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Getting Started

A QUICK TOUR OF INSTANT TEXT

The Opening Screen

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

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

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

'.

- Home Insert Page layout References Mailings  Review View &

&

Microsoft Word

Address
Buszinezs
3 |Medstart
Drugs

|& Phrase Advisory

Word Advisory

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

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

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

wilf |

1. Type "wiit” here

3. Add a ;" to expand "“wtit" to:

Welcome to Instant Text |

o -

Page: 1 of 1

[ Instant Text ¢

Welcome to Instant Text 1 |Addreszs

Buginess

2. See the result here

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

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

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

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

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

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

Learning Instant Text

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

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

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

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

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

Short Phrases

Welcome to Instant Text

withholdings
Business

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

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

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

Advisory present you with these choices:

was thoroughtly irrigated

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

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

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

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

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

Welcome to Instant Text withholdings
Business

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

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

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

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

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

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

-

Cia d : v T journaldocx - Microsoft Word =

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

3]

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

t

First sentence expanded
with punctuation and spacing
adjusted automatically.

Page: 1 of 1

[ Instant Text £

Including the Iterative
Instant Text

in thiz caze integrate

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

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

Welcome to Instant Text! 2]

[l Instant Text £

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

1 [Address
2 |Busginess

integrating
integration

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

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

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

in this case
in the end

Address
Buziness

inmtegrate Medatart
integrated 4 |Drugs
imtegrating

i i
Pressing the Shift key highlights both entries

i

HEE

In the event

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

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

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

Welcome to Instant Text! Instant Text|

[ Instant Text #

[T Fy [y [ PR

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

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

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

Let us try that. Type two letters ia.

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

in addition Business

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

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

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

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

MEW Way
next VWednesday

next week
new way of

Address
Business

nowadays  |Medstart
Norweglan 4 |Drugs
notwithetanding

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

new way of working

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

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

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

Short Phrases

new way of working
TR DA neww way of working with

Words Glossaries

[EEEE

Address
Business

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

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

What follows is magic:

Welcome to Instant Text! Instant Textis a new way |

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

K Instant Text *

of working
of warking with 2 |Business

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

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

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

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

[ Instant Text
S5hort  |Phrases 9
with your

with your I:I:llTlpIJtEl' 2 Buszimess

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

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

Business

I
(1]
2
3
L

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

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

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

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

winding Up the Quick Tour

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

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

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

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

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

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

Instant Text compiles glossaries for specific subjects by analyzing all words and phrases that

Prior to Glossary Compilation
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