lesson

Share Lesson on ScreenSteps.me

PDF
HTML
ScreenSteps Live
Blog/Web

SIS 5 8 ¢ Insert a Link to Another Le  Package il

=. .
No lags

Co To ScreenSteps Live Admin Page

You can also select File > Export Lesson.

Alternate Method: Use Contextual Menu

w1

@ Exporting Lessons Tue, Nov
" Open
W Bpot O
Taqd Share > PDF
HTML
@ How Drait ScreenSteps Live 1
7205 Rename Blog/Web
T Now

¢ I_"M Duplicate
995 Replace with Lesson Package...

@ Ann Delete
Tags
Upload to ScreenSteps Live 3
@ nse Download Changes from ScreenSteps Live 2
i !.‘?!}5

You can also right click (CTRL + click on Mac) on a lesson to export it.
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Getting Started With a ScreenSteps Live
Account

Shows how to quickly download ScreenSteps 2, create a ScreenSteps Live account and
configure ScreenSteps 2 for publishing to ScreenSteps Live.

Create an Account at ScreenSteps Live

Go to www.screenstepslive.com/signup. Choose an account type and select Sign Up.

Sign Up

Create an account. An email will be sent to you to activate your account. Click on the link to
activate your account.

Launch ScreenSteps

Open Preferences

b ol File Edit Lesst Screen5teps Pro - Screen5teps Librany

I;esscun Format Yiew ‘Window Help

IInda Chrl+Z
. Red Ctrl+Shift+2
Services - e

. Cuk Chrl4
H!de ScreenSteps _EﬂH @ I Copy crec Jy
Hide Others EH o Copy Lesson to Clipboard .

Show All & paste Chrl+y
. Paste Without Formatkin ;
Quit ScreenSteps  #Q 0 E i
___ Delete -

Creating Word Templates < J select Al Ch4A
.. = - .
Customizing HTML Tem... (€& =plit Step at Insertion Point Ctrl+alk+shifeen
i

Integrating ScreenSteps L. 'B' . Find »
Check spelling. .. Chrl+; &
Publishing to Blogs & Wikis B '

B ScreenSteps 2.1

ScreenSteps 2.9 Page 100


http://screenstepslive.com/signup

@ SCREENSTEPS

Select Web Export

= ‘
=
=
L

Create a New Account

-+ }

Click on the "+" button at the bottom of the window.

Enter Account Information

Type: | ScreenSteps Live e ]o
ey

Server: | bmls.screenstepslive.com

example: bmls.screenstepslive com

User Mame:  trevor
e—

F'asswnrd: [ EEEEEEREE]
o
UseS5L: | Only when logging in 5= ] {for accounts with 551 support)

or Test Connection H‘" W
p-—4

1. Select ScreenSteps from the drop-down menu for the account type.

2. Enteryour server url. This will be the account name that you created when you signed up.
It will normally look like youraccount.screenstepslive.com.

Enter your user name.

4. Enter your password.

W
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5. Click Test Connection. If you get a green check-mark then everything is configured correctly.
If you get a red x then please make sure that you have entered the information correctly
and try again.

Publishing

With a ScreenSteps Live account you can publish individual lessons or complete manuals. For
complete details on how to work with ScreenSteps Live please see the ScreenSteps Live manual.
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Configure ScreenSteps to Upload Lessons to
Your Blog

In order to upload a lesson to your blog you need to configure an account that provides the
information ScreenSteps needs in order to communicate with your blog. This lesson will
provide a general overview of how to create and configure an account.

For more detailed information on configuring Web Export accounts please see the
Publishing to Blogs & Wikis manual.

Open Preferences

bt ol File Edit Less( Screen5Steps Pro - ScreenSteps Librany

B4 EELLALE DS Lesson Format View ‘Window Help

IIndi Ckrl+Z
. Red Chrl+Shift+2
Services e e
. Cuk k43
Hide ScreenSteps #H & 8 copy ctiec Jy
Hide Others \&#H o 1 Copy Lesson to Clipboard b
Show All S paste Chrl+y
. Paste Without Formattin ;
Quit ScreenSteps  3#Q ! g i
Deleke -
| Yord Templates ] ]
e temp - Select Al Chrl+a
- " = .
Customizing HTML Tem... (@B Split Step at Insertion Point Crrl+al+Shift+ [
iz
Integrating ScreenSteps L... ﬂ' . Find »
Check Spelling. .. Chrl+; &
Publishing to Blogs & Wikis ) '
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Navigate to Web Export

1 Web Export @

% e ik ¥ir ) ik |
X 4 L = ] cl il
Genesal  ScieenSteprme  WebExpol  Woid Templales  PDF Templates  HTML Tomplate:  Regitter
:ﬂw.l‘i.t Yo cam export yowr SoreenSteps lessons bo SoeenSheps Live or varous popular biogging and
wili services,
SoreenSteps Live s the easlest way to create, distribbute and update online manuals,
[ Sign Un For & ScreenSteps Live Trial Accourt |
| cConfigure Account ToPost To Blogiwi |
* | = I

In the Web Export preference pane use the + button to create a new account.

Select Account Type
T, e ik i b ol |
) S w ® | Y A
Generl  ScieeniStepsme  WebEwpot  Woid Templstes  POF Templales  HTML Templster  Regites
. :
TR v ew  §
Select type...
Seiver | SereerSleps Live
TwoePad
Hiowvable Type
Uzes Hame:
Pagavid
Menu shows options available in
ScreensSteps Pro
[E1E]

After clicking the + button a new account will be created. Use the Type menu to select your blog

type.
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WordPress w

20

Server: | htkp:fimyblog.wordpress,com/xmlrpc. php
* example: htkp:/fmyblog.wordpress ., comyxmirpe, php

©

User Mame:

Password;

Test Connection

Now you need to tell ScreenSteps which url (1) to use in order to communicate with your blog
or wiki. The example url (2) indicates a typical location for the selected Type. For example,
ScreenSteps uses the XML-RPC protocol to communicate with WordPress so you need to enter
the url to the xmlrpc.php file in your WordPress installation.

Enter Your Information

Type: WiardPress w

Server: | httpif e, screensteps, comy'blogxmirpe. php

©

example: http:/fmvblog.wordpress . comyxmirpe. php

[
“

User Mame: myusername|

Password; | ®***®*® s

[ Test Conneckion ]o
St

©

Fill in your information for the Server (1), User Name (2), and Password (3). To verify that you
have correctly entered your information click the Test Connection button (4).

Tesk Conneckion -

If ScreenSteps is able to communicate with your blog using the supplied information then a
green check mark will appear next to the Text Connection button. Otherwise an error message
will be displayed.

If successful then you can now upload your lessons to your blog using the Blog/Web export
feature.
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Rename Account

Accounts

My Blog R e _—

Server:

User Mame:

Passwiord:

Now that you have configured your blog account you can rename the account by double-
clicking on the name in the Accounts list and entering a more meaningful name.
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Uploading a Lesson to a Blog/Wiki

Once you have created a Web Export account for your blog in Preferences you can post any
of your lessons using the Blog/Web export feature.

Export Lesson to Blog/Web

L B @ T

E wpart Share Step Capture
Word ol
3 : A
FDF
i
[HThL |8
u HTRIL

[P 1

Package

% ScreenSteps Live
@ Blogiteb

If you have a lesson open click on the Export button and select Blog/Web. Alternatively you can
use the File -> Export Lesson -> Blog/Web menu.

Note that you can also export a lesson from the Lesson Library lesson list by using the File

menu or by right-clicking on the lesson and selecting Export -> Blog/Web from the contextual
menu.
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Configure Export to Blog/Web Dialog

Export to Blog/Web

Account

o: ScreenSteps Blog - |
W

Export to Blog/Web

o: Blue Mango Blog - | in category e None -
P MNone
o || Post as Draft Post as Page Business Commentary
A Development
Documentation Tips
Entrepreneurship
Tem plates Learning Concepts
Blog HTML Meutral Miscellaneous
Blog HTML Styled Mews
Confluence o Revolution Development
MindTouch Deki Ruby on Rails
Textile N~ ScreenSteps
Screensteps Desktop
Screensteps Live
WebTech

9(/ Upload ]| Cancel

Before uploading the lesson to your blog for the first time you can configure a couple of
options. You begin by selecting the Account you would like to upload the lesson to (1). This is
an account that you have created in the Web Export preference pane.

Next you configure some of the properties of the lesson. If your blog server supports multiple
blogs you can specify which blog to upload to lesson to (2). You can also specify a category for
the lesson (3) as well as whether or not to post the lesson as a draft and/or page (4).

Once you have configured the lesson properties for the blog post you can choose a template
(5). The template determines the formatting that will be used to display the lesson in your blog.

Once you are done configuring the various options click the Upload button to begin uploading
the lesson.

Export to Blog/Web

Uploading image 3 of 3...

o

A progress dialog will appear while the lesson text and images are uploaded.
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Export to Elog/Web

"; P The lesson was successfully uploaded.

e

| ok |[ wst | [ copyURLtoCipboard

If all goes well then this dialog will appear. Use the Copy URL to Clipboard button if you would
like to email the url to your lesson to somebody.

Updating a Lesson on Your Blog

Export to Blog/Web

Account

| My Blog -

Export to Blog/Web

This lesson has already been uploaded to the selected account. If you would like to upload
the lesson again then didk "Upload Again®,

Post as Draf]

ey

Templates

Blog HTML Neutral

Blog HTML Styled o
S

0' Upload Again | | Cancel
N

When you export a lesson to a blog ScreenSteps remembers the fact that you did so. If you
attempt to export the lesson to the same blog again the Export to Blog/Web dialog will appear
slightly different. You can still specify whether or not to post as a draft (1) and which template
to use (2) but you cannot change the category.

Clicking the Upload Again (3) button will replace the existing blog post.
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Configuring a Clarify-it.com account

This lesson will show you how to configure ScreenSteps to instantly publish your lessons to
the Clarify-it.com sharing service.

You can use Clarify-it.com to share the documents you create in ScreenSteps Desktop with
the world. Instantly get a URL back that you can share via Twitter, Facebook, instant
messages, emails, forum posts or wherever else you need to share your ScreenSteps
documents.

Open Preferences

g ol File Edit  Less Screen5Steps Pro - Screen5teps Librany

=191e, gensteps 5[ Lesson Format Wiew window Help

dndo k42
. Red Chrl-Shift+-2
Services e e

id Cuk Chrl4-
H! e ScreenSteps _&EH @ I Copy criec By
Hide Others EH o Copy Lesson to Clipboard .

Show All ¥ paste Chrly
. Paste Without Formattin i
Quit ScreenSteps  3Q 0 8 ti
Delete -

| Creating Word Templates Select Al Chrl+a
Customizing HTML Tem... (@D Split Step at Insertion Point— Crri+alt+shift+n 1
i3

Integrating ScreenSteps L. a Find »
Check spelling. .. Chel+; i
Publishing to Blogs & Wikis ﬂ |

i Screensteps 2.1

To enter your Clarify-it.com credentials or create an account open Preferences. The image on
the left shows how to do this on OS X. The image on the right shows how to do this on
Windows.
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Enter Username and Password

Sign up for a free accownt

User Mame:
o |

Password: | EEEEE |

@ [ ] usessL

( Test Connection :)

In the Clarify-it.com tab, enter your username (or email address) that you used to create your
account and password in the provided fields. If you would like the data sent between
ScreenSteps desktop and Clarify-it.com encrypted then check the Use SSL box as well.

Test The Connection

Sign up for a free account

User Mame: F - |

Password: | EEEEE |

J

After entering your information click the Test Connection button. This will verify that your
username and password are correct.

[ ] usessL

If you see the green check mark then you are ready to begin sharing your lessons with Clarify-
it.com.
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Assigning a File Name to use for a Lesson or
Manual

In version 2.8.9 ScreenSteps added the ability to specify the file name to use when
exporting a lesson or manual to files on disk (e.g. HTML).

Setting the File Name for Lessons

Lesson Info Inspector
General | Web
Template: | IUse Default - |
Template: | IUse Default - |
m& Template: | Use Default - |
File name: | adding-custom-template
Draft
Description
This lesson will show you how to make your

You can assign the default file name to use when exporting a lesson via the property inspector.
Just select the General tab when a lesson is selected and fill in the File name property. Do not
add a file name extension (e.g. .html) as one will be added based on the format you are
exporting to.
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Setting the File Name for Manuals

Mode Export S hare Mew Chaoter Mew Lesson |nzpect | ezzon Palete
M 11 to
LIBRARY: ScreenSteps Library Ll 12 iy @
a Lessons [ 32 I General | web
MANUALS T Template: ’ Use Default -]
l=| APiExamples
i | Template: [ Use Default v]
Lm£ Template: Use Default ko
Mg
[T oraft
o
[D
Trandncl

You can assign the default file name to use when exporting a manual via the property
inspector. Just select the General tab when a lesson is selected and fill in the File name
property. Do not add a file name extension (e.g. .html) as one will be added based on the
format you are exporting to.
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Selecting Word, PDF and HTML Templates
for Lessons

Learn how to choose a template for a lesson.

Select Export > Word, HTML or PDF

3. ® ™. O

Share Step Capture Clipboard

rting Lesso
@&D)¢

ate Method: Fi

H Ec

New Li
Open |
Open)
Open |
Reveal

5 New Li
New M
l New T

Select Word, PDF or HTML from the Export menu.
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Select Template

Export Using Template

Lesson HTML Templates

Black BG
Blue 0
Blue Trebuchet s

Meutral
Red

I | Set as Default

g r’ Cancel “-. ( Export xj—/

Select a template from the list (1) and select Export (2). If you would like the selected template
to be your default template then check the Set as Default (3) checkbox. You will then no longer
see this screen when you export. Your default template will be used each time. If you need to
change the default template later on you can do so in preferences.
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Changing/Setting the Default Template

This lesson will teach you how to change or clear the default Word, HTML or PDF template.

Open Preferences

b ol File Edit Less( ScreenSteps Pro - ScreenSteps Library

I;esscun Format Wiew ‘Window Help

Indo Zkrl+2
. Red Chrl+Shift+2
Services - e

. Cuk k-3
Hide ScreenSteps 3H ® } oy crlec by
Hide Others \#H o 1 Copy Lesson to Clipboard L.

Show All B paste Chrl+y
, Paste Without Formattin ;
Quit ScreenSteps  $#Q ! 8 i
_ Deleke -

ing Word Templates = C Select Al Chrl4+-4
~ - = .
Customizing HTML Tem... (€ =plit Step at Insertion Point Crl+al+shife+n
iz

Integrating ScreenSteps L... ﬂ' . Find »
Check Spelling. .. Chrl+; &
Publishing to Blogs & Wikis €D p

Screensteps 2.1
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Select Either Word Templates, PDF Templates or HTML
Templates

Templates - | Document = Manual Title Page  Lesson  Header & Footer -

Bagic Blue

e Mange Page Format: Letter

Pag-eﬂrim:uinn'_ Portrait E

Fnt: | Adial | [ i e

10,00 ] 10,00
mem FIE

Margins:

Author;

Click “Restore Defauls® vo restore all POF templates that ship with
SermSiags f aik ki Sl

Basic Blue
Page Orientatio
Fon

If a default template has been set it will be in bold.
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Clear Default Template

Templates r
e

Basic Blue

Blug Mr=n
Clear Default

Reveal Template File | p,
¥ T

Right click on the template name and select Clear Default to clear the default template.

Set a Default Template

Templates Docume
B

Basic Blue

Blue Mango
Set as Default Ty

Reveal Template File .
¥ T

F

Right click on a different template and select Set as Default to set a new default template. If
you don't set any default template then you will see the template selector each time you export

a lesson.

You can set a default template for Word, PDF and HTML exports.

Restoring Default Templates

Author:

(" Restore Defaults ) Click “Restore Defaults” to restore all PDF templates that ship with
L / ScreenSteps to their factory settings.
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If you ever need to restore the default templates that come with ScreenSteps to their factory

state then look for the Restore Defaults button at the bottom of the template preference
pane.

ScreenSteps 2.9 Page 119



@ SCREENSTEPS

Overriding the Default Template for a
Lesson

Learn how to override your default template setting on a per lesson basis. This can be
handy if you only want to use a template for a few specific lessons.

Open Inspector

* H. O B

Step Capture Clipboard Inspect Check Spellin

@ Configure ScreenSteps to Uploa
© rtags: (21 ) (Blog ) ( ScreenSteps )

Select a lesson and open the Inspector.

Choose a Template

(&) Lesson Inspector

[{}eneral . Web |

| Template: | Use Default

| Template: ' Use Default

Template: | Use Default

[ ] Draft

Lesson Steps

Open Preferences
Mavigate to Web Export
Select Account Type
Untitled

Enter Your Information
Untitled

Rename Account
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You can select a specific template for Word, PDF and HTML.

L&) Lesson Inspecter

Eﬁeneml I Webj

% Template: [ Use Default (o -]
E Template: Use Default E
T8 Template: __Basic Blue =
Blue Mango
File name: |

If you choose a specific template then that template will always be used when exporting the
lesson.
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How Can | See Which Web Servers I've
Uploaded a Lesson To?

This lesson will show you how to see which web servers you have posted a lesson to.

The Lesson Inspector

@ Overriding the Default Template for a Lesson -] Lesson info Inspnturo

_General ~ Web

@ Changing'Setling the Default Template
. = Lesson has been uploaded to
bmls

@ Selecting Word, FOF and HTML Templates for Lessons o |
@ Uploading a Lesson 1o a Blog\Viki

) Links
@ Configure ScreenSteps to Upload Lessons to Your Blog
@ Getting Started With a ScreenSteps Live Account
@ Exporting Lessons
@ Reordering Steps in a Lesson

@ What is Lesson Status?

@ How do | Search for Text in a Lesson?

The Lesson Inspector has a Web tab (1) that shows which of your Web Export accounts the

selected lesson has been uploaded to (2).
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Links

plate for a Lesson

ult Template

4TML Templates for Lessons
logMVVik

Upload Lessons to Your Blog

zensSteps Live Account

Steps Live, sharing

ring

Clicking on a web export account (1) will list links to that lesson on the web server (2).

Links:

Lesson Info Inspector

| General ~ Web }

Lesson has been uploaded to:

bmls

o

Links:

o Lesson administration page
ScreenSteps > ScreenSteps 2.7

RO
@u

( Update Lesson From Server ]

[ Upload To Server )

Lezzon administration page

"\.._."I

A

Trevor's Lessons = Lessnnw U

g

You can use the icons to the right of the link name to view the lesson in your browser (1) or
copy the url to the lesson to the clipboard (2).
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Breaking a Link Between a Lesson and a
Web Server

As of version 2.8.7 you can break the link between a lesson and a web server. This allows

you to upload the lesson to the web server as a new document rather than updating the
existing document.

Breaking a Link Between a Lesson and a Web Server

(2] Lesson Inspector

I General Web

Lesson has been uploaded to:

bmls

Linlks:
Lesson administration page e\*. u

Screensteps Documentation > Sc.. @ u

( Update Lesson From Server ]

Upload To Server

If you need to break the link between a lesson and a web server then select the server and
press the Delete or Backspace key.
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Confirm

Are you sure you want to break the link
between the lesson and the server
"bmls.screenstepslive.com"?

By doing so you will no longer be able to
update the lesson on the server.

lr_ Break Link “‘ Cancel -‘}I

You will be shown a dialog asking you whether or not you want to break the link. Click the
Break Link button to break the link. The next time you export the lesson to the server a new
lesson will be created rather than the existing lesson being updated.
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How to insert a ScreenSteps Lesson into a
forum post or other web application

By posting your lesson to a Clarify-it.com account you will get HTML back that you can embed in
a forum post, wiki, project management application or any other web application that accepts
HTML.

Before you follow the steps in this lesson you must create a Clarify-it.com account.

Select Share > Clarify-it.com

F [ g - =
D@ # ™. 0 * B
o Step Capture Clipboard Inspect Check Spelling

Export Share

larify o _Q Clarify-it.com tw to crop an image

s: Add Tag

%' PDF to Clipboard

(3

HTML to Clipboard

Your lesson will be uploaded to Clarify-it.com.
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Copy HTML
Clarify-it.com
G“ The lesson was successfully uploaded.
. g Templates
HTML i
Styled HTML / =
Images Only d

-

(Eup\r Lesson URL to Elipbcard;] ( Wisit :] E OK j

After you lesson is uploaded you will see a dialog box with several items you can copy to your
clipboard. Click the HTML clipboard icon and paste the HTML into your forum post or web
application.

The HTML template will give you un-styled HTML. The Styled HTML template has some basic
inline styling applied to the HTML.
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Exporting a Lesson to the Clipboard as HTML

With ScreenSteps you can quickly copy any lesson to the system clipboard in HTML format.
You can then paste the lesson into an email program like Outlook or Apple Mail and send
the lesson to someone.

Exporting to Clipboard

(V8. B o

Export Share Mew Lesson  Inspect

b ScreenSteps.me

FFor -
PDF to Clipboard | "/MenV

& HTMLto Clipboard N9 the Dt

fteps 2

If you have a lesson open or you have a lesson selected in the lesson library list you can click on
the Share icon in the toolbar (1). Select HTML to Clipboard in the menu that appears (2).

The lesson will be exported using the assigned Clipboard HTML template and the resulting data
will be placed on the system clipboard in HTML format.
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@ Breaking a Link Between a Lesson and a Web Server

alpegaasas

Open .
@ Export P 3l asann Tn?
ScreenSteps.me
M - [Talata 1
- Draft HTML to Clipboard I
Rename \
Inspect
. Duplicate |
Replace with Lesson Package...
@  Delete

Upload to ScreenSteps Live
- Download Changes from ScreenSteps Live  |Blog

You can also right-click on a lesson in any list and select the Share > HTML to Clipboard option.
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Exporting a Lesson to the Clipboard as PDF

With ScreenSteps you can quickly copy the path to a PDF version of a lesson to the system
clipboard. You can then paste the file path into any system file dialog or application that

supports file paths.

This feature is useful for uploading lessons using a browser or attaching lessons to emails

created by applications that don't support the HTML format on the system clipboard.

Exporting to Clipboard

Mew Lesson  Inspect

" PDF to Cliphgard R

iiro, |8
& HTMLto Clipboard ng the De

feps 2

If you have a lesson open or you have a lesson selected in the lesson library list you can click on

the Share icon in the toolbar (1). Select PDF to Clipboard in the menu that appears (2).

A PDF file will be created in a temporary folder on your computer. The path to the file will be

placed on the system clipboard.
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@ EBEreaking a Link Between a Lesson and a Web Server Tue
No ¢
°d Open ,
@ Ho Export Pl Tan e

Draft

@ Cha [
Tags  Rename '

. Inspect

@ Sele  pyplicate ' L
7235 Replace with Lesson Package... .

@ Uplt Delete Tue

Tags - )
Upload to ScreenSteps Live
@ Con Download Changes from ScreenSteps Live Tue

Tags: 27, Bioq, gmﬂnﬁaﬂs

You can also right-click on a lesson in any list and select the Share > PDF to Clipboard option.
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How do | Specify Which Template Is Used
When Exporting To Clipboard?

When exporting a lesson to the clipboard as HTML or PDF you can specify a template that
will be used to output the lesson. This lesson explains how.

Open Preferences

bl ol File  Edit  Less ScreenS5teps Pro - ScreenSteps Library

Z: 8 Lesson Format Wiew ‘Window Help

IJndo Chrl+2
" Red Chrl+Shift+2
Services - e
. Cuk kel
H!de ScreenSteps _EﬂH @ I Copy criec
Hide Others #H o Copy Lesson to Clipboard .
Show All & paste Chrhy
. Paske Without Formattin i
Quit ScreenSteps  3#Q 0 8 i
____ Delete -
Creatimg Word Templates ]
pCraating Word Tame - Select Al Crl+4
- . _ 1T .
Customizing HTML Tem... (@D Split Step at Insertion Point Chri+alt+Shift+n i1
iz
Integrating ScreensSteps L. 'B' . Find »
Check spelling. .. Chel+; i
Publishing to Blogs & Wikis B ‘i

Screensteps 2.1
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Select Template From General Tab

e ——

g G ] i3
~ - w i i
General  ScreenStepz.me  “Web Esport  “word Templates  PDF Ten
Hok Key: 2 Contral Enable lessor
Shift Reveal Files &

[] alt

Scale Images

Create Lesson IF Mo Lesson Is Open
Maz Wid

Max Heig

|:| Swnc Image b

Compare mar

G | Copy to Clipboard Templaté“-v” Ise Default w

h’?,_ Copy to Clipboard Templabeses Default w

On the General tab you can select the template you would like to use when copying a lesson to
the clipboard as PDF (2) or HTML (3).

The list of PDF templates (2) is taken from the PDF templates available in the PDF Templates
tab.

The list of HTML templates (3) is taken from the the Clipboard folder in the HTML templates
folder. For more information on the templates folder please see our manual on Customizing

HTML Templates.
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@ SCREENSTEPS

How do | paste the path to the PDF file into
a file selection dialog on OS X?

This lesson will show you how to navigate to the PDF file you copied to the clipboard into an
OS X file selection dialog window.

Note that you must first copy a document to the clipboard as PDF for these instructions to
work.

The File Selection Dialog

@ e Select file(s) to upload by bmis.basecamphg.com
bt |BE-|-=] IIIII] I [] Assistants b (Q search
DEVICES [l Address Book Plug-Ins
[ Application Support
SHARED i i
M Assistants
PLACES ] Audia
MEDIA ] Autosave Information

[ Caches

[ calendars

[l ColorPickers

] Colors

[ Colersync

[ Compaositions

[] Contextual Menu Items
4 | Cookies

TI [ disclabel

ESl

P———

This is what a file selection dialog looks like.
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Open "Go to the folder:" Dialog

| e o, n

Select file(s) to upload by bmls.basecamphg.com

Co to the folder:

,r. Cancel “‘ (

L Autosave Information |

MEDIA

COMMAND + SHIFT + G

Colors

Colorsync
Compositions
Contextual Menu Items
Cookies

disclabel

FEEEER

Cancel ,

P

With the file dialog window open, hold down the COMMAND + SHIFT + G keys to open the Go
to the folder window.

Paste URL

Co to the foldear:

5,.; fUsers/trevordevore/Library/ Caches/Temporaryltems/ss_ten

( Go )

A { 1

COMMAND + V _ Cancel g Go

Al 4

-\.___r_—, -

Use COMMAND + V to paste the PDF file path into the field. Click the Go button.
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[ | p ] [EE = |E}}] rﬁ ss_temp_clipboard_output I-ﬂ (Q search B
» DEVICES .“_' How do | p... dialog.pdf -
 SHARED
P PLACES
= MEDIA
Name How do |
paste the path
to the POF file
into a file .
selection -
dialog.pdf v
Il Size 228 KB 1]

@

( Cancel

The PDF file is now selected in the dialog (1). Click the Select button to select the file (2).
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How do | paste the path to the PDF file into
a file selection dialog on Windows?

This lesson will show you how to navigate to the PDF file you copied to the clipboard into a
Windows file selection dialog window.

Note that you must first copy a document to the clipboard as PDF for these instructions to
work.

The File Selection Dialog

Select file(s) to upload by bmls. basecamphg.com E]

Look in: | () Dffice10 = « Bk E-

3 AJMSOSTYLE.DLL:
u‘) | %] SAEXT.OLL

kdw Recent -"_4 SEQUCHK10.DLL
Documents %THDIC LE

rr % B TrIGRAM.LEX
% UCSCRIBE. DL

Desktop

My Documents
58
by Computer
.
My Metwark File narme: |
Flaces

Open

i

Files of type: |,é.|| Files [*.%] Canicel

This is what a file selection dialog looks like.
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Paste The File Path Into the "File name" Field

Select file(s) to upload by bmls. basecamphg.com

21X

Laok in: | ) Dificz10

5 |4 MSOSTYLE.DLL
! f}’ %] SAEXT.DLL
MyRecent || %] SEQCHK10.0LL
Documents %THDIC LEX

r B TrIcRAM.LEX

| %] UCSCRIBE.DLL
Desktop

L

by Documents

1
My Computer

by M etvark,
Flaces

v & &t E-

ta Open |
Cancel

Click in the "File name" field of the dialog. Use CONTROL + V to paste the path to the PDF file

into the field (1).
Click the Open button to select the file (2).
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Why don't images show up in emails | send
that | pasted a lesson into?

When pasting the rich text representation of a document on the clipboard into an email

program you need to check a few settings to ensure that the images will be sent with the
email.

This lesson will show you the settings to check for Apple Mail and Outlook Express.

Example: Mail

-O o0 Composing o
1)@ 8 el L e
General Accounts RS55  Junk Mail Fonts & Colors Viewing 38 Signatures Rules

Composing: °

Message Format: [ Plain Text Q‘.

Check spelling as | type v
1 Automatically [cc: B: myself
Addressing:

a»\ummaricall\«r complete addresses [ Configure LDAP... )
aWhen sending to a group, show all member addresses

"1 Mark addresses not ending with @apple.com, @mac.com

Send new mail from: | Account of last viewed mailbox

Create Notes & To Do's in: | Account of last viewed mailbox H

Responding:
"] Use the same message format as the original message
Respond using Rich or Plain Text
a Quote the text of the original message
a Increase quote level
When quoting text in replies or forwards:

(O Include all of the original message
@ Include selected text if any, otherwise include all ®

In Apple Mail you need to make sure your email message is sent using the Rich Text format.

Apple Mail allows you to set a default message format when composing email messages. In the
Compose tab of the preferences window (1) you can set the default Message Format to Plain
Text or Rich Text (2). This setting will apply to all new email messages you write.
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Mail: Toggling the Setting of an Existing Message

ox Message IMI Window Help

e00o Show Fonts BT =
o= | Show Colors  0%C
) — »
Send Chat Lists > Save As Draft
Tol Style >
Alignment [ .
Ce:
Indentation [ 2
Bcel  Quote Level >

Subje i Make Rich Text O%T I

=~ Fro =S nature:| None Is

If you normally send email messages as Plain Text then you can change the formatting on a

per-message basis. After creating a new message select Make Rich Text from the Format
menu.

You can now paste the document you exported to the clipboard as rich text into the email.

ScreenSteps 2.9 Page 141



@ SCREENSTEPS

Example: Outlook Express 6

E 2 x|

Signatures Security Cannection M aintenance
General Fead Receipts Send Compose
Sending

Save copy of zent meszages in the "Sent ltems' folder
Send messages immediately
| Automatically put people | reply to in my Address Book
Automnatically complete e-mail addrezzes when composzing
Include meszage in reply

Fieply to messages uzing the format in which they were sent

[ International Settings... ]

tail Sending Format

t= () HTML [ HTML Settings>=| [F'Iain Text Settings... ]
) Plain Text

Mews Sending Format

+ O HTML [ HTHL Settings... ] [F'Iain Text Settings...l
(%) Plain Text

[ Ok, ][ Cancel ]

In order to send the document images in email messages you send from Outlook you need to
ensure that the Mail Sending Format in Options > Send is set to HTML (1).

After checking this setting click on the HTML Settings... button (2).

HTML Settings X

MIME mezzage format m

Encode text using: |[E=ahaiar o

Cancel

IH

[ ] &llovs 8-bit characters in headers

Send pictures with meszages -

¥ Tndent mezzage an reply

Make sure that Send pictures with messages is checked as well.
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Searching in Tag Mode

This lesson will give you an overview of how to search/filter lessons in Tags mode.

Select Tag Mode

Lad>

Export Share New Lesson  Inspect

LIBRAF Y: ScreenSteps @ Breaking a Link Between a Lesson .

No tags
MANUALS @ How Can | See Which Web Servers

E| Creating Word Templates 'B'
@ Changing/Setting the Default Temp

Tags: 2.1, ScreenSteps 2

E1 Customizing HTML Temp... m

E| Integrating ScreenSteps L... lﬂ
@ Selecting Word, PDF and HTML Te

Tags: 2.1, ScreenSteps 2

™ Publishing to Blogs & Wikis EED

The options we will show in this lesson apply when you are in Tags mode.

Search/Filter Options

LTl All Lessons |

| Undo Fri, Mar 12, 2010 4:24 PM m

Fri, Mar 12, 2010 12:32 PM

1. Search field
2. Lesson filter
3. Sort order
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Lesson Filter

I All Lessons Last Modified

All Lessons
Unassigned to Tag
Drafts

Status »

2, 2010 4:24 P

k2010 12:52 PM

You have a few options for filtering lessons. Unassigned to Tag will only display lessons that
have not been tagged yet. You can also filter Draft lessons or lessons that have a specific status.

Sort

Title
Last Modified
C

You can sort lessons by Title or the last time they were modified.

Search Text

LT All Lessons Last Modified

® 42 lessons found

@ Lesson 1
@ Untilled Lesson Fri, Mar 12, 2010 9:44 AM |

Search text will search lesson and step text for a match.

Tip: You can search for tags using the search by means of the "tag:" string. Here are some
examples.

Search for lessons tagged with "help™:
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tag:help

Search for lessons tagged with "version 2":
tag:"version 2"

Search for lessons tagged with "help" and "version 2":

tag:help,"version 2"
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Tags
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How Do | Tag a Lesson?

Tags can help you categorize lessons. This lesson will show you the various ways you can
add tags to a lesson.

Select "Add Tag"

@ ™. O ®

Step Capture Clipboard Inspect Check 5pelling

IMPORTANT - WHO |15 THIS LESSOMN FOR?
If all you wantto do is post lessons created in Screenste
READ THIS LESSOM. This lesson is only for people whe

L1560 @ T

To add a tag to a lesson you are editing, load a lesson and select Add Tag.

Enter Tag Title

® ™ O

Step Capture Clipboard Inspect Check 5pelling

IMPORTANT - WHO IS THIS LESSON FOR?
If all you want to do is post lessons created in ScreenSteps i
READ THIS LESSOM. This lesson is only for people who wa

Type in the tag you want to add. You can separate tags with commas or by pressing tag.
ScreenSteps will try to auto-complete the tag using tags you have already added to your library.
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™. 0 ® B

Capture Clipboard t Check Spelling

IMPORTANT - WHO IS THIS LESS0ON FOR?
If all you want to do is post lessons created in Scre

This is what the tag will look like once it has been added.

Add Another Tag

Step Capture Clipboard Inspect Check Spellino

@ What do | need to
(6] © Tags: |(iordPress )|

IMPORTANT - WHO IS THIS LESS0OM FOR?

If all you want to do is post lessons created in Screenst
BEAMN THIZ | FS2Mkd Thic lacenn ic anla far nanmla wk

To add additional tags just click to the right of the last tag and start typing.

ScreenSteps 2.9 Page 149



@ SCREENSTEPS

How Do | Tag Multiple Lessons Quickly
(Using the Tag Palette)?

Sometimes you want to quickly tag multiple lessons. The best way to do this is to use the
Tag Palette.

Select View > Show Tag Palette

o Window Help
Tags Mode 381 wrEx
Manuals Mode 3H2

Hide Inspector  {+ 38l
. Show Lesson Palette
ain Show Tag Palette FogE

N to Add the Zendesk ScreenSteps Live

Drag Tag Onto Lessons

lew Lesson  Inspect I All Lessons

. T.
© Adding a ScreenSteps Live Widget to Foge- = 295
Tags: FogBugz | Lessons Tags }
@ How to Add the Zendesk ScreenSteps Live Q A |
Tags: Screen3teps Live APl Zendesk
FogBugz
i f
@ How to Add the Zendesk ScreenSteps Live ScreenSteps Live AP
Tags: Screen3teps Live APl Zendesk
Spaces
@ Create an ser in ScreenSteps WordPress f
No tags Zendesk
@ Finding Your Space ID or Permalink f
Tags: Spaces
@ Adding a ScreenSteps Live Search Widgel f
No tags
@ Adding a ScreenSteps Live Tags Widget t¢ &, ‘_o 1
No tags '\-.---""r
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The Tag Palette will display a list of your current tags. You can create new tags but pressing
Add Tag (1).

To add a tag to a lesson just drag the tag from the Tag Palette to the lesson.

Repeat

sson  Inspect Shiow:

All Lessons

Tags

@ Adding a ScreenSteps Live Widget to FogB _
Tags: FogBugz | Lessons Tat

@ How to Add the Zendesk ScreenSteps Live g

Tags: ScreenSteps Live AP|, Zendesk

FogBugz
@ How to Add the Zendesk SGI'EEHS'[EFJS Live

Tags: ScreenSteps Live AP|, Zendesk

ScreenSteps Live AP
Spaces

Create an APl Access User in ScreenStep WordPress

Tags: Screensteps Live API Zendesk

Tags: Spaces

@ Adding a ScreenSteps Live Search Widge

Elm dmmam

Here you can see that the tag has been added to the lesson. You can use this lesson to quickly
tag multiple lessons.
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How do | delete tags from a lesson?

Select the tag

%

nect  Check Spelling

ps Concepts

{ Getting Started ) ( ScreenSteps 2 )

This lesson will introduce some key ScreenSteps concepts to you. Understar
most out of ScreenSteps. ScreenSteps is a somewhat "opinionated” applicat
different type of documentation than what you may be used to. While you car
would like, following the tips in this lesson will make your lessons more read:

The Library

Press Delete on Your Keyboard

%

Clipboard Inspect Check Spelling

@ Key ScreenSteps Concepts
[ 295 ] O r1ags: @ (25 ) ( Getting Started ) ( ScreenSteps 2 )

This lesson will introduce some key ScreenSteps concepts to you. Un
most out of ScreenSteps. ScreenSteps is a somewhat “opinionated”™ a
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Tag Will be Deleted
h- O ? B

nture  Clipboard  Inspect  Check Spelling

@ Key ScreenSteps Concepts
o Tags: |I[ 2.5 ) ( Getting Started ) ( ScreenSteps 2 )

This lesson will infroduce some key ScreensSteps concepts to you. Understandin
most out of ScreenSteps. ScreenSteps is a somewhat "opinionated® application.
different type of documentation than what you may be used to. While you can use
would like, following the tips in this lesson will make your lessons more readable

The Library

o E

ScreenSteps 2.9

Page 153



@ SCREENSTEPS

How do | delete all instances of a tag from

my library?

Select Tag in Tag Mode

= 5 : -~

Moo Mew Lesson  Inspect
LIBRARY: S. »enSteps @ Exporting
@ Lessons Tags: 2.1,.
TAGS @ Display (
Tags: 2.1,.
@ Key Scre
Tags: 2.1,.
Annotations v Creating
Basecamp Tags: 2.5, 1
Elog )
@ Syncing
Elue Mango e
Tags: 2.1,.
Chapters
Clipboard Recorder w Duplicati
Tags: 2.1,.
Creating a L esson

Make sure you are in Tags mode (1) and select the tag you want to delete (2).

Press Delete

[ Cancel ] E Delete 3

r u
Tags: 2.1, 2.5, Screen3teps 2

@ Sharinn ScregnStens | essnns with Other Users of Screen!

Press delete on your keyboard and click Delete on the dialog box to confirm. The tag will be

removed from your library.
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Tagging Tip - Dragging Lessons Onto Tags in

Tag Mode

Learn how to add tags to a lesson by simply dragging and dropping.

Make Sure You Are In Tag Mode

=)
ade

LIB| .ARY: ScreenSteps

gl Lessons

TAGS

Annotations

Drag Lesson Onto Tag

LIBERARY -

& Lessons
TAGS L
Mac ﬂ
Accounts [ 3 ] L]
Annotations ﬂ
AP [ ®
Attached Files ﬂ
Basic Concent o i
L |
Elog e
Blue Mango ﬂ
Buckets ﬂ' @
Chapters ﬁ

ScreenSteps 2.9

What is a Manual?

Tags: Basic Concepts, Manuals

How to Create a Comment

Mo tags

How to Delete a Post
No tags

How to Create a Post

Mo tags

How to Create a New Post

How do | Enable the ScreenSteps Live /
Tags: Accounts
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Drag the lesson onto a tag.

W NOw 0 wredle a woImiment

|-| -
No tags

@ How to Delete a Post
Tags: Blog _

@ How to Create a Post

Elm dommam

Here you can see that the tag has been added to the lesson.
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Manuals
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How to Create a Manual and Stub Out
Lessons

Manuals allow you to group your lessons much like you would a user manual.

Select Manuals Mode

Al v, B

Mauue MNew Lesson

LIBRARY: Scree. Steps

MAMUALS
E] Creating Word Templates
q Customizing HTML Templates

q Integrating Screen3teps Live With... lﬂ

Select Manuals mode.

Select New Manual
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Enter a Title

LIBRARY Untitled

@ Lessons 'ﬂ'

MAMNUALS

| I —

Name the Chapter

Mew Chapter MewlLesson Inspect Lesson Palette

Chapters help you organize lessons in your manual. By default one will be created for you. You
can renamed the chapter by double clicking on it.

Add Additional Chapters

A -

Mew Chapter Mew Lesson Inspect Lesson Palette

Click New Chapter to add additional chapters.
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Add Lessons

=

MNew Chapter Mew Lesson Inspect Lesson Palette

Getting Started

Advanced Topics

You can create lesson stubs within a chapter. These will be empty lessons that you can fill in
later. Select New Lesson to add a lesson to a chapter.

Name the Stubbed Lesson

» ® 3

Mew Chapter Mew Lesson Inspect Lesson Palette

Getting Started

@ Untitled Lesson

& Advanced Topics

Enter a name for the lesson and press return. Continue this process, adding additional lessons
until you have finished stubbing out your manual.
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Adding Existing Lessons To Manuals Using
the Lesson Palette

This lesson will show you how to add existing lessons to manuals using the Lesson Palette.
This is a very fast way of assembling topics from existing lessons.

Create a Manual

i b =
_lj'r h I
Mode Export Mew Chapter Mew Lesson  Insp

LIBRARY: 55 Live APl Untitled Chapter

@ Lessons

MANUALS

E APl Examles

W e o

Create a new manual and select it.

Open the Lesson Palette

it Lesson FcrmatWindow Help

Tags Mode #1
Manuals Mode 382

Show Inspector  {r 3l

Select View > Show Lesson Palette.
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Lesson Palette Overview

® Lessons

Lessons Tags |
\--(n

Show: [ Manual Ler'f‘de
ow anual as odifie

How do | Install the ScreenSteps Live Plugin?
Basic Configuration

How do | Configure the ScreenSteps Live Plugin?
Basic Configuration

Adding a ScreenSteps Liv\e\WTager to Zendesk
What do | need to Have to Get Started?

How do | View Content?

Description
Download the ScreenSteps Live WordPrass plugin

<)

The Lesson Palette displays all of the lessons in the current library. You can search (1) and sort

(2) lessons. The lessons will be displayed in a list (3). The description for the selected lesson will
be displayed below (4).
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Drag Lessons Onto Chapters

A0 SereenSlens Pra - 55 Live AR
" = ] &)
T irat
- rorres
Lessons Tﬂgi
[
h Ny Haw Banul
Shaw: | Manual Lase Mad fied

Heew dia | 1asall thie ScreenSweps Live Phigis®
Basic Confguratiza

Hewdn | Canfigare the Screensoeps Ui Plugis?
Basie Conlguratiss

Adding a torpendieps Live Wdget in Jenderk
Whar do | meed oo Hanee 10 Gt Staned?

Hewdo | Ve Contant?

Desgriptian
Foew Bt you heree ms laled asd configue ed e
SorpanSugs Ly WoedPross plagin & i B 13 view
woar canlend

Just drag lessons onto a chapter to add them.

{1 | E T =

Mew Chapter MewlLesson Inspect Lesson Palette

Untitled Chapter

. How do | View Content?
Tags: ScreenSteps Live APl WordPress

Here | have added a single lesson to the "Getting Started" chapter.
Repeat the process, adding additional lessons to your manual.

Tip: You can also drag lessons from the Lesson Palette onto Tags.
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What are Draft Chapters?

Draft chapters are chapters that you are working on but not yet finished. By default a draft
chapter will not be included when your manual is exported. This can be useful if you have
some content that you are working on that is not ready for distribution yet.

Marking a Chapter As A Draft

HTML and Javascript Widgets

@ Adding a ScreenSteps Live Search Widget To Your Site

@ Adding a ScreenSteps Live Tags Widget to Your Site

To mark a chapter as a draft, just check the Draft checkbox.
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How do | reorder Chapters?

Click on Chapter Title

WordPress

@ What do | need to Have to Get Started?
Tags: ScreenSteps Live APl WordPress

0
L

A Quick Note About WordPress Permalinks
Tags: WordPress

@ How do I Install the ScreenSteps Live Plugin?

Tags: ScreenSteps Live APl WordPress

& How do | Configure the ScreenSteps Live Plugin?

Tags: ScreenSteps Live APl WordPress

' How do | View Content?

Tags: ScreenSteps Live AP

HTML and Javascript Widgets K

@ Adding a ScreenSteps Live Search Widget To Your Site

@ Adding a ScreenSteps Live Tags Widget to Your Site

. @
[ 16
1]
3 ]
(77

[ 11
o

[ 14
O

[+]
=]
=
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Drag to Reorder the Chapter

New Chapter New Lesson  Inspect Lesson Palette

WordPress K

291

@ Whatdo ed to Have to Get Started?

ps Live AP, WordPress

Tags: Screend

he ScreenSteps Live Plugin?

|, WordPress

b ¢ Howaoic
o

Tags: ScreenSteps Live

77 © How do | View Conteg?
Tags: ScreenSteps Live £

88

S HTML and Javascript Widgets

[ 4] @ Adding a ScreenSteps Live Search Widget To Your Site

@ Adding a ScreenSteps Live Tags Widget to Your Site

Adding a Screensteps Live Search Widget To Your Site

@ Adding a ScreenSteps Live Tags Widget to Your Site

WordPress

@ What do | need to Have to Get Started?

Tags: ScreenSteps Live AP|, WordPress

@ A Quick Note About WordPress Permalinks
Tags: WordPress

@ Howdo | Install the ScreenSteps Live Plugin?
Tags: ScreenSteps Live API, WordPress

@ How do | Configure the ScreenSteps Live Plugin?

Tags: ScreenSteps Live API, WordPress

@ How do | View Content?

Tags: ScreenSteps Live AP

Fanrdack Widnate
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Exporting a Manual to Word, PDF or HTML

(Pro only)

Learn how to export an HTML or PDF version of a Manual. This will contain a table of

contents that links to all of the lessons in your manual.

NOTE: This feature is only available in the Pro version of ScreenSteps.

Select Manual

4 ¥ i F'lﬂ‘ E:'t T a

Mode E!-.|:.1{n t Mew Ch apter Mew Lessan Inspect Lesson Palet

LIBRARY: SS Live API WordPress
Lessons
ﬂ =--lL @ What do | need to Have to Get Startec
MANUALS Tag creenSieps Live AP, WordPro:

W APl Examples

How do | Install the ScreenSteps Live

n=teps Lve A, WordiFrass

How do | Configure the ScreenSteps L

SerapnSiaps Liva AP, WardProzs

@ How do | View Content?

Select the manual you would like to export.
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Select Export Format

L

Mew Chapter N

HTML

Package

e ScreenSteps Live

Wy Blog/Web

Ardinm :

Select Word, PDF, HTML or Package from the export menu.

Note: You can also export manuals to ScreenSteps Live but the process is slightly different and

will be covered in a different lesson.
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@ SCREENSTEPS

Select a Template

Manual HTML Templates

Black BG o
Blue b4
Meutral

Red

e:‘ Set as Default
oa Export Drafts

og Filter lessons by status
@ M Approved

-’ I'E Needs review
L] E‘ Mot finished/needs revision
L™ E‘ MNone

{ cancel ) Expcrt_e

Select the template you would like to use (1). You can choose to make the selected template
the default template for manual exports (2).

Checking Export Drafts (3) will include draft content in your exported manual.

If you just want to include lessons with a particular status you can check/uncheck status boxes
as needed (4). Once you are done select Export (5).

NOTE: You can edit your templates in the ScreenSteps Preferences.
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Alternate Method: File Menu

m&jit Lesson Format View Window Help

amj

MNew Library... reenSteps Pro - 55 Live AP

Open Library... 80
Open Workgroup Library... {FHO @
Open Recent Wl Lesson Palette
Reveal Library Folder

New Lesson 3N
New Manual ABEN to Get Started?

New Manual Chapter AN ggN  [VordPress

New Tag &N rensSteps Live Plugin?
Import... fiordPress

Import Library...

ScreenSteps Live Plugin?

Import From ScreenSteps Live |

Export Manual Word
PDF
HTML

Co To ScreenSteps Live Admin Page ScreenSteps Live

Zendesk

Package

Basic Configuration

You can also select the Topic and then choose File > Export Manual.

1.

2.
3.

Word - A manual with a table of contents will be exported in DOCX format (compatible with
Word and various other word processors).

PDF - A PDF manual with a table of contents will be created for you.

HTML - Various HTML files and folders will be created. You will be asked where you want to
save the files (you should probably create a folder to store all of the files that will be
exported).

ScreenSteps Live - Your manual will be published to ScreenSteps Live. You must have a
ScreenSteps Live account to use this option.

Package - A single package file will be created. This is used to move the manual between
ScreenSteps Libraries. For example, you would use this if you needed to send a manual that
you were working on to another ScreenSteps user. That user could then edit the lessons in
the manual.
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Alternate Method: Use Contextual Menu

Lessons
a ' & What do | need 1o Have (o Gel Started?
MANUALS Tags: ¢

=T [
eanSions Live AP, WosdPreé

w APl Examples [ 2 i Hrnu An | Inetall tha SeraanSlane | va Blhiain?

PDF

Draft HTML
Rename ScreenSteps Live
Inspect Package
Duplicate

Replace with Manual Package...
Delete

Upload to ScreenSteps Live (3
Download Changes from ScreenSteps Live

Compare With ScreenSteps Live » pndesk

Right click on a topic and select Export. You have the same options as mentioned above.
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Choosing a Template for a Manual (Pro only)

Learn how to choose the HTML or PDF template for a manual.

Inspect Manual

Q Lessons
. What do | need to Have to Get Sta
MANUALS Tags: ScreenSteps Live APl WordPress

APlExamy Export b lepslL

ress

Draft
enStej

Rename B

Duplicate
ress
Replace with Manual Package... |

Delete

Upload to ScreenSteps Live I
Download Changes from ScreenSteps Live p oK
Compare With ScreenSteps Live [ Vidget

Tags: Screensteps Live APl Zendesk

Right click on a manual and select Inspect.
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Choose Template

&) Manual Inspector

[General ' WEb]

= O x

(/| Template: | Use Default e ]

FUF L .

(0] Template: Use Default 5 ]
. r

% Template: | Use Default = ]

File name:
(] Draft

Choose the template you would like to use for the manual. The template will be used the next
time you export.
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How to see which Manuals a Lesson belongs
to

Select Lesson and press key command

8 00 ScreenSteps Pro - Scree

Mode

LIBRARY: ScreenSteps Docume... @ How to make documentation easy

W -
No tags

&"l__ Lessons

MANUALS L Why documentation matters
. No tags
E] Another Manual ﬂ

Docs that Rock

@ How to keep your documentation up to date

" .
Mo tags

@ Setting Your Documentation Goals: Road Maps and Roadblocks

No tags

@ Think like a GPS o
=

No tags

@ Connect with velcro, not cement

No tags

@ Insert your docs where your users need them

M -
No tags

1. Select the lesson from the list.
2. Press the COMMAND + SHIFT + M on OS X or CONTROL+ SHIFT + M on Windows. The
manuals that contain the selected lesson will highlight on the left.
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How to drag multiple Lessons into a Manual

Select Lessons and Drag

1. Select Lessons from the sidebar.
2. Select multiple lessons by holding down the shift key (or cnd/alt key).
3. Drag them onto a manual.

® ScreenSteps File Edit Lesson Format View Window Help
ScreenSteps Pro - Miscellaneous

1
Export MNew Le spect LG All Lessons : Last Modified

neous Using Image Zoom in Templates Fri, Oct 26, 2012 3:50 AM
Tags: HTML Templates, ScreenSteps 2

@ My lesson o Thu, Oct 4, 2012 12:55 PM
MANUALS - Y : \ -/

=| C lizing HTML Templa@
ﬂ Customizing HTML Templal

Changing the Text Encoding of Output Mon, Oct 1, 2012 4:20 PM
Tags: HTML Templates, ScreenSteps 2

Setting the Maximum Height/Width for Step Images Mon, Oct 1, 2012 4:20 PM
Tags: HTML Templates, ScreenSteps 2

Creating an XML Template Mon, Oct 1, 2012 4:20 PM
Tags: HTML Templates, ScreenSteps, ScreenSteps 2

Customizing Lesson Navigation Links In Topic Templates Mon, Oct 1, 2012 4:20 PM
Tags: HTML Templates, ScreenSteps 2

Using Image Zoom in Templates Mon, Oct 1, 2012 4:20 PM
Tags: HTML Templates, ScreenSteps 2

/. The Anatomy of the Template File Mon, Oct 1, 2012 4:20 PM
Tags: HTML Templates, ScreenSteps 2 Diraft

The ScreenSteps Templates Folder Mon, Oct 1, 2012 4:20 PM
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Introduction To The ScreenSteps Library

ScreenSteps stores all of your lessons in a single library folder. There is no need to worry
about where to save each lesson you create. Just open ScreenSteps and start creating.

The Default ScreenSteps Library

(L] Documents
Aom[m| [o |[-]

| MName

¥ || ScreenSteps Librawo
# [ Lessons S—r
« L]brary.datao

The first time ScreenSteps is launched on a computer it will create a library folder named
ScreenSteps Library (1) in your the user documents folder. On OS X this is in the
~/Documents folder. On Windows this in My Documents.

A file named Library.data (2) is created inside of the library folder. This is the database file that
contains all of the information about your lessons.
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Lessons
(1] Documents
Jum| [ |[3%-]
Mame

¥ [ ScreenSteps Library
¥ | Lessons
» El9s
L 96
L 97
L 98
L 99
L 105
L1 106
L 107
L 108
L 109
Library.data

« ¥ ¥ Y Y YYIYYY

Each lesson in ScreenSteps has a folder in the Lessons subfolder (1). Each numbered folder
corresponds to one of your lessons in your ScreenSteps library.

Lesson Media

v [ 109
v [ Data wil—
— media_1201706056369.png
media_1201706067920.png
— media_1201706087775.png
media_1201706492022.png
media_1201706558551.png
v ] Media il—
— media_1201706056369.png
media_1201706067920.png
— media_1201706087775.png
media_1201706492022.png
media_1201706558551.png
¢ |ibrary.data

Each lesson folder has two subfolders - Data and Media. The Media folder contains the original
images for each step in the lesson. The Data folder contains the image that is displayed in the
ScreenSteps program.
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Locate Library Folder

IE ScreenSteps Pro - 2-7-1 Libra

Mew Library. ..
Open Library...

Cpen Becen

Reveal Library Folder

Mew Lesson

| Open Warkgroup Library. ..

Mew Manual

Import...
Impaort Library...

Import From ScreenSteps Live

Edit Lesson Format View Window Help

Ctrl+0
Ctrl+5hift+0

Ctrl+H
Ctrl-+H

Cirl +Aalt -+

Ctrl+alt+M

550N

If your library is open in ScreenSteps you can use the File > Reveal Library Folder menu to
reveal the folder in Finder or Windows Explorer.
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Locating Lesson Media

C-)E-,ii_l' » Computer b

Edit in External Editor j proge

Reveal File fes
=k [C:)

Set Video Embed Code...

UEE

Delete —

Resize
Tool 3

Create New Step With This Image
-y Processor: Inkel(R) Core(TM]2 D

Since the lesson folders are named using numbers it is not apparent which lesson folder
corresponds to which lesson in ScreenSteps. If you need to locate lesson media in your library
folder you can:

1. Open the lesson in ScreenSteps.
2. Right-click on a step image.
3. Select Reveal File from the contextual menu.
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Creating New Libraries

ScreenSteps enables you to work with multiple libraries. This can be useful if you have
different products that you are documenting or want to keep work content separate from
personal content. This lesson will show you how to create a new library.

Creating a New Library

ﬂ ScreenSteps Pro - 2-7-1 Libra

COpen Library... Cirl+0
i Open Workgroup Library. .. Crl+5hift+0 i
| I Open Recent [ 3 |

Edit Lesson Format Wiew Window Help

Reveal Library Folder

Mew Lesson Ctrl+M
Mew Manual Cirl-+M

Mew Manual Lhapier LIl F-AITHN

Mew Tag Crl+alt+

Import...
Import Library...

114 I

Import From ScreenSteps Live [ 3
Export Lesson 3

Share Lesson on Screensteps.me Cirl+E

3o To ScreenSteps Live Admin Pa

'~ e

You can create a new library using the File menu. Select File -> New Library...
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Browse For Fold I

Create ScreenSteps Library in Folder

4 0. Trevor DeVore -
» . AppData
s Contacts
¢ g Desktop

& Downloads
> {r Favontes I
@ Links
| My Documents
o Wy Music
=| My Pictures
4 My Videos
| # Saved Games
| » 1 Searches
= Windows

* e CD Drive (D)

o) (o

and you will be presented with a folder selection dialog.

Create Folder For Library

T
Browse For Fold I

Create ScreenSteps Library in Folder

4 0. Trevor DeVore =
. AppData
i1 Contacts
g Desktop

4. Downloads
» {r Favorites I

& Links

m
=

» | My Docurmnents o
| My Mew ScreenSteps Libran] e

o My Music
= My Pictures

| & My Videos

| i Saved Games

» 1 Searches

. Windows

@
ake Mew Folder Ok l [ Cancel
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Create a new folder (1) that will server as a ScreenSteps Library folder. This is where all of the
images and data for your library will be stored.

Select Folder

Browse For Folder @:
...

Create ScreenSteps Library in Folder

4. Trevor DeVore -
. AppData
- Contacts
* g Desktop
& Downloads
+ ir Favorites I

# Links

| My Documents o
. My Mew ScreenSteps Library e

W My Music

m
m

= My Pictures
4 My Videos
i Saved Games
» | Searches
. Windows

Make Mew Folder 'o\/ Ok H Cancel

Once you have created a new folder, select it (1) and click OK (2). You have now created a new
ScreenSteps library folder.
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Opening Libraries

ScreenSteps allows you to work with multiple libraries. This lesson will show you how to
switch between different libraries while working in ScreenSteps.

One thing to note is that ScreenSteps will always open the library that was opened when
ScreenSteps last quit.

Open Folder Browser Dialog

il ScreenSteps Pro - 2-7-1 Ijbja_

Edit Lesson Format View Window Help

Mew Library. ..

Open Library...

Ctrl+0
Ctrl+shift+0

Open Recent

Reveal Library Folder

Mew Lesson Cirl+M
Mew Manual Cirl+M

Jew Manual Chapte Cirl+AlE+M
“ Mew Tag Ctrl+alt -+

Impart...
Import Library. ..

Import From ScreenSteps Live 3
I| Export 3

Share Lesson on SaeenSteps.me Ctrl4+E

Go To Screensteps Live Admin Pa

Exit

I e

To open an existing ScreenSteps library you use the File menu. Select File -> Open Library....
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Select Library Folder
“—rm:l._ﬂ

Select ScreenSteps Library Folder

i Contacts &
. Desktop

© g Desktop
. Documents

4. Downloads

m

+ i Favorites
I # Links
. Music
4 | My Decuments o
4 .MmeScreenStepsUbral;}.,,_,/
. Lessons
w My Music
= My Pictures
g My Videos
. Pictures
B Saved Games

Make Mew Folder [ OK

©

Cancel

Select a ScreenSteps library folder (1) and click OK (2).

Note: A ScreenSteps library folder will have a Library.data file and a Lessons folder inside of it.
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Renaming a Library

If you need to rename a library in ScreenSteps the current solution is to use the Finder (OS
X) or Windows Explorer (Windows). This lesson will show you how.

Locate Library Folder

i ScreenSteps Pro - ScreenSteps 2 Library
Edit Lesson Format View Window Help
Mew Library...
Open Library... Ctrl+0
Open Workgroup Library... Ctrl+5hift+0

Ciner Hersn 3

Reveal Library Folder

Mew Lesson Crl+M
Mew Manual Ctrl+M

H

Mew Tag Ctrl +Alt+M

Impaort...
Impart Library...
Import From ScreenSteps Live 3

Export 3

If your library is open in ScreenSteps you can use the File > Reveal Library Folder menu to
reveal the folder in Finder or Windows Explorer.
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m

, Data

. Media
. ScreenSteps Library
Ii.D Downloads
T Favorites
I Links
T{' Music

Folders bt
4 Bl Desktop -
4 |ﬁ Trevor K DeVore
| AppData
I;E| Contacts

Ig.E' Pictures S

Now that the folder has been revealed you will be tempted to rename it. Don't. ScreenSteps

doesn't like it when you move the library folder you are working on.

Quit ScreenSteps

E’_ ScreenSteps Pro - ScreenSteps 2 Library
Edit Lesson Format View Window Help

Mew Library...

QOpen Library... Cirl+0
Open Workgroup Library... Ctrl+5hift+0
Open Recent 3

B!
Reveal Library Folder

Mew Lesson Crl-+H
Mew Manual Crl+4

Mew Tag Ctrl +Alt+HM

Impart...
Import Library...

Import From ScreenSteps Live 3
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Before you rename the folder make sure that the library is not open in ScreenSteps. You can do

this by opening another library or quitting Revolution.

Rename Folder

e e 3P [

Documents

ScreenSteps 2

Leszons
3
Data
Media

3

m

Now you can rename the folder.

Open the Renamed Library

-

@ ScreenSteps Pro - ScreenSteps 2 Library
Edit Lesson Format View Window Help

Mew Library...

Qpen Library... Ctrl+0

Ctrl+5hift+0
Open Recent ¥

Reveal Library Folder

Mew Lesson Crl-+H
Mew Manual Crl-+H4
Mew Tag Ctrl +Alt+M

Impaort...
Import Library...
Import From ScreenSteps Live 3

Expoart 3

Exit
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How to Move a Library From One Computer

to Another

This article will tell you how to move your ScreenSteps Lessons library from one machine to

another, for example from your desktop computer to a laptop.

Reveal Library Folder

ScreenSteps [l Edit Lesson Format View Window Help

New Library...

Open Library... #0
Open Workgroup Library... {+380
Upen Recen

Reveal Library Folder

New Lesson
New Manual ~®BN T

New Manual Chapter IO EN
APl Examples b el X #N of your le
X ) Import...
Collaborating on :
B  |mport Library... |Ier
WEEINbERE  Import From ScreenSteps Live [ 4
I  mport Example Manual...
Creating a softw Expc-rt Lacsan >
Sl els: ohare Lesson on ScreenSteps.me 2BE

weCneRleht Go To ScreenSteps Live Admin Page >

Customizing HTML Templates

If your library is open in ScreenSteps you can use the File > Reveal Library Folder menu to

reveal the folder in Finder or Windows Explorer.
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Copy Entire Folder

|| Documents

Ju=] [o]
Shared Folder
Mame

v I:l Screensteps Libra n
» [ Lessons & e
¢ Library.data He

When you reveal the lesson library you are going to see a folder that will have two items in it:

1. The Lessons folder
2. The Library.data file.

You need to copy both of these items. What you really want to copy is the folder that contains
these two items. In the example above you would copy the ScreenSteps Library (3) folder. You
can copy this over your network or onto a removable hard drive.

Open Library on New Machine

® ScreenSteps m Edit Lesson Format View Window Help

NN New Library...
Open Library...

Open Workgroup Library...
Open Recent [ heck Sp
Reveal Library Folder

ifl Lessons New Lesson 3N Bc St
= New Manual ~BN B
MANUALS Mew Manual Chapter ~OCEN
ﬁ AFl Examples New Tag N
ﬁ Collaborating an Irnport...l
Import Library...
WEEGBERRE Import From ScreenSteps Live »
I Import Example Manual...
Creating a Softw Export Lesson >
e nelEEely: Share Lesson on ScreenSteps.me 3E

St LCRiCCRE Go To ScreenSteps Live Admin Page >

Once you are on your new machine and have launched ScreenSteps select File > Open Library.
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oe b= III]] [@ Documents

——
£l ipisk

=1 NO NAME

=} Macintosh HD

(2) Mac 05 X Install DVD &

F SHARED

¥ PLACES
E Deskiop
f_;'j gregdevore

~ Name

ﬁ Applications

Cropbox

% Downloads

. Office Projects

ﬁ Library
B Documens

9 Sites

alef

A Date Medified

New Folder

¥ B ScreenSteps Library
» [ Lessons
Library.data

11/4/10
11/4/10
11/4/10

@

(=3

4
1. Select the folder that contains the Lessons and Library.data file (in this example
ScreenSteps Library)
2. Select Choose
That's it.
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Importing a Library

This lesson will show you how to import one ScreenSteps Library into another.

Select Library to Import

m Edit Lesson Format View Window Help

New Library... s Pro - Web
Open Library... F0
Open Recent [ 2 @

sson Palette

Reveal Library Folder

New Lesson o N
New Manual N
New Manual Chapter A\ geN |10 GetStar

New Tag

irdPress Per

Import Library...

e . eenSteps L
Export Manual WordPress
Go To ScreenSteps Live Admin Page » |ScreenStep

Tags: =creensteps Live AP, WordPress

Begin by opening the ScreenSteps Library you would like to add lessons to. Then select the File

> Import Library... menu item.
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Select ScreenSteps Library Folder

[ | > ] [EE = |{E}] [E]Suppnrt I-ﬂ (Q, search )
» DEVICES lies = [ BMLS Data Grid » [ Lessons P
s | [ Empty Library P Library.data
F SHARED
(] Personal >
» PLACES =[] Revolution =
P [ RunRev P
P == Screensteps P
2 [ screenSteps Live =

T | = ERE

(Gl (o)
A

A folder selection dialog will appear. Select the ScreenSteps Library folder you would like to
import. A ScreenSteps Library folder contains a file named Library.data and a folder named

Lessons.

Importing lesson records...

Cancel

After selecting the folder the import process will begin.
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The Result

Sl Al Lessans Lkl Madified

Craating a mew acosunt
MANUALS Craating an accurate acoount hirarchy
= e
Searching edfectvaly
Using filber criseria
Craating a list vhaw

Custamizing an existing report

EfMactively tracking campaigns

Haming conventions

Crealing an accurate assount hiararchy (Copy)

When the import operation is complete all content from the library you selected will have been
imported into the current library.
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Configuring HTML and Blog Templates

This lesson will show you how to do some basic customization to HTML templates in

ScreenSteps 2.

To learn more about HTML templates and how to customize them take a look at the

"Customizing HTML Templates in ScreenSteps" manual.

Open Preferences

File Edit Lesst

Services

Hide ScreenSteps 3H
Hide Others CEH
Show All

#%Q

| Creating Word Templates =

Quit ScreenSteps

Customizing HTML Tem... E'

Integrating ScreenSteps L... ﬂ

Publishing to Blogs & Wikis (EJ

Screensteps 2.1

ScreenSteps 2.9

ScreenSteps Pro - Screen5teps Librany

Z: 8 Lesson Format Wiew Window Help

Undo Chrl+2
Redo Chrl+3hift+2
Cuk Chrl4-
Copry Chrl4+iC
Copy Lessan ko Cliphoard 1

Paste Chrl4-y
Paste wWithout Formatting

Delete

Select all Crl+a
Split Skep at Insertion Poink Chrl+AlE+ShifE+
Find r

Check spelling. .. Chel+;

9=

til

iz

tif

iz

til

Page 196


http://bmls.screenstepslive.com/spaces/screensteps/manuals/customizing_templates

@ SCREENSTEPS

Select HTML Templates

" Lesson ~ Manual = Blog Clipboard |

Templates

Black BG Font Family: | Lucida Grande, Lucida, Ve... |3
Blue

Image Format: | PNG E
Modern 9

Modern - Black and Red JPEG Quality: s s 85100

Heutral

Position Image | Above B Instructions
Red

Max Image Width: 580
=]

Click "Restore Defaults” to restore all HTML termplates that ship with
( Restore Defaults ) ScreenSteps to their factory settings.

Screen Overview

Lesson ~ Manual = Blog  Clipboard

Templates

Black BG Font Family: | Lucida Grande, Lucida, Ve... |3
Blue

Image Format: | PNG %]
Modern 9

Modern - Black and Red JPEG Quality: s 85100

Heutral

Position Image | Above B Instructions
Red

Max Image Width: 580
=

Click "Restore Defaults™ to restore all HTML templates that ship with
( Restore Defaults ) ScreenSteps to their factory settings.

There are four types of templates:
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Lesson Templates: These apply when exporting lessons.

Manual Templates (Pro only): These apply when exporting manuals.

Blog Templates: These are used when posting to your own blog.

Clipboard Templates: These are used when you export HTML to the system clipboard.

AN

Select the tab for the type of template you wish to edit.

Template Configuration

S0 HTML Templates

xX e © ©B. " %D

General  ScreenSteps.me  Web Export  Word Templates  FDF Templates HTML Templates  Register

Lesson ~ Manual = Blog Clipboard

Templates | )
Font Family: | Lucida Grande, Lucida, Ve... E]
e 1 i

Image Format: PNG |5
Madern
Modern - Black and Red JPEG Quality: O== 85/100
Neutral Position Image ' Above m Instructions
Red 1

Max Image Width: ' 580
e ————

% Chick "Restore Defaults™ to restore all HTML templates that ship with
ScreenSteps to their factory settings.

[ Restore Defaults

Template configuration controls appear to the right of each template type. The controls will
apply to the selected template.

Font Family

Lucida Grande, Lucida, Verdana, sans-serif g’

Helvetica Neue, Arial, Helvetica, Geneva, sans-serif

Image Format: Trebuchet MS, Helvetica Neue, Arial, Helvetica, CGeneva, sans-serif
JPEG Quality: Genrgia, Times I"«.Il.!*_.mr Roman, Times, serif
Courier New, Courier, mono i

Position Image | EDove 0 INSTIUCTIGNS T
Wax Image Width: = 580
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Not all systems have the same fonts installed when viewing web pages. For this reason you
don't select a font, but instead a font family. Basically, one of the fonts in the family should be
installed on any system that will view your page.

Select the font family you would like to use for your template.

Image Format

Font Family: | F'I‘\.IG = ande, Lucida, Ve... |$]

Image Format: m
JPEG Quality: = e §5/100

Position Image | Above |+l Instructions

You can also adjust the image type to use as well as JPEG Quality.

Image Position

Font Family: ! Lucida Grande, Lucida, Ve... |5 ]

Image Format: | PNG e

JPEG Quality: () 85/100

Instructions

You can select whether to have the image appear above instructional text or to the right.

If you want your images to appear below the step text then you will need to manually modify
the HTML template as described in our manual on customizing HTML templates.

Quick Tip: If you use large images in your lessons we suggest choosing the Above option.

Adjust Max Image Width

g —— mmg— =g - e

— [ .
Position Image Above 4 Instructions

Max Image Width: 580
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@ SCREENSTEPS

Here you can set the maximum images width that will be allowed when exporting to this
template (in pixels). Any images that are wider than this value will be scaled down.

Quick Tip: Use this setting to makes images fit inside of your blog or wiki template for your site.
We suggest setting the value at about 10 pixels less than the width of your content area.

Viewing the Templates Folder

| Lesson Manual B

Templates
t Famil

Reveal Template Folder §eqrm:

Red JPEC Qualit
Position Imas

Max Image Widt
o

If you would like to view/edit the actual template files right-click on a template and select
Reveal Template Folder (1) or click on the Reveal Template Folder icon (2).

That's It

To see if you like your new settings, export a lesson. If you want to make further adjustments
to the HTML template you will have to actually edit the HTML template document.
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Customizing PDF Output

ScreenSteps allows you to customize PDF output using PDF templates. A PDF template
controls how your individual lessons or manuals look when you export to PDF.

Open Preferences

b ol File Edit Less( ScreenSteps Pro - ScreenSteps Library

I;esscun Format Wiew ‘Window Help

IIndi Chrl+Z
. Red Ckel+5hift+2
Services o e

. Cuk k-3
H!de ScreenSteps _EﬂH ® I Copy crlec by
Hide Others EH o Copy Lesson to Clipboard .

Show All B paste Chrl+y
Paske Without Formattin 2
#Q ! d til
Delete -

Select Al Chrl4+-A
. - = .
Customizing HTML Tem... {  Split Skep ak Insertion Poink Ctel+alt+shift+r
iz

Integrating ScreenSteps L... ﬂ' . Find 3
Check Spelling. .. Chrl+; &
Publishing to Blogs & Wikis €D p

ScreenSteps 2.9 Page 201



@ SCREENSTEPS

Create A PDF Template

FYeTe

PDE Templates

Y w

General  ScreenSteps.me

3 w i i )
Web Export  Word Templates  PDF Templates  HTML Templates  Reglster

Templates

Basic Blue
Uritithed o

°

Document Manual Title Page Lessan Header & Footer

Page Format:

Page Orientation |

Font:

Margins:

Author.

L
[ Restore Defaults

A e
Portrait Tl
sl | Arial b+
T10.00 N [10.00]
mm mm

Trevor DeViore

% Click "Restore Defaults™ to restore all POF templates that ship

with ScreenSteps to their factory settings.

Click on the PDF Templates icon in the toolbar (1). Now click on the + button (2) to create a new
template. A new entry will appear in the Templates list (3). At this point you can enter a name
for your template.
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Configure Document Settings

[-Bmumem Manual Title Page  Lesson Header & Footer |

Basic Blue

My e Templats Page Format: ' Ad B
page Orientation [_ponrar_ 4]

Font: | Aaual | aral W4

10.00 D 10,00
mm mim

Author:  Trevor DeVore

Margins:

Restore Defaults Click "Restore Defaults” to restore all FOF templates that ship

with ScreenSteps to their factory settings.

Use the Document tab to change page size, orientation, font and other document specific
settings.
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Configure Title Page for Manuals

L. NNy PDF Templates

* - ) = i o A

General  ScreenSteps.me  Web Export  Word Templates  FOF Templates  HTML Templates  Register

Templates Document ~ Manual Title Page  Lesson  Header & Footer |
Basic Blue

Mew T I 1
ey Mew TEmplate Table of Contents Bookmark Label: Table of Contents

’ Select Title Page Logo... 3y

bluemango 1)

Actual Dimensions: 1806 x 465 ( Clear 3

Position logo Below :_=] manual title
Title Text Size: | 36 %] Title Text Color: [ |
Footer Text Size: Lﬂ Footer Text Color: [
Footer Alignment: Left ]

Foater Text: ' Copyright 2010 Blue Mango Learning Systems

i % Click "Restore Defaults™ to restore all POF templates that ship
4 Restore Defaults o with ScreenSteps to their factory settings.

If you are using ScreenSteps Pro you can customize the title page that appears at the front of
each manual. On the Manual Title Page tab you can do things like add a company logo, add a
footer and customize the text size and color.

When entering footer text you can use HTML markup to customize text styling. For example, if
you wanted to have a link to a web page that was bold and italicized you could enter the
following text in the Footer Text field:

<b><i><a href="http://www.screensteps.com">Go to our website</a></i></b>

Note that if you want to have multiple paragraphs in the footer you must surround each
paragraph with "<p>" tags.

<p>Paragraph 1</p>
<p>Paragraph 2</p>
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Configure Lesson Instruction Settings

[

PDF Templates
£ i3 =1 )
¥ - W (] I v lra
General  ScreenSteps.me  Web Export Word Templates  PDF Templates  HTML Templates  Reglster
Ternplotes | Document  Manual Title Page ~Lesson Header & Footer
Basic Blue

Mew Template ry Y
e B Lesson Title: | 14 14 Default N |

Step Title: | 13 23] Default [ .
Fill: I

el =

©

Step Title |

Body Text: [ 12 18 Default N |

Position Image Below %4 Instructions

image Border: | None 5] [

F % Click "Restore Defaults® to restore all FOF templates that ship
b Restore Defaults - with ScreenSteps to their factory settings.

The Lesson tab allows you to customize the look and feel of your lessons. As you experiment
with the step title settings the preview (1) will update.
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Configuring Header & Footer

T e

PDF Templates
% » ek i v (=)
> w w [ i =
General  ScreenSteps.me  Web Export Word Templates  PDF Templates  HTML Templates  Reglster
Ternplotes _ Document  Manual Title Page  Lesson  Header & Footer _'
Bazic Blue

Mew Template — -
e o [ Select Header Logo... |

I )
LEARMING SYSTEMS
Actual Dimensions: 1806 x 465 ,— Clear )

Alignment: | Right 8]

Footer Text: :':h <a href="http:/ /www.screensteps.com f'}Screen‘Sreps«ja}-

% Click "Restore Defaults® to restore all FOF templates that ship
4 Restore Defaults with ScreenSteps to their factory settings.

The Header & Footer allows you to customize the header and footer that will appear on each
lesson page. In addition to selecting a logo for the header you can enter text that will appear in
the bottom-right corner of the page. This screenshot demonstrates how you can use HTML
markup to add hyperlinks in the footer. This example links to the screensteps.com home page.
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The ScreenSteps Templates Folder

ScreenSteps allows you to customize output using templates. These templates are stored in

a folder on your computer that you can access if you would like to add, modify or share
them.

To share a template simply send the person you want to share it with the template folder
(HTML) or file (PDF and Word). The recipient can then place the folder or file in their
template folder.

Open Templates Folder

Tere HTML Templates

> w v W@ i

General  ScreenSteps.me  Web Export  Word Templates  FDF Templates

Lesson ~ Manual = Blog Clipboard

Templates . :
Black BG Font Family: | Lucida Grande, Lucida, Ve... E]
Blue Image Format: | PNG  |§
Madern
Modern - Black and Red JPEG Quality: O 85/100
Neutral Position Image ' Above m Instructions
Red 1

Max Image Width: ' 580

i —

% Chick "Restore Defaults™ to restore all HTML templates that ship with
ScreenSteps to their factory settings.

{ Restore Defaults

To open the ScreenSteps template folder click on the Reveal template folder button (folder
icon) that appears in the HTML Templates preference pane. This will reveal the template folder
for lessons, manuals, blogs or the clipboard depending on which tab you have selected when
you click the button. This folder is located in your user application data support folder.
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The Templates Folder

® @ @ [ ]Application Support — |

Shared Folder

I Mame

v Screeniteps

v 20
v Templates

» [ DoCx
» B HTML
» [ POF

A T—

The templates folder contains 3 subfolders - DOCX, HTML and PDF.

The DOCX Folder

00 C 2.0 m."e"e Word Templates
: |
Name | x ’ Q L)
i Templates | General  ScreenSteps.me  Web Export  Word Templates  POFT
i pocx

Lesson = Manual ‘I

I Lesson o

My Theme.docx
ScreenSteps Manual.docx

| Templates | o
My Theme
&= o Screeniteps Manual
il

The DOCX folder contains 2 subfolders - Lesson and Topic (Manuals were previously called
Topics). Each of these subfolders contains template files. As you can see the list of templates in
the Word Templates preference pane Manual tab (1) is generated from the list of folders in the

Topic folder (2).

You can add, duplicate or remove template files and they will appear the next time you export a

lesson or manual or to Word.
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The HTML Folder
800

Mame

L] Templates WI X 4 @

£ pocx General  ScreenSteps.me  Web Export
L HTML |
8 8o e " Lesson

Basecamp
(] BBCode

Templates
g Blog HTML Neutral Basecamp
Blog HTML Styled
d ¥ BECode

[ Confluence

|“_—| MindTouch Blog HTML Meutral
] MindTouch (Insert | Blog HTML Styled
I:I Textile Confluence

] Textile (right) MindTouch

(] wordPress

] Zendesk

[ Zendesk Ticket Co
|1 Zendesk w step na

MindTouch (Insert Into ...
Textile

- ———— = Click "Re

The HTML folder contains 3 subfolders - Blog, Lesson and Topic (Manuals were previously
called Topics). Each of these subfolders contains template folders. As you can see the list of
templates in the HTML Templates preference pane (1) is generated from the list of folders in
the Lesson folder (2).

You can add, duplicate or remove template folders and they will appear the next time you
export a lesson or manual or to a blog. HTML templates are text based and can be customized
by anyone using a text editor.
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The PDF Template Folder

Shared Folder 8.0

ol 'T':mizlatﬁ “ X ? @

&8 pocx Ceneral  ScreenSteps.me  Web Export
L HTML
(] PDF Templates

(2]
Basic Blue

W
Basic Blue.sspd
Blue Mango.sspdf

Blue Mango

The PDF folder contains a single folder named Lesson. This folder contains the PDF templates

(1) that you see in the PDF Templates preference pane (2).

PDF templates cannot be modified outside of ScreenSteps but if someone emails you a

template you can copy it into this folder. The template will then be available the next time you

export a lesson or topic as PDF.
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Customizing HTML Templates
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Updating Your Templates

The first time you launch ScreenSteps on a computer a Templates folder is created. You can
then update and modify those templates as you wish. If you would like to restore the
factory default templates or would like to update your templates because ScreenSteps

introduced a new template feature, this lesson will show you how.

Restore Defaults Button

S0 HTML Templates

xX w w 5 i 7

&

General  ScreenSteps.me  Web Export Word Templates  PDF Templates  HTML Templates  Register

" Lesson  Manual ~ Blog  Clipboard |

' Templates
Basecamp Font Family: ( Lrande, Lu via, =

bochda t Image Format: | JPEG 1%

Blog HTHML Meutral

Blog HTML Styled } JPEG Quality: === §5,/100
Confluence Position Image | Above % Instructions

MindTouch -
age Width: 560

MindTouch (Insert Into ..
Textile

Click "Restore Defaults™ to restore all HTML templates that ship with

'
|_Restore Defaults ScreenSteps to their factory settings.

At the bottom of the Word, PDF and HTML templates panes you will find a Restore Defaults
button. To reinstall the original versions of the templates that shipped with ScreenSteps click
this button. If you have made any changes to these templates those changes will be lost. No

changes will be made to custom templates you've created, however.
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Editing Images in an External Editor

Learn how to edit images in any external editor and have your changes show up
automatically in ScreenSteps 2.

Right Click on Image

count > Users

TASKS  ACCOUNT «

Edit in External Editor

Reveal File
Import Image File...
Set Video Embed Code...

Cut
Copy ®xA
Replace Image With Clipboard
Paste Image into New Step

(% -

Right click (or ctrl-click on Mac) on the image you would like to edit and select Edit in External
Editor.
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Select Application

| @l Adobe Photoshop C54 e (Q, search
| |
| |
- | Adobe Photoshop C54 Configuration Legal |
| |
| |
a | I
a | |
" |
LegalMotices. pdf Locales MATLAE I
L
Photoshop C54 Read Plug-ins Presats i
Me.pdf -

"f_CanceI_\‘ ( Opean )
A

If you haven't already selected your image editor a dialog will appear allowing you to select the
application you would like to use to edit the image. In this example | am going to select
Photoshop.

Edit, Save, Close

Edit the image, save and close it. Whatever changes you make will be shown in ScreenSteps 2.
Remember that you must save the file in the same format. This means that if you are using an
image editor that utilizes layers you will need to flatten the image before saving. If you ever
wish to change the editing application you can do so in the Preferences menu.
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How to copy an image to the clipboard

Click Clipboard icon

Select Application

MDIJEPF‘IG'EGSI‘FDD CS4 b
T
.

. Adobe Photoshop C54 Con

— - -

‘. -
" -

LegalNotices.pdf l

Clicking the clipboard icon for a step will copy the step image along with any annotations to
your system clipboard.
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Importing a Plain Text File Into a Lesson

ScreenSteps can import text files into a lesson. This lesson will show you how.

File > Import

o Edit Lesson Format View Window
New Library... !

Open Library... #0
Open Workgroup Library... 30
Open Recent [

Reveal Library Folder

5 MNew Lessan 38 N
New Manual ~HEN |

New Tag

Import Library...
Import From ScreenSteps Live

Export Lesson

Share Lesson on ScreenSteps.me 38

M w w

e )|

Co To ScreenSteps Live Admin Page [ 2

Choose the File > Import... menu item.
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Select Text File

'« » ! !28|= m! |[]_Example Documents [ l I seanch
DEVICES —Mﬂ'me—"l Date Modified
* manual_sslive.txt 9/8/08
e * topic outline.txt 9/8/08
PLACES % user_validation_sslive.txt 9/8/08
MEDIA

ELILE  All Supported Formats
ScreenSteps 1.x File
Text File Cancel )
Lesson Package -

= Manual Package -

Open

The dialog that appears allows you to select a .txt file. Select the file you would like to import.
The file should use the platform specific encoding of the platform you are running ScreenSteps
on.

A New Step Is Created

This is a text snippet that was imported to ScreensSteps.

A new step will be created using the contents of the text file.
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Syncing Image Filenames to Step Titles

This lesson will show you how to synch image filenames to step titles. This can be handy if
you are going to use images acquired with ScreenSteps in another application such as

PowerPoint or Keynote.

~— media_l1248285576913.png
media_l248285584256.png
media_l248286181531.png

Y

Date Modified

Jul 22, 2009, 1:59 PM
Jul 22, 2009, 1.59 PM
Jul 22, 2009, 2:09 PM

Here is the scenario. You have created a ScreenSteps lesson and now you want to use some of
the images in another application such as PowerPoint or Keynote. But your images filenames
look like the picture above. Itisn't very easy to tell from the title which image is which.

Select Media

L=
= (&7 Dashboard
L4
%
-
& Posts
. - . It
Library Y
Add New
y
@ Links
100% *
| serectFies |
"-_3_' WordPress 2.8.2 is available! Please update now
¥}
=] o =
2= Upload New Media
I Choose files to upload Select Files

After a file has been uploaded, you can add titles and descriptions.

You are using the Flash uploader. Problems? Try the Browser uploader instead.

100 ~

But look at the lesson that contains the images. You already have step titles for each image.
Why not just apply those names to the image files? Well, you can.
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Select Sync Image Names to Step Titles

m Format View Window Help

MNew Step 3N O -
Step
Step Image

Duplicate Lesson

- - []
Sync Image Names to Step Titles

Back to Library

Clipboard Recorder
Capture Image

Choose Lesson > Sync Image Names to Step Titles.

Reveal File

Select Media

ey =

L Tl RN Nyl | .

{7} Dashboard

[

s Posts

Edit in External Editor

Libra
Add

2 14

Reveal File

Set Video Embed Code...

Cut

Copy

Replace Image With Clipboard
Paste Image into Mew Step
Delete

Now, right click (or ctrl-click on Mac) and select Reveal File.
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I Mame & Date Modified
Select Files.png Jul 22, 2009, 1:59 PM
~ Select Media.png Jul 22, 2009, 1:59 PM
Set URL.png Jul 22, 2009, 2:09 PM

Now you can see that my images have all been renamed so something that is much more
useful than before.

IMPORTANT: If you are going to import these images into another application make sure that
you COPY the and DO NOT move them. If you move the images out of this folder then
ScreenSteps won't be able to find them when you load the lesson again.

Set Sync Names as the Default in Preferences

bl ol File  Edit  Less ScreenSteps Pro - ScreenSteps Library

Eps I;essc'n Format Wiew Window Help

Preferences... Undo chlez
. Red Ctrl+Shift+2
Services - e

. Cuk Tk
H!de ScreenSteps _EﬂH @ I Copy crlec iy
Hide Others NEH o Copy Lesson to Clipboard booe

Show All & paste Chrh+y
. Paste Without Formattin 2
Quit ScreenSteps  ¥Q ! 8 i
_ Delete -

| Creating Word Templates - L celect Al Ch4A
~ e _ = - .
Customizing HTML Tem... @D split Step at Insertion Point Ctrl+al+shife+n [
iz

Integrating ScreenSteps L... 'B' . Find 1
Check spelling. .. Chel+) i
Publishing to Blogs & Wikis B ‘B

ScreenSteps 2.1

You can also set this as the default behavior. ScreenSteps will update filenames each time you
change a step title. Note that this can slow down performance a bit. To do it, open Preferences
(Edit > Preferences on Windows).
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General

HotKey: 2 @ @ Command # Enable document status
™ shift
[ Option
| Control

# Reveal Files After Export
# scale Images on Capture {original copy is stored)

Max Width: = 560
Max Height:

[ Create Document If No Lesson Is Open

vhien first opened

i Check for updates when you open ScreenSteps

ﬁ Copy to Clipboard Template: | Use Default 3]
ﬁ Copy to Clipboard Template: [ Default m

External Image Editor:  fApplications fAcom.app

Select

Some alert dialogs allow you specify that you no longer want to see the alert dialog. To begin showing all of these

dialogs again click the button below.

Then check it as a preference. Now each time you update a step title the image filename will be

updated as well.
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Using Split Step

See how you can take traditional, text based documentation and turn it into something
visual in just a couple of minutes.

Original Material

D600 Pages "09 Help
< i > [ - 22 Q- creating and updating
[ Home Index E

g’ Creating and Updating a Table of Contents

Each table of contents (TOC) you create using a Word Processing template lists only the content that
follows it, up until the next table of contents. If you want a master table of contents for the entire
document, it must be the only table of contents, and it must be at the beginning of the document.

To update the TOC after editing a document, click any entry in the table of contents, or click Update
Now in the TOC pane of the Document inspector. If you don't update the table of contents after
changing a document, it updates automatically when you close the document.

To create a table of contents:

1. Click Inspector in the toolbar, click the Document button, and then click TOC.

~

. Select the checkboxes next to the paragraph styles whose text you want to appear in the table
of contents. For example, if you want all the first-level headings and subheadings to appear in
the table of contents, select the paragraph style that you used for first-level headings and
subheadings.

If the styles you select are not used anywhere in the document, you see a message that your
table of contents is empty when you create the table of contents. If you select styles that are
used very frequently in the document, your table of contents might be longer than you want.

w

. In the #'s column, select the checkboxes of those styles whose entries you want to include a
page number,

o~

. Place the insertion point at the beginning of the line where you want the table of contents to
appear, and then choose Insert > “Table of Contents.”

s

Here is some documentation for Apple's Pages application. We are going to transform this into
a visual tutorial. First, copy the text from the original lesson.
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Create a Lesson In ScreenSteps

Step Capture Clipboard Inspect Check 5pelling

@ Creating and Updating a Table of Contents

) o Tags: Add Tag

Create an new lesson in ScreenSteps and give it a title.

Create a Blank Step

Step apture Clipboard Inspect Check Spelling

@ Creating®and Updating a Table of Contents

) Tags: Add T:
© oo AsiTeg | Blank Step |
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Paste Text

Add Step Title

To create a table of contents:
Click Inspecior in the koolbar. click the Document bution, and then click TOG.,

Select the checkboxes next 1o the paragraph styles whose text you wanl ko appear in the table of contents. For example, if you want all
the first-level headings and subheadings 0 appear in the table of contents. select the paragraph style that you used for first-level
headings and subheadings.

It the styles you select are not used anywhere in the document, you see a message that your table of contents is empty when you
creale the table of contents. If you select styles that are used very requently in the document, your lable of contents might be longer
than you wani,

In the #7°8 column, selecl the checkboxas ol those siyles whose entries you want Io include a page mumber.

Place the inserion point al the beginning of the line whare you want the lable ol conlenis to appear, and then choose Insert > “Table of
Contents."le of Conlents.

Paste the text from the original document into the step.

Split the Step

1then clickTE

axt you want to appear in tl
ble of contents, select the |

The problem here is that we have text that describes four steps pasted into a single
ScreenSteps step. So, we are just going to split it. Here | have placed the cursor at the end of the
first step.
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id then click TOC.

Cut
text you wantto appes Copy Ou want a
ible of contents, seleg  Paste Hevel
Select All
ent, you see a messal  Plain in you
d very frequently inthé  Rg|d e longer
Italic
Underline

Dse entries you want tf

Add Hyperlink
Open Colors

Split Step At Insertion Point

T —

you want the table of ¢ I="“Table

Right click (or ctrl-click on Mac) and select Split Step At Insertion Point. The step will be split

wherever you have placed the cursor.

To create a table of conlents:
Click Inspector in the toolbar, click the Document bulton, and then click TOC,

Add Step Title

Select the checkboxes next to the paragraph styles whose lext you wani to appear in the table of contents. For
example, if you want all the first-level headings and subheadings to appear in the table of conlents, select the
paragraph style that you used for first-level headings and subheadings.

If the styles you select are not used anywhere in the document, you see a message that your table of contents is

emply when you create the table of contents. If you select styles that are used very frequently in the document, your
table of contents might be longer than you want.

Agd Step Title

In the #'s column, select the checkboxes of those styles whose entries you want to include a page number.

Place the inserion point at the beginning of the line where you want the table of contents 1o appear, and then
choose Insert » “Table of Conlenis. le of Conlents.

Here | have split each list item into its own step.
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Add Images

To create a table of content
Click Inspector in the toolbar,

Click on the Replace Step Image icon and capture an image for that step.

Add Step Title

CEE

To create a table of contents:
Click Inspector in the toolbar, click the Document button, and then click TOC.

Here you can see that | have added an image.

T LA e ]

To create a table of contents:
Click Inspector in the toolbar, click the Document button, and then click TOC.

Now, reading through the text | can see that they actually combined three steps into one. So |
will split it up a bit more.
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BEE

To create a table of contents:
Click Inspector in the toolbar,

Add Step Title

Le
click the Document button, and then click TOC.

Add Step Title

Here you can see that | split the instructions mid-sentence.

Add Images, Annotations and Step Titles

@ Creating and Updating a Table of Contents
° Tags: Add Tag

31

Add Step Title

KECE

To create a table of contents:
Click Inspector in the toolbar,

Add Step Title

0606 o) |
ODEET®C E40@
Document |~TOE| Info

yoct paragraph s whose text
*o;appew in the tz*ofmm
|Paragraph Style J |#'s |
st @) el
[ Body Bullet
B Capticn
O Footnote Text

ECE

Qoo

MR
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Add annotations and step titles. | also reformatted the original text. All in all it took me about 5
minutes.
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How to Split a Lesson in Two (Create Two
Smaller Lessons Out of One Large Lesson)

This lesson will show you how to split a long lesson into smaller lessons. Breaking your
lessons up into smaller sections will make your lessons easier to keep up to date.

Select First Step of New Lesson

Select "Create A User”

v bluemango /)
u\' ||-'||:'|"-\.-."'\-\.".|I.l_l'\.
3

SPACES HMANUALS BUCKETS  LESSO

OPTIONS

Create AUser Import Users

(BT ol ol T o
10 v
Set Options

Select the step that you want to be the first step of the new lesson.
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Select Split Lesson At This Step

L

IONS
e A User

Cut

Copy
Paste Image

Duplicate

Import Image File...
Set Video Embed Code...

New Step
Mew Step with Clipboard Image

Split Lesson At This Step

Set Options
Delete

Right click on the step (not the image) and select Split Lesson At This Step. This is what will

happen.

1. The step that you clicked on and all steps after it will be removed from the current lessons.

2. Anew lesson will be created with the step you selected as the first step of that lesson.
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Duplicating Lessons and Manuals

This lesson will teach you how to duplicate Lessons and Manuals.

Duplicate a Lesson

m Format View Window Help

New Step {+#N p-V
Step >
Step Image

Duplicate Lesson

Copy Lesson Text to Clipboard

Sync Image Names to Step Titles
Back to Library [
16
Clipboard Recorder FER
01 Capture Image 4+ #D
-

To duplicate a lesson simply select a lesson and choose Lesson > Duplicate Lesson. A
complete copy of the lesson will be made.

Mew Lesson  Inspect

@ Create an APl Access User In ScreenSteps Live (Copy)
) Tags: ScreensSteps Live AP \
@ Create an APl Access User in Screen
. Tags: Screensteps Live AP Dup"cated Lesson
¥
=4

@ Creatina and Updatina a Table of GUI"IT.EHTE
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Duplicate Manual

229

@ Where Can | Find Word Tem
Creating Word Templates (&) @ How Do | Create A Lesson T
Export 4

Draft jal T

Fable

B [

Replace with Manual Package... Con
Delete

Upload to ScreenSteps Live [
Download Changes from ScreenSteps Live I
Compare With ScreenSteps Live >

To duplicate a manual, right click (ctrl-click on Mac) on the manual and select Duplicate.

When duplicating the manual would you like to reference the
original lessons or make new copies of each lesson?

( Cancel ) [ Reference Originals b ( Make Copies )

You will be asked if you want to duplicate all of the lessons or just reference them. If you only
reference the lessons then any changes you make to a lesson will show up in both the original
manual and the duplicated manual.

MANUALS

_] Creating Word Templates

. Creating Word Templates (Copy) E

Customizing HTML Templates

After you select an option the manual will be duplicated.
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Uploading HTML Lessons to Your Mobile Me
or .Mac Site

This lesson will teach you how to upload lessons created in ScreenSteps to your .Mac site.

Export Your Lesson as HTML

‘3

Export Share

Open your lesson in ScreenSteps and select Export > HTML.
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Create a Folder on your Local Drive

Save As: Customizing_Lesson_Mavigation_Links, E]

A

v
ag
oo

| III]] ' (5] Desktop

DEVICES

Bl Creg's MacBook (4)

El iDisk

1 NO NAME

=] MacBook HD

| Screensteps

SHARED
= Greg's iMac

I»

= Jacob's Computer

AirBook
Laptopl

New Folder |

[ stuff

(Cancelt} ( Save )

P

| create a new folder called "lessons" on
Documents folder.

ScreenSteps 2.9

my local drive as well, either on my desktop or in my
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Save HTML File in That Folder

Save As: I Customizing_Lesson_MNavigation_Li nks_l E

(«|» | [22] = || [ &Flessons W (Qsearch N
¥ DEVICES (] lessons -

Greg's MacBook (4) [ stuff =

El ibisk

=4 NO NAME

=] MacBook HD

| Screensteps

I»

¥ SHARED
E| Greg's iMac
Ejacob's Computer
AirBook

@ Laptopl

¥ | ) I

New Folder [ Cancel ][5.1%]
A

Select the folder that you created and select Save.

Open Your iDisk

® Finder File Edit View [l5:0 Window Help

B Computer
4 Home

Ed Desktop
 Network

#\ Applications @ Other User's iDisk...
» Utilities & Other User's Public Folder...

Recent Folders

Select Finder, and then Go > iDisk > My iDisk.
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Drag Lessons Folder to Your iDisk Web > Sites Folder

Web
DER - CEDIE a
o | Backup L °
'!! . Dotuments = Ll Sites .
b = (& Groups -
- G -
=4 MacBook HD - :h@r"
S (23 Movies -
| ScreenSteps - A Music .
SHARED | [ Pictures *
B Greg's iMac — PocketM. .t delete
B jacob's Computer Ll ?Dl'c
(& Sites
B AirBook & Software .
& gensao e 2 eE
I
IS Laptopl b
= 1aptoppy
B jee-pe
PLACES
2 iterns, 10.05 GB available y
an0o [lessans —
(<[] (== =] (24 5 \_
T DEVICES # blue.css W Proview
] ipisk L . Customizi...plates.html
(2} ND NAME (& images . =
| MacBack HD L
| ScreenSteps -
SHARED H
B Greg's iMac i
Jacob's Computer
& airBook Name
& genigan
IS Laptopl C——— = —— — —— — —— =
L of 3 selected, 6 GB available v

Drag the lessons folder that contains the lesson you exported to the Web/Sites folder on your
iDisk. Make sure you drag the lessons folder and not just its contents.

View Lessons in Browser

Q

2 blue.css

B Customizing_Lesson_Navigation_Links_In_Topic_Templates.html

Add the name of the file you exported to the end of your url

You can now enter the url for your lesson in your browser. It will be http://web.me.com/
YOUR_USER_NAME/lessons/THE_TITLE OF_THE
HTML_FILE_YOU_EXPORTED_FROM_SCREENSTEPS. For example it might be
"http://web.me.com/greg/
lessons/Customizing_Lesson_Navigation_Links_In_Topic_Templates.html".
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Sharing ScreenSteps Lessons with Other
Users of ScreenSteps

This lesson will show you how to export a ScreenSteps lesson as a package. The package
can then be imported into another ScreenSteps library for further editing. This is a how you
can send lessons between yourself and another user of ScreenSteps.

Select Lesson

Mew Lesson  Inspect Show

@ Create an APl Access User in Screensteps Live
Tags: Screen3teps Live AP

@ Creating and Updating a Table of Contents

No tags

@ Adding a ScreenSteps Live Tags Widget to Your Site

Select the lesson you want to export.
You can shift click (Windows or Mac) to select multiple contiguous lessons.

You can cmd-click on Mac to select multiple non contiguous lessons.
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Export a Package

3. B

Share Mew Lesson

" PDF

HTML S
o Tz

‘ Package "“

) ScreenSteps Live

From the Export menu, select Package.
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Select File > Export Lesson as Package

ﬂ_ﬁlﬂm Edit Lesson Format View Window Help
St New Library... 15 Pro - Webinar Example

Open Library... F#0
Open Recent »
Reveal Library Folder

New Lesson #EN
New Manual ~¥N
New Manual Chapter “EN

New Tag N if Contents

Import...
Import Library...
Import From ScreenSteps Live

5 Widget to Your Site

Export Lesson | Word
. . PDF
Go To ScreenSteps Live Admin Page | HTML
| .
il @ How to Add the Zendesk Screen  SCreensteps Live
Blog/Web

With Highrise [ 4 ]

Tags: Screensteps Live AP, Zendesk
‘ e Package
e

r— Llmeas #m Asdedl #lnm T rnmadmmles O mem - Ckmmem | fnem Toamlen TANA -

Alternatively you can use the File menu. After selecting Package, choose a place to save it on
your hard drive and give it a name. Once it is saved you can email it to a colleague.
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Import a Package

@m Edit Lesson Format View Window |
N F

ew Library...
Open Library... #£0
Open Workgroup Library... 30
Open Recent >
Reveal Library Folder B
o New Lesson 38N §°

New Manual ~HN

New Tag

Import Library...

Import From ScreenSteps Live >
Export Lesson p fF
Share Lesson on ScreenSteps.me HE

Go To ScreenSteps Live Admin Page p lat

If you receive a package just select File > Import. \ Choose the package file from your hard
drive. It will be imported into your library.
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How do | Resize an Image Without Resizing
Annotations?

In ScreenSteps you can specify the dimensions that an image will have when you export the
lesson. When resizing the image the default behavior is to resize image annotations. This
lesson will show you how to change the default behavior.

The Image

Enter Password and Tasks Option

Password (required):

e

Password Confirmation (required):

LEE

Can Create Tasks: [
Allow user to create tasks via the ScreenSteps Live AP1

(Create User )  ((Cancel )

0% -

Enter a password. If you would like this user 1o be able to create tasks then you will need to check the Can Creale
IMPORTANT: You must check this option if you want 1o use the ScreenSteps Live Tasks widgel in Zendesk.

Once you are done, click Create User,

Here is a step image that has a sequence annotation. We are going to resize this image without
affecting the size of the sequence annotation.
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The Resize Menu

100 % 25 g

50

1ed to check the Can | 75
ks widgetin Zendesk 100
150
200
250
| 300

Custom Value...
Scale to Fit Constraints In Preferences

else. If you wano v Scale Annotations
=

To resize the image you click on the resize arrow underneath the image (1). This will display the
resizing menu. If there is a check mark next to Scale Annotations then select Scale
Annotations to turn off annotation scaling (2).

Resize The Image

100% 25 o

— 50

| need to check the Can 75
Tasks widget in Zendesl 100

Now you can resize your image using the same menu.
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The Result

asks Option

Pagsswaond | required);

o sword Confirmation [reguired):
L -

Can Create Tasks:

loaa user bo oot Tasks W the Soreen iops Live &2

(Create baar ) {Casuel )

0% -
uld like this user to be able to create tasks then vou will need to check the C

The image has now been resized but the sequence annotation has not changed.

ScreenSteps 2.9 Page 244



@ SCREENSTEPS

How to have ScreenSteps automatically
check for updates

As of version 2.9 ScreenSteps can automatically check for updates each time it launches.

Open Preferences and then check the box

General

5] = For & ()

> w ] @ o A

General  SoreenSteps.me  Web Export  Word T PO T HTML T,
Hot Key: 2 | ™ command ™ Enable document status
™ shife E\_ﬁ Rewveal Files After Export
L Option
Control ™ Scale Images on Capture (original copy is stored)

Max Width: | 560

| Create Dagument If No Lesson |s Open -
Max Height

! Sync Image Names to Step Titles

| Compare manuals to ScreenSteps Live when first opened

® Check for updates when you open ScreenSteps

d" Copy to Clipboard Template Use Default =
'i_':‘_" Copy to Clipboard Template M

External Image Editor:  fApplications fAcorm.app
[ Select )

Some alert dialogs allow you specify that you no longer want to see the alert dialog. Te begin showing all of these
dialogs again click the button below.

[ Reset Alerts )
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How do | Upload a Manual to ScreenSteps
Live from ScreenSteps Desktop?

Select Your Manual

L

a4 ™

Mode Export Mew Chapter Ne
LIBRARY: ScreenSteps Working With \

@ Lessons @

@ Where C
MANUALS
| Custormizing HIML Tem... g
E| Inteqgrating ScreenSteps L. Iﬂ @ Howbo|
E| Publishing to Blogs & Wikis E @ How Do |

= N

Mode Export

L 2

LIERARY: Screen

@ Lessons

Word

lere
MANUALS 2 | PDF [
| wC
i, B |
Q HTML
wLC
- |
©  Package
wLC
n |
: .y ScreenSteps Live
E| Screenstep ner

E| Screenstep W/ Blog/Web

E| ScreensSteps.iie

ScreenSteps 2.9
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Configure Options

Export to ScreenSteps Live

Account

ar
L/

bmls }

Upload Manual

By default a new manual will be created using the copy on your
computer. If you would like to change this behavior you can
select from the options below.

®

N ¥{*) Create new manual (default)
"1 Add to space

C Replace another manual

g@ Upload PDF using template: '_ Blue Mango f

Upload PDFs far: | Manual and Lessons |

"1 Upload PDF even if lesson has not changed

9@ Allow readers to comment on lessons
"] Replace tags on server

1 Filter lessons by status

"j Cancel \ ( Upload \3

Configure your options for the upload.

1. Most of the time you will select Create new manual or Update existing manual if you have
previously uploaded the manual.

2. In the PDF section you can choose which PDF template you would like to use and whether
you would like to upload PDFs for each individual lesson, the entire manual, or both.

3. Here you can toggle comments, upload packages, and filter manual lessons by status.
Once you have configured your settings, select Upload.

4. You may want to publish the manual directly to a space. Check this box before uploading if
you would like to do that. NOTE: If you are an editor or author user you will have to attach your
manual to a space.

5. You can also add a permalink for the manual when you create it.
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How do | Update My Local Manual With
Changes From the Version on my
ScreenSteps Live Account?

This lesson will teach you how to download changes to your manual from your ScreenSteps
account. If you are collaboratively working on a manual as a team it is advised that you do
this each time before you working on a manual. This will ensure that you have the latest
content..

Open the Manual Inspector

Mode Export Mew Chapter Mew Lesson Inspect Lesson Palette

LIERARY: ScreenSteps Live WordPress

Lessons
@ @ What do | need to have to get started?
MANUALS Tags: ScreenSteps Live APl WordPress

A quick note about WordPress permalinks
Tags: WordPress

How do | install the ScreenSteps Live plugil

Select the manual you want to update (1) and open the inspector (2).
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Select Your ScreenSteps Account

(2] Manual Inspector

{ General 'n'o'eb\,...fn

Manual has been uploaded to:
9 bmls (blue mango) l

Links:

| Download Changes From Server |

(" Upload To Server )

Select the Web tab (1) in the inspector. Select the ScreenSteps Live from which you wish to
download changes (2).
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Select Download Changes From Server

(2] Manual Inspector
|
. General Web !—

Manual has been uploaded to:

bmls (blue mango)

Links:
Manual administration page E u
ScreenSteps @ [ﬂ
ScreenSteps Live @ u

Download Changes From Server

Upload To Server

Select Next

Download Manual Updates From ScreenSteps Live

Perform Automatic Update

fou are going to download updates for the manual ScreenSteps 2.1 from ScreenSteps Live. ScreenSteps will automatically download all ScreenSteps
Live centent chat |5 mot currertly O yOur Campuner,

=
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Currently only Automatic Syncing is available. What does this mean? Automatic Syncing merge
the chapter structure between your local version and the version on ScreenSteps Live. You will
still be able to determine how you want your actual lesson content to be updated.

Resolve Conflicts Screen

Download Manual Updates From ScreenSteps Live

Download Manual Updates From ScreenSteps Live

Resolve Conflicts

There are some conflicts that you need to resolve before you can download updates from ScreenSteps Live.
After you have checked the box next to each conflict the "Download Updates™ button will activate.

how History

. ™ @ Create an APl Access User\?f-;/scmenﬂeps Live

Tags: Select the fags o assign to your local lesson,
o,r w [Uscrs )
@ )
Bulk Actions... ?‘o )
4 ~Cancel ) ( Back ) (*Download Updates )

1. If there are conflicts then a list of conflicts will appear.
2. Click the Show History link to view the history of edits for the selected lesson or chapter.
3. The Download Updates button will not be enabled until all conflicts have been resolved.

Tip - You can quickly accept all changes from the server by selecting Accept all server changes
from Bulk Actions (4).
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Resolve Conflict

[ | @& Using Snaglt with ScreenSteps

Status: Select the status to assign to your local lessaon.
n ~ "\
Q@ W (O o )
o @ [i Approved ]
-

Content: Select the content to use in your local lesson.

m
 Posted at: Fri, Jun 27, 2008 |

@ [ Posted at: Wed, Dec 10, 2008 by Greg DeVore ]

[ | -

There are two types of conflicts:

* Content Conflicts: The actual lesson contents are different.

* Meta Data Conflicts: The tags or status setting a for a lesson are different.

This is an example of a meta data conflict. | can select to:
1. Keep the local version
2. Keep the ScreenSteps Live version

In this example | have decided to keep the server version.

ScreenSteps 2.9
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Download Updates

Download Manual Updates From ScreenSteps Live

Resolve Conflicts

After you have checked the box next to each conflict the "Download Updates™ button will activate.
Show History

There are some conflicts that you need to resolve before you can downlead updates from ScreenSteps Live.

¥ @ Create an API Access User in ScreenSteps Live
Tags: Select the tags to assign to your local lesson.

® (e )
@[ )

(Cancel ) ( Back ) (CDownload Updates )

Once all of the conflicts are resolved, click Download Updates. Your local manual will be

updated.
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Comparing Manuals Between ScreenSteps
Desktop and ScreenSteps

This lesson will show you how to compare your manuals in your desktop with ScreenSteps.
If you are working with multiple authors on ScreenSteps or you tend to work from multiple
computers this lesson will show you a quick way to make sure that you are always working
with the latest material before you start working on creating or updating content.

IMPORTANT - This feature requires ScreenSteps 2.8.7 or later.

Automatically Comparing Manuals

HotKey: 2 © @ Command ™ Enable document status
& shife E Rewveal Files After Export
po
L] option
7 Contral # Scale Images on Capture (original copy is stored)
Max Width: 560

[} Create Document If No Lesson Is Open
Max Height:

] Sync Image Names to Step Titles

E Compare manuals to ScreenSteps Live when first opened

If you want ScreenSteps to automatically compare your manuals with ScreenSteps Live each
time you open it then open preferences and make sure that Compare manuals to
ScreenSteps Live when first opened is checked.
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Manually Compare Contents With ScreenSteps Live

Export (3
ﬂ ScreensSteps Live AP Draft

'-—'I sScreenstaps Live New

Download Changes from ScreenSteps Live [
Compare With ScreenSteps Live

E:MLS Sc_reenﬁ.t.eps- Live_

@ How do | Download a Manual from ScreenSteps Live to my

& Hnowdn | Lindate a | aeenn on ScreenSteps Desktop From £

|Upload Lessons to Your Account

Rename

Inspect 1 Token?

Duplicate

Replace with Manual Package... ranuals Between ScreenSteps Dt
Delete

Upload to ScreenSteps Live p (and ScreenSteps Desktop

eer

To compare your manual with ScreenSteps Live manually, right click on the manual and select

Compare With ScreenSteps Live > Your Account Name.

Select Manual

prating Screensteps Live With Other ... Tags: Screen3teps Desktop, Uploading

Mew Manual @ Howdo |l Send a Link to the Lesson | Just Posted?

Tags: ScreenSteps Desktop

@ Howdol Update a Lesson on SGI'EEHS'[EF!S DESH’[{Jp
eensteps Live
Tags: ScreenSteps Desktop

L s ] @ llzinn an lnlnad Takan tn linlnad | essons to Your /

Comparing Manual

enSteps Live New User |
enSteps Live Remote AL Retrieving manual from server...

enSteps Live Support C

tween Screens

en3teps: Tips & Tricks
nSteps Deskte

@ How do | Upload a Manual to ScreenSteps Live fror

Tags: Manuals

@ How do | Download a Manual from ScreenSteps Liv
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Now, each time you select a manual that has been previously uploaded it will be compared to
the manual on ScreenSteps.

Differences were found between your local manual and
the manual on Screen5teps Live.

If there are differences you will receive a notification.

Viewing Differences

LIBRARY: ScreenSteps Live Relaunch Tags: Chaplers, Manuals

_____ @ How do | Edit Manual Froperties?

Tags: Manuaks

MANUALS
@ How do | Provide a Link to a Chapter in a Manual?

H1_ AP1 Examples

xnSteps Live
AL Uploading Lessons From gcreenSteps Desktop to ScreenStep

ive Suppornt Sibe

Chapter contents are different,
ss@n Directly to a Manual?
W Cusiomizing HTML Templaies ) .

H1 Example Scenarios .
S it @ How do | Replace a Lesson on ScreenSteps Live?

H] Integrating ScreanSteps Live With Other

Any lesson or chapter that is different will have a yellow warning sign next to it. Hovering over
the yellow icon will display a tooltip explaining what the difference is.
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How do | Download a Manual from
ScreenSteps Live to my ScreenSteps Desktop
Library?

This lesson will show you how to download a manual from ScreenSteps Live, complete with
all of its package files, to your ScreenSteps Desktop software. Once the manual is
downloaded you will be able to edit the lessons and repost them.

IMPORTANT: In order to download lessons in a manual, the packages must have been
uploaded to ScreenSteps Live.

Select File > Import From ScreenSteps Live > Manual

mnijt Lesson Format View Window Help

Neﬂf"ﬁbraw.,.
Open Library... H#0O
Open Workgroup Library... T+ 30
Open Recent >
Reveal Library Folder | -
¢ MNew Lesson N
New Manual ~
1 Templates?
MNew Tag EN
|mp0rt_" fﬂrmauing in Blo

Import Library... e
mport From ScreenSteps Live [ Manual

Export [ Lesson F
r—

Go To ScreenSteps Live Admin Page p Description Fron
O TS
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Select Manual and Download

Account

( BMLS ScreenSteps Live H‘l

Manuals
Select the manual that you would like to import from

ScreenSteps Live into ScreenSteps.
f@ Customizing HTML Templates in ScreenSteps
[@ Internal How-To
[@ MediaNotes
@ MediaTemple
& my Topic
[ Ruby on Rails
& ScreenSteps 1 (old)
[ ScreenSteps 2.0.2
&l ScreenSteps 2.0.6

POPLPPLHL PP

[ Cancel )

Select the manual you wish to download and select OK. The manual will be downloaded and
imported.

ScreenSteps 2.9 Page 259



@ SCREENSTEPS

How do | Update a Lesson on ScreenSteps
Desktop From ScreenSteps Live?

Open Lesson and Inspect

* ™. O ® B

Step Capture Clipboard Inspect Check Spelling

w Configuring ScreenSteps.me
@ o Tags: { ScreensSteps. .me :.

Open the lesson and select the Inspect icon.

Update Lesson From Server

e Lessan Inspecmr_o_
| General ~ Web =

Lesson has been uploaded to:
BMLS ScreenSteps Live

Links:
Lesson administration screen E i‘j
Internal Stuff = IT Stuff @ H

or Update Lesson From Server N‘
h-— :

": Upload To Server \'

1. Select the Web tab.

2. Select the account where the lesson was uploaded.

3. Select Update Lesson From Server.

Your local lesson will be replaced with the one from the server.
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How do | Replace a Lesson on ScreenSteps
Live?

This lesson will teach you how to replace or update a lesson that already exists on your
ScreenSteps Live account.

Select ScreenSteps Live

> 3 B

Export Share Mew Lesson  Ir

ent
p1o,

PDF

(ual
'r\':-! |.:-=_'

HTML

Open the lesson you wish to upload and select Export > ScreenSteps Live.
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Updating a Lesson

Export to ScreenSteps Live

Account

bmils |

ar
*

Upload Lesson

This lesson has been uploaded to this account before and is
named 'Configuring ScreenSteps.me' on the server. By default the
lesson on the server will be updated using the copy on your
computer. If you would like to change this behavior you can
select from the options below.

*) Update lesson (default)

"
() Create new lesson

Lesson Attributes

E‘ Allow readers to comment on lessons

E‘ Upload PDF using template: '. Blue Mango |

"1 Replace tags on server

LY
- .

"f_ Cancel \' lr Upload .\

If you have already uploaded this lesson to your ScreenSteps Live account you will be given the
option to Update lesson. Selecting upload will replace the contents of the lesson on the server
with the contents of your lesson on your local computer.

How does ScreenSteps know which lesson to replace? When you upload a lesson to
ScreenSteps Live an ID is created for that lesson in your ScreenSteps Live account. Your
ScreenSteps Desktop stores that id after it uploads the lesson. When you post the lesson again
ScreenSteps Desktop asks ScreenSteps Live if there is a lesson with the same ID on the server
and will update that lesson.

This lesson will teach you how to replace or update a lesson that already exists on your
ScreenSteps Live account.
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Select ScreenSteps Live

4. 5. ==

Export Share Mew Lesson |

Open the lesson you wish to upload and select Export > ScreenSteps Live.
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Updating a Lesson

Export to ScreenSteps Live

Account

bmils |

ar
e/

Upload Lesson

This lesson has been uploaded to this account before and is
named 'Configuring ScreenSteps.me' on the server. By default the
lesson on the server will be updated using the copy on your
computer. If you would like to change this behavior you can
select from the options below.

*) Update lesson (default)

!
() Create new lesson

Lesson Attributes

@ Allow readers to comment on lessons
@ Upload PDF using template: '. Blue Mango |

LY
e

"1 Replace tags on server

"f_ Cancel \' lr Upload .\

If you have already uploaded this lesson to your ScreenSteps Live account you will be given the
option to Update lesson. Selecting upload will replace the contents of the lesson on the server
with the contents of your lesson on your local computer.

How does ScreenSteps know which lesson to replace? When you upload a lesson to
ScreenSteps Live an ID is created for that lesson in your ScreenSteps Live account. Your
ScreenSteps Desktop stores that id after it uploads the lesson. When you post the lesson again
ScreenSteps Desktop asks ScreenSteps Live if there is a lesson with the same ID on the server
and will update that lesson.
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How do | Upload a Lesson Directly to a
Manual?

You can add a single lesson directly to a manual when you first upload it to ScreenSteps

Live.

Note: If you want to move a lesson into a manual that has already been uploaded to
ScreenSteps Live then follow these instructions.

Link Lesson to Manual

Export to ScreenSteps Live

Account

bmis v

Upload Lesson

A new lesson will be created using the copy on your computer.

Lesson Attributes
M Allow readers to comment on lessons
) upload PDF

[ Replace tags on server

Organize Lesson

- &
Link lesson to Manual . |-\9/
ﬁl APl Examples m & WordPress 0
ﬁ Collaborating on ScreenSteps Live — R
E‘ Creating a S:l?eo Live Support Site e
h Creating Word T S®ates A
&
h Integrating ScreenSteps Live With Other .. v ’ | view nt v

h Customizing HTML Templates

Lol S

(" cancel ) (“upload )

From the lesson upload screen select Link Lesson to: Manual (1). Then choose the manual (2)
and the chapter you want to add it to (3). The lesson will be added to the end of the chapter.

You can reorder lessons in the chapter from the web interface.

A better way to do this is often to create the lesson in the chapter on your desktop and then

upload that chapter.
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How do | Download a Lesson to My
ScreenSteps Library From ScreenSteps Live?

All editing of lesson content is done in the ScreenSteps Desktop software.

If the lesson is already in your lesson library then you can just re-upload it. If it is not then
follow the directions below to download the lesson into your library.

Download the Lesson

i ScreenSteps Pro - Workgroup: SQL Server Test
Edit Lesson Format Yiew Window Help

Mew Library...

Open Library. .. Chrl40 m v

Open Waorkgroup Library. .. Chrl4+Shift+0 LCliphn
Open Recent 3

Reveal Library Folder

M Lesson Chrl+n H
Mew Manual Chrl4+r
Mew Manual Chapler ChrlAlEHR
Mew Tag Chrl-alk+
Irnpork...

Import Library. ..

Import From Screensteps Live Manual

Expart Lesson » Lessan
share Lesson on Screensteps, me Cerl+E [
o To Screensteps Live Admin Page 3

Log in as Different Lser

Exit
|

If you don't already have the lesson in your ScreenSteps Desktop software then download the
lesson package. Select File > Import From ScreenSteps Live > Lesson.
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Select Lesson and Import

Account

Lessons

Screensteps,

Q

P e e e e e e e e

ScreenSteps Live

What is an HTML Template?

Changing the Text Encoding of Output

Select the lesson that you would like to import from ScreenSteps Live into

Mo Filker

How Do I Make The Image Appear To the Left of the Texti.. -
Setting the Maximum HeightAwidth for Step Images

Customizing Lesson Mavigation Links In Manual Templates

Removing The Lesson Description From the Table of Contents -
How Can [ Get a Step Image To Appear Below the Step Ins...
Customizing Step Title formatting in Blog Templates

How Do I Add An Image Border When Exporting To Blog?

Hritetm renter imanes in an HTRL temnlate

Y

%

Y

—%

Y

Y

Y

mport Screensteps Live Lesson

b

9/ Ok, I[ Cancel ]

Select the lesson you want to import (1) and select OK (2).

The lesson will be imported into your desktop software. You can then edit the lesson and re-

upload it to your ScreenSteps Live account.
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Confirming that a manual is linked to
ScreenSteps Live

Open Manual Inspector

1. Select your manual
2. Select Inspect

ScreenSteps Pro - Salesforce

1800

. ™
7 ¥

Export New Chapter

LIBRARY: Salesforce

@ Lessons

MANUALS

Salesforce Manual o

@ How do | set a reminder?

@ How do | set an email signature and BCC myself?

Customizing Your Salesforce.com Experience

@ How do | customize my tabs?
Tags: Leads

General Usage

@ How do | create new items?

Web Inspector

Select the Web tab in the inspector. If an entry appears then your manual is linked to
ScreenSteps Live. If one does not appear then the manual is not connected to ScreenSteps Live.

You can break the link by selecting the entry and pressing delete on your keyboard.
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[5) Manual Inspector

| Generat WERD

Manual has been uploaded to:

ScreenSteps Live (bmls)

Links:
Manual administration Jage @ u
Salesforce Package @ ﬂ
Salesforce @ ﬂ
Salesforce Example @ u

[ Download Changes From Server ]

[ Upload To Server l
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Updating a manual on ScreenSteps Live with

changes from ScreenSteps Desktop

This lesson will show you how to upload to ScreenSteps Live all the changes you have made

to your manual in ScreenSteps Desktop.

Export Manual

) 4, > i !

Mode Export Mew Chapter  MNew

LIBRARY: Screen 5

2 S Word
Lessons —
latdo |
(POF S8
MANUALS 5 PDF fs: Scres
Juick ne
[ HTHL |58 k: Word
creenStep o HTML o
i wdoli
E|| creenStep v 8 k. scree
s o ©  Package o
LT aMate -
On i ow do I

Select the manual (1) and then select Export > ScreenSteps Live (2, 3).
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Select Upload

Export to ScreenSteps Live

Account

' bmls 5 ]

L

Update Manual

This manual has been uploaded to this account before and is

named 'ScreenSteps Live' on the server.

[ | Upload PDF

E Allow readers to comment on lessons

[ | Replace tags on server

Filter lessons by status

{ Cancel ;" ( Upload )

ScreenSteps knows that you have uploaded this manual to ScreenSteps Live before. Just choose

your options and select Upload.
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Preview Changes and Select Upload

Export to ScreenSteps Live

Confirm Changes

Chapters

Reference Lessons
What will happen?: Chapter content will be updated

(_Cancel ) (Upload )

The changes that will be made to your manual on ScreenSteps Live will be displayed in a list. If
you want to continue with the upload select Upload.
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How to download changes to a single
chapter from ScreenSteps Live

Select Download Changes

LI All Lessons

ogetsl BMLS ScreenSteps Live

‘'ordPress

Press permalinks Fri, May 7, 2010 9:43 AM

:nSteps Live plugin? Fri, May 7, 2010 9:43 AM

If a chapter has been uploaded to ScreenSteps Live you will see a globe icon next to the chapter
(1). Clicking on the icon will display a menu. Select Download Changes from ScreenSteps Live.

Download Chapter Updates From ScreenSteps Live

Download Chapter Updates From ScreenSteps Live

Perform Automatic Update

You are going to download updates for the chapter Manuals On ScreenSteps Live and ScreenSteps Deskuop
from ScreenSteps Live. The following changes will be made when you click the Next button.

| Chapters
Manuals On ScreenSteps Live and ScreenSteps Desktop
What will happen? Chapter content will be updated

| Lessons

How to download changes to a single chapter from ScreenSteps Live
What will happen? Lesson will be placed in orphan chapter at end of manual

You will be notified of any changes that will be made to your chapter before you download. If
you want to accept the changes, select Download Updates.
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Uploading a Single Chapter to ScreenSteps

Live From ScreenSteps Desktop

This lesson will show you how to upload one chapter at a time to ScreenSteps Live.

Select the ScreenSteps Live Icon For the Chapter

WordPress ——

@ What do | need to Have to Get Started?

= . [ TR s
ags: Screensleps Lve AR YWordFros

@ A Quick Note About WordPress Permalinks Sat. Feb 20, 2010 11:50 PM

@ How do | Install the ScreenSteps Live Plugin? Thu, Feb 4, 2010 3:35 PM
Tags: ScreenSieps Live AP WordPress
Choose Upload to ScreenSteps Live
€3 ) Draft l .
Upload to ScreenSteps Live (2 BMLS Dev
fri.Apr 24, Download Changes from ScreenSteps Live > BMLS ScreenSteps Live |

Mon, Apr 6, 2 3 800 AM

If you have multiple ScreenSteps Live accounts you will also choose the account you wish to

upload to.
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How do | send a link to an article?

Space URLs vs. Administration URLs

There are various ways that you can get the urls for lessons that you have posted to
ScreenSteps Live. It is important that you keep clear the difference between space urls and
admin urls.

Use a space url if you want to send a link to a customer or user.

Use an admin url if you want to send a link to another author or administrator on your account.

Getting the URL Right After Upload

Export to ScreenSteps Live e e

G;-ﬂp The lesson was successfully uploaded.
- o-essun URLs:
St

Lesson administration page sl P |

o ScreenSteps = ScreenSteps 2.6 & 0
St

(oK _f.'l

Right after you upload a lesson you will see a dialog that looks like this. Here you can go directly
to a lesson or copy the url to your clipboard.

1. This is the Administration url. Only Admins or Authors on your account will be able to access
this.

2. If you have placed the lesson in a manual that is in a Space then you will see the space URLs.
In this example this lesson is in the ScreenSteps 2.6 manual in the ScreenSteps space.

3. Clicking the Edit button will take you to the Admin page for the uploaded lesson.

4. Clicking the Space button will take you to the lesson page in the corresponding space. This is
where you should send your customers/users.
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5. Clicking the clipboard icons will copy the corresponding urls to the system clipboard, allowing

you to easily insert them into an email or instant message.

Getting the URL Later

P H. O T B

Step Capture Clipboard Inspect Check Spelling

@ Configuring ScreenSteps.me

@ r1ags: ( ScreenSteps.me )

If you need to get the url later, open the lesson and select Inspect.

Get URLs
(2] Lesson Inspector
[ General Wi b-/o

Lesson has been uploaded to:

L BMLS ScreenSteps Live
\-l

Links:

Lesson administration page

ScreenSteps = Screen5teps 2.6 @ u

[ Update Lesson From Server )

[ Upload To Server )

1. Select the Web tab.

2. Select the account where the lesson was uploaded.

You will now see all of the urls for that lesson.
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Breaking a Link Between Your Desktop
Manual and the One on ScreenSteps Live

Open Manual Inspector

1. Select the Manual
2. Select Inspect

@00 ScreenSteps Pro - ScreenSteps

= | i

-

™
¥

Mode Export Mew Chapter Lesson  Irspect  Lesson Palette

LIBRARY: ScreenSteps Live Relaunch WordPress

Lessons _
@ @ Wha do | need to have to get started?

§. ScreenSteps Live AP, WordPress

MANUALS
APl Examples
ﬂ Collaborating 0. « "=enSteps Live

ﬂ Creating a ScreenSteps ipport... 5D u

=%

-doquick note about WordPress permalir
M Ss=efigs: WordPress

' How do | install the SCFEEhStEpS Live p
Tags: ScreenSteps Live API, WordPress

- | [ a -
j Creating a Software Manual With Scr... a'

' How do | configure the ScreenSteps Liv

ScreenSteps 2.9

Page 277



@ SCREENSTEPS

Breaking a Link Between a Lesson and a Web Server

[5) Manual Inspector

| General -

Manual has been uploaded to:

ScreenSteps Live (bmls)

o \._.fn
S’

Links:
Manual administration page 3 u
ScreenSteps Live @ u
ScreenSteps Documentation @ u

|_ Download Changes From Server

| Upload To Server |

1. Select the Web tab
2. Select the server
3. Press the Delete or Backspace key.

Confirm

Are you sure you want to break the link
between the manual and the server
"bmls.screenstepslive.com"?

By doing so you will no longer be able to
update the manual on the server.

| Break Link | [ Cancel ]

You will be shown a dialog asking you whether or not you want to break the link. Click the
Break Link button to break the link. The next time you export the manual to ScreenSteps Live a
new manual will be created.
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What Happens if Multiple People Edit the
Same Lesson?

This lesson will give you an idea of how manual syncing works with ScreenSteps 2.9. It is
important to understand that ScreenSteps Live currently syncs lessons as a whole. It will
not merge changes to individual steps in a lesson. Think of it as syncing the table of
contents in the manual and not the individual contents of a lesson or tutorial.

If you are using ScreenSteps 3, this article does not apply to you.

Lesson is Posted

|“’L

Person A

L

Person B

In this example we have two users, Person A and Person B. Person A posts a lesson in a manual
to ScreenSteps.
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Person B Downloads Lesson

Person B then downloads the package file for the lesson to their desktop software.

All Lessons are the same

=L N

Person A L’ | &

f’L

Person B

At this point the lesson content is exactly the same between ScreenSteps, Person A and Person
B.
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Person A Makes Changes and Uploads

lit\\" |n"| %

Person A

|“’t

Person B

Now Person A updates the lesson and posts the changes to ScreenSteps.

Lessons Out of Sync

Person B

We now have an issue where the lessons are out of sync. Person B's local copy of the lesson
does not match what is on ScreenSteps.
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We Recommend Person B Sync Down

=L

Person A

We recommend that when working on lessons that are being synced to a ScreenSteps account
that you perform a downward sync before you begin. This will ensure that you are always using
the latest content. See this lesson to learn how to do a downward sync.

What Happens if Person B Tries to Overwrite?

Person B

If Person B does not sync before updating the lesson their local copy will overwrite the lesson
on the ScreenSteps site once they try to post.

ScreenSteps 2.9 Page 282


https://bmls.screenstepslive.com/screensteps/l/2462?data-resolve-url=true&data-manual-id=428

@ SCREENSTEPS

Upgrading to 2.8.2 or later - Uploading
Unique Lessons Identifiers to ScreenSteps
Live

A Little Background (You Can Skip This If You Want)

With the release of ScreenSteps 2.8 we introduced the ability to link between two lessons in a
manual while working in ScreenSteps Desktop. To do this, ScreenSteps would store a reference
to the lesson being linked to and would resolve the link to the lesson when you exported the
manual (e.g. to Word or ScreenSteps Live).

The initial 2.8 release relied on a lesson identifier that was only unique to each ScreenSteps
library. What this meant is that when you shared your manual authoring materials with other
ScreenSteps users the links to lessons within manuals would most likely break.

With version 2.8.2 we have introduced a universally unique lesson identifier that is used when
linking between lessons. When you open a ScreenSteps Library for the first time in 2.8.2 this
identifier is automatically generated and all of your links between lessons are updated to use
the new identifier.

ScreenSteps Live users need to perform some extra steps, though, as the lesson source
materials stored on the ScreenSteps Live server will not contain the new unique identifier. One
of the manual authors needs to update that source material so that other users working on the
manual can then download updated lessons with the correct unique identifier.

This lesson will show you how to perform this update.

If you have any questions at all or just want someone to hold your hand while going through
these steps please contact support.

Updating Source Material on ScreenSteps Live (You Can't
Skip This Part)

Step 1) Upgrade All Users to ScreenSteps 2.8.2 or later

You should upgrade all users in your organization to ScreenSteps 2.8.2 or later. Otherwise the
lesson unique identifiers will be lost when downloading content from or uploading content to
ScreenSteps Live.
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Step 2) Break Link Between Manual and Server

Working With Word Templates

[5) Manual Inspector
@ Where Can | Find Word Templates?
| General !
@ How Do | Create A Lesson Template? et e e ol ek
bmls
@ How Do | Create A Manual Template?
@ How Do | Generate the Table of Contents F¢
) : Links:
@ Generating the Table of Contents Using Othi :
Manual administration page o
@ Making one of your existing Word Templates >Creensleps Documantation ou

| Download Changes From Server

| Upload To Server |

IMPORTANT: The following instructions will change the urls of the chapters in your manuals
(not the lessons though). If you have published public links to individual chapters in your
manual then you can do 1 of 2 things:

1) Use the Redirect feature in ScreenSteps Live to point the old links to the new chapters. This is
the easiest solution.

2) DO NOT replace the manual on the server. You should upload each lesson individually by
right-clicking on it and selecting Export > ScreenSteps Live from the contextual menu.

Now that everyone has 2.8.2 or later installed you need to republish your manuals to
ScreenSteps Live. This will upload all of the manual lessons along with their unique identifiers.
Open the ScreenSteps Library that contains the entire manual.

In the inspector palette web palette select the ScreenSteps Live account the manual is
associated with.

Press the delete or backspace key to break the link between the manual and the account.

Confirm that you want to break the link in the dialog that appears.
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Are you sure you want to break the link
between the manual and the server
"bmls.screenstepslive.com"?

By doing so you will no longer be able to
update the manual on the server.

| Break Link |

Export to ScreenSteps Live

G . ™

Mode Export Mew Chapter
LIBRARY: Testing

@ Lessons

MANUALS

ﬂ Clarify Desk

ﬁ] Creating

% ScreenSteps Live

—

&y Blog/Web
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Step 3) Replace Manual on Server

Export to ScreenSteps Live

Account

| bmils B

Upload Manual

By default a new manual will be created using the copy on your
computer. If you would like to change this behavior you can
select from the options below.

Create new manual (default) W Add Perma
Add to space

“~“(®) Replace another manual =] Creating Word Templates %

|| Upload PDF

[EI Allow readers to comment on lessons
| | Replace tags on server

|_| Filter lessons by status

| Cancel | Uploadg

From the export dialog that appears you want to REPLACE the same manual on the server (1).
Doing so forces ScreenSteps to upload all source material again.

Since I'm uploading the Creating Word Templates manual | select Creating Word Templates
from the replace menu (2).

Configure any other settings that apply (3).
Press Upload (4).

ScreenSteps will upload all content to the ScreenSteps Live server. Note that my manual will be
unavailable while the lessons are uploaded.

Other authors can now import the manual into their ScreenSteps Desktop software by following
these instructions.
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Upgrading to 2.8.2 or later - Downloading
Unique Lesson Identifiers From ScreenSteps
Live to Other Computers

Step 1) Delete Manual

EI| CreatingW  Exnprt p AlLe

EI| Customizing Draft

i : AM
E] Inteqgrating - Rename
™ Pubiishing [ e
: Duplicate ite tr
EI| Screenstep
Replace with Manual Package...
able

EI| Screenstep

s _ Upload to ScreenSteps Live >
sELLEll Download Changes from ScreenSteps Live 3

E] ey Compare With ScreenSteps Live [

To import the updated manual materials from ScreenSteps Live, open a ScreenSteps Desktop
library. If the manual already exists in the library on the desktop then right-click on the manual
and select Delete.

In this example | am deleting the manual Creating Word Templates.

IMPORTANT: If you have any lessons in the manual that have not been uploaded to
ScreenSteps Live then you should REMOVE them from the manual before you delete the
manual. You can then add the lessons back into the manual after you finish following these
steps.
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Step 2) Delete Lessons

P N T L SN R ] e R B R fF R Bl W

I Delete Manual

i

é Click 'Delete’ to remove the selected manual from the
is library.

Delete all manual lessons from librar
st § [ Cancel ) %

Juic

In the dialog that appears you can check a box that will delete all manual lessons from the
library. Check this box so that you don't end up with duplicate lessons in your library.

NOTE: If the manual shares lessons with other lessons in your manual then please contact
support and we can help you deal with this situation smoothly.

Step 3) Import Manual

mEdit Lesson Format View Window Help

New Library...

Open Library...

Open Workgroup Library...
Open Recent ct  Lesson Palette
Reveal Library Folder

ird Templates
New Lesson ¥ N
New Manual ~ggp | Find Word Te
New Manual Chapter AN BN
JrordlEn 28 X#N reate A Lesson

Manual

enerate the Tat

Bns 2.8 EMEratng the Table of Co

Now you can import the manual from ScreenSteps Live. Select File > Import From
ScreenSteps Live > Manual.
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Account k
( bmls I'ﬂ
Manuals

Select the manual that you would like to import from
ScreenSteps Live into ScreenSteps.

[& APl Examples e
= eating ' 1 =

[El Creating Word Templates a, I

ustomizing HTM

& Internal How-To =4
[El mMediaNotes =%
[E MediaTemple =4
[E My New Manual =
[@ Publishing to Blogs & Wikis an

| [El Rubv on Rails

In the dialog that appears select the manual you would like to import. I'm going to import
Creating Word Templates.

13d5. Basic LOnNcCepts, Mmanuails

b} How do | Create a Manual?
Tags:

b What
Tags:

b What z
Tags:

b How do | Create/Edit Chapters
Tags: Chapters, Manuals

The import dialog will display while the manual is imported.
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The Result

LIBRARY: Scresn3teps

B Lessans

MAMNUALS

How Do | Create A Lesson Template?

1 Cusiomizing HTML Templates

@ How Do | Create A Manual Template?
H1 Inlegraling Screer | Wilith Ofhiad
G

¥ How Do | Generate the Table of Contents For A Manual Using Mici

@ Generating the Table of Contents Using Other Word Processors

The manual will now appear in your library and the lessons will have the same unique
identifiers as the lessons on ScreenSteps Live.
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Errors uploading a lesson or manual

-

Export to ScreenSteps Live

A problem ocourred while uploading the lesson:

|
4 * . uploading lesson (Mo action responded to 38166, Actions:
before_report_active_record_count, create, exists,
index, guery_string_cache_key, set_p3p, show, and
update)

1- =

We occasionally have users who see this error when uploading lessons to ScreenSteps Live. The
error message will be something like:

"A problem occurred while uploading the lesson: uploading lesson (No action responded to...)"

This is caused by a bug in a form parsing library that we use. This occurs when the lesson you
upload to ScreenSteps matches an exact length. The parsing library will throw an error and you
will see this message.

How to fix it

The fix is fairly simple, All you need to do is add a single space at the end of your lesson
description or the instructional text of your first step. Once you do that it changes the length of
the lesson and you should be able to upload again.

How to find which lesson is causing the problem

=

Export to ScreenSteps Live

A problem occurred while uploading the lesson:

4%\ uploading lesson (Mo action responded b 33165, fctions:

before_report_active_record_count, cr .

index, guery_string_cache_key, 3p, show, an
update)

1- =

If you are just uploading an individual lesson then tracking down the problem is pretty straight
forward. But if you are uploading many lessons in a manual it can be tricky to find out which
one is causing the problem.
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One clue is the lesson id that is highlighted in the message above. This is the id of the lesson on
ScreenSteps. If you go to your account url and go to the path /admin/lessons/{the_lesson_id}
then you will see which lesson is having the issue. So, in this example | would go to
http://example.screenstepslive.com/admin/lessons/38166.

If that seems too confusing then just shoot us an email and we can tell what lesson is causing
the issue.
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