XMetal -Help

Drafting Legislative
Document

By Legislative Computer Systems, Office of the Clerk

August 12, 2004

Congressional Help Introduction e 1



CONTENTS

BRI 0 10 LG 1 1O ] N R 4
PN =10 LU I = TEST 10 Y0 ULV 1 = N 4
DY N N30, 1.1 =5 - O 4
= ST 7
PROVIDING USER FEEDBACK ...vvviiiiiiiiitittiiee e e s sesibtteeesesssasassesssssssasssssssssesssasssssssssesssasssssssssasssessasbssesssssssassbaneessssssssssrnseens 7
SOFTWARE UPDATES ... ttttiiiiiiiiiiitttiee e et ieitssseessesssassssseesseessassssbasssasssassasbasssasssasassbssssssssssassbasssssssssassbsssessesssasssssesesesssnnsssses 8

WORKING WITH FILES ...ttt st e et e s ettt e s s te e e s ettt e s s ateeasaabeeesasbaeessasseessabseessabeeesssssassasbesesassenessnenas 9
CREATING A INEW FILE oortiiiiiiiiiiitiiiie ettt e ettt e e e e s s e sabb e et e e s s e e s bbb aeeeeeseas s b ba s e eeases s s b babeeesees s s b babeeesesssasbbbeeesesssansnrrns 9
OPENING AN EXISTING XML DOCUMENT ....uuvieiiitteeeeeiteeseeiteeessssteessassesssasssessssssesesassssssasssssssassssssassessssssssssssssesessssenessnnes 11
SETTING PERSONAL EDITING PREFERENGCES .....ceciitveieieteeeeeiueeessasteeesassesssssssessssssesesassssssasssssssassssssassessssssssssssssesesssesessnnes 11
WVORKING WITH SENATE FILES.....itiiccttttiiee e i e seiittiee e e e s s e sttteeesesssessabteeesesssassaabeessasssasabbaseeesssasabbaseeassssssabbaseeasssssasbsrrneasas 13
SAVING A DOCUMENT 1.utttttieeteesittettteeseesissssteesssssassssseasssssassssstessssssasssssssssssssassssssssssssassssssssssssssssssssssssssssssssssssessssssnnes 13
PRINTING A DOCUMENT ....ctiitettttiette et iestteetsesssesissssstsasssssassssssesassssasssssssesssssasssssssssesssesssssessssssssssssssssssssssssssssssessessssssnnes 14
CLOSING A DOCUMENT .ttttiietiiiitttettiesseesiissssteesssesassssessssssssssssssessssssssssssssssssssassssssssssssinmsssssssssssssssssssssssssasssssssssesssssssnes 14
WV ORKING OFFLINE . .1ttiieiiiiitttetieesseesiissastessesssassssssessssssaassssssssssssasssssssssssssassssssssssssessssssssssssssssssssssesssssssssssssesssssssssssseeses 14

WORKING WITH XML ettt e sttt e e ettt e s vt e e s sab e e e sasbaeessabaeeseasbesesassaeessaseeeeansbeessassenessnbenesanstenesanes 17
TEXT-INSERT IMARKERS ...t tttiiiiiiiiiittttteeseesiiibrsteesssesasbsseeeseessassbsseeesesssaasssbesesesssasasbesesesssassssbesssesseassssbaeseesssasnsbaneeesseaan 20
GENERATED TEXT 1iiiiiiuttttiieitiiiittetteesseesitbssteesssesassbsseeesssssassbsseeesssssassbsaesssesssasssssesesesssasssbeeesesssasbabeeesesssasbabanesesssansnnres 21
CONVERTING FILESTO XML .ttt ettt e s b e e s e e s s e b et e e e s e e s s e aba b e e e e e e ssaababaeeseessassbabanesesssasnares 21
IMEERGING XML FILES ...oteei i etteie ettt eetee e ettt e e ettt e e ettt e s et e e s e bt e e e sasseeesasse e e s e saee e e sbeeesasbeeesanbaeeesanseeesanseeesasbeessansenesansenas 30
USING CONVERTED XYWRITE FILES FROM PRIOR CONGRESSES ......uvvtiiiteieeistteeeesreeessssesesssssesssssssssssssssssssssessssssssessssenes 33

NAVIGATING AND VIEWING DOCUMENTS . ...ttt ettt tte s s s ste s s s eaaee s s sabae s sasassssananassssnbenasan 36
THE CONTEXT AREA ...iuttttiieeeeisiittetteesssssestbssteasssssassssseeasssssasssssseesssssasssssesesesssasassesesesssassas b e s eeesssasssbbeeesesssessnbbeneeasssans 36
MOVING BETWEEN DOCUMENTS. ..o iiitttetiieeiiesiittetieeesessessssseeasesssassssssessssssassassesssesssessssbasesasssssssssssssasssssasssssessessssssrnnes 36
BASIC INAVIGATION ..utttiiiiieiieeittieteeeesesttertsesssessssbaseeasssssasbaseeaassssassssseesesssassssasssesssesssbbesesasssesassbasesasssssassbannessessssnsnnns 37
LARGE DOCUMENT INAVIGATION L.iiiiiituttieiieeiiisiittssiiessssssisbsseessssssasssssssssssssasssssssssssssasssssssssssssssssssssessssssssssssssssesssssssnes 38
BT CT0 XY, = N LSRR 39

THE PRE-FORM AND BILL HEADER ...ttt ettt s e e vt e et e s sbte e s snte s s senseeassnnteessanrenessnnenes 40
THE HOL C PRE-FORM ... uuttitiieiiiiiiittttteeseesiiibssteesssssasssssesesssssasssssssssssssasssssssssssssasssssssssssssssssssssssessssmsssssssessssssssresseesseanns 40
THE FORM OR BILL HEAD ..ttutiiiiiiiiittetteeseesiiissssteesssssassssssessssssasssssssssssssasssssssssssssasssssssssssssssssssssssessssssssssssesssesssssesseesseeins 45

DRAFTING LEGISLATIVE LANGUAGE . .......o ettt ettt sttt e s s aa e s s saa e e s s ba e e s s abe e s s esaeesssabenanan 50
(I =T RS I YA = Y 17 =53 50
o @) N = 55
WV ORKING WITH TEX T eiiiiiiiitietiieeeeeseittattiessessestbesteesesssessbaseesaesssassss s s sesasssasssabesesasssessssbeseeasssessabbaeeeasssesabbaeeeesssssabarsnnasss 57
VWORKING WITH RESOLUTIONS .....c it icttttiieeeeeseitittteeeeessestasteeesesssassassssssesssassssesssasssesssssssssesssesssssssssssssesssssssseesssssssssssseeses 59
CREATING LEVELS... . uttttiieeiieiettttiie e s e et eitbesteeessesebbaseeasssesebbaseeaassssaabasaeeeassesassba s e eesesssasbbabesesesssasbaseeesesssasbabenesesssssssnnns 60
WV ORKING WITH LEVELS. ... tttttiiiiiiiiiittitiies e e s s iitbstees s e s s ssiababeessesssasbbsbseasasssasssabesssasseasssbbaseeasssassabbaeeeasssessabbaaeeassessanbbrbenasas 62
PROMOTING AND DEMOTING LEVELS....uttitiiiiiiiiiittttiieseeiiiitbaseesssssssssbsssessssssassssssssssssssssssssssssssssssssssssesssssssssssssessesssssssnnes 65
D] = I = = U i G0 = N N D =N OO 72
WORKING WITH QUOTED IMATERIAL ...ttt ittesteesteestesssseesssessseesssesssessssesssessssesssessssesssessssessnsessasessnsessssessnsessnsessnsessnnes 76
I = = G0 N 1 = N TP O 80
ADDITIONAL DRAFTING TOOLS....cciiiittttiiiieiiiiiitteite e e s isiatteeesesssassssbeessesssasstbasssesssasiabbasseesssasssbbassesssssssssbasseesssssassrrsneess 89
SPECIAL TEXT AND CHARACTERS ...veieiiteteeiiteeeeestteeeeaseesssssssessassesssassssssasssesssassesssassesssssssssssassesssassessssssssssssssesesasenessnnes 98

WORKING WITH TABLES.. ...ttt ettt e e et e et e s s a e e s s bt e e s s aasee s sabaeesabaesssbasessssbesesasbasssasssnessasbnessas 100
XIMETAL TABLES OVERVIEW ...eeeiiitteeeieiteeeeeesteeesiiteessasssessssssssssassssesasssssssassssesassssssasssesssassssssssssssssssssssassessssssssessssseesans 100
USING THE TABLE CREATION INTERFACE........iccitttitieeiieiitteeieesssesissbestsesssesssbsssesssssssssssteasssssssssssssesssssssssssssesssssssssens 118

Congressional Help Introduction e 2



TABLE CUSTOMIZATION IN THE TABLE CREATION FORM ....c.oiittieiiee ettt ettt e e e aabe e e s s e e s aabae e e e e s s e snvbnneeae s 129

N =TI S 210 = = o 1T 135
COLUMN OVERVIEW ... uttttiiiieiiiiiueteeesesssassssssssssssassssssssssssassssssssssssssssssssssesssssssssssssssssssssssssssssssssassssssssssssassssssssesssessns 156
ADVANCED FEATURES ...ttt ittt e e ettt e e s s e e s b b e s e e e e e e s sa b b e b e eeeeessa bbb b e e e sessaess s b b e eeeesssesabbaseeasssssasbbabeeesesssasarens 160
TEMPLATE UTILITIES. ..t iectttttiete it ieiitttee e e s s sesabb e et e e s s sessab b e eeeesssesabbaseeeseessasbba b e eeseessas bbb beeesess s bbb baeeeesseesssbbaeeeasssessnbbnrnnasas 167
ICNOWN ISSUES......uutttiiiii i ittt et e e s sttt e e s s s et b et e e e s s e aba b e e e eeeseasaabba e e eeaseessab b e e eeeeseesssbbaaeeesese s sbbabeeesesssassanbenesssssnssnrens 183
LEADERING CONDITIONS. .....uuttttteteetiiiiisreeteestiaiissseetsesssasisssesseesssamisssssessssamsssssssesssssisssssssesssssiamssseesssssinmssseseeesssnssssen 186
STAGES, STAR PRINTS, AND SUSPENSIONS ...ttt sttt e et s st e s s st e e s s ete e e s s aeeassabaeesssssenessnnnas 187
STAGES OF LEGISLATION ..vviiiiuteeeeiitteeeeestereeeisseessasesssassessssassssssassssesassessssassssssassssssasssesssasssssssssssesssssesssassessssssssessssseesans 187
CLEANING UP DOCUMENTS .ttt ettt ettt ettt e s et e e s s aaas e s s sabe e s sesbaesssasesssbbeessanbesesasassessabbeessasbesessssnnas 191
SPELLING/DICTIONARY .iictvieittieesereisteesesessesesessssessssessssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssessssssssssssssssssssssessssens 191
QLIRSS U0 L 192
TAGGING TERMS ..eviiiiiiiitieteiee e e e s e eattteeeesssassaabeeeeesssssabb e s eeaassesabbaseeasesssassbabesesesssassbebeeesesssassasbeeesesssessnbbeeeeasssssnbbnnneasss 194
CONVERTING HYPHENS TO EN-DASHES. ... uuttttiiiiiiiiittreeiiessiasissssstessssesisssstessssssssssssssssssssasssssssssssssassssssssssssasssssssseesssnsns 194
[ T I Y X 02 2T 1= TR 195
S e O A I o N I U 1 S 197
THE RESOURCE IMANAGER ...cciiiiiieititttttee st iesstbesteesssasiasbssssesseasasbssssssssssasssssesesesssassassesssssssasssbasssessssssssbssseessssssssrsneesss 197
LS O O s 7N 0] NSRS ERRTRRON 202
IVIATH FUNCTIONS ...ttt ettt e ettt e ettt e e e s e e abb e e e e e e s eesaab b e e e eeaseessab b s aeeeesessasbbaaeeeseee s s b babeeesesssasbbnbenesesssansnrnns 203
INTERNAL CROSS-REFERENCES.......cottiteuesrireeuesreseesessessesessessesessessesessessesessessesesseseesessessessssessessssesssssssesssssssessessssssnsnssses 205
F N o S N D T I QN L G RSSO 211
FREQUENTLY ASKED QUESTIONS.....ceiiteiteeisteeeiteesiseesiseeassessasessasesssessssesssessnsessasessasessssessnsesssessssessssessnsessasessnsessnsesan 211
APPENDIX B —DEVIANT QUOTED BLOCK STYLES ...ttt ene e 214
DRAFTING THE RAILROAD RETIREMENT ACT AND CHAPTER 110 OF TITLE I8 IN XML, coevviiiiiieieeee e 214
GLOSSARY OF TERMS ...ttt ettt e et e s st ee s e bt e e s s aba e e e s sab e e e s e bae e s sabaeessabbeeesanbeeesaabeseseabaeeseanbeeesanannas 217

Congressional Help Introduction e 3



Introduction

About This Document

This document accompanies the United States House of
Representatives XML Legidlative application currently in development
by the Legidlative Computer Systems division of the Office of the
Clerk.

This application isin use by the Office of House Legidative Counsel
and the Office of the Clerk. Due to the unique job functions and
workflow systemsin place in each organization, there may be different
instructions to complete the same task in this document.

This project, which originated out of the Bills, Resolutions, and
Amendments XML Feasibility Study, follows the directive given by
the Committee on House Administration in aletter dated, November
20, 2000 to the House Clerk.

For more information please visit the following sites:

Bills, Resolutions & Amendments:http://clerkcap.house.gov/xmlholc
(House Users)

XML Technical Committee; http://clerkcap.house.gov/xmlitech/s

XML and XMetalL

"I am amazed how easy XML isonce | read the manual and worked on
abill." Attorney, House Office of Legislative Counsel July 2, 2002

XMetal isthe windows-based replacement software application for
XyWrite, aword processing system that the House Office of
Legidative Counsel (HOLC), the Office of the Clerk, the Government
Printing Office (GPO) and other organizations use to draft and prepare
legidlation. HOL C uses a separate program, called DocuComp, to
print documents created with XMetaL.. DocuComp, in turn, runs a
GPO composition program called MicroComp that uses the GPO
Locator Code (XyWrite) system. To facilitate backward compatibility
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with the GPO Locator Code (XyWrite) System, all documentsin
XMetal can be saved in GPO Locator Code (XyWrite).

Historically, authors of al kinds have been responsible for both the
content and typographical format of paper documents. With the
introduction of the World Wide Web (WWW), organizations are now
struggling with their ability to deliver documentsin at least two media,
printed paper and electronically on the WWW, without retyping the
content. Because of this, a paradigm shift in document creation
processes are taking place throughout the world.

XML (Extensible Markup Language) represents the next step in the
evolution of electronic creation, storage, and delivery of information.
XML eases the burden organizations encounter when rendering
documents on multiple media, such as paper and the Web by
separating the contents of a document from how it will be formatted
for printing and display.

XML provides three important benefits:

e The same source file can be used to format a document for
presentation on paper, the Web, or other medium. This
capability eliminates the need to retype, reformat, or
convert the data;

e Authors and document creators can concentrate on content
and the meaning of that content and less on the format or
the specific presentation medium of a document;

e Structured-based electronic searches within and across
documents provide syntax that is more precise for limiting
searches to specific parts of adocument. For example, in
order to find "tax" in the official title of all 106th
Congressional billsin XML, the search engine performs a
search in the <official-title> elements only.

In terms of drafting legislation using XML, the official paper version
of aparticular bill constitutes, hereby, a representation of that bill,
albeit the official one. However, the establishment of XML asa
standard for authoring represents a commitment that legislation is not
merely ink on paper—it is also information. Our implementation of
XML using XMetal. does not require you to know the details of XML
tags (elements) or structures. However, it will be useful for you to
have an overview of general XML concepts. In fact, the software
developers at Legidative Computer Systems (LCS) have attempted to
hide the XML and its element (tags) from your view when working in
XMetal.

Congressional Help
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XML is astandards-based computer language designed to describe
information using your text and content identification tags. XML uses
tags similar to HTML (Hypertext Markup Language); however, the
organization or community that isusing XML in agiven
implementation defines XML tags. The legidative community (the
House, the Senate, GPO and the Library of Congress), created the
names of the elements or tags you will be using to draft legislation.

The following example shows you how your content can be identified
using XML tags. A tag named <official-title> is added to the
beginning and end of a sentence to describe the contents:

<official-title>To repeal the provision of the September 11th Victim
Compensation Fund of 2001 that requires the reduction of a claimant’s
compensation by the amount of any collateral source compensation
payments the claimant is entitled to receive, and for other
purposes.</official-title>

XML editing using XMetalL is not like word processing in Microsoft
Word or Corel WordPerfect. Word processing software attempts to
provide intelligent assistance to authors in the editing process (e.g.,
spell checkers, rudimentary paragraph numbering, etc.) and support
free-form word processing. Asyou can seein this example, al content
marked with the <officia-title> tag is displayed twice in the document
with different formatting. In XMetal, the author only typed the
officid title once.

108TH CONGRESS
s HLR. 123
L ] L ]

To repeal the provizicn of the Beptember 11th Vietim Compensation Fund
of 2001 that requires the reduction of a claimant’s compensation by
the ameunt of any collateral smree compensation payments the claimant
iz entitled to receive, and for other purposss.

IN THE HOUSE OF REPRESENTATIVES
Janvagy 7, 2008

Mr. Howr intreduced the followmg bill; which was refarred to the Committes
on the Judicary

A BILL

To repeal the provision of the September 11th Vietim Com-
pensation Fund of 2001 that requires the reduction of
a elaimant’s eompensation by the amount of any collat-
eral souree compensation payments the elaimant is enti-

tled to receive, and for other purposes.

1 Be it enacted by the Senate and House of Representa-
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Asyou learn to author legislation in XMetal, you will discover that
XMetal. goes beyond what can be achieved in aword processor. An
XML document is based on pre-defined tags and formatting rules that
provide an intelligent editing environment for drafters and you will be
able to concentrate on writing content, not on formatting the
presentation of your documents.

Help

If you need assistance using XMetal., please contact Legislative
Computer Systems in the House Office of the Clerk at 225-8484. This
document is also posted on the web at
http://clerkcap.house.gov/xmlholc.

Providing User Feedback

Y ou are encouraged to provide comments to LCS regarding XMetal..
To do so, please send an email to XML_HOL C@mail.house.gov, or
viathe Internet by selecting HOLC Feedback Form from the Help menu.
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Software Updates

XMetal customizations for Legislative Documents are an on-going
process. Occasionally you will be asked to update the licensed copy of
XMetal installed on your desktop PC.

Please follow these simple steps to update your XMetal. application
when needed:

e Close XMetal if itisopen;

e Doubleclick on the XMetal. User Update Icon on your
PC’ s desktop.

o] [If XMetal isopen, you will be asked to close it. Close and
click OK. Wait ten seconds and double click on the User Update Icon

again.]

e The update will perform a series of automatic steps. Do not
respond to the dialog boxes while the update is running.
The update program will respond automatically. (Due to
the different speeds of some computers, it may take afew
seconds for the program to respond automatically.)

e Click OK on the dialog box that says "Updateis
Complete...Don't forget to print out a new copy of the user
documentation. Click OK to exit."

e Open XMetal and resume working.

If you have any questions or problems during an update, please contact
your office's liaison to Legislative Computer Systems (LCS) or contact
LCS directly at 202-225-8484. (For laptop users, please contact your
office's system administrator for instructions on how to update.)

Congressional Help
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Working with Files

Creating A New File
Follow these steps to create a new file:

e Open XMetal . Select New from the File menu, or press
CTRL+N;

e TheFile New dialog box will appear;

TN |
S amesrre Lioong o] e fas =]

[Fr s
¥ s " - = = =]
el STTT g e——— =] T

e e 0 :... B - —
e e | —

ELll-a

[ S 'T"-' T

Mafrs  FlE T TRl O

e | [F— e — | [

e Select the sponsoring Member by using the drop down box,
or type thefirst few letters of the Member's last name.
Select the Attorney/Staff name in the same manner;

e Go back to the top of the dialog box; select a document
type by using the drop down box;

e Select the form or style for the bill or resolution by using
the drop down box on the right.

Please see Legidlative Styles for more information

Congressional Help Working with Files e 9



e Select where your document will be stored by clicking the
Member, User, or Other radio button:

o] If you select Member, thefileis stored on the F:/M8 directory
in afolder with the Member’ s last name;

o] If you select user, thefileis stored on the F:/ directory in a
folder by the user’sinitias;
Flenew
Choose a document bpe IHH (Bl j Eom IDLE ﬂ
Create in folder of
’V £ Member € User & Other 5
N oter Locaion 21l
- Lockin: | {23 My Documents R =

Attomey/Staff

|0 2003 Projects

}2) Corel User Files
|araphics

| Installs

My Data Sources
[y eBocks

i My Pictures
Jc)Personal |

ot

I Projects

IE3spLC

)2) Tools-Development Tracking
IE3) Tools-Help Manuals
| Tools-QA

Altorn
Short Title:

New Docu
Fil

File name: || j l&
Filss of typs [ Fies CxmLy =l Cancel /J
o] If you select “other”, awindows dialog appears that allows you

to specify a storage folder for your new document that is located on
your network or hard drive;

5 HOLC ONLY: Please contact HOLC IT Support if a Member name does not appear on the pull down list,
or if a folder does not exist for the selected Member. I T ADMINISTRATORS: Refer to the section on
“ Administrative Actions’ to update or change the drop-down lists in the File/New dialog box.

e Insert aname for thefile (optional). Y ou may use the
default document name. Continue down the dialog box and
select the subfolder, if necessary;

e For hills (optional): Click on Short Title check box to add
the short title. Enter additional text in the adjacent field if
needed;

e Click on the Create Document button.

@Wnen the File/New dialog box is open, the TAB key may be used to navigate fromfield to field. SHIFT+TAB
moves through the fieldsin reverse order. Thefield that is currently in focus will either be: highlighted, the drop-
down list activated, the cursor will be visible in the active fields, or the button will be outlined (if the “ field” isa
button).Pressing the spacebar when the cursor isin the short-title check box will insert (or remove) the check mark.

W Toview ademonstration of File/New, click here. Video

i Toview alist of availabletutorids, click here. Video Tutorias (all)
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Opening an existing XML document
To open a document:
e Select Open from the File menu, or press CTRL+O.

The Open dialog box is a standard Windows open dialog box, and
operates the same as other Windows applications, such asMS Word.

i To view ademonstration of File/Open, click here. Video Tutorias

(File/Open)

W Toview alist of availabletutorids, click here. Video Tutorias (al)

Setting personal editing preferences

Y ou may set how XMetal displays by selecting font type, size, and
colors. You may also set certain keystrokes and preform settings on
new documents by setting your user preferences.

e Select Set User Preferences from the Tools menu;

e Read thefilethat is opened and follow the instructions to
change the items as desired;

e When finished, Save and Close thefile.
To restore the editing preferences to their default values:

e Select Reset User Preferences to Default Values from the
Tools menu, or click on the Refresh My Preferences icon on
the Toolbar.

Glt isimportant to have your particular organization's name or acronym listed under Organization name. The
shift period behavior, as well as whether the preformis selected for new documents is determined by the
organizational preference.

Setting options in XMetalL

You may set XMetal. so the last document you worked on opens
automatically the next time you open XMetal .

e Select Options from the XMetal. menu;

e Under the General tab, check Restore last open documents.
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Viewing information about a document
To view information about the current document:

e Select Document Information from the File menu, or press
CTRL+D.

This information includes the location of thefile, current drafter, the
date the document was created, the archive file names, and the number
of sections within the document. Thisisatext fileand it may be
printed.

Viewing the current location of the cursor

To view the current location of the cursor while in the legislative body
(below the enacting or resolving clause):

e Select Where Am | from the View menu, or press
ALT+SHIFT+W.

5 )

Section 101: [Quoted-block Section header here]

Section 4: [Section Header here] Subsection (a)
! \  Subsection (a) Paragraph (1)
Paragraph (1) Subparagraph (A)
Slubpar??raoh (&) Clause (i) within a quoted block which |5 In
Clausea (i
Subclause (I) Section 4: [Section Header here]

Item (aa) Subsection (a)

Viewing the document (tags-on and tags-off)

There are three possible ways to view documents from within
XMetal .

e Normal View (tags-off view);
e TagsOn View;
e PlainText View.

When starting a new bill, the default view isNormal View. You
should expect to do al of your work in Normal View. Many of the
features macros do not function properly in Tags On View or Plain
Text view. Run al functions and macros whilein Normal View (tags-
off) view.

Different views can be selected in severa ways.
e Select one of the views from the View menu;

e Select one of the threeicons located next to the context
area of the XMetalL window.
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Y ou can toggle between tags on and tags off (normal view) using
Ctrl+Space Bar.

See "The Context Area" for more information.

Working with Senate Files

There may be times that you are working with Senate XML files. You
will be able to open those files with XMetal and work with them the
same way you do with House XML files. The big difference you will
seeisin the element/tag namesin the pre-form. Like HOLC, the
Senate has their own tracking and document management information
in the pre-form.

Saving a document

Saving as XML (XMetal)
To save the document in XML:
e Select Save from the File menu, or press CTRL+S.

If you have several documents open, this feature will allow you to save
al open documents in one command.

e Select Save All from the File menu, or press CTRL+Q.

@Wnen a user presses CTRL+Q a pop-up box will display and ask the user if they want to save all documents.
This pop-up box does not appear when the Save All from the File menu is selected.

Saving As Locator Codes (XyWrite)

To save abill in Locator Codes (XyWrite), select Save As Locator
Code from the File menu. Use this option if you need to work with the
filein XyWrite, otherwise, it is not necessary to save thefile as
Locator Codes (XyWrite).

If two files exist for one document -- one file saved in XML and one
file saved in Locator Codes (XyWrite) -- both files are not
automatically updated if a change is made in one of the existing files.

5 In XyWrite: When opening a file (saved as locator codes) in XyWrite, use CTRL+ALT+Z to "remode" the
bell codes.
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Printing a document

To print an XML file from XMetal, MicroComp must be installed on
your computer.

House Office of Legislative Counsel (HOLC)

The program DocuComp needs to be installed and running on your
PC. To seeif DocuComp isrunning:

e Goto the start button, click Programs, and then DocuComp;
To print (from within XMetal):

e Select Print from the File menu, or press CTRL+P.

Thefilewill close at the time of printing. This ensuresthat the
archiving number is placed correctly in the file. When the document is
open, archive information may be viewed by selecting Document
Information from the File menu.

o After thefileisclosed, thefileis sent to DocuComp. Set
the appropriate setting on the DocuComp window and press
the GO button. (For more information on DocuComp and
its features, contact I'T Support in HOLC.)

Enrolling Clerks, Office of the Clerk, and other House
Offices:
In XMetal:

e Select Print from the File menu or press CTRL+P.

Closing a document

To close a document:
e Select Close from the File menu or press CTRL+W,;

e Select Close All from the File menu to close all open
documents.

Working Offline

There may be times that you need to work offline (not connected to
your office’ s network). If you intend to create new files while
working offline the information and instructions below are important
in the successful creation on new documents. If you are working
offline on afile saved on your laptop, diskette or other storage device,
there is no need to change your preference settings.

Automatic detention
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By default, if your computer loses its connection to the F:/drive or
your computer is not connected to the network when XMetal is
opened, amessage will indicate thisand your default directory in your
user preferences file will bereset to C:AXML.

XMetal x|
1 The directory: Fiim8 Fram the preferences file doesn't exist or is tempararily unawvailable. The Preferences will be set ta: CiXML,
LY

When creating new files, the only folder options available are “ user”
and “other”. Leavethe Attorney/Staff Directory as“XML-XML".
Thefileswill be created in C:\XML.

If you would like to include the attorney’ s name in the HOL C pre-
form data, use the “Edit Attorney Field in HOLC pre-form” option
under the LegDocMgt menu.

Choose a dacument tvoe  [ENERIED j Eorm IDLC j
Create in folder of
’V " Member @ User " DOther ¥ Preform
Sponsor: I j Clear
Atomey/Sta Dir: - [7ML ML [
Altarney: |
Short Title: [~ | Act of 2004

New Document Mame: |><ML_UUE.xm|

File Path: | c:AMLAML_0DB xmi

Clear All Create Document LCancel

Manud

Follow the directions below to manually change your preferences to
work offline before creating new files.

e Open the Users Preferences in XMetal. and change the
setting DefaultDir to C:\;

e Make surethat afolder named with your initials has been
created on your laptop’s C drive if you wish to save the
filesyou intend to create in your user directory. Otherwise,
use the default folder XML.

e Save and close the User Preferences, and start working by
creating a new file using File/New.
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Other

If your workstation is remapped to the F:/drive or the connection is
restored, when XMetal is open, it will recognize the F:/drive and ask
if the user preferences should be updated.

XMetal Preferences x|

Drive F: is available for use, Would vou like ¥Metal to update the preferences?

Yes Mo |

]
et —
P

]
.= If you have been working offline, do not forget to save your file to the network. Thiswill ensurethat it is
accessible by othersin the office and properly included in network-wide recovery (or back up) routines.
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Working with XML

An XML document isvalid if it iswell-formed and if it conforms to
therulesin an organization’s DTD (Document Type Definition). The
XML elements (or tags) defined in an organization’s DTD are unique
to that organization. Congressional bills and resolutions have DTDs
which have been agreed upon by the Congressional community,
specifically the Legidative Branch XML Technical Committee.

For bills and resolutions, the elements (or tags) have specific meanings
and purposes. The mgjority of the tags describe the contents of the
text they surround. For instance, the <official-title> tags contain the
officid title of the hill.

It isimportant to “tag” your document correctly. Let’slook at this
sample language.
(d) Grade and Pay Scale. — Section 7404(b)(1) of such title is amended

by striking the third center heading in the table and inserting the
following:

“Clinical Podiatrist, Chiropractor, and Optometrist Schedule”.

The words “ Clinical Podiatrist, Chiropractor, and Optometrist
Schedule” would need to be tagged with table tags, not table of
contents tags. Although the table of contents tags would render (print)
the text correctly, thisis not atable of contents entry. Itisatable.

See http://xml.house.gov for more information on the DTD’s
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The Validator

Use the Validate Document command to verify that your document is
valid XML. If the validation process finds an error, a message appears
and the cursor can be moved to the error, so it can be fixed.

To validate a document manually,

e Select validate Document from the Tools menu, click on the
icon on the toolbar, or pressthe F9 key.

One of the following appears:

e A message box indicating if the document isvalid. (The
message says, “Validation is complete.”);

e A validation log containing alist of one or more error
messages. To go to the location of an error, double-click
on the error message or single-click on the error message
and click the go to button.

Yalidation Log

@ Mizssing referenced ID: Attibute IDREF="H278CA24B4524A2443CD5B18FETDSE
R The document is not valid

4 | |
| Frint | Lloze I

The Validate Document command runs automatically when the
document is saved. If the document isvalid, no dialog boxes will
appear. If the document isinvalid, the Validation Log will appear.
Common Errors that makes a document invalid

An Example: Table of Contents

A common condition with the Table of Contents will cause your
document to beinvalid.

Let's say, the drafter did the following:
e Drafted abill with seven sections,
e Generated aTable of Contents for the bill,
e Deleted one of the seven sections, and
e Triedto save and print the document.

At this point, the validation log would appear listing an error message
that read something like this:

Congressional Help

Working with XML e 18



“Missing reference ID: Attribute

IDREF="H4FE34AE02884AFBAED743874" in tag “toc-entry” has
no corresponding I1D attribute value in document”

This meansthat thereisa TOC entry for the deleted section, but the
section no longer existsin the document. To solve the problem,
regenerate the table of contents. By regenerating the table of contents,
the TOC entry for the deleted section will be removed.

The table below includes more messages that may occur in the

validator log.

Missing reference ID: Attribute
IDREF="H4FE34AE02884AFBAED74
3874” intag “toc-entry” has no
corresponding 1D attribute value in
document

A TOC entry does not match any of the
sections or big levelsin the bill. Most
likely, thislevel was deleted during the
drafting process and the Table of Contents
needs to be regenerated.

Each level hasitsown ID. The IDRef isthe
number used to link or reference the section
or big level 1D.

Unknown tag name. The tag name
“unknown” is not defined

Thetag “unknown” is an unknown tag.
Delete the tag and its contents. Call LCSfor
assistance.

Missing referee | D: Attribute
IDREF="H43432432" in tag “noted” has
no corresponding ID Attribute valuein
document

In the conversion notes, the ID for the level
that is noted is not available. Deletethe
conversion note.
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Text-Insert Markers

While drafting, certain areas throughout the document are highlighted
with Text-Insert Markers. These markers are gray in color and contain
a description surrounded by curly braces. Place the cursor on the
description and type desired text. These are used to aid you in drafting.

When the cursor is placed in these markers, the appearance changes to

awhite text on adarker gray background. (Seethe marker on the far
right.)

The following are examples of the most commonly used Markers:

jaction-date} {official-title } {short-title } [yl

i To view some text-insert markers, click here. Video Tutorials (text
markers)

i Toview alist of availabletutorids, click here. Video Tutorias (al)
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Generated Text

In XMetal, generated text, by default, appears gray in color.

Generated text is used when text must be rendered (or printed) but is

not itself included in the XML document. Legisative documentsin

XML contain generated text. The Enacting Clauses and the words
“Section” and “Sec” are samples of generated text in billsand

resol utions.

i To view some text-insert markers, click here. Video Tutorials
(generated text)
i Toview alist of available tutorids, click here. Video Tutorids (al)

Converting Files to XML

Using locator-coded (XyWrite) files in XMetalL

These are directions to use the locator-code to XML Conversion
program written by the House contractor, DataStream Conversion
Services. This software will convert both bills and resolutions. In
order to know what documents are valid, the software will create two
folders, labeled “valid” and “invalid”.

5 Before converting your first file, create a folder in your home directory (or another appropriate area) that
will be used exclusively for converting files.

Single File Conversion

Copy the locator-code (XyWrite) file that you want to convert into
your “special-for-conversion-only” folder (that was created in the step
above).

HOLC Only: For filesin the M8 (and other M* directories), you must
copy the files from the M8 directory to your “ special-for-conversion-
only” subfolder before running the conversion program. The M8 (and
other M* directories) can not be edited and therefore, the new XML
file created by the conversion program cannot be saved in those
directories.
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To open the conversion program:
e Click on the conversion program icon located on the

desktop;
% Hiouse of Representotive Bellcode to XML Conversion i [=1E.1}
~Diiva ~Filez - Convanzsion Slahus ——
= = | [ Bel Prep
| _J [ High-Level Comverson
Foldes: 1 Soanring & DB Update
= [ LoweLevesd Corrversion
—YwieekingFaldar  Adding Int/Ext Links
& | Pesl Preeessing
[ — Bill Irfarmatian
[ vakd ,7
Corwvert to HML
Batch Processing
[ Corrvest Evenpthing
E alch Procazsing
i- Tokal Filae
—
|~ Cuent File Mumber - 5
|
Olptiare:
Fil Flles
|c g LJ Eit
~Shahuz
I

e Browse or navigate to the folder that contains the files you
want to convert to XML. When you open afolder in the
box on the left, the middle window will display alist of all
thefilesin that folder;

e Choose one of the following options:

0 Double-click the file you want to convert (displayed in
the middle window), or;

o Highlight the file you want to convert, and click the
Convert to XML button;

e Thewindow directly above the Convert to XML button will
show the progress of the conversion, as will the “status’ bar
at the very bottom of the dialog box;

e Click the Exit button when the conversion is finished.

The file will be converted and saved with the same name
(samename.xml) in a subfolder named “valid” or “invalid” in your
“gpecial-for-conversion-only” (sub) folder.

The conversion program does not tell you if afile has converted as
valid or invalid, so when using the filesin XMetalL, you will need to
look in each folder to find the file.

& INVALID FILES: If your locator-coded file is converted, but it is not a valid XML file, it will be saved in the
“invalid” folder. If thisoccurs, please call Legislative Computer Systems (LCS) at x58484 or seek out the
appropriate helper in your office. Theinvalid XML file needs to be fixed and valid before it can be used or merged
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into another file. LCSor your office’ s helper can help fix the file, so you can continue working. Fixing the file may

take as little as two minutes.

Converting All Files In A Folder
To convert al of thefilesin afolder:

e Navigate to the folder that contains the files you want to
convert,

e Click the Batch Processing button.

Using Plain Text files in XMetalL

To convert plain text to XML, use Text2XML. Thisfeature islocated
on the Tools menu under Text-2-XML (version two), the toolbar, and the
right-click menu.

Text2XML Version 2 is amethod to convert and paste text selected
(copied or cut) from non-XMetal sourcesinto XMetal. It will work
with locator coded material as well as text from Thomas
(http://thomas.loc.gov or http://www.congress.gov), emails, Word, and
WordPerfect. The basic assumption is that the selected text contains
levelsthat start on anew line.

As with the other methods of conversion, thisis not afull-proof
function and the approach does not always work because of problems
with the selected text or issues the devel opers have not come across
yet. With this caveat in mind, keep the following in mind when using
this feature:

e Biglevelsare not supported (e.g., titles, chapters, parts).
Work with sections and below;

e Text2XML will not handle style mistakes or errors.
Example of astyle error: a paragraph followed directly by a
clause (with no subparagraph).

The selected material should be structured downward. That is, the first
level in the selected material should be the highest level found in the
selected material to be pasted.

In addition, the selected material must work structurally in the current
context. The following examples would not work:

e If the cursor isin asection with paragraphs and no
subsections, subsections cannot be added,;

e |f the cursor isin asubsection, subitems could not be
inserted after the subsections.

The Text2XML feature was designed to convert plain text material
into a clear spot (e.g., the bottom of the document). Working at the
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end of alevel and then using Text2XML to paste single or multiples of
that same level (with or without sublevels) is going to work.

Although one can paste material into the middle of a document, there
is one problem that the developers are still looking at: if onetry to
paste between levels that go down (e.g. a section and a subsection), the
material will be added to the bottom of the higher level (e.g., the
section).

Text2XML: Sample Exercises
Start with anew bill document.

Sample 1: Simple Example

Working in an electronic version of this document, select and copy the
following two paragraphs (3 lines), switch to XMetal, place the cursor
in the { header} of the first section, and run the Text2XML feature.

To run the Text2XML feature:

e Select Text-2-XML (version two) from the Tools menu.
(3) Thisismy first example of Text2XML.
(4) THIS"IS' THE UNITED STATES.- This"is" text-
(A) Let's see how a subparagraph will work.

e Validate the document by pressing the F9 key. This
confirms that the document's structure conforms to the
rules for creating legidation (the Document Type
Definition or DTD).

Seethe Valid XML section for more information using the Validate
Document command.

Review the example and note the following:
e Thecursor did not move.

e The material was inserted into the document with the
appropriate levels (i.e., 2 paragraphs and a subparagraph).

e The paragraphs were not renumbered. Thisissimilar to the
Merge function. Staff has requested to see the enumerators
from the original material and manually renumber when
ready.

e Theword "is" in both the header and text of paragraph (2)
is quoted and is quoted correctly.

Sample 2: Quoted Blocks and Headers
Working the same document from Sample:

Congressional Help Working with XML e 24



Select and copy the following lines:
(2) Thisis sample 2 and contains a quoted-bl ock.

"(i) headers end with period dashes.- Text ending with adash is an em-
dash-

"(1) Text with some 'quoted text' inside the text

(2) Goes-

(A) Here.".

(A) Here's the subparagraph after the quoted-block in sample 2.

Switch to XMetal and place the cursor at the end of the
last level in Sample 1,

Run the Text2X ML feature.

Review the example and note the following:

The selected text above is a paragraph with a quoted-block
and a subparagraph;

The subsection in the quoted-block is all lowercased above,
but it became a header and cased correctly when converted.
The reason is that the line ends in a point dash (.-) (note one
or more dashes will work);

Quoted-blocks are inserted using the

guotedblock _defaultstyle value from your preferences (see
Set User Preferences from the Tools menu), so if the style
of quoted block needs to be different, change it manually
by using Set Legidative Style from the Format menu;

Paragraph (2) istext and the dash is converted to an em-
dash. For it to be a header, it needed a point dash;

Each of the levels within the quoted-block above begins
with adifferent quote mark (it does not matter what it starts
with);

The selection does not go above the top level (paragraph
(1) Thisissample 2 and...). If the sample contained a
subsection or a section at the end of subparagraph (A), then
the selection is said to go above the top level (the paragraph
(1)) in this example. Whenever possible, try not to have
your selected text go above thefirst level in the selection.

@ To change some or all of the text to be a header after the conversion, select the text in the text element to be

moved to the header and press Ctrl+H.
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Sample 3: Getting Non-Quoted-Block Material into
Quoted-Block

Using the same XMetal. document from Sample 1 and 2:
e Select and copy the following lines:
(1) Thisis sample three.
(2) THIS"IS' THE UNITED STATES.- This'is text-
(A) Let's see how a subparagraph will work.
e Switchto XMetal:

e Placeyour cursor in subparagraph "(A) Here" within the
guoted-block from Sample 2;

e Runthe Text2XML feature.

Notice that the two sets of quote marks in paragraph (2) are different.
Either type work.

Sample 4: Working With Style Errors/Mistakes

This sample works with the common problem of incorrect
enumeration. Text2XML is designed to use the correct enumerators to
determine the proper level and when the enumerators are wrong, the
feature will not work.

Using the same XMetal. document from Sample 1-3:
e Select and copy the following lines,
(4) Thisis samplefour.
(i) If alevel is skipped going down, the feature will not work.
(if) How could it work?

(ii1) Should these levels be clauses or subparagraphs?
e Switchto XMetal;

e Placeyour cursor in the paragraph after the quoted-block
from Sample 3;

e Runthe Text2XML feature.
The sampleisincorrect because
e itismissing asubparagraph between (4) and (i) or,

o thelevels(i), (ii), (iii) are actually subparagraphs, but they
are enumerated incorrectly.

After running Text2XML, an error message indicates that Text2XML
cannot insert “the (i) If alevel... because the parent level isa
paragraph”. Text2XML assumed that level (i) is not a subsection. It
knows this because (ii) has to be a clause.
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There are severa possible solutions to the fixing the text above:

e Theuser could fix the text by typing the correct
enumerators before running Text2XML or,

e follow the solution in Sample 4A below or,
o follow the solution in Sample 4B below or
e follow the solution in Sample 4C below.

Sample 4A: Designating the Levels inside the Input
To fix the error from Sample 3, use the same XMetal. document:

e Select and copy the following lines,
(4) Thisis sample 4A.
<subparagraph>
(i) If alevel is skipped going down, the feature will not work.
(ii) How could it work?
(iii) Should these levels be clauses or subparagraphs?
</subparagraph>
e Switchto XMetaL;

e Place your cursor in the paragraph after the quoted-block
from Sample 3;

e Runthe Text2XML feature.

While this sampleis small, this solution works well when working
with a series of paragraphs that have not been enumerator.

Sample 4B: Bumped Up\ Inline Levels
To fix the error from Sample 3, use the same XMetal. document:
e Select and copy the following lines,
(4)(A) Thisissample 4B.
(i) If alevel is skipped going down, the feature will not work.
(ii) How could it work?
(iii) Should these levels be clauses or subparagraphs?

e Place your cursor in the paragraph after the quoted-block
from Sample 3;

e Runthe Text2XML feature.
Look at the example and see how it changed from Sample 4.
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Sample 4C: Bumped Up\ Inline Levels
To fix the error from Sample 3, use the same XMetal. document:

e Select and copy the following lines:
(4) Thisissample 4C. (A) An inline paragraph can make it legal too-
(i) If alevel is skipped going down, the feature will not work.
(ii) How could it work?
(iii) Should these levels be clauses or subparagraphs?

e Switchto XMetalL;

e Place your cursor in the paragraph after the quoted-block
from Sample 3;

e Runthe Text2XML feature.

LOCATOR CODED MATERIAL AND COMPILATIONS

Text2XML will aso work with locator coded material aswell as
compilations.

The easiest way to work with locator-coded material is to use Notepad.
Notepad is a Windows text editor. One of the nice features of Notepad
isthat you can very quickly see each level on aline by itself. Itis
sometimes difficult to see inserted line breaks inside Word and
WordPerfect. In addition, you do not need to go to DOS to get your
locator-coded files. The downside to Notepad is that the special
characters and colors you normally see in XyWrite look very strange
in Notepad.

e Tolaunch Notepad, click the Start button (lower left of
screen), then select Run, type "notepad” in the dialog box,
and press Enter.

Text2XML does not rely on the locator codes (particularly the bell-I
codes) to determine levels and/or indents. Having said this, the feature
attempts to convert as much as possible from locator-coded material
(e.g., em-dashes, en-dashes, en-spaces, fractions, section symbols,
etc.). Inaddition, Text2XML assumes that lines that begin with a bell-
189 or bell-174 and are followed by aline that begins with a bell-120
(followed by Sec) are traditional section headers.

For compilations, Text2XML will also automatically eliminate notes,
reference numbers, and the citations in brackets. This should make it
much faster to move compilation material into abill.

Additional Questions

What about Whereas and Resolved clauses?
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The feature handles those as well within resolutions. Just select the
material you need to copy. You may need to think about where you
place your cursor because of subsequent sections. If you want to bring
in some whereas clauses only, just place your cursor in any of the
Whereas clauses (or in the resolution's form to paste in at the
beginning) and the selected ones will be placed after the one where
your cursor isat. If you have also selected Resolved clauses or
sections after the whereas clauses, the cursor needs to be at the last
whereas clause.

What about flush-left text?

Flush-left text is handled. Sometimes there are going to be problems
when flush-left text appears between two equivalent levels since that is
not legal. Thismay be particularly an issue when trying to Text2XML
some compilations material.

What about indent overrides?
Y ou have to handle indent overrides manualy.
What about traditional style?

Traditional style will work when the material was locator coded.
Otherwisg, it does not work. For non-locator coded material, it is
difficult to determine whether text that appears without an enumerator
above a section is flush-left text for the levels above the section or the
section header.

What do | do when Text2XML does not work?

Aswith all software, especialy software as complicated as this, it will
not work 100 percent of the time, and sometimes, it will probably feel
likeit isnot working at all. Frustrating as this may sound, trying it
again in the same manner we did it when it failed will not suddenly
make it work. Here are some other suggestions:

e If an error message is displayed, read it carefully. The
feature should tell you where the problemis. It may be that
level or the next level that is causing the problem. |If you
get an error message from Text2XML, first perform an
Undo. Then, paste the material into Notepad and search for
the text the error message displayed (Ctrl+F). Then,
examine and fix at the material with the problem.

e If you areinahurry to get the material into XMetaL and
then you will work on it, use the <level> and </level>
approach.

e Select less material to convert. It helpsto work on one
section or subsection at atime. Thisis actually how the
developers debug problems with Text2XML, but it aso
enables you to get at |east some, and hopefully most, of the
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material into XMetal. It aso helpsto define the exact
problem causing the problem.

e Text2XML looks for very specific thingsto work. The
main thing is the enumerator that it expects needs to be at
the beginning of theline. It does not matter if there are
spaces and/or quote marks in front of the enum, but it is
certainly expecting something in parentheses or (Section,
SEC., Sec., SECTION, Resolved, RESOLVED, Whereas,
or WHEREAYS).

e Provide LCSwiththefiles. Of course, thisfeatureis not
perfect and probably will never be perfect, but the more
material and problems we see, the better the software will
become.

Merging XML Files

Y ou can insert material from existing XML files by merging them into
anew file. How your text is merged will vary based on the document
type you are working with.

G Cursor placement is very important when merging files because how material isinserted is based on
location.

To merge XML files:

e Open, or create, the document that you want to merge other
XML filesinto. Place your cursor in the location where the
text material should be inserted;

e Click the Merge icon on the toolbar, Merge Existing XML file
on the Tools menu, or press CTRL+M;

A dialog window will appear for you to select the XML files you want

to merge;
MLFleMegng — =
fi -] 3|
LCancel
= |
=

™ Meige Official Title
et | |
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Type afile location and name into the first text box, or
select afile by clicking the folder icon at the top of the
screen;

ML File Merging x|

[FAmE\BARTLENBARTLE_014 sl -] & |

FS
oA

¥ Merge Dificial Tils
add | |

e Click the Officia Title checkbox if you want to merge this
material;

e Click the Add button, or press ALT+A, to add the file to the
list of merge documents. Repeat this process until al the
files you want to merge are listed in merge box;

ML File Merging x|
|FAmE\FROSTAFROST_006 sl - r;i] Merge |
FAMB\BARTLE\BARTLE_014 ML Concel |

A | [FAMSBALDWINBALDWI_030 XML

- | FAMEVFROSTAFROST_008 XML

v |

W Merge Official Title

e Pressthe up and Down arrow buttons to change the order
that your fileswill be inserted or appended into the
document;

o After dl files have been added, click the Merge button.
The files you have selected will be merged in the following manner:

Merging Bills
If abill isbeing merged into another bill or resolution:

e The Official Title will be appended to the current Official
Title (if you have selected to merge the Official Title);

e All text below the enacting clause will be inserted based on
the location of the cursor in the new document.
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If abill isbeing merged into an amendment:

e Anamendment block will be created based on the location
of the cursor in the new document and all material below
the enacting clause will be inserted.

Merging Resolutions
If aresolution is being merged into another resol ution:

e The Official Title will be appended to the current Official
Title (if you have selected to merge the Officia Title);

e All where-as clauses will be appended to the preamble;

e All text after “Resolved” in the resolved clause will be
inserted as a new section based on the location of the cursor
in the new document;

e All remaining materia will be inserted after the new
section based on the location of the cursor in the new
document.

If aresolution is being merged into abill:

e TheOfficial Title will be appended to the current Official
Title (if you have selected to merge the Officia Title);

e All text after “Resolved” in the resolved clause will be
inserted as a new section based on the location of the cursor
in the new document;

e All remaining material will be inserted after the new
section as a new section based on the location of the cursor
in the new document.

If aresolution is being merged into an amendment:

e All text after “Resolved” in the resolved clause will be
inserted as a new section based on the location of the cursor
in the new document;

e A new amendment block will be created based on the
location of the cursor in the new document and all
remaining material will be inserted.
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Merging Amendments
If an amendment is being merged into an amendment:

e A new amendment block will be created based on the
location of the cursor in the new document and all material
after the amendment form will be inserted;

If an amendment is being merged into a bill or resolution:

e All text in the first amendment-block will beinserted as a
new level based on cursor position.

Using converted XyWrite files from prior Congresses

FOR HOLC ONLY: All introduced bills and resolutions drafted in
Locator Codes (XyWrite) from the 106th, 107th, and 108th
Congresses have been converted from Locator Codes (XyWrite) to
XML. Theoriginal Locator Coded (XyWrite) file was obtained from
the Government Printing Office (GPO). To use converted files, you
will merge them into a new document.

Contact your systems administrator to learn where these files are
located on your network.

Please see Merging XML Files for more information.

Conversion notes and their definitions

For those converted files that contained technical errors or there were
problems with the conversion, the file contains conversion notes.
These conversion notes will not be transferred to the new file (when
merged); however, during the merge process, an aert will indicate if
the file contains conversion notes. If it does, thisoriginal converted
file will open in read-only mode and the conversion notes may be
viewed through XMetal.’ s Resource Manager.

It is advised to review al conversion notes. Some of the conversion
notes will require you to modify the material merged in the new file.

Conversion Note Definition and Actions

In this table of contents, thereis not a
corresponding section. (Example: HR 10 from the

106th Congress.)
“No match found for toc-entry Delete the entry and regenerate the table of
(Section 1 Used) - " contents.

Thelevel at the start of the quoted block may be
incorrect. For instance, if you have a quoted block
with only a subsection (i), the conversion program
tags the level as a subsection, but prints the note.
“Level may beincorrect for start The conversion program does not know whether
of quoted block” the level isaclause (i) printed at full margin or
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Conversion Note

Definition and Actions
truly subsection (i) in thisinstance.

This note gives the drafter the opportunity to
double-check the level.

“Empty after-quoted-
block/missing punctuation”

The punctuation after the close quote for the
quoted block is missing. (Example: HR 1001 and
1040 from the 106th Congress.) \

Insert the correct punctuation.

"Can't determine level of header-
in-text"

The conversion program could not determine what
type of header thiswas. (Example: HR 1776 and
1110 from the 106th Congress.)

Set the correct attribute for this level.

"Use of down attribute in indent"

The conversion program determined that this level
was to print down from its usual spot. (Example:
HR 1358 from the 106th Congress)

Double check to make sure the level is named
appropriately.

"Unbalanced double quotes - all
guotes converted to character
values'

The conversion program could not determine
where the quotes start and end, so they were
converted to character values (Example: HR 1110
and 1125 from the 106th Congress.)

Delete the quotes and insert Quote Tags around the
material that should be quoted.

"Unable to convert single quotes
- character values used”

The conversion program could not determine
where the quotes start and end, so they were
converted to character values (Example: HR 1313
from the 106th Congress.)

Delete the quotes and insert Quote Tags around the
material that should be quoted.

"Extramdash at end of header in
bellcode’

In the original XyWrite file, there was an extram-
dash at the end of the header. It has been removed
in the converted file. (Example: HR 1776 from the
106th Congress.)

"SEC. label missing period - "

The period following “Sec” was missing from the
original XyWritefile. In XML, the period is
automatically generated due to the standard rules
of drafting. (Example: HR 1180 from the 106th
Congress.)

"SEC. label used for section1-"

In the original XyWrite file, “Sec” was used for
Section 1.

"SECTION label used for
number other than 1 -"

In the original XyWrite file, “Section” was used
for a section other than Section 1. (Example: HR
1523 from the 106th Congress.)

"Header missing closing period -

The header in the original XyWritefile was
missing the closing period. In XML, the period is
automatically generated due to the standard rules
of drafting. (Example: HR 10 and HR 1110 from
the 106th Congress.)

"Use of double quotesinside
quoted-block™

In the original XyWrite file, double quotes were
used in the Quoted Block section. In XML, the
quotes are automatically generated due to the
standard rules of drafting. (Example: HR 1439
from the 106th Congress.)

Congressional Help

Working with XML e 34



Conversion Note

"Use of single quotes outside
quoted-block"

‘ Definition and Actions

In the original XyWritefile, single quotes were
used outside the Quoted Block section. In XML,
the quotes are automatically generated due to the
standard rules of drafting.

Missing open quotes for level in quoted block
(Example: HR 10 from the 106th Congress.)
Missing closing quotes for quoted block (Example:
HR 1169 from the 106th Congress.)

"Slug linein bell code not as
expected -

(Example: HR 1363 from the 106th Congress.)

"Found more than one name-id
for one member: "

"name-id not found for "
(Example: HR 1169 from the 106th Congress.)

“Conversion created mandatory
element -

(Example: HR 1391 and HR 1396 from the 106th
Congress.)
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Navigating and Viewing
Documents

The Context Area

Y ou can determine where your cursor islocated in a document by
looking in the context area. The context area can be found in the
bottom left hand corner of the XMetal. window, next to the view
toolbar, and looks like this:

|<>||:>|I’E“|2||bill fledis-hody I section f subsection ! paradranh fiext

The context area displays both the current element (tag), aswell asits
ancestors, for your cursor location.

Moving Between Documents

If you have more than one document open in XMetal, you can move
between the open documents using the window menu. If you arein
Workbook Mode, you can use the View menu.

View Menu

If you arein Workbook mode, atab is displayed with the name for
each document you have open. Y ou can navigate from one document
to another by clicking on the appropriate tab.

Window Menu

Use the options below to move between multiple open documents:
e Select the document you want to work on from the list
in the Window menu by clicking on the name, or;

e Click ontheRight or Left arrow buttons on the
Windows toolbar, or;

e Click Next or Previous on the windows toolbar, or press
ALT+ARROW.
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Basic Navigation

Y ou can quickly navigate through your document by using the
keystrokes listed below:

These keystrokes ‘Move the cursor

TAB From element to element, or To the next field
SHIFT+TAB To the previousfield

LEFT ARROW One character to the left

RIGHT ARROW One character to the right

CTRL+LEFT ARROW One word to the left

CTRL+RIGHT ARROW One word to the right

UP ARROW Uponeline

DOWN ARROW Down oneline

END Totheend of aline

HOME To the beginning of the document

PAGE UP Up one screen (scrolling)

PAGE DOWN Down one screen (scrolling)

CTRL+END To the end of a document

CTRL+HOME To the beginning of a document

CTRL+UP ARROW One Level Up

CTRL+DOWN ARROW One Level Down

ALT+SHIFT+M Set bookmark

CTRL+ ALT+SHIFT+M Return to bookmark setting

F4 Return to the previous cursor location after scrolling
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Large Document Navigation

Y ou can navigate through your document in several ways, depending
on how you want to work with them:

Structure View Navigation

The structure view is a pane to the left of the document window that
displays the outline of the document by tagged el ements.

In the structure view you can edit text, and insert, cut, paste, copy, and
drag-and-drop elements. The selections in the structure view and main
document view are synchronized. The right-click menu is available in

the structure view.

To view adocument in the Structure view:
e Select Document Structure view from the View menu.

Document Outline Navigation

In the Document Outline view you can generate an outline based on
the tagged elements of your document and quickly jump from one
section to the next. It is created using the Resource Manager.

To generate a document outline:
e Select Document Outline from the View menu. This
automatically displays the Resource Manager framein
XMetal;

e Select the level in which to navigate from the drop-
down box in the left-hand side column;

e Click on the Generate button;

e Move through the document by clicking on the purple
text in the directory list that was generated;

e Close the document outline by clicking on the X in the
corner of the Document Outline window.

5 It may be necessary to press the right arrow key on your keyboard to refresh the screen after the Document

Outlineis closed.

Table of Contents Navigation
To navigate using atable of contentsin your document:
e Placeyour cursor in alevel inthe TOC;

e Select Table of Contents Navigation from the GO menu,
Or press CTRL+ALT+SHIFT+T.

The cursor will be moved to the level selected. To return to the TOC
repeat the previous steps.
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The Go Menu

Y ou can jump from one position in your document to another using the
Go menu in the XMetalL toolbar.

Go Window LegDocMge  xMetal  Help

i B Up One Level Chrl+Uparrow

- = Down One Level Chrl-Dnsrraw
|

. = Set Selected Lewvel For Up/Down Chrl+AlE+Upisrran

' Up Selected Level (custom) Ctrl-+Shift+Uparrow

P Down Selected Lewel {custom) Chrl-+Shift+Dndsrrow

Set Bookmark. Alt+Shift -+

B Goko Bookmark Crl+-Ale+Shift+1

Return From Goto Location Ctrl+3hift+G

G0 to Specified Location Chrl+G

Y ou can move your cursor to different locations in your document by
selecting any of the following options:
e Tomoveto the previouslevel of your document, Click
Up One Level, Or press CTRL+UP ARROW;

e Tomoveto the next level of your document, click
Down One Level, Or press CTRL+DOWN ARROW;

e To create acustom level for navigation, click Set
Selected Level for Up/Down, Or press CTRL+ALT+UP
ARROW;

e To moveto the previous custom level of your

document, click Up Selected Level, Or press
CTRL+ALT+UP ARROW;

e To moveto the next custom level of your document;
click Down Selected Level, or press CTRL+ALT+UP
ARROW;

e To moveto abookmark, click Go To Bookmark from
the Go toolbar, or press CTRL+ALT+SHIFT+M.

5 To create a custom bookmark for navigation, click Bookmark from the Insert toolbar, or press
ALT+SHIFT+M.

Congressional Help Navigating and Viewing Documents e 39



The Pre-form and Bill Header

The HOLC pre-form

The pre-form isinformation preceding the form or bill head. It
contains information unique to HOL C and SOL C and the pre-
introduced and introduced stages. Each element (tag) in the pre-form
can be printed or hidden, and elements that you can enter text appear
in the document with a text marker, like so, { elementname} .

Element name Description Display and sample text

Prints a heading at top left hand corner of each printed | { author-note}

page of the document. Sample text: the date of the
author-note Hide this element (tag) for floor introduction discussion draft.

Prints a centered heading at the top of each printed

page. {running-header}
running-header Hide this element (tag) for floor introduction Sample text: Discussion Draft.

Inserts a centered heading at the top of the first page. {first-page-header}
first-page-header Hide this element (tag) for floor introduction Sample text: Discussion Draft

Line for Member to sign when the measureisdropped | (Original Signature of Member)

in the hopper. Text: (Original Signature of
signature-line Unhide this element (tag) for floor introduction Member)

Indicates which Legislative Counsel drafted the H.L.C.
legis-counsel document Sampletext: H.L.C. or S.L.C.

Thisinformation is provided to the Parliamentarian’s
office by the legidlative counsels.

Unhide this element (tag) for floor introduction if it is

reintroduction-code being used. {reintroduction-code}
First-page-date L ocation where the date can be inserted and printed. {first-page-date}
First-page-description: L ocation where a description can be added {first-page-description}

Suspension-floor-action | Both elements (tags) are used for measures that are
Suspension-instructions | considered under suspension of the rules.
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The pre-form data listed below is specific to the House Office of
Legidative Counsel and isnot visible in Plain (tags-off) view. While
thisinformation is viewable in the Tags-On view, drafters are
encouraged to use the Document Information feature to view and print
out the document information.

Elements (tags) hidden in

normal view

Holc-filename

Description

Name and location of current file.

Holc-attorney Name of the attorney

Holc-last-author Name of the last person editing the document
Holc-last-saved Date and time the current document was last saved.
Holc-contact

Holc-contact-phone

Holc-creation-date

Date and time the document was created.

Holc-creator

Name of the person who created the document.

Version
version-filename
version-creator
version-date

The document could have several of these.
Filename of the archive version.

Creator of the archive version.

Date that the archive version was created.

Conversion-notes

If the file was converted from locator codes (XyWrite)
to XML, any conversion notes would be included in the
pre-form.

To view document information:

e Sdlect Document Information from the File menu.
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Press Yes or No;

Inserting the pre-form

e Select Add HOLC PreForm from the LegDocMgt menu;

[Eill Stage: Pre-Introduction]

108th CONGRESS
2d Session
H. R.
W THE HOUSE OF REPRESENTATIVES
{action-date}
M ntroduced the following bill; which was referred to the Committee on

A BILL

e A dialog window is displayed allowing you to select
whether you want to insert an attorney name;

Insert HOLC Attorney x|

Do wiou wankt koinserk an aktborney name?

Yes Mo |

e PressYes or No;

e |f you selected yes, adialog window is displayed for you to
select an attorney name;

Edit Attorney |

The current attorney field is blank.

Select name:

blank, j

blank, i
BJYoung

Chhaenzel

EGGrozsman

s E 20110 —

E'/Ballau

HAS avage B

e Pressok. A dialog window isdisplayed allowing you to
select whether to change the current stage of the document:

Change Document Stage ﬂ

Current stage of this document is; Pre-Introduction,

Do you want bo change this?

fes Mo

If you selected No, the current stage is not modified;
If you selected Yes, a dialog window is displayed that will allow you to change the stage to one of the

following options:
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Set Bill Stage B

The curent bill stage is Pre-Introduction.

Change it to:
Cancel |

Additional-Sponsors-Houze

Agreed-to-House
Committee-Dizcharged-Houze
Considered-and-Passed-House
Engrossed-in-House
Enralled-Bil
Held-at-Desk-Housze
Indefinitely-Postponed-Houze
Introduced-in-House

Laid-on-T able-House
Ordered-to-be-Printed-House
Placed-on-Calendar-House
Pre-Introduction
Feceived-in-House

Referral nstructions-House
Referred-in-House
Referred-to-Cammittee-House
Referred-w-amendments-Housge

Feported-in-Houze

CRRC RN RS IR R RRC M MR R RRC MM BB N

Sponzor-Change

e Click oK;

[Eill Stage: Additional-Sponsors-House]
{auther-note)

L
{remtroduction-code)

{Grst-page-date}

108th CONGRESS
2d Session

HR

IN THE HOUSE OF REPRESENTATIVES

{action-date}
M. miroduced the following bill, which was referred to the Committee on

A BILL

The pre-form elements are added to the beginning of your document.
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Deleting the pre-form

Choose Delete HOLC Pre-form from the LegDocMgt menu. The HOLC
pre-form is automatically deleted when the stage of the bill is changed
from pre-introduced to another stage.

-
e
o

;O
“~.=/ Thedatain the HOLC pre-formis proprietary to HOLC, and used only during the pre-introduction\drafting
stage.
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The form or bill head

The form contains the bill head and other information that is important
as the measure moves through the various legidlative stages.

Tags ‘Description
The number of the Congress, e.g., “101st Congress’ or “The
One Hundred and First Congress.” The format depends on the
congress stage of the measure.
The session, or meeting, of Congress, e.g., “1st Session”, “2d
session Session”, “3d Session”, “4th Session”, €tc.

distribution-code

Used by the Government Printing Office to distribute paper
copies of ameasure to congressional and other governmental
offices. Indicates the stage or type of measure, but is used to
tell GPO to whom measures should be distributed.

The values are asfollows: |: Public Bills Introduced or
Referred in the House, |A: Joint Resolutions Introduced or
Referred in the House, |B: Public Bills and Joint Resolutions
Reported in the House, 11: Public Bills and Joint Resolutions
Introduced or Reported in the Senate, 11A: Public Bills and
Joint Resolutions Referred in the Senate, 111: Simple and
Concurrent Resolutions in the Senate, 111A: Amendmentsin the
Senate, 1V: Simple and Concurrent Resolutionsin the House,
V: Private Bills Introduced in the House, VI: Private Bills
Introduced in the Senate, VII: Private Bills Reported or
Referred in the House, VIII: Private Bills Reported or Referred
in the Senate, IX: Reprint Bills for House Document Room,
and X: Reprint Bills for Senate Document Room.

legis-num

The “legis-num” isthe legidlation's official identifier e.g.,
“H.R. 1514” or “S.J. RES. 42" The first “word” indicates the
chamber creating the legidation and the type of legidation.

Vauesare: H.R. for House Bill, S. for Senate Bill, H.J. RES.
for House Joint Resolution, S.J. RES. for Senate Joint
Resolution, H.CON. RES. for House Concurrent Resolution,
S.CON. RES. for Senate Concurrent Resolution, H. RES. for
House Simple Resolution, and S. RES. Senate Simple
Resolution.

current-chamber

Identifies the chamber currently having control of the
legislation (e.g., “In the House of Representatives’ or “In the
Senate of the United States”).

action-date

The date or dates on which a particular floor action occurred.

There may be two dates associated with an action, the regular
calendar date and the legidlative day. Sometimes the textual
descriptions of these dates do not divide negtly into two parts,
for example, the full date may be written as “ February 3
(legidlative day, January 30), 1995". Therefore, the ACTION
DATE isjust data characters, to be entered in any fashion
necessary.

For purposes of searching, for date comparisons and, the real
values of the date and the Legidlative Day are stored in the
attributes for this element (tag): date and legis-day in the
machine-readable “YYYYMMDD” format. The year isthe first
four digits, followed by the 2-digit month, followed by the 2-
digit day. For the month and day, zero fill as necessary to
produce two digits. Used in the action element (tag).
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Tags ‘Description

Description of the floor action taking place (i.e., introduction,
committee referral, committee action, committee reporting,
action-desc calendar placement). Used in the action element (tag).

Instruction related to the action. For example,“[Strike out all
after the resolving clause and insert the part printed initalic]”.

action-instruction Used in the action element (tag).

Container for whether the document is“A BILL” or “AN
legis-type ACT” or “AMENDMENT.”
official-title The official title of a measure, sometimes called the long title.

Legidative calendar name and number. In the House, examples
are Consent Calendar No. 4, Union Calendar No. 3, House
Calendar No. 12, Private Calendar No. 1, Corrections Calendar
No. 6, and Discharge Calendar No. 1. In the Senate, examples
calendar are Executive Calendar No. 1 or Legisative Calendar No. 3.

Identification of other documents that have an association with
the current document such as reports, companion bills, identical
associated-doc bills, amendments, etc.
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Inserting Sponsors/Cosponsors and Committees

To insert a ponsor/cosponsor or committee:

. Select sponsor, Cosponsor{s), and Committee{s) - |EI Iil

Select Sponsor and referrals from the Insert menu, or press
CTRL+SHIFT+A.

— Sponsar:

7]
j ;)I |rs. Biggert

Bemove from Docurment |

— Cozponzorz]:

tove Up | Movegownl Bemove |

r— Committes(s):

Move dp | Movegnwnl Bemowe |

ok | Cancel |

Starting on the left of the dialog box, use the drop down
boxes to select the sponsor, cosponsor(s), and
committee(s), or type the first few letters of the namein the
drop down box;

With aMember's name in one of the left text boxes, click
on the question mark to view the room and telephone
number;

Click on the arrow button or press the Enter key to move
your selection to the box on the right. Continue down the
form;

Highlight the Member name (or Committee), and click on
the Move Up or Move Down command buttons to place them
in a particular order;

To remove a Member's name (or Committee), highlight the
name and click the Remove button;

When your selections are completed, click the OK button or
press ALT+0;

The text (names) on theright side, if you have selected any,
will beinserted as the legidlative action in the bill form.
The sponsor and cosponsor fields will be blank if you did
not select any names.
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Inserting the Bill Number

To insert the Bill Number, delete the underscore and type in the bill

number.

Inserting the Action-Date
To insert the Action-Date:

Place the cursor on the{ action-date} marker;

Select Set Action Date from the right click menu or press
CTRL+ALT+D. A dialog window is displayed that allows
you to select adate using a calendar:

Enter Action Date X K

August 2004 IAugust | |2nn4 |

Mon | Tue | Wed | Thu Fri Sat Sun
26 27 P 29 30 31 1

2 3 4 =3 B i g
<! 10 1 13 14 15
16 17 18 19 20 2 22

23 24 25 26 27 28 29

30 31 1 2 & 4 L2

Cancel |

Y ou can scroll through future months and years by using the drop down
listsin the top right hand side of the window;

Press OK when you selected adate. Two dates may be
associated with an action, the calendar date, and the
legidlative day. A dialog window is displayed that prompts
you concerning legislative dates;

i

Do we need to account For a legislative day?

Yes Mo |

If you select No, only the selected date is inserted:

IN THE HOUSE OF REPRESENTATIVES

August 12, 2004
Ilr. Abercrombie mtroduced the following bill, which was referred to the Commuttee on
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e |f you select Yes, the selected date isinserted with a
legidlative date:

IN THE HOUSE OF REPRESENTATIVES

August 12 (legislative day, August 11), 2004|
M. Abercrombie introduced the following bill;, which was referred to the Comumittee on

Inserting the Official Title
To insert the Officia Title:
e Placethe cursor after the text To on the bill form;
A BILL

To

Be it enacted by the Senate and House af Representatives af the United States of America in Congress assemblad,

e Typethe official title.
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Drafting Legislative Language

Legislative Styles

As defined by Lawrence Filson in the book, The Legidlative Drafter's
Desk Reference, "'Drafting styl€e' is the term used to describe the
external characteristics of legisative language, and has nothing to do
(directly) with what that language does or how the bill asawholeis
organized."

XMetal. supports drafting in the three main styles: OLC, Traditional,
and USC. You will have the flexibility to draft documents with these
styles, "modified” styles and several quoted block styles with XMetal.
The following types of measures can be created in XMetal.. The
options correspond with the drop-down boxes in the File/New dialog
box.

H. R. (bill) Styles
e OLC

This style of bill isthe standard style used by the House and Senate
legidative counsels. 1n 1974, HOL C began drafting measures,
particularly bills, using the OLC or “office” style, which is based on the
earlier revenue style.

e Traditiona

This style of hill is characterized by centered section headings. When
drafting in traditional style, the headers for sections are not displayed
on the screen as being centered; but they are centered when the
document is printed in PDF.

e Appropriations
Generally, this style of bill is generally used to draft appropriations.

5A guoted block is a series of levels that are quoted as opposed to a quoted phrase within text. The legidative
body of the bill will have one style, while each quoted block may have the same or a different style.
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H. J. Res (House Joint Resolution) Styles

OLC

Typically, thistype of resolution is characterized by a single resolving
clause with no run-in text. Text begins under the Resolved clause with
an OLC-style"SECTION 1." Header.

Traditional (standard)

Typically, thistype of resolution is characterized by a single resolving
clause with run-in text ("Resolved, That..."). Subsequent sections are
in traditional style and begin with "Sec. 2." etc. Standard-form
resolutions may include Whereas clauses.

Constitutional Amendment

This type of resolution is used for purposes of amending the U.S.
Constitution.

H. Con. Res. (House Concurrent Resolution) Styles

oLC

Typically, thistype of resolution is characterized by a single resolving
clause with no run-in text. Text begins under the Resolved clause with
an OLC-style"SECTION 1." Header..

Traditional (standard)

Typically, thistype of resolution is characterized by a single resolving
clause with run-in text ("Resolved, That..."). Subsequent sections are
intraditional style and begin with "Sec. 2." etc. Standard-form
resolutions may include Whereas clauses.

H. Res. (House Resolution) Styles

OoLC

Resolutions that are created using an OL C style are characterized by a
single resolving clause and no run-in text. Text begins under the
Resolved clause with an OLC-style "SECTION 1." header.

Traditional (Standard)

Resolutions that are created using a Traditional style are characterized
by a single resolving clause with run-in text ("Resolved, That...").
Subsequent sections are in traditional style and begin with "Sec. 2." etc.
Standard-form resolutions may include whereas clauses. Thisisthe
default style for House resolutionsin XMetal..

Order of Business [or Specia Rul€]

Order of Business, or Specia Rule, forms are primarily used by the
Rules Committee to draft order of business resolutions. The
appearance isidentical to the Traditional (Standard) form resolutions
with one exception; there are no “Whereas’ clauses.

Concur with an Amdt.
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Typically, thistype of resolution is characterized by a single resolving
clause with run-in text, followed by one of more undesignated full
measure paragraphs, followed by text in any style (default if OLC
style) that could begin at any level and with any enumerator. In ATH
version, line numbers begin with Resolved clause; in EH version, line
numbers begin with the unquoted block.

Multiple Resolving Clause

Typically, thistype of resolution is characterized by multiple resolving
clauses. Each main (full-measure) text paragraph beginswith a
resolved clause. This may be overcome for subsequent paragraphs to
allow insertion of atext paragraph that is full-measure but does not
begin with a Resolved clause. Principle use is for death (condol ences)
resolutions, but may be used for other purposes.

| mpeachment

Typically, thistype of resolution is similar to the traditional (Standard)
form resolutions, but with a different style in the engrossed version.
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Section Template

oLC
Traditiona

Please see Working with Documents to learn more about using section

templates.

Setting Bill and Resolution Styles

To change the style of the legidation after the document has been

created:

Place the cursor somewhere in the legidlative body (but
outside of any quoted block material) and press
ALT+SHIFT+S, or;

Select Set Legislative Style from the Format menu and click
on the appropriate style name.

Quoted-Block Styles

O.L.C

Thistype of bill isthe standard style used by the House and Senate
legidative counsels. 1n 1974, HOL C began drafting measures,
particularly bills, using the OLC style, which is based on the earlier
revenue style.

Traditiona

Typically, thistype of bill is characterized by centered section
headings. (While drafting in traditional style, the headers for sections
will not appear centered on the screen; athough the headers will print
centered on the PDF.)

U.SC.

Similar in nature to O.L.C. style, but Sections are preceded by the
Section symbol 8.

Other

e Archaic

This style is characterized by centered subsection headers. It isused
when amending the Socia Security Act.

e Nuclear

This style is characterized by enumerators that do not have parenthesis.
It is used when amending the Atomic Energy Act of 1954 (42 U.S.C.
2014).
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5 The Railroad Retirement Act of 1974 can be drafted in traditional quoted block style and Chapter 119 of
Title 18 of the U.S. Code can be drafted in USC quoted block style. The enumerators follow a different pattern than
the standard OLC, USC and Traditional styles. Userswill have to manually type the correct enumerator in thefirst
level of a seriesor turn off the auto-rededesignate feature in the User preferences and manually renumber the
enumerators. Excerpts of the Railroad Retirement Act of 1974 and Chapter 119 of Title 18 can be found in the
appendices of this document.

Setting Quoted Block Styles
To set aquoted block style:

e Click set Legislative Style from the Format menu, or press
ALT+SHIFT+S;

e Select one of the following styles..

5\Nhile drafting in traditional style, the headers for sectionswill not appear centered on the screen; although
the headerswill print centered on the PDF. At thistime, thereis no available technical solution to display section
headers centered on the screen.

To assist the drafter, gray generated text indicating the style of the quoted block appears at the beginning of the
quoted block.
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Section Types

The following types of sections are alowed within bills and
resolutions:

Section Types

Resolved

Typically, thistype of section has the word “Resolved” at the
beginning of it. It isused in resolutions.

Undesignated

Typically, thistype of section is seen in resolutions or traditional style
bills. Undesignated sections do not have a designator and do not need a
Section heading. In resolutions, the undesignated section istypically
the first section.

Subsequent Section (Sec.)

This type of section has the word “Sec.” at the beginning of it.
Section One (Section)

This type of section has the word “ Section” at the beginning of it.

Changing Section Types
To change a section type:

Put your cursor in the section you want to modify;

Select Change the Section Type from the Format menu, or
press CTRL+SHIFT+4;

Select correct type from the dialog box. (While a particular
section style may be available, drafting styles may dictate
whether a particular section typeis used or not.)

Changing Section 1 to a Traditional Section

The bill form, whether drafting in traditional style or OLC, always
starts with Section 1. To draft atraditional bill with only one section, it
istypical not to have a Section designator and the text to start
immediately after the enacting clause with the word “ That”.

Example: H.R. 3126 from the 108" Congress.
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[Bill Stage: Introdused-in-House]

108th CONGRESS
2d Session

H. R. 3126

IN THE HOUSE OF REPRESENTATIVES

September 17, 2003
Mr. Pearce introduced the following bill, which was referred to the Commuttee on the Tudiciary

A BILL

To provide that no court or judge shall dismiss any part of the Constitution or Bill of rights as a legal
defense in court.

Be 1t enacted by the Senaie and House of Representaiives of the Usited States af America in
Congress assemblad, That no court or judge shall dismiss any part of the Constitution or Bill of rights
as a legal defense in court.

XMetal (left-hand side) GPO PDF (right-hand side)

To change Section 1 to a Traditional Section®, That...”

1058TH CONGRESS 4
1= SION
. L] [

To provide that no eourt or judge shall dismiss any

ar Bill of Rights as a legal defense |

IN THE HOUSE OF REPRESE

R 17, 2003
Mr. PrarcE introchiced the Following hill; which
Committee on the Judiciary

SEPTEMI

A BILL

To provide that no court or judge shal
of the Constitution or Bill of Rights

in court.

Be it enacted by the Senate and |

[

tives of the United States of America in

That no court or judge shall dismiss

.

stitution or Bill of Rights as a legal de

e Place cursor in the existing header of Section One, and
salect Traditional: Section “That” from the Format menu, or

press F.
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Working with Text

Entering text

For ease and efficiency, you should type in sentence-style casing
throughout the legidative document, particularly in the headers. The
casing of the headersin the final typeset, printed document will be
printed correctly based on the level name (section, subsection,
paragraph, etc and the legidlative style of the document (or quoted
block).

The advantage of typing in sentence styleis clear:
e Little need to think about the correct casing for each level.

e When levels are moved (promoted or demoted) during
drafting, the casing will not need to be "fixed".

e Tablesof contents can be automatically generated without
adjusting the casing of the table of contents entries.

5For those authors who are most familiar with drafting in XyWrite, it may be easier to think that all headers
in XML should be typed like Table of Contents entries are typed in XyWkite. (Table of Contents entries are typed in
sentence-style in XyWrite.)

Setting Text Casing

The casing of text can be changed to uppercase, lowercase, sentence,
and title style casing. To change text casing:

e Select desired text, then select Change Case (capitalization)
from the Format menu, or press SHIFT+F3.

e Continue selecting Change Case (capitalization) from the
Format menu, Or press SHIFT+F3 until the desired casing
styleis set.

GThe majority of your work should be typed in sentence-style. It is most likely that changing the casing of text
will be used on copied or inserted material.
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Exception Words

The exception words are: and, an, as, a, a, but, by, for, in, not, of, on,
or, the, to.
The XML to PDF functionsin XMetal will print exception wordsin

lower case in the headers, even when the headers are set in caps and
small caps or capsin lower case.
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Working with Resolutions

To access resolution functions:

e Sdlect Resolutions Menu from the Insert menu and chose one
of the following functions.

Inserting Committee Appointment paragraph

When drafting Committee Appointment Paragraph, use this command
to insert the proper type of paragraph:

e Select Resolutions...Committee Appointment Paragraph from
the Insert menu, or press ALT+SHIFT+2.
Inserting Whereas Clause for Resolutions
To insert a new Whereas clause in the Resolution:

e Select Resolutions...Whereas Clause in Resolution from the
Insert menu, or press CTRL+SHIFT+W,

e The Whereas clause will be inserted as the first one in the
resolution.
Inserting First Resolving clause in Resolution
To insert anew first Resolving clause in the Resolution,:

e Select Resolutions...Resolving paragraph clause from the
Insert menu;

e The Resolving paragraph will be inserted as the first onein
the resolution.
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Creating Levels

Level Elements

A level isaunit of the legidlative body. Section, Subsection,
Paragraph, Subparagraph, Clause, Subclause, Item, and Subitem are
levels. Inbills, alevel contains an enumerator, followed by an
optional header and optional text.

Levels can be nested within each other to reflect the legislative
structure and are stored in acontainer. A container consists of one
level and all of its sublevels.

In the example below each individual line is considered alevel, for a
total of seven levels. There are three main containers -- a subsection
container and two paragraph containers:

(B) MUSICIANS OF THE 20" CENTURY ~ SUBSECTION

(1) JAzz MUSICIANS PARAGRAPH

(A) MiLES DAvIS

(B) JOHN COLTRANE SUBPARAGRAPHS
(2) BLUES MUSICIANS PARAGRAPH

(A) JOE TURNER

(B) B.B. KING SUBPARAGRAPHS

Y ou may use one of two methods to create levels. The Relative Method
views alevel inarelational or hierarchica manner using the terms
"same level", "next level down™ and "next level up”. The Direct Method
creates levels directly based on their name (Section, Subsection,

Paragraph...). Both methods will produce the same results.

5“ isimportant to note which level the cursor isin when working in XMetaL, particularly when creating,
moving, joining, deleting and copying parts of the document.
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The Relative Method
To use the relative method:
e Placethe cursor at the end of the text in alevel;
e PresseNTER for arepeating level, or;
e Press CTRL+ENTER for the next level down, or;
e Press CTRL+SHIFT+ENTER for the next level up, or;
e Select an option from Section levels from the Insert menu;

e Placethe cursor on the { header} marker. Type the desired
text. Place the cursor on the {text} marker. Typethe
desired text. See "Working with Levels' to learn more
about inserting headers and text.

5” the cursor is not at the end of the line when you are creating a new level, the text following the cursor will
be* pushed” into the newly created level. If the cursor isinside the enoumerator and you press Enter, the new
level will be created before the existing level. If the cursor isinside the enumerator and you press CTRL+ENTER,
the new child level crated will also beinline. 1.E. (a)(1) Sample text.

e Pressthe End key so the cursor is at the end of the line.
Continue using the ENTER, CTRL+ENTER, and
CTRL+SHIFT+ENTER to create additional levels.

5To create levels above a section, pressALT+B. To create a section below a big level, press CTRL+0, or
CTRL+ENTER. To convert Section text to a subsection, place cursor in text, and select Section Text to
Subsection from the Format menu.

The Direct Method

To create a specific level, follow the above directions using the
keystrokes below, or select an option from Section levels from the

Insert menu.
e CTRL+O...............Section
e CTRL+1...............Subsection
e CTRL+2...............Paragraph
e CTRL+3...............Subparagraph
e CTRL+H4...............Clause
e CTRL+5...............Subclause
e CTRL+6...............Item
e CTRL+7...............Subitem
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Working with Levels

Header and Text Elements

Each level may contain a header or text, or both. The bill language
inside the header or text should be typed in sentence casing. To aid in
drafting, { header} and {text} markersindicate the location of the
<header> and <text> elementsin each level.

e Withthe cursor in the level, select Header Element from the
Format menu, or press CTRL+H,;

e With the cursor in the level, salect Text Element from the
Format menu, or press CTRL+T,

e |f you repeatedly click Header Element Or Text Element from
the format menu, or if you repeatedly press CTRL+H and
CTRL+T, XMetalL will cycle through three options:

0 Createsthe element if it does not exist;
0 Movesthe cursor to that element if it exists, and;
0 Deletesthe contents of the element and the element
itself.
Copying Text between the Header and the Text
To copy text from the header to text or the other way:
e Select desired text.
e Press CTRL+SHIFT+H, or select Copy (Toggle) Text to Header
or Text from the Format menu.
Moving Text from the Text to the Header
To move text from the Text to the Header:
e Select desired text.

e Press CTRL+SHIFT+H, or select Copy (Toggle) Text to Header
or Text from the Format menu.

Congressional Help

Drafting Legislative Language e 62



Inserting Big Levels
Toinsert abig level:

e Place cursor in the level above where you want the Title (or
other big level) to be located and;

e Select Big Levels from the Insert menu, or press ALT+B; or

e Useone of the following keystrokes:

ALT+1......ooeeee Title
ALTH2... i Subtitle
ALTH3.... Part
ALT+4............... Subpart
ALT+5............... Chapter
ALT+6............... Subchapter
ALT+7....oooen. Division
ALTH8.....ccoivnene Subdivision

Inserting the First Section within the Title
To create the first Section within the Title (or Division):
e Placethe cursor at the end of the header of the Title (or
Division):
e PressCTRL+0.
Joining Levels
Tojoin or combine levels:
e Placethe cursor inthetop level that you would liketo join;
e Select Join Levels from the Format menu, or press ALT+J.

Note that the cursor is now placed in the level you joined. Inthe
following example when paragraph A and B are joined, the cursor
appearsinthe “(A) Miles Davis' level.

(B) MUSICIANS OF THE 20TH SUBSECTION
CENTURY
(3) JaAzz MUSICIANS (3) Jazz MUSICIANS
(A) MILESDAVIS (A) MiLES DAVIS JOHN COLTRANE

(B) JoHN COLTRANE
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Starting a new bill with a Title

Select Title: Start bill with a Title from the Format menu;

If your document only has one section, it is removed when the Titleis
inserted. If your document has more than one section, the Titleis
inserted before the first section and the sections are not altered.

GS{arti ng a new bill with a Title is developed for bills only. You cannot perform this function in resolutions or

amendments.
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Promoting and Demoting Levels

The promote/demote commands allow a Paragraph to be promoted to a
Subsection or demoted to a Subparagraph, a Subparagraph promoted
to a Paragraph or demoted to a clause, and so forth.

The promote/demote commands affect the sublevels within the level
you are promoting or demoting. For example, if you promote a
Paragraph that contains a Subparagraph, the Paragraph becomes a
Subsection and the Subparagraph becomes a Paragraph. The
enumerators are re-designated in the process.

5An important point to remember when drafting in XMetaL is that material needs to be surrounded by tags
with names that reflect what the material is. 1.E. Sections need to be surrounded by section tags, subsections by
subsection tags and Header s needs to be in header tags, and so forth.

Copying or Moving text between the Header and the
Text
To copy text from the header to text or the other way:
e Select desired text;
e Select Copy (Toggle) Text to Header Or Text from the Format
menu, or press CTRL+SHIFT+H.
Redesignating Levels

Enumerators are automatically renumbered by default. Y ou may,
however, renumber or redesignate them if needed.

To change an enumerator:

e Change the enumerator by deleting its current number or
letter and typing a new number or letter in its place;

e Useone of the following methods to renumber/redesignate:
e Select Renumber This Level from the Format menu, or;
e PressCTRL+R.

Renumber does handle enumerator that are unique, like “ Section
199a.”, and nuclear style subsections, like “b.”.
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Sorting Levels

If you are familiar with the sort feature in XyWrite for HOLC, then
sorting in XMetal. will be easy for you to use.

To sort levels:
e Typethe desired enumerator in the appropriate levels;

e Select Sort Levels (by enum) from the Format menu.

Promoting/Demoting Big Levels:

Y ou can promote and demote all levels, including big levels, Dueto
the variation in the order of Big Levelsin public law, it may be
necessary to specify which level isdesired. For example, aPart could
be promoted to a Title or a Chapter. A Subtitle could be demoted to a
Part or Chapter. In these instances, a dialog box will appear with valid
choices.

To promote or demote levels:

e Placeyour cursor in the level that you want, or highlight
multiple levels, to promote or demote;

e To promote your selection, click Promote Level from the
Format menu, or press ALT+SHIFT+P;

e To demote your selection, click Demote Level from the
Format menu, or press ALT+SHIFT+D

The following example illustrates changesif your cursor is placed in

the paragraph
Assunung that (alis the Subsection, when you
promeote Paragraph (1) . .. the result is the following:
(1) Jazz Musicians (b} Jazz Musicians
{A) Miles Daviz (1) Miles Dawvis
(B) John Coltrane (2} John Colirane
(2} Blues Musicians (3) Blues Musicians
{A) Joe Turner {A) Joe Turner
(B)BB. King (B)BB.King

G\Nni le Sections may be promoted to big levels, big levels cannot be demoted to Section or below levels.
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Swapping or Moving Levels Up and Down

To move alevel up:
e Placethe cursor in the level that you would like to move;
e Useone of the following methods to move the level up:
e PressCTRL+ to movethelevel up, or;
e Select Move Level/Container Up from the Format menu, or;
e Usetheicon on the toolbar.

To move alevel down:
e Placethe cursor in the level that you would like to move;
e Useone of the following methods to move alevel down:
e Press CTRL+SHIFT+\ Of;
e Sdlect Move Level/Container Down from the Format menu, or;

e Usetheicon on the toolbar.

Creating Flush-Left or Continuation Text

Flush left, or continuation, text can be inserted when you need to add
text to aprevious level in adocument. Thisblock is added at the end
of the section and aligns with the level that it is continuing. Listed
below is an example:

Section 1. Continuation Section.
This document will outline how continuation text is inserted in a legislative document.
(2) Subsection.—Text
(1) Paragraph.—text
(A) Subparagraph.—text
(i) Clause.—text
(I) Subclanse.—text
(aa) Ttem.—text

(AA) Subitem.—text

One continuation text block can be created for each level within a

section. Each block isinserted based on where your cursor is placed
and the document structure.
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To create a continuation text block:

e Place your cursor anywhere after the level you want to
create a continuation text block for;

e Select Flush-Left Text from the Insert menu, or press
CTRL+SHIFT+F;

The continuation text block isinserted at the end of the section, and
aligned with the associated level, as displayed in the example below:

Sec. 1. Regular Levels.
(1) Highway safety programs.—For carrying out section 402 of title 23, United States Code, ¢

fiscal year 2004

Place your cursor
anywhere in the (A) Highway safety research and development.—For carrving out section 403 of title 2

>
subparagraph level and Code, $91,000,000 for each of fiscal vears 2004 through 2009
press CTRL+SHIFT+F .

(1) Occupant protection incentive grants.—For carrving out section 405 of title 23,

$140,000,000 for fiscal vear 2004.

(I) Alcohol-impaired driving countermeasures incentive grant program.—F
section 410 of tile 23, United States Code, $135,000,000 for fiscal vear 2004

(aa) State traffic safety information improvements.—For carrving out s
United States Code, $25,000,000 for fiscal year 2004

(AA) National driver register.—For carrving out chapter 303 of title
Code, bv the National Highway Traffic Safety Administration, $4,000,0
vears 2004 through 2009.
A continuation text block is [FLUSH-LEFT-TEXT: paragraph
created and associated————® This is a continuation text block for the paragraph
with the paragraph

To modify a continuation text block:

e Place your cursor inside the continuation text block and
press CTRL+SHIFT+F;

The associated level for the text block is changed to the preceding
level. You may repeat this action repeatedly to move it al the way to
the beginning of the section if needed.

5The text [FLUSH-LEFT TEXT: paragraph] indicates which level the continuation text is attached. You may
delete continuation text by placing your cursor inside the comment and selecting delete level. A dialog window is
displayed that will allow you to only delete continuation text, not the level.
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Moving a level inline

Y ou can move alevel inline with the preceding level as shown in the
example below:

To move alevel inline with another levdl:

e Place cursor in the level you want to move.

Sec. 1. Regular Levels.

(1) Highway safety programs.—For carrving out section 402 of title 23, United States Code, 52435,000,000 for
fiscal vear 2004.

(A) Highway safety research and development.—For carrving out section 403 of tifle 23, United States
Code, 591,000,000 for each of fiscal vears 2004 through 2009

In the example above the cursor is positioned in subsection 1;

e Select Toggle text or level (inline/not inline) from the Format
menu, click on the Move Level Inline icon on the toolbar; or
press Fii.

Sec. 1. Regular Levels .Ll] Highway safety programs.—For carrving out section 402 of title 23, United States
Code. $245.000.000 for fiscal vear 2004.

(A) Highway safety research and development—For carrving out section 403 of title 23, United States Code.
591,000,000 for each of fiscal years 2004 through 2009.

(1) Occupant protection incentive grants.—For carrying out section 405 of title 23, United States Code,

As shown above, the subsection is moved inline with the section level.

Adjusting a level’s indent value
To override asingle level'sindent value:
e Placethe cursor on the level you want to change;

e Useone of the following methods to adjust the level’s
indent valueto select the appropriate level of indentation
from the dialog box:

e Select Adjust Indent from the Format menu;

e Press ALT+SHIFT+O, Or;

e Click on the Indent Override icon on the toolbar.
To undo alevel'sindent override:

e Placethe cursor on the level and repeat the steps above
selecting "Remove" from the dialog box.

Congressional Help Drafting Legislative Language e 69



In the example below the text was returned to its original indentation.

Criginal Format

[Jsing indent override on
B) John Coltrane

(1) Jazz Musicians

(1) Jazz Musicians

(A} Miles Davis

{A) Miles Davis

(B} John Coltrane (B) John Coltrane (UP1)
(23 Blues Musicians (21 Blues Musicians

(A} Joe Tumer (A} Joe Tumer

(B)BB. King (B)B.B. King
Onginal Format Using move level inline on

(A) Miles Davis
Using indent overnde on
(B} John Coltrane

(1) Jazz Musicians —

(1) Jazz Mustcians — (4) Miles Davis

(A) Miles Davis

(B) John Coltrane (UP1)

(B) John Coltrane

Toggling between Section Text and Subsection (a)

There are times when an author will need to change the Section Text
to a Subsection (a) and add a Subsection (b). (or the author needs to

convert Subsection (a) to Section Text.)

Mustration One.
Sec. 999 Sample Header.

Sample of Section Text. Sample of Section Text. Sample of Section Text. Sample of
Section Text. Sample of Section Text Sample of Section Text.

Thustration Two.
Sec. 999 Sample Header.

(a) Sample Header — Sample Text. Sample Text.
(b) Sample Header — Sample Text. Sample Text.

Converting Section Text to Subsection (a):
To convert Section Text to Subsection (a):

e Place the cursor anywhere in the Section Text;

e Select Section Text to Subsection (and back) from the Format

menu, or;

e Click on the green icon on the toolbar, or;

e PressFi2.

5” isimportant NOT to delete the enumerator in Subsection (a) and believe that you have the correct

structure. You must convert Subsection (a) to Section Text using the tools available. Deleting the enumerator in
Subsection (a) will cause problems later in the drafting (pre-introduced stage) process and for other offices who
handled the electronic file (introduced stages and beyond).
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Converting Section Text to Subsection (a) and add
Section (b):
To convert Section Text to Subsection (a) and add Section (b):

e Placeyour cursor in the Section Text;

e PressCTRL+1. The Section text will be converted to
Subsection (a) and a Subsection (b) will be added.

GCTRH 1 works differently depending on where your cursor is. If it isat the end of the line, the text will
remain in the newly created Subsection (a). If thiscursor isat the beginning of the line, the text will be pushed into
the newly created Subsection (b). If the cursor isleft in the middle of the text, the text will be split between

subsection (a) and (b).
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Delete, Cut, Copy and Paste

Using the Cut, Copy, Delete and Paste functions you can easily select
and move parts of your document, or insert material from other
documents created in Word or WordPerfect. These functions have
been customized in XMetal to recognize the type of material that is
copied to the clipboard so that it can be handled correctly when you
paste it to ensure that your document remains valid.

The features listed below have been customized to work in normal
view only. If you try to use these commands in the tags on or text
view you will get very limited results and possibly make the document
invalid.

Copying and Cutting Text

The cut and copy commands behave similarly to windows and use the
same shortcuts, but they have been customized to recognize the
corresponding tags that are used in XML documents to ensure that you
never move or cut just part of the structure. If you select all of the
words in an element, such as a header, it will also place the beginning
and ending tags on the clipboard. Similarly, if you select al of the
elementsin alevel you can copy the entire level. If you select all of
the levelsin asection, it also copies the container.

To copy text from an XML, Word, or WordPerfect document:

e Select the text you want to copy to the clipboard;

e Select Copy from the Edit menu or press CTRL+C.
To cut text from an XML, Word, or WordPerfect document:

e Select the text you want to move to the clipboard;

e Select cut from the Edit menu, or press CTRL+X;

e XMetal will renumber your document based on the

AutoRedesignate setting in your user preference settings.

Clipboard Contents

The clipboard temporarily stores a copy of text that was "copied” or
“cut" and stores thisinformation so that you can pasteit into a
document as often as you need to. The clipboard is automatically
emptied when you copy or cut new material, or if you close the
application.

To view the contents of your clipboard:

e Select Clipboard Contents from the Edit menu.
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Pasting Text into an XML Document

The Paste command is similar to Windows and uses the same shortcut,
but it has been customized to evaluate the type of material that is
copied to the clipboard before pasting into an XML document. If your
clipboard contains levels, and the location you are trying to paste them
into will make structure invalid, it will promote or demote the levelsto
ensure that your document remains valid.

To paste text in an XML document:
e Position the cursor where you want to insert the text;
e PressCTRL+V, or select Paste from the Edit menu.

The clipboard material will be pasted into your document based on the
material you are pasting and where your cursor is placed. The paste
conditions are listed below:

e |f the material on your clipboard isin alevel or container,
the clipboard material is pasted below the current level.

Sec. 3. Before Paste. Sec. 3. After Paste.
(#) Subsection.—Text x| (a) Subsection.—Text
(1 Paragraph.—irext (1) Paragraph.--This is the level that was pasted. (1 Paragraph.—Texﬂ
(&) Subparagraph —Text (2) Paragraph — This i:

(1) Clause.—Text

(1) Subclause.—Text

e |f thelevelsyou are pasting cannot be inserted, adiaog
window is displayed that allows you to select avalid level
that the material can be pasted into;

Sec. 3. Before Paste. x|  Sec. 3. Afier Paste.

() Rretn,~This islevel the level that was pasted
{

{a) Subsection.—Text AA) Subem. - This is level the level that was pasted {a) Subsection.—Text
(1) Paragraph.— Text lI‘ (1) Paragraph.— Text
[rasteinta F]
(4} Subparagraph.—Text. St Lovel (2) Ttem.—This 15 level the les
& Paagh i S|
(1) Clause.—Text W e

(T} Subclause.—Text (E) Subparagraph.—Te
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e |f the material on your clipboard istext, the clipboard
material is pasted into the current element;

Sec. 3. Before Paste. Sec. 3. After Paste.
(a) Subsection.—Text | (z) Subsection.—Text
(1) Paragraph.—Texzt This is pasted text (1) This is pasted text.—Text
(&) Subparagraph.— Text. (&) Subparagraph.— This is pasted tes
(i) Clause.—Text (1) Clause.—Text

(I) Subclause.—Text (I) Subclause.—Text

e |f the text on your clipboard contains non-structured tags,
such asitalic, they won't display if you view the clipboard
contents, but they will be pasted.

(1) Paragraph.—Text. This is the text that was pasted

x|| (&) Subparagraph.— Text .
This is the text that was pasted (1) Clause. Test
(I) Subclause.— Text

e |If your user preference settings for AutoRedesignate are set
to Y each time you cut, copy, or paste levels or containers
the document will be automatically renumbered. |f
AutoRedesignate is set to N you can select Renumber this
level from the Format menu or toolbar, or press CTRL+R.

Copying Text and Levels between XML documents
To copy and cut text and levels between two XMetal. documents:

e Open both documents,

e Switch to Workbook Mode by selecting Other Views and
Tools...Workbook Mode from the View menu. Thiswill
allow you to move between the two open documents using
the tabs in the bottom left hand corner,

e Select Cut (or Copy) from the Edit menu, or press CTRL+X
(or CTRL+C).

e Switch to the second document using the tabs on the
bottom of the window. Position the cursor where you want
to insert the level,

e Select Paste from the Edit menu, or press CTRL+V.
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Pasting Text into a Word or WordPerfect Document

Y ou may copy text from your XMetal. document and paste it into
another type of document using the cut, copy, and paste functions.
When the material is pasted into the new document it will not contain
the XML tags, but will keep the level numbers and line spacing for
levels, aswell as column spacing in tables.
Deleting Text
To delete text:

e With your mouse, select the text you want to delete;

e Pressthe DELETE key, or;

e Placethe cursor behind the text you want to delete;

e Pressthe BACKSPACE key.

Deleting Levels
To delete alevel and its contents:
e Placeyour cursor in the level to be deleted;

e Press CTRL+SHIFT+X, or select Delete Level from the Edit
menu, or;

e Right-click with your mouse and choose Delete Level/item
from the pop-up menu.

The following elements are not automatically deleted within alevel.
They are:

¢ In-line comments;
e Legiscomments,
e Headerintext;

e Continuation text;
e Enumin header.

If the level you are deleting contains any of these elements, a dialog
window is displayed that allows you to chose whether you want these
elements deleted with the level.
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Working with Quoted Material

Y ou may create quoted material using quoted phrases, or by creating
quoted blocks. Y ou may also convert existing text in your document
to quoted, or convert quoted blocks to text. Listed below are examples
of how quoted material appearsin an XML document:

Section 1. Quoted Phrases.
Here are two examples of how quoted phrases appear in an XML document:
(1) by inserting ", the Financial Services Act of 1999." after "pursuant to this title";

(2) by inserting "or such Act” after "made by this title”.

Sec. 2. Quoted Block.
Here is an example of how a quoted block appears in an XML document:

(1) MUTUAL BANK HOLDING COMPANIES AUTHORIZED.—Section 3(g)(2) of the
Bank Holding Company Act of 1956 (12 U.S.C. 1842(g)i2)) is amended to read as follows:

“2 Regulations.—A bank holding company organized as a mutual holding company shall be
regulated on terms, and shall be subject to limitations, comparable to those applicable to any
other bank holding company.

[END-QE-QUOTED-ELOCK]".

Asyou can see from these examples, you identify quoted phrases by
inserting the quote marks around the text. If you use a quoted block,
the quote marks are inserted for you and the quoted material is
highlighted in a different color when it isviewed in XMetaL.

Inserting Quoted Phrases and Inline Quotes

When quoting material, aways use the inline quote function. Do not
insert quote characters from the special characterstoolbar.

e Press SHIFT+, and then type the desired bill language in the
“{quote}" marker, or:

e Select the text you want quoted and press SHIFT+.

Always use the SHIFT+ inline quote function. If you find that you need
to cut, copy or paste text inside/outside a quoted block, the quotations
will be changed to the appropriate single or double quotes
programmatically.

Glf you place your cursor in an existing text marker and press SHIFT+" (quote), you will not get a quote
marker; you will get quote marks around the text marker and may proceed asif it were a quote marker.
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Inserting Quoted Blocks

A gquoted block is a series of levels that are quoted as opposed to a
guoted phrase within text.

To set text as Quoted Block:

Place cursor in the level before the anticipated |ocation of
the quoted material;

Select Quoted-Block from the Insert menu, or press ALT+Q.
The following dialog window will appear;

Insert Quoted Text #
Mews Statutony Text |

Styles:
joLc =l

Big Levels:
|

Section & Below: Lancel |
ISection Clear I

I~ | Insert Tiakle ”'7

Table of Contents
Section

rs
w

I= | Eeginming Inline Eemave I

I™ | Beginnitg Flush Left

Select the style of the quoted block using the drop down
menu;

Select the big level, or section, using the drop down menus;
Click the Add button;
Select OK.

After the quoted-block has been created, you can use the direct or
relative method to create new levels within the quoted block. Quoted
block text will appear bluein color. The words [END OF QUOTED
BLOCK] will appear in gray before the period at the end of the last
double quote.
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Editing the End of Quoted Block

Y ou can insert additional text that will be printed outside of the quotes
by entering text at the period, as shown below:

"2 Regulations.—A bank holding company organized as a mutual holding company shall be
regulated on terms, and shall be subject to limitations, comparable to those applicable to any
other bank holding company

s=nsociy. This 1s end of quoted block text.

To create anew "non-quoted block” level after the quoted-block:

e Placethe cursor directly after the punctuation in the [END
OF QUOTED BLOCK];

e UsetheRelative or Direct method to create additional
levels.

@You can use the Insert Quoted Text interface to create tables, a Table of Contents, or to begin a quoted block
inline by selecting Table of Content item, or Beginning Inline from the Insert menu.

Converting Text to a Quoted Text Block

To convert alevel(s) to aquoted text block:

e Sdlect or highlight (with your mouse) the levels that should
be quoted, as shown below;

e Select Convert to Quoted Text Block from the Insert Menu, or
press ALT+9;

Sec. 1. Regular Levels.

(1) Highway safety programs.—For carrving out section 402 of title 23, United States Code, S

fiscal vear 2004

Place your cursor

anywhere in the (A) Highway safety research and development.—For carrying out section 403 of title 2

subparagraph level and Code, $91,000,000 for each of fiscal vears 2004 through 2009]
press CTRL+SHIFT+F .

(1) Occupant protection incentive grants.—For carrving out section 405 of title 23

$140,000,000 for fiscal vear 2004.

(I) Alcohol-impaired driving countermeasures incentive grant program.
section 410 of title 23, United States Code, $135,000,000 for fiscal year 2004

(aa) State traffic safety information improvements.

United States Code, 525,000,000 for fiscal year 2004.

(AA) National driver register.—For carrving out chapter 303 of title -
Code, by the National Highway Traffic Safety Administration, $4,000,0(

vears 2004 through 2009.

A continuation text block is FLUSH-LEFT-TEXT: paragrapl
created and associated————» This is a continuation text block for the paragraph
with the paragraph

The tags will be inserted to mark your text as a quoted block, and the
guoted block style will be applied from your user preferences, as shown
above.

@You must select levels carefully when converting text to quoted blocks. If you receive an error message that
the entire level is not selected, but it looks like all of the text is marked in the display, click Select Element from

the Edit menu, or press CTRL+SHIFT+S.

Congressional Help Drafting Legislative Language o 78



Converting Quoted Block to Text
Y ou may convert quoted block material to text using the following

method:
e Place your cursor inside the quoted block you want to
convert;
'l’aa] National driver register—For carrving out chapter 303 of title 49,
United States Code. by the National Highway Traffic Safety Administration.
54,000,000 for each of fiscal vears 2004 through 2009.

e Select Convert Quoted Block to Text from the Insert Menu, or
press ALT+SHIFT+9.
The tags will be removed and the converted material will be inserted as

alevel in the next valid location in the document structure, as shown
below:

(aa) High visibility enforcement program.—For carrving out section 2003
of this title, 510,000,000 for each of fiscal vears 2004 through 2009]
(aa) National driver register.—For carrving out chapter 303 of title 49,

United States Code, by the National Highway Traffic Safety Administration,
54,000,000 for each of fiscal vears 2004 through 2009 —

@Converted material will not be automatically renumbered. Please see renumbering for more information.
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Table of Contents

There are several types of Tables of Contents (TOC) that can be
automatically generated in XMetal.. TOCs can be created for the
entire body of the document (with or without quoted blocks), for a
portion of the document such as a Title, Chapter or Division, and for
clerical amendments for quoted block material.

Creating a Table of Contents

To insert atable of contents for the entire body of your document:

Place the cursor before the desired location of the table of
contents;

Select Create/Insert Table of contents or Entry from the Insert
menu, or press CTRL+F7.

Section 1. Table of Contents.

Sec. 2. In general Table of Contents Generation {Create TOC) x|
'E Should the TOC entries be:

The following sums are authori a the Iass Transit
T Generated I Manually typed | Cancel |

Sec. 3. Regular Level: fitle 23, United

$245,000,000 for fiscal year 2004,

(4) Highway safety research and development.—For carrying out section 403 of title 23, United States !
$91,000,000 for each of fiscal years 2004 through 2009,

(1) Occupant protection incentive grants.—F or carrying out section 405 of title 23, United States Cc
$140,000,000 for fiscal vear 2004,

A dialog window appears that allows you to insert a generated table of
contents or one that you can manually typein;

If you select Manually typed, you must select the
corresponding level for the level that is being used for the
TOC. For instance, if you are creating a TOC for a section
header, select section. If you are creating a TOC for abig
level, select the appropriate Title, Subtitle, and so forth.

£l
(:Sgcllm " Division oK
= Title " Appropriations-Para
" Subtitle " Account ﬂl
" Chapter " Subaccount
" SubChapter " Subsubaccount
" Part  Subsubsubaccount
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A single table of contents entry is inserted where you may enter text.

Section 1. Table of Contents.
{toc-entry}.

Sec. 2. In general.

The following sums are authorized to be approprated out of the Highway Trust Fund (other than the Iass Transit

Y ou can create additional entries to this table by pressing Enter after
you have typed in the text for this entry;

glt isrecommended that you generate tables of contents whenever possible. Generated tables of contents
allow you to change the Section header s throughout the measure and dynamically update the TOC by regenerating
it instead of manually retyping them.
e |f you select Generated, the macro will ask you if you want

to include quoted block matter;
=

Include Quoted Blacks in the TOC?

If vou answer Yes, it will take a little longer.

es Mo

If you select Yes, al quoted blocks that contain sections (or big levels)
will beincluded in your table of contents. The section (and big levels)
from the quoted blocks will be quoted in the Table of Contents. If you
select No, only the non-quoted sections (and any big levels) will be
included in the Table of Contents.

e A dialog window appears asking you if you want to insert
the table of contents after the current cursor location.
et ]

Place TOC here?

o]

If you select Yes, the table of contents isinserted after the cursor. If
you select No, you can move the cursor to the desired location and
press CTRL+V to insert the Table of Contents.

gThis feature can be used when you want to generate a table of contents for a quoted block and insert the
TOC into a quoted clerical amendment. See the section “ Creating Tables of Contents for Quoted Matter” later in

this document for more detailed infor mation.
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The table of contentswill be created for the entire document and
inserted after the current cursor location. For this example, the table of
contents was created for the entire document without the quoted block
portions:

Section 1. Table of Contents{.

Sec. 1. Table of Contents.

Hec. 2. In general,

Hec. 3. Regular Levels.

Bec 4 Transfers.

Sec. 5. Oceupant protection incentive grants.
Hec. . Oceupant protection incentive grants.
Hee. 7. Orceupant protection incentive grants.
Hee. 8. Tables - OLC Style QB.

Sec. 9.0LC Style.

Sec. 10. Transfers.

Hec. 11, Aleohol-impaired driving counterme asures.

Sec. 2. In general.

The following sums are authorized to be appropnated out of the Highway Trust Fund {other than the Mass Transit

For this example, the table of contents was created for the entire
document including the quoted block portions.
Section 1. Table of Contents With Quoted Block#

Sec. 1. Table of Contents With Quoted Blocks.
Sec. 2. In general.
Sec. 3. Regular Levels.
Sec. 4. Transfers.
Fec. 5. Occupant protection mcentive grants,
Hec. 6. Dccupant protection mcentive grants,
Sec. 7. Occupant protection incentive grants.
Sec. & Tables - OLC Style OB,

“Hec. 9.0OLC Style.

“Zec. 10. Transfers.
Fec. 9. Aleoholdmpaired driving countermeasures,

Sec. 2. In general.

The following sums are authorized to be appropriated out of the Highway Trust Fund (other than the Mass Transit
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Generating a TOC with Empty Enumerators

During TOC generation, a dialog window will be displayed to notify
you that an empty enumerator has been detected in your structure.

e A dialog window will display for each empty enumerator;
x|

1 } IMissing Enurm
L

e Click Ok on each widow to generate your table of contents:

(b) Table of Contents.—the following is a the table of contents for this bill with the quoted matter ITOT
mchided

Sec. 1. Bhort title.
See. {emum} Red.
Sec. {enum} White.
Hec. {etum} Blue.
Hee. 5. Oreen.

Sec. 6. Vellow.

Title I—Header

e Open the Resource Manager and select empty-enums;

21 assats -l Tiils —Header |
(] sctenames
(0 comvversionnotes

¥ (2 Customizable Asser Templstes
(23 docoutine
i empty-orums

¥ (71 Journaist DTD

Empty Enums ||| Y Red
and Levels in

Sec. White.
Document

Sec. Blue.
Chieck to gensvate kst of eapty emms.

blah blah balh
I wrarm text exssts for all enurms, o
hat will NOT be generated.

“Sec. 110, header for QB.

Gonerate

“Sec, 111, header for QB.

Sec, 5 Green.

s SfE SIEET Thcton J enis JETN] Llll
" meT0cm |
Pudent Chehirng Crn T

e Click the Generate button to see alist of empty
enumerators,

e Click on eachiteminthelist to insert amarker and then
enter the appropriate number;

¢ When you have finished, regenerate your table of contents.

(b Tahle of Contents.—the following is a the table of contents for this bill with the quoted matter INOT
included

Sec. 1. 3hort title.
Sec. 1 Red.

Sec. 2 White.
Sec. 3 Elue.

See. 5. Creen.
Sec. . Vellow.

Title I—Header
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Creating a Table of Contents for a Big Level

Toinsert a Table of Contents for aTitle:

k=
e
Fec.
k=

=

Place the cursor at the end of the big level and select
Create/Insert Table of contents or Entry from the Insert menu,
or press CTRL+F7;

Click the radio button for the big level that contains the
sections you want to generate the table for;
k|

“hich level should the TOC be created for?

1+ title
" legis-body

Click ok;
=

Include Quoted Blocks in the TOC?

If you answer Yes, it will take a little longer.

B

If you select Yes, the quoted block matter isthat big level only will be
included in the Table of Contents. If you select No, only the non-
guoted sections (and any big levels) will be included;

A dialog window appears asking you if you want to insert
the table of contents after the current cursor location.
et

Place TOC here?

o] _w

Sdlect Yes;

Title ITI—Institutional aid

ec. 301, Title III grante for American Indian Tribally Controlled Colleges and Universities.

ents.
ec. 305. Title III authorizations.

Sec. 301. Title IIT grants for American Indian Tribally Controlled Colleges and
Universities.

(a) Eligible institutions.— Subsection (b) of section 316 (20 TU.£.C. 105%c(b)) is amended to read as follows
[Etyle of Quoted-Elack: OLC ]
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Creating a Table of Contents for Quoted Matter

Y ou can generate atable of contents and insert it into adifferent
location of your document. Thisis particularly useful when creating a
table of contents for a quoted block and then inserting the TOC in a
clerical amendment.

To insert a Table of Contentsin Quoted Matter:
e Placethe cursor anywhere inside of a quoted block.

Section 1. Hustrating TOC creating for a Quoted block.

(a) Sample Quoted Block.—This 15 a sample quoted block
[Style of Quoted-Block: OLC

“Sec, 325. Red.
“Sec, 326. White.

“Sec. 327. Blue.

[END-OF-QUOTED-BLOCE]” .

e Select Create/Insert Table of contents or Entry from the Insert
menu, or press CTRL+F7. A dialog window appears that
allows you to insert a generated table of contents or one
that you manually enter;

Table of Contents Generation {Create TOC) 5[

(] Should the TOC entries be:
.
" Generated I Manually typed | Cancel |

e Select Generated. A dialog window appears asking you if
you want to insert the table of contents after the current
cursor location;

5

Place TOC here?

=1

e Select No. A dialogisdisplayed instructing you to place
your cursor where you want the table to be inserted;

XMetal x|
1 Place the cursor in the appropriate location and press Chri4y
LY

e Press OK, and move the cursor to the location where you
want to insert your table and press CTRL+V;
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Section 1. NMustrating TOC creating for a Quoted block.

(a) Sample Quoted Block.—This 1s a sample quoted block
[Style of Quoted Block: OLC ]

“Sec. 325. Red.
“Sec., 326, White.

“Sec. 327. Blue.
[END-CF-QUOTED-BLOCK]”.
(b) Sample Clerical Amendment.—Amend the existing table of contents in the law by adding the following at the

end.

Because the TOC was generated from a Quoted Block, thereis no need
to create the QB first. Move the cursor to the end of thelevel. In this
example, it would be at the end of subsection (b);

e PressCTRL+V. A dialog window appears asking you if you
want to place the Table of contents after the quoted block;
x

\?/l The toc is a quated-block koc. Do you want to place it within a quoted-block?

o

e |f you select Yes, anew quoted block will be created and
the table of contents inserted, as shown in the example
below:

(a) Sample Quoted Block.—This 15 a sample quoted block
[Style of Quoted-Block: OLG ]

“Sec. 325, Red.
“Sec. 326. White.

“Sec. 327. Blue.

[END-OF-QUOTED-BLOCK]”.

() Sample Clerical Amendment.—Amend the existing table of cottents in the law by adding the following at the
Fsijyi of (mated-Elack: OLC ]

“Bec. 325 Red.

“Bec. 326 White.
“Bec. 327, Blue.

[END-OF-QUOTED-BLOCK]”.

e If you select No, the Table of Contents will be inserted.

Section 1. Nustrating TOC creating for a Quoted block.

() Sample Quoted Block.—This is a sample quoted block
[Style of Quoted-Elock: OLC ]

“Sec. 325, Red.
“Sec. 326. White.
“Sec. 327. Blue.
[END-OF-QUOTED-ELOCK]”.

(b} Sample Clerical Amendment.—Amend the existing table of contents in the law by adding the following at the
end:

Hec. 325 Red.

Sec 326 White.
Sec. 327 Blue.

@The example above islisted for illustration purposes only. This example would be bad drafting as the Table
of Contents should be inside of quotes.
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Manually Creating a Table of Contents Entry that is

Quoted

To insert aquoted TOC entry:

Place the cursor in the level before the anticipated location
of the quoted material;

Select Create/Insert table of contents or entry from the Insert
menu or toolbar, or pressALT+Q. A dialog window is
displayed;

Insert Quoted Text E|

MNew Statutory Text |

Styles
oL -

Big Levels:
= =

Section & Below: Cancel |

[&ection =] add] ear
I Irsert Table [V {Table of Conients
I~ Multi-Column Entry

Table of Contents
Section

Fs

v
I= | Begiring [nline Hemoye
I= | Begitning Flush Left

Check the Table of Contents Item. The level displayed
when you insert atable of contents refers to the alignment
ONLY, anew level will not be inserted using this screen.
Y ou can adjust the alignment inside the quoted block by
selecting a different level in the Section & Below menu and
then clicking the Add button;

Click ok;

(c) Allocation for basic grants b.—Iot more than $20,000,000 per fiscal year of amounts made available to carry out this

section shall be available for making grants under subsection (b)(2).—
[Style of Quoted-Block: OLC ]

[END-OF-QUOTED-BLOCE]”.

A quoted block isinserted in the document and a single table of
contents entry isinserted.
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Converting a Table of Contents into a Quoted Block
To convert atable of contents into a quoted block:

e Sdlect the Table of Contents and the level aboveit;

e Select Convert Text to a Quoted Block from the Insert menu
or toolbar, or press ALT+9.
“Sec. 9. Table of Contents Inside a Quoted Block.
“Bec 6. Tahle of Contents inside a level.
“Bee. T. Oecupant protection incentive grants.
“Sec. & Table of Contents inside alevel.

“dec. 9. Table of Contents Inside a Quoted Block,
“Jec. 10. Alcohol-impaired diiving countermeasures.

[END-CF-QUOTED-BLOCK]”.
The selected material is converted to a quoted block.

Updating a Table of Contents

Y ou can update the table of contents after changes have been madein
the body of the text by regenerating it.

e Placeyour cursor in the Table of Contents you want to
update;

e Select Regenerate table of contents (current or all) from the
Tools menu, or press CTRL+SHIFT+F7.

@If a table of contents in your document contains TOC entries for quoted material, only those quoted blocks

that contain section and big levels will be included in the table of contents. All other quoted blocks will be skipped
during creation and regeneration, as there is no material to be included.
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Additional Drafting Tools

Inserting a Short Title Entity

The short title of any legislation may be formatted as a short title
entity. Asan entity, the short title can be inserted throughout the
document and changed in asingle step to update all of the occurrences
in the document.

To create the short title:
e Place your cursor where you want the short title inserted;

e Select Short Titles from the Insert menu, or press
CTRL+ALT+Q;

e Typethe short titlein the text fields;
e Click the Insert radio button;
e Click ok. The short title isinserted at the cursor |ocation.

Y ou may insert up to 12 short titles for each document by repeating
these steps. Y ou may also insert existing titles anywhere in the
document by repeating these steps and clicking insert on an existing
entry.

Changing a Short Title Entity
To change the short title:

e Select Short Titles from the Insert menu, or press
CTRL+ALT+Q;

e The short title dialog window is displayed that lists all short
title entities in your document. Modify the entity text you
wish to change;

e Click ok and all occurrences of that short title will be
changed.

Deleting a Short Title Entity

To delete a short title entity:

e Select Short Titles from the Insert menu, or press
CTRL+ALT+Q;

e Deéleteall thetext of the short title entry you want to
remove from your document;

e Click ok and all occurrences of that short title will be
removed.

G\Nnen you delete the text in the dialog window and press OK, the short title element tags are removed along
with the text everywhere it appearsin the document.
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Inserting a Short Title Entity with a Section 1 header

e Place your cursor where you want the short title section
inserted;

e Press- (tilde) + Q;

e A new section isinserted, and section text is generated that
states “ This Act may be cited asthe “ -Act of
2004";

e The Short Title dialog window is displayed with the default
short title entity so that you can modify the entry with your
short title;

e Click theInsert radio button;
e Click oK. The short title modifications are updated in the
document.
Undoing Actions

Y ou can undo\redo your actions from the time that you last saved the
document. Aslong as you have not saved the documents, the number
of times you many undo\redo is unlimited.

To undo the last action performed:

e Select Undo from the Edit menu, click on the UNDO button
on the toolbar, or press CTRL+Z.

To redo an action:
e Select Redo from the Edit menu, click on the Redo button
on the toolbar, or press CTRL+Y.
Formatting References
To format references:

e Typeyour reference without the parentheses;
5b3Aivl|

e Leavethe cursor immediate after the last character and
press ALT+0 (zero), Or Select Parenthesize current reference
from the format menu;

e Your text isformatted automatically.
5(b)(3)(A)(iv)(I)
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Hide/Unhide

Particular text of some legislation will remain in the XML document,
but will be hidden, so that it does not print. Thistext appearsin lime
green.

To hide or unhide an element:
e Placethe cursor on the lime green text;
e Select Hide/Unhide Element from the Format menu, or press
CTRL+ALT+H.
Comments
Comments are hidden, or printed, based on your selections.

Printed comments
To create a printed comment:
e Place cursor in desired location for a printed comment;

e Sclect Comments/Notes...Printed Comment from the Insert
menu, or press CTRL+SHIFT+N;

e Typeyour commentsin the brackets.

Hidden comments
To create a hidden comment:
e Placecursor in desired location for a comment;

e Select Comments/Notes...Hidden Comment from the Insert
menu, or press ALT+SHIFT+N;

e Typeyour commentsin the brackets. Hidden comments
will appear in green on the screen.
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Inline comments
Aninline comment will appear when printed.
To create an inline comment:
e Place cursor in desired location for a comment;

e Sclect Comments/Notes...Inline Comment from the Insert
menu, or press CTRL+ [;

e Typeyour commentsin the brackets.
To delete comments you must delete the level the comment residesiin:
e Place your cursor in the comment,

e Select Delete Level from the Edit menu, or press
CTRL+SHIFT+X.

gYou may also delete an inline comment by placing your cursor inside the comment and selecting delete level.
A dialog window is displayed that will allow you to only delete the comment, not the level.

Untagging inline comments

To untag inline comments (or remove the bold brackets), use the
Untag function:

e Place your cursor in the comment;

e select Un-tag the item from the Edit menu, right-click with
your mouse and select Untag, or press the F10 key.

Finding and Replacing Text

There are two methods to use replacement text. Thisfeatureissimilar
to the XyWrite's "Save-Gets' feature used by HOLC.

Replacement Text -- Method One:

e Select Text Menu (tilde menu) from the Insert menu, or press
ALT+~,

e Enter theletter (or click the letter with your mouse) next to
the item to be inserted.
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Replacement Text -- Method Two:
If you have the itemsin the Text Menu memorized:
e Pressthe~ (tilde) key;
e Enter the letter next to the item to be inserted.

{3” material is assigned to a capital letter, press the keysin the following order: ~ (tilde) key and then, the
shift key and the letter together.

To change the items in the text menu:

e Open the Text Menu by selecting the Text Menu (tilde
menu) from the Insert menu, or press ALT+~;

e With the mouse, click on the text, not the letter. A dialog
window will appear;

e Typethedisplay text. Display text istext that appears on
the text menu. Thisis usually an abbreviation of the text
that will be inserted;

e Typethedesired text in the in the area marked value.

gYou may paste text into the tilde menu by right clicking in the Display Name or Value area of the text menu
window and selecting Paste, or by placing your cursor in the appropriate area and pressing CTRL+V.

Finding and Replacing Text

Search and replace operationsin XMetal are similar to word
processing applications with the following differences:

e - Text searcheswill not find amatch if part of thetext is
found in a separate element. For example, if you are
searching for 'World Wide Web' in the <header> element
and the word "Web' isin the <text> element, the text will
not be matched.

e - Choosing the Undo command after a'replace all' undoes
all of the replacements.

To find and replace text:

e Select Find and Replace from the Edit menu, or press
CTRL+F;

e Typethetext you want to find in the Find box;
e Type the replacement text in the Replace box;

e Click ontheFind, Replace, Replace all Or Replace Find
button, as appropriate;
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To delete all occurrences of text:

e Select Find and Replace from the Edit menu, or press
CTRL+F;

e Typethetextinthe Find box and leave the Replace box
empty;

e Click on the Replace All button.

The Enum-in-Header tag

The enum-in-header tag is used when you need to insert an enumerator
in a header that needs to print in adifferent case than the header it is
in. For example, the letter b in the Section heading, "as referred toin
Subsection b" would need to be inside the enum-in-header for it to
print in lower case.

To insert an enum in the header tag:

e Select Enum-in-header...Special Text and Symbols from the
Insert menu,

e Typetextinthe {enum-in-header} marker;

e Typetheenum inthe casing it should print in. Enum-in-
header appears in burgundy/dark red color on the screen;

e Presstheright arrow key on the keyboard to move the
cursor out of the enum-in-header tag.
The Header-in-Text tag

The header-in-text tag is used when you need to insert a Header in the
middle of text.

For example, the words “1n Genera” would need to be in the header-
in-text tags to print like a subsection header if the paragraph read, “ (1)
by inserting ‘ (a) In General.—* before ‘ The Secretary’; and”.

Toinsert aHeader in Text tag:

e Select Header-in-text...Special Text and Symbols from the
Insert menu,

e Select the header level;
e Typetext in the { header-in-text} marker;

e Typethe header in sentence casing. Header-in-text appears
green in color on the screen;

e Presstheright arrow key on the keyboard to move the
cursor out of the header-in-text tag.
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@ You may del ete the header-in-text tags and the material contained within the tag by placing your cursor
inside the comment and selecting delete level. A dialog window is displayed that will allow you to only delete the
tag instead of the level.
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Inserting Member and Committee Names

Certain bills and resolutions have Member and Committee namesin
the text of the legidlation.

To insert aMember's name in the text of the legislation:

e Select Names...Members from the Insert menu, or press
CTRL+SHIFT+M.;

To insert a Committee name in the text of the legidative:
e Select Names...Committees from the Insert menu, or press
CTRL+SHIFT+C.
Line Break
To insert a page break:

e Select Breaks...Line Break from the Insert menu, or press
CTRL+L;

e On screen, aforced line break will appear as a blue
diamond. Usetheline break only when aforced line break
is needed.

Page Break
To add a page break:

e Select Breaks...Page Break from the Insert menu, or press
CTRL+ALT+P;

e On screen, aforced page break will appear in red with the
words "FORCED PAGEBREAK";

To force two words to be printed on the same line:

e Replace the space between the words with a fixed space or
En-Space.

To insert the En-Space:

e Select En-Space from Special Text and Symbols on the Insert
menu, or press CTRL+E.
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Untagging elements

Several elements can be converted back to plain text by removing the
tags that surround the text. Elements that can be untagged are: italic,
guote, inline-comment, internal-xref, header-in-text, enum-in-header,
act-name, definition, subscript, superscript, and term.

To untag elements:
e Placeyour cursor in the element;

e Select Un-tag the Item from the Edit menu, right-click with
your mouse and select Untag, or press the F10 key.

Attaching notes

As adrafter, you may with to attach notesto alevel asyou work on
your document.

To create anote using XMetal:

e Placethe cursor in the level that the note should be attached
to,

e Select Attach Note from the Tools menu, or press CTRL+F10.

An inline comment with the words [ATTACHED NOTE] will be
inserted in the document. Thisinline comment is hidden and will not
appear on the printed copy of the document.

e Notepad will open and you can type anote. The notepad
fileis assigned a name automatically and is used to link the
level and the note for retrieval later. Do not change the
name of the note;

e Close notepad when finished;
To view the note again:

e Placeyour cursor in the inline comment [ATTACHED
NOTE] and press CTRL+G. The note will open in notepad.
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Special Text and Characters

Many of the keystrokes used in XyWrite to create special characters
(and text) arereplicated in XMetal.

To insert special characters:

e Select Symbols/'Special Chars/images...Show Special
Characters Toolbar from the Insert menu, or press
CTRL+SHIFT+E;

e The specia characters toolbar will appear at the bottom of
the window.

To insert symbols:

e Select Symbols/Special Chars/Images...Show Symbols
Toolbar from the Insert menu;

e The Symbolstoolbar with appear at the bottom of the
window.

To use the Specia Characters or Symbols Toolbar:

e Place your cursor in the location where the special
character is needed;

e Click the character from the Special Characters toolbar.
To move the symbols or special character toolbar:

e Click the move handle on a docked toolbar, or click thetitle
bar on afloating toolbar;

e Dragthetoolbar to anew location. If you drag the toolbar
to the edge of the program window, it becomes a docked
toolbar.
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Under Special Text and Symbols on the Insert menu isalist of custom
text inserts. Thetable below briefly describes each one.

Menu Item Description

Text: United Inserts the words "United States Code"

States Code

Text: section Inserts the word "section”

Text: paragraph | Insertsthe word "paragraph”

Italic Type Formatsitalicized text. Type italicized text in the {italic} marker and
plain text in the {text} marker. To return to plain text from italic text,
use the right arrow key or click your mouse at the end of theitalics. To
changeitalics to plain text use Untag the item from the Edit menu.

— (em-dash) Inserts an em-dash

— (en-dash) Inserts an en-dash

§ (section Inserts a section symbol.

symbol 6)

Em-space Inserts an Em-space. [#x2003] isvisible.

(2003)

En-space (2002)

Inserts an En-space. [#x2002] isvisible.

$

Inserts the $ sign with aline ten spaces long.

Current Date

Inserts the current date.

Header-in-text

Use this feature when you need to insert a Header in the middle of text.
Select Header-in-text, select header level, and type text in the { header-
in-text} marker. Type the header in sentence casing. Header-in-text
appears green in color on the screen.

Enum-in-header

Use this feature when you need to insert an enumerator in a header that
needsto print in a different case. For example, the letter b in the Section
Heading, "as referred to in Subsection b" would need to be inside the
enum-in-header for it to print in lower case.

Fraction

Formats a fraction. Select Fraction, and then type the fraction in the
{fraction} marker.

Superscript

Formats text in superscript. Select superscript, then type text in the
{'superscript} marker. Superscript appears superscript on the screen.
Use the right arrow key or mouse click to escape from superscript.

Subscript

Formats text in subscript. Select subscript, then type text in the
{ subscript} marker. Subscript appears subscript on the screen. Usethe
right arrow key or mouse click to escape from subscript.
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Working with Tables

XMetalL Tables Overview

Basic Table Characteristics

There are afew basic characteristics of tables that you should know
before you begin creating tablesin XMetal.

Column Types

There are 2 basic column types that are used in tables and these are
text columns and figure columns. An important thing to remember
about column typesisthat it is not the content of a column that
determines the column type. The column type is defined by its
alignment and whether or not it contains leaders.

Text Columns
Text columnswill align to the left and will be leadered.

Figure Columns
Figure Columns will align to the right and will not be leadered.
5 Column Military Table

Text Column Figure Columns
I 4 i ™y
L | J Y ] Y
. ir Marine
Grade Army Navy :hi : I. —_—
' " Foree i Orps
Major or Lientenant Commander .. 3,227 1.071 Go= 140
Lieutenant Colonel or commmander 1611 22() el b a0
Colonel or Nave Captain ... 471 1== 300 a0
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What it looks likein XMetaL

[Table Type: 5-Military -- Tahle aligned to level: section ]

Grade Army | Nawy Fj::ce Itéf:):?;

iMajor or Lieutenant Commander . .. 32271 1,017 998 140
g'i,{é[liéﬁéi{t'&l&;i or Commander .| 1 e11| so0l  g13| 0
Colonel or Navy Captain... | 471 188| 300 30

F_ Y
ey
]

-
"= The table templates found in XMetaL already have their column types defined and it will only be necessary to

change the column type if you wish to create a table that is different from the template. 1f you change the alignment
of a column to Center, the column will till keep its original type definition.

What are Leaders?

Leaders are the dots that fill the space in a column following the data.
These dots “lead” your eye to the next column and help to show which
row your datais aligned with.

Leaders

Army: Outside the United States

Country Installation or location Amount
CeMmBnY .ocosasissmsmicasssssis | ATBIBEN iasicsninnsss ssassssarisasussassisasusisnsanes F21,000,000
Area Support Group ..o E23 200,000
Mamnheim e e e Fd, 00,000
Korea v | Camp Casey s E31,000,000
A Camp Howse i £3.050,000
Cemp Skanley ... £3,650,000
Leaders
Total i, e s, 00, 00
Leaders

Centering — Text in cells that have been aligned to the center will not
leader unless the cell isin afigure column and is empty

Last Column — Leaders do not display in the last column of atable
unlessthe last column is afigure column and the cells are empty.
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Header Rows and Table Body Rows

Header Row - A header row isthe row or rows at the top of
the table that contain the column headings. The size and
format of the text in thistype of row isusually different
from that in table body rows. The text in a header row is
always centered and does not |eader and this cannot be
changed. When you use the tab key while the cursor is at
the end of a header row, another header row will be
inserted;

Table Body Row — A table body row isany row in atable
that is not a header or footnote row. Table body rows are
the rows that contain your data;

Footnote Row — A table footnote row is arow at the bottom
of atable that is reserved for footnotes. Thistype of row is
not included in most table templates but can be added using
the interface when needed.

—> “Grade Army

Navy

Adr

Foree

Marine
l'|||'|1>-'

Major or Lieutenant Commancder .. 3,227
Lieutenant Colonel or Commander 1,611
Colonel or Navy Captain ... 471

1,071
520

1858

993
s1=

200

140
90
a0

Header Row
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Column and Row Separators

The term “separator” is used to describe lines that are used to separate
columns, rows or cells from one another. Row separators are the
horizontal rules that separate rows and they are sometimes referred to
asrow rules. Column rules arethe vertical lines that separate columns
and are sometimes referred to as column separators.

ENLISTED MEMBERS

Years of serviee computed nnder seetion 205 of title 37, United States Code

Pay
Giracle

2 or liss

Ohver 2

Ower 3

o 4

Urvanp i3

E-7 ..
-6 ..

E-5 ..

E-7 ..
-6 ..

E-5 ...

1.531.20
1.575.00
1,351,580

1.999 20
1.740.30
1,549.20

207510
1.517.40
1,623.90

2.149.80
1.5891.50

1,701.00

-q-—-.\
2238 10
1,969,580
1,779.30

(e =

(her 10

Over 12

(hver 14

Cher 16

2.362.20
2.0097.30

1.888.50

2 437.80
2.174.10
1,962, 90

2.512.80
2,248.80

2 040,350

2,040.30

2 hGG, 10
237960
204050

Dver 18

Cheer 20

Ove 22

e 24

Cheer 26

2 742,00
2.421.350

2 040,30

D E1T.90
2.421.30

204030

2,944,650
242130
2104030

3,004,850
2.421.30
204030

3,250,550
242140
@ 040,30

4

A
,»’

Y
Column Rules

P

- —
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Advanced Table Characteristics

Spanning Columns

A column that spans is one where the datain the column is allowed to
spread across the table into the space where a new column would
usually begin. There are no column separators used in a spanning
column. The data in a spanned column belongs to the first column
where the span begins.

Spanning Example 1 — Column 1 in Row 4 Spans 3 Additional

Columns

Column that Spans 3 Additional Columns

Heading 1

Heading 2

Heading 3

Heading 4

[T S T
tesct dlata
text data ...

test dalsr ooeeieveennnns
text data

texct dlata ...

text data

separators will not be displayed in a spanning column,

[ B 1
text daba o

123456
123456
125456

In this row, column 1 spans across all 3 of the other colomns, Leaders and  eolomn

Column 1 spans through column 4

Spanning Example 2 — Column 2 in Row 4 Spans 1 Additional

Column

Column that Spans 1 Additional Column

Heading 1

Heading 2

Heading 3

Heading 4

(L A T
texct alakan oo,
(L5 A T
texct alakan o,

tiomal eolumn

text dlata s
tesct data
text data s
In this row, colnmn 2 spans aeross 1 oaddi-

(L A I
text data ...
(L B I T

Column 2 spans through column 3 J‘
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Creating Spanning Columns in a Table

The merge cell function is used to create columns that span. The
merge cell function is accessed through the Merge icons on the
XMetalL toolbar. The Merge Cell Right icon isthe onethat is used to
span columns from left to right. The merge cell function can be used to
span columnsin header and/or table body rows.

Merge Cell
e I =

Merge Cell lcons

[

Merge Cell
Left

Merge Cell

Up

Merge Cell
Down

In the table example below, the data in the last column spans 3
additional columns.

Heading 1

Heading 2

Heading

3 Heading 4

et dalin e,
text datin e
text dabin s

In this row, eolomn 1 spans across all 3 of the other eolnmns |

bext dalan e,
text data ...
text data e,

Pext dali e,
text dalit oo
lext dalit s

123456
123456

123456

To create a table with columns that span:

e Select atemplate and insert your table;

e Enter your headings and data;

e Click inside the cell where you wish to begin the span;

[Tahle Type: 4-Military-Ha-Total -- Table aligned to lewel: section ]

In thiz row, column

all 3 of the other
columns . ...

1 will span across |

Heading 1 Heading 2 Heading 3 Heading 4
textdata... | textdata... | tetdata... | 123456
textdata... | textdata... | tetdata... | 123456
text data ... text data ... text data ... 123456
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e Click the Merge Cell Right Icon on the XMetalL toolbar
once for each additional column you wish to span across. If
you wish to span verticaly, click on the Merge Cell Down
Icon.

EIE-JEI_|_EI 0| sasmBeD
‘ Sjbhfefgec-elll}own

e Render thetable.

Heading 1 Heading 2 Heading 3 Heading 4
textdata... extdata.. testdata.. | 23456
text data... text data. .. text data. .. &ttribute Inspector
----------------------------------------------------------------------------- nw
textdata... ~ [|textdata.. ~ testdata... . » Bold
In this row, column 1 will span across all 3 of the other colurans . ... @ Paste
5 Where am I
2
B} Delete Table
Table Properties L
Rendered Table Example
Heading 1 Heading 2 Heading 3 Heading 4
text data oevvvieenns | text data i, text datia e, 123456
text data evvveeennn | text data e | text data e, 123456
text datian oveeveeeee Dtext data e D lext dalay e, 123456
In this row, column 1 will span across all 3 of the other colomns |

Congressional Help

Working with Tables o 106



Multi-Level Headings

Tables with multi-level headings are those that have more than 1
header row. When atable has a multi-level boxhead, the heading in the
first column almost always spans vertically to take up additional

header rows in the column. The headings for subsequent columns are
usually divided between 2 or more heading levels. The maximum
number of heading levels atable can containis 9.

Multi-level Heading Example— 2 Levels

The PLA factors for soeh indi-

“anal ar Level 1
Level 1 — “If individual's age in 1996 is: T A
First: Second: Thinl: = Level 2
25 ] under e e a0 14 2
Tt 30 1 a1 =
B30 AD e Ui 26 12
13 Al VBT L e ] L) 14",
Multi-level Heading Example-5 Levels
Giovernment consumption oxpenditores nnd gross investment -+—— Level 1
Federal State and local -+— |Level 2
National defe Moadefons
Souran i E . _ «— Level 3
quaricr Taial — 'll’.:;* Gru:::l\'nn- “;::F f:m:l;l;‘l:fl‘l- w;;:;. lin-;:;:m - Le‘u’el 4
Towl | ‘00 Towl | 000 Total | U070
Rty | S | e e | o | Rres 'f:fJf.’lEm“f’m"“- Level 5
Annual Data
1959 ... G185 | 3605 | 07.6| 2303 15.5 s 5as8 539 7.2 0.2 | 250.8 | 191.6 509 &1
1960 ... | 617.2| 3494 | so1.3| we0s| 13.7| 258 sS40 471 8.1 06| 2072 | 201.8| 600 34
184l ... 6472 | 3630 ] 338 | 2888 146 200 533 465 0 Liv| 238 | 2130| &30 a5

Creating Multi-Level Headings in a Table

In the table example below, the headings “Number in College” and
“Family Members” are both level 1 headings. Thisis because they
both begin in the first header row. The headings, “1” and “2" both
begin in the second header row and are therefore level 2. In addition to
having multi-level headings, some of the headings also span. The
heading, “Number in College” spans an additional column and
“Family Members’ spans vertically through an additional row.

Table with a Multi-level Headings that Span
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Family Size (Mfsets

Number i Colleose

Family Members

1 2
] #4201 #1,501
2 #8671 0,204
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To create a table with multi-level headings that span:
e Select atemplate and insert your table;

1t == Table aligned to level

[Table Ty

Use the tab
key here

able Head Entry) | (Table Head Entry)  : [(RREronloneg] i<

e Add an additional header row by using the tab key when
your cursor is positioned in the last column in the header
row;

xMetal

‘::—) This is the last cell in the header,

- Insert another header row?

ves QIITI

e Click “Yes’ intheinsert header dialog box;

e Click inside the cell where you would like the span to
begin;
[Table Tvpe: 3-Ligaidation -- Table alizned to lewvel: section ]
[Tzhle Title] Family Size Offsets

{Table Head Entry}

e Click once on the Merge Cell Right Icon on the XMetalL
toolbar. If you wish to span vertically, click on the Merge
Cell Down Icon;

_mamam_\ mmwgﬂam\
T S{Merge el Down|

e Type the new column headings and delete the { Table Head
Entries} you do not want;
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[Table Type: 3-Ligndation -- Table aligned to level: section ]

[Table Title] Family Size Offsets

Family Members

Humber in College

e Enter table data;
[Table Twpe: 3-Ligudation -- Table aligned to level: section ]

[Table Titl:] Family Size Offsets

: , Number in College :
: Family Members C v :
s | 1 2 '
! 1 : $4,201 $1,501 :
s s ss s s s s s s s s s ... e sEs s s s s Fremmessssss s i
: 2 ; 58,671 ! £5,254 .
e Render the table.
[Table Type: 3-Liquidation -- Table aligned to lavel: section ]
[Table Title] Famjly Size Offsets
' ) Mumber in College
] Attribute Inspector 1 H 5
¥ Undo i
— > Bold B2 L S S 11=1 S
(@ paste $8,671 ; $5,294 !
[ Where Am I
e 2 TN
) E} Dedete Table
S€C. 3 raie properties »
Rendered Table Example
Family Size Offsets
Number i College
Family Members
1 2
1 $4.201 $1,501
2 F8.671 $5,294
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Spans that are Allowed in Multi-level Boxheads

When creating a table, most people arrange headings and spans so that
larger ideas divide into smaller as more |levels of header rows are
added. Due to limitations in Bellcode, the types of spans that can occur
in atable are limited to spans where the larger span is on top and
smaller spans are beneath. The table excerpt below is an example of a
table with typical spanning.

Example 1 - Typical Spanning

[Table Type: 5-Military -- Table aligned to level: section ]

Tearly Income
Ionth 1st Half 2nd Half
1 2 3 4
Tamary $10,000 | $20,000|§30,000| §40,000
February .. I $10,000|$20,000 | §30,000 | $40,000
Warch $10,000 | $20,000|§30,000| 540,000

Spans that are NOT allowed in Multi-level Boxheads

The following tables are examples of tables with spans that are not
allowed. Although you can create these types of spansin XMetal,
tables that contain them will not render.

Example 1 — Large Span below Smaller

[Tahle Type: 5-Military -- Table aligned to level: section ]

Lol | L1 | Lol | Lui1
Level 1
Tl 2
Example 2 — Large Span below Smaller
[Table Type: 5-5pan-1 -- Table aligned to level: saction ]
! Lul1l Lwl1l
Lewel 1
Ll 2

_______________________________________________________________________________
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Example 3 — Span Split Halfway between Heading Entries

[Table Typa: 5-Military -- Table abgned to level: section ]

Lvl1l
Ial2

Level 1

________________________________________________________________________________

Quoted Tables

Toinsert atable that isinside a quoted block, you must first insert the
guoted block through the Insert menu on the XMetal. Toolbar Menu or
by clicking on the Insert Quoted Block icon on the toolbar.

To insert atable inside a quoted block:

XMetal Insert Quoted Text Block Menu

e Select Insert » Quoted Text Block from the XMetal Toolbar
Menu or click on the Quoted block icon on the toolbar.

XMetal Insert Quoted Block Icon

et st wew (et Fomst Toos Table Go wndow Lecodtt  EDEle Edt Vew Insert Formet Took
Sponsors and Referrals Clrl+Shift+4
saos =  cRosaen ay
, u
.I“|‘ & Short Titles Ctrl+ak+0 “%-lr 0|K! =D | ==
,Il'ah'e | Saction levels v T
text data that Big Levels AlE+B
will leader Big Levels (Direct Entry) 3 Insert Quoted
.............. Block Icon
text data that Resolutions »
will leader .
text data that [ Infine Ouote K Shifts
will leader M Convert text to quoted text block Alt+9
) Breaks 4
Sec. 24. fh
[Style of Quoted-B Current Date Chrl4ak+D
Text Menu (Tikde menu) Al e
[Tabla Typs: 7-Da Replace Text Alk+R,
i UISC citations 3
Special Character Toals »
9817.85.1 Special Text and Symbols 2
CommenksNotes k
-------------- Cross-references 1
Table of Contents 3
Sec. 25, fh » Bookmark Ak+Shift+M

e Select the Table checkbox in the Insert Quoted Text form;
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e Click on the word Section in the box below the Table

checkbox;
e Click on the Remove button;
e Click oK.

Thiswill launch the table creation form and you may choose your
template and proceed with table insertion.

The Insert Quoted Text Form

Mew Statutory Test ]

Stylas:
{owe =]
Big Leveds:
| =] aed| [DE]
Saction & Belowe _Lancel |
|Sccticru j ﬂl Clear

=3 m I~ Table of Contents [tem
— I

Sechon
Table
F s

-

T Beginingriine [ AT

| " E: grireng Flush Left

Insert Quoted Text |

New Statutory Test |

| Styles:
jowc |
Big Levels:
| ] s X ]
Section & Below: _Concd |
ISe-c:lnn ﬂ MI Clest I
¥ Table [T Table of Conterts ltem

Table

s

w
I IBegerokEn ' Jmté
| T Begrring FlushLet |

Quoted tables will be displayed with blue text in XMetal. and will also
be labeled with atag that shows the style of the quoted block that the
table will appear in. The punctuation that will be included in the last
cell of the table will be shown following the “ End-Of-Quoted-Block”

tag.

Sample Quoted Table

[Style of Quoted-Block: OLC ]

Il.l..l!'."-'.' Type: S-Military -- Table aligned to level: section )

Air | Marine |
| Grade Army | Navy Force | Corps |
iPrivate and Corporal | 10,000] 10,000| 10,000/ 10,000
Sergeant and Lieutenant | 10,000 10,000| 10,000 10,000;
iCapta:in and Cormmander 10,000 | 10,000( 10,000| 10,000
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Tax Calculations

The only table type that currently uses an automatic calculation feature
isthe 2 Column Tax Rate Table. A Tax Table Calculator formis
launched when you select the 2 Column Tax Rate Template and click
ok. Once you compl ete this form and click ok, the table will be
inserted and will be pre-populated with data based upon the numbers
you have entered.

Tax Table Calculator

"If taxable income is: The tax is:
I Ower§............. $0, p]usl % of the excess over §
Gaven this formula, an mcome of ¥ [25000 would pay § m taxes

Ok I Go Back | Advanced |

Once you complete this form and click ok, the table will be inserted
and will be pre-popul ated with data based upon the numbers you have
entered.

Tax Rate Table

“If taxable income is: The tax is:

Not over 533,560 i 15% of taxable income,

Over  $53560  but  not  over S804, plas 28°% of the excess over
S124,900. 53,560,

Over =124 900  but not  over &28.009.20, [ﬂll.-. 319 of the exeess
260,500, over 124,900,

(e #260,5000  but not  over £70,045.20, plus 36% of the exeess
#566,300. over $260,500.

Ohver $366,300 e, $180,133.20, pluis 39.6% of the ex-

cess over saG6,300,
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Creating a2 Column Tax Rate Table:

e Select the 2 Column Tax Rate template;

e Click oK. A calculation formis displayed;

Calculation Form
z!
"If taxable income is: The tax is:
Mot over § [53560 i % oftaxable mcome
™ Ower $53,560.. .. $8,034, plusl_ %% of the excess over $53,560
Gaven this formula, an income of § [25000 would pay $3,750 m taxes
0K I Go Back | Advanced [ Helg
e Enter the dollar amount for taxable income in the first box.
(Do not include dollar signs or commas);
e Enter the percentage of taxable income in the second box;
Filled out Calculation Form
x
"If taxable income is: The tax is:
Mot over § 53560 |T %% of taxable income
W Ower $53,560 but not over |1249m $5,034, plus[zz % of the excess over $53,560
¥ Ower $124,900 but not over |;m_m $28.009.20, plus[z; % of the excess over $124,900
¥ Ower $260,500 but not over Im $70,045.20, phls[35_ %% of the excess over $260,500
™ Ower $566,300.............. $180,133.20, plus % of the excess over $566,300
Given this formula, an ncome of § [25000 would pay $3,750 in taxes

0] 4 I Go Back ‘ Advanced | Help

¢ Click inside the checkbox on the Ieft side of the form if you
wish to add another row and then fill out the taxable
amount and taxable income percentage information as you
did in the previous row. Repeat this step until the table
contains the number of rows needed,;
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e Click OK to insert the table.

Tax Rate Table in XMetal

[T.‘ :r".'-. .-';1-. t 1 H.-"_.-..:.-. -- Tabl

-r

'If taxal:le income 1';

rle alisned to level: section ]

' The tal is:

=== _______r____ = = === ssssssssssssssssssssss

.Not over $53 560

-Over $£53.560 but n;)t OVEr
.3124,900

...............................

Over £124 900 but not over
3260 500

'Over 13260 500 but not over
1$566,300

{Over $566,300...............

) 15% oftaxable mcome.

$8 034, plus 28% ofthe EXCESS OVer

'$28 009.20, plus 31% of the excess over !

$124 500

$?U 045 20 plus 36% ofthe eXCess over :
$260 500 |

$180 133 20 plus % ofthe EXCESS Over |

:$566,300

6The data on the last line is for informational purposes only and will not be included in the table.

Tax Information Line

Given this formula, an income of

$ [25000 would pay $3,750 in taxes

Editing a Tax Rate Calculation

Once atax rate table has been inserted is still possible to edit the
figures used when the table was created. This is done through the Edit
Tax Table function that is accessible through the table menu in

XMetal.

Table Go ‘Window LegDocMght XMetal  Help

| Insert Table
Inserk Caption

Inserk Rows or Columns. ..

ChrH+-Shift+FS

Delete Tahble

| B Delete pow
1

| &E, Table Preview

Edit Tax Table Calculation

Table Properties (Zhr|FEiRE-Fe

To edit atax table calculation:

e Select Edit Tax Table Calculation from the Table menu.
Thiswill launch the same Tax Table Calculator form that
was used when you first created the table. The form will be
pre-populated with the figures that were used when the
table was created.
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e Change figures as needed and click OK. The table will then
be updated with the new calculation.
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Using the Table Creation Interface

Inserting a Table

e Select Insert Table from the Table menu on the XMetal
toolbar, OF press Ctrl+Shift+F5.

The Insert Table Menu on the XMetal Toolbar

|| e edt view mnsert Fomat Tools [Table Go Window Legbochigt Xmetal Help

J'B-. (=] a 3 a h | 0w [r'r.:-_-rl. Table '{ Ctri+5hift+F5 [
2 = Insert Caption
” il | & |3‘! =X | EFEF Insert Rows or Columns. .. j
J Tow vl B 7 U | = Delete Table
- & Delete Row E
[Table Type: 3-Liquidation -- Table aligned 1 “bb st
pe: 3-Liquidation -- Tble aligned — on L
L Tsble Properties  CueshifteFe |-
- A | I
Thiswill launch the Table Creation form
w. Table Creation | ﬁl
~ Table Type ’ ---Campanenps-—-
MNumber of Columns: |1 Cal - BT B )
S [T Table Subtitle [T Bold)
em ; -
g JGenera - | I" Column Headings (I BEold)
Number of F!nws:l—1 + | Example I i Fookiios
e ble Lavel ~Vertical Space
i I+ Before |1 ']
' IA”"’ El I~ After [ 3]
- Font Size
Table Point Size: |5 v| Heading Point Size: |[| v|
-~ Borders

™ Top of Table ™ Sides of Table
" Bottom of Header ™ Hornzontal Fules

[" Bottomof Table [~ Verical Rules

OK | Cancel | Col Ovenview| Advanced | Help |

ahla
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Selecting and Using a Template

Templates have been provided for most of the table types that
commonly appear in bills. Characteristics for such things as column
widths, leadering, and table rules are already set in the template based
on most common usage but any of these characteristics may be
changed.

To select atemplate:

e Select the number of columns by clicking on the arrow on
the right side of the General drop-down menu and making a
selection or by typing the desired number of columnsin the
box;

Column Selection

~ Table Type
Mumber of Columns: || -I
Template: semrah;g: (.
3 Col
Numberufﬂnws:[_
5 Col [
6 Col
— Tahkle Lewvel 7 Cal =
Alignto Level: ¥ cle: . =
Level: | ]

e Select atemplate by clicking on the arrow on the right side
of the Specific drop-down menu and making a selection.

- Table Type
Mumber of Columns: |4 Cal j
Template: [General =]
Number of aenetal
Military [\/ith T otal]

GA selection must be made in the Number of Columns drop-down before a selection can be madein
“ Template” .
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e Click oK at the bottom of the Table Creation form once a
template has been selected. Y our table will be inserted.

Table Creation Form with Table Characteristics Defined in the Template

= Table Creation : | ]

-Table Type - Components
MNumber of Columns: |4 Cal -| I Table Title (I iBod]
T lat [" Table Subtitle [[w Bald)
emplate: il -
p [ Milary (with Total) =l I Column Headings (% Bol)
MNumber of Fluws:l 3 ﬁ Example | I~ Easihotes
~Table Level (el
: ¥ Before |1 "|
LEUB. |..,-..-.|.'||| j r Aﬂer : -
Font Size
Table Foint Size: |g -| Heading Point Size: |a -l
Borders
¥ Top of Tahle [¥ Sides of Table
v Bottom of Header ™ Horizontal Rules
[ Bottom of Table ¥ Yerical Rules

OK Cancel Col Cverview| Advanced Help

Viewing A Table Example

A table Example feature is available when you select a table template
so that the various table types may be viewed prior to inserting atable.
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To view atable example:

e Click the Example button to display a picture of the table
type that has been selected using the Table Type drop-down
menus;

Example Button

~ Table Type

MNumber of Columns: |4l_‘.o| j
Template: |Miltary (No Total) =]
Numb chrws:l 1= d
Umoer o ;l Exan-de

e A window isdisplayed that shows you how the table will

look;
Table Type Example
. x]
Army: Extension of 1997 Projeet Authorizations
State [mdn]lt:liii;: or lo- Project Amount
Colorado ......convsrnsnnnn | Preblo Xy Depot Ampmunition Deyali- = 1T D
taniztion Facility,

e You can change the view by modifying the number of Rows by
using the up and down arrows on the right side of the

Number of Rows control or by typing a new number in the
box;

Number of Rows

~Table Type
Number of Columns: [4 Col ~|
Template: IMI|ILH_',I [Wwith Total] _l

NumberofRnws]_jh Example |

e Click ok when you have finished viewing the example.
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Entering Table Data

The table below is an empty 4 Column Military table (No Total) asit
appearsin XMetal .

Table Inserted using Table Creation Interface
[Table Type: 4-Military-Ho-Total -- Table aligned to level: section ]
[Tasle Title] {Table Title}

{Table Head {Table Head
Entry} Entry) {Table Head Entry}

{Table Head
Entry)

e Enter a Table Title by clicking once in the gray highlighted
area above the table that is labeled { Table Title} and then
typing the desired text for the Table Title. (The gray
highlight will turn black once you click on it and you may
then begin typing);

e Enter Column Headings by clicking oncein the gray
highlighted areain acell labeled “{Table Head Entry} " and
then typing the desired text for the column heading. (The
gray highlight will turn black once you click on it and you

may then begin typing);
Table with Sample Data
[Table Type: 4-Military-Ho-Total -- Table aligned to lewel: section ]
[Taxle Title] Army: Extension of 1997 Project Authorizations
State Insta].lal?nn or Project Amount
location
Colorado ... Pusblo Ay Depot |75 s .. $79,000,000
Alaska... Fort Wamwright ... |13 Units ... $2,000,000
California . .. Fort Irwin . .. 24 units . .. $4,2504000

e Enter Table Cell Content by placing the cursor in any cell in
the table and typing the desired text. Y ou can move
between cells (from left to right) by using the tab key;
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Copying and Pasting Cell Data

e Select the text you wish to copy by clicking and dragging;
e Click on the Copy icon on the Toolbar;

e Click on the new location where the text is to appear;
Right Click Menu

[Table Type: 4-Miltary-Ho-Total -- Table aligned to

o level: section ]

Installation or
location

State Project

Colorado ... Pueblo Army Depot 75 Units . ..

gttribute Inspector
.............................. k) Lndo

Califorma.. .. FortTra m Bold
2 N
[ Where Am I »
Q.. Table preview

B} Delete Table
Table Properties L4

e Click on the Paste icon on the toolbar, or select Paste from
the right-click menu.
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Adding Rows at the end of atable

e Placeyour cursor in thelast cell in arow using the Tab key
to add more rows at the end of atable.

[Tk
[Tak

Addlng Rows Usmg the Tab Key

itle] Army Eﬂensmn nf 199? Pro]el:t Authnnzahons

State ]n.'.‘tal.lat:.lon or Project Amount
location
Colorado .. Pueblo Army Depot |75 gy, $79,000,000
Alaska Fort Wainwnght ... |13 Urats $2,000.0Cld -—

Use the tab
key here

Thiswill insert asingle additional row each time the tab key is used as
long as the cursor is at the end of arow that is at the end of the table.

Adding Rows in the middle of a table

e Placeyour cursor inthelast cell in arow using the Tab
key;

Adding Rows Uslng XMetal Toolbar Icons

[Table Type: 4-Military-

[Tzhle Title] Army: Extensmn l.):i:;—].;—;-;" ﬂIlillljl]t;l]:t :&:.llttl;::mzannns
State Insta]lat-mn o Project Amount
location
Colorado ... Puetlo Amay Depot |5 gy .. $79,000,000 «——
Alaska... | Fort Wainwright ... |13 Units... | $2,000,000

Use the XMetal
Toolbar Icons

e Sdlect the Insert Row Above Or Insert Row Below icons on the
XMetal toolbar to insert more rowsin atable.

Insert Row lcons on the XMetalL Toolbar

_ MM Y2
By ==
'y

Insert Insert

row row
above below

Thiswill insert asingle additional row.

Table with Empty Row Inserted
[Table Type: 4-Military-Ho-Total -- Table aligned to level: section ]
[Tahle Title] Army: Extension of 1997 Project Authorizations

State Insta]_lat-lnn o Project Amount
location
Colorado ... Pueblo Amy Depot |55 1rs £79,000,000
Alaska... | Fort Wainwright ... |13 Units... | £2,000,000
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Deleting A Row
e Clickinany cell inside the row that isto be deleted,;

Deleting a Row using the XMetal. Menu

|k Edk View Insert Formet Tooks [Table Go Window LegDocMgt MMetel Help
|G“UUQ@M o o [F3] Insert Table Chr+-Shift+75

‘}J-. s X == Insert Rows or Columns. .
||roi.-\- *[le r u|i= Delete Table

=
=
Srare ot LUy

locatis ﬁl.m*m
Conor—1 |
Aaskal... ] .Ior‘rWaimwi\ghr].__ 13 Units [.. |
e P &

e Sdlect Delete Row from the Table menu on the XMetal
Toolbar. Therow and all of its content will be deleted from
thetable.

Deleting Data within a cell:

e Placethe cursor inside the table before the text to be
deleted;

e Usethe Delete key until the text has been removed, or;
e Click and Drag to select the text that is to be deleted, and;
e Right click and select Delete from the menu.

Deleting Data Using the Right-Click Menu

Tt £79.000 000
eeeeee- Attribute Inspector
13 Uit v undo ),000
24 umts » Bold 4000
& Cut I

vl saction B Copy

ect Autl @ paste

> EXENE
— “Int
@\-jﬂue.ﬁml
75 Unit: 9 Table Preview 0,000
be------ B} Delete Table
Table Properties L
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Deleting the contents of a row or rows:

e Click and Drag from left to right across all of the cellsin
the row to select al of the row content;

Table with one Row of Content Selected
ikl Army: Extension of 1997 Project Authorizations

State In“a"m:_m“ or Project Amount
location
Colorado ... Pueblo Amy Depot |75 Uit .. £79,000,000
chea ... Fort Wanwnght ... |13 Unats ... £2,000,000
Cakformia. .. Fort Irwin. .. 24 units ... dittribute Inspectar
(] ux‘h
» Bod
& Cut
B copy
) Paste
> W
[ Whers Am I
G Table Preview
B Dejete Table
Tabla Propearties k

e Right click and select Delete from the menu.

Deleting the contents of a column:

e Click and Drag from left to right in the first cell in the
column and then drag from the top of the column to the
bottom of the column to highlight all of the datain the

column.;

Table with one Column of Content Selected
11 Army: Extension of 1997 Project Authorizations

Project

State

Installation er
location

Amount

Caolorado ..

Mas.ﬁa

Ca_fma

"ﬁffé&aﬁ#ﬁ@%’fmf:Z;eﬁh}}}f" 1

Pueblo Army Depot 7

_Forr Irwan 2

5 Units

3 Weuts .

.................... atrite

l £79,000,000 |
ol

7 A A0

&3 Undo
* Eokd
& g
B Copr
I paste
»

[ Whers Aen 1

G Tabie Breview
[ Dalete Tabin
Table Properties |

e Right click and select Delete from the menu.
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Deleting A Table

e Placethe cursor inside any cell inside the table;

Deleting a Table through the Toolbar Menu

o8 XMetal - [TableNew.xml]

/96t et vew msert Farmat Tooks [Table Go window LegDochgr xetal Hep

~ Mo [EEY] tnsert Table Ctri+Shift+FS
“ = E ﬂ & & ﬂ. = v | Insert Caption
“ 1l |’ x2S X |E = ‘ Insert Rows or Columns...
[foee <1/ 7 v = I
= Delete Row
[Table Type: 3-Lipudation -- T_]r" abizned | =
' Entry No ‘: Table Preview
: : Edit Tax Table Calculation
S Av1-0893629-3 | Table Properties CtriShift+F6
Av1-0893735-8 09-09-93 01-14-

e Select Delete Table from the Table menu on the XMetal
Toolbar, Or;

Deleting a Table through the Right-Click Menu

[Takle Type: 3-Lipaidation -- Table alipned to level: section ]

I Entry No. Date of entry Licudation Date

: Av1-0893629-3 : 20 11 a2 P n114.94
I TS e TR
S Av1-0893766-3 S @ paste P-4
_______ Av1-0893809-1 ________ [ Where Am P94
.. Av1-0893810-9 G rablepreview 4-94

@|m
Table Properties »

e Placethe cursor inside any cell inside the table;
e Right click;

e Sclect Delete Table from menu.

0N0 text should be selected when attempting to delete a table. When text is selected during table deletion, only
the selected text will be removed and the table will remain in the file.
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Print Preview
Toview atable asit will be printed:
e Placethe cursor in any cell of the table you wish to view;
Table Preview Menu ltem

h1a Titl 1 Army: Extension of 1997 Project Auth;nizalinm

State I:lsta]lat?an or Project Amount
location

Colerado... Pl Ay e ot e — £79,000,000
Alaska ... Fort Wainwright . .. ': :’: $2,000,000
Cabformia. .. Fort Irwin ... i paste £4,2504000

[ Where Am T

b

&} Daete Table

Table Properties »

e Right click and select Table Preview from the menu;

Table Rendering Status Bar

| Rendering Table... g

" Microcomp Frocess Complete...

e A status bar will then be displayed to show the progress of
the table rendering process;

Rendered Table as Displayed in Adobe Acrobat (Table Preview)
Army: Extension of 1997 Project Authorizations

o Installation or lo- S

State cation Project Amount
Colorado ....eeveeeeen | Pueblo Avimy Depol To Units coveeveeeireenn. ET9,000,000
Alaska ..o | Fort Wamwright . 13 Units oveeeeeeeeeenee. 22 000,000
California .eevvvevvvens | Fort Irwin e | 24 units e, #£4,2504000

e When the rendering process is complete, Adobe Acrobat
will be launched and the table will be displayed in a new

window.

@Only one table may be rendered at a time. It isimportant to close any table previews that are open in Acrobat
before rendering another.
Resume Working in XMetalL

To resume working in XMetal after atable has been rendered, click
on the XMetalL icon in the taskbar at the bottom of the screen.
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XMetal lcon on Taskbar

distart| | & B @ © | 5] 1nbos - Microsoft utlook lﬁm-[snft’iaﬂz.wrl] Iundabemwat[‘rabh

Table Customization in the Table Creation Form

Column Headings
To include column headingsin your table:

e Click once inside the Column Headings checkbox.

-Components - -
[~ Table Title [F Bold)

I~ Table Subtitle (I Eeld
v ColumnHeadings [V Bold)

[~ Footnotes

A checkmark will be displayed inside the box when Column Headings
will beincluded. Bold column headings are created by checking the
“Bold” checkbox next to the Column Headings checkbox.

6 If the Column Headings box is checked and you do not wish to include column headings in the table, click
once inside the box to deselect this option.

Table with Column Heading and Rules

Heading 1 Heading 2 Heading 3 Heading 4
test ot . B datim . st il e £ 1,000,000
tisct it oo LTS T P R LTE T T £ 1,000,000
[ A F Bt dlalin Lo, Tt alilin . &1, 000,00

Tablewithout Column Heading but with Rules

Xt data i et dalin i, text data i, 21,000, (0
text data et dalan e, text data i LI UKL
bt data et il Lo text dota e F 1000, (0

Tablewithout Column Headings or Rules

et ditin e, et il test doti s & 1000, 000
(P ] R (. B 1] I (P04 ] w1000, 00
tegt dida e, et diala texl dota i, F 100, 00
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Creating A Table Title
To include atitle above your table:

e Click onceinside the Table Title checkbox.

-Components
v Table Title ([« Bold)

I~ Table Subtitie (= Bold]
v Column Headings (v Bold)

[ Footnotes

A checkmark will be displayed inside the box when atable title will be
included in the table. Bold table titles are created by checking the
“Bold” checkbox next to the Table Title checkbox.

@If the Table Title box is checked and you do not wish to include a title in the table, click once inside the box to
deselect this option.

Tablewith Table Title

4 Column General With Ticle

Heading 1 Heading 2 Heading 3 Heading 4
bl dalin i tesl datan e L B T F 1,000, (M0
bext data o texl data i text dala i F 1000, (0
bt data oniicinans text data .occciiiinnie: text dila .oocieenaeas E 1,000, (M

Table without Table Title

Heading 1 Heading 2 Heading 35 Heading 4
(TR B T ] (P BT 11 ] AT (T8 B T ] T, ESRL T
[T A FU T R tesck dlatbdn oo (T8 B T ] T, ESRL T
[T A FTU T R tesck dlaibin oo pest dlslan oo LSRN
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Creating A Table Subtitle
To include a subtitle above your table:

e Click onceinside the Table Subtitle checkbox.

-‘Components
[ Table Title [ v Bold)

¥ Table Subtitle (¥ Bold)

v Column Headings (v Bold)
I" Footnotes

A checkmark will be displayed inside the box when atable subtitle will
beincluded in the table.

@If the Table Qubtitle checkbox is checked and you do not wish to include a subtitle in the table, click once
inside the box to deselect this option.

Tablewith Subtitle

Army: Extension of 1997 Project Authorizations

Witk thees Continental United States

T Installation or lo o Lo f

State e Project Amount
Clolorado e, Puweblo Armgy Dhepet T UTMES oereeeeveeenees #T79,000, 000
Alnski vvvervieisineenene | Fort Wainwright oo, |13 TUniks coneeeeseesesnees E2 000, D
Cahforma e | Fort Trwin s | 24 s e, F4., 2504000
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Adding Table Footnotes
To include footnotes in your table:

e Click once inside the Footnotes checkbox.

~Components
v Table Title (v Bold)

[T Table Subtitle [T Bold]
v Column Headings (v Bold)
v Footnotes

A checkmark will be displayed inside the box when footnotes will be
included in the table.

Glf the Footnotes checkbox is checked and you do not wish to include footnotes in the table, click once inside
the box to deselect this option.

Tablewith Footnote

Army: Extension of 1997 Project Authorizations

: Installation or .

State location Project Amount
Calorads e | Pieblo Aroy Dopot L 75 TTHIE e ETU 00,000
Alashkon v | Fort Wainwright o | 18 THits i, &2 000,000
Claliformin o | Fort Tewin oo |24 Thits e &4, 250,400

Notwithstanding the basic pay rates specified in this table, the actnal rate for commis-
stoned officers in pay grades 0-T throngh 0-10 may not exeeed the mte of pay for level 11
of the Exeeutive Schedule and the actual mte of basie pay for all other officers may not
exceeed the rate of level Vool the Exeontive Sehedole,

Congressional Help Working with Tables o 132



Modifying Vertical Table Spacing

The vertical space before control alows you to add white space
between the table and the text that precedesiit.

i Verical Space
[v Before [1—3‘
[ After ’—11

The vertical space after control allows you to add white space between
the table and the text that followsiit.

Font Sizes
i Font Size
Table Point Size: |9 vl Heading Point Size: |f[fj «

To select the size of the font for the entire table body:

e Click on the arrow in the Table Point Size drop-down
menu;

e Choose apoint size from thelist and click on it.
To select the size of the font for just the column headings:

e Click on the arrow in the Heading Point Size drop-down
menu;

e Choose apoint size from thelist and click on it.
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Rules Controls

The Borders controls allow you to select which rules you would like to
display inyour table. Y ou may choose the individual rules that you
would like to include in your table by checking the appropriate
checkbox or checkboxes. (The checkboxes will be pre-populated
according to the table type you have chosen. Y ou may change the
defaults and customize your table rules using these controls.) The
Border Preview box on the left will change according to which
checkboxes you have checked and will show an example of the rules
combination currently selected.

Rules Controls - Table Creation Form

Border Rules
Preview Checkboxes

| l

Borders
v Top of Table [v Sides of Table
Iv Bottom of Header [ Horizontal Fules
v Bottom of Table v Werical Rules
L

Table Rules Examples - All checkboxes are checked

4 Column Military Table (No Total)

State or Country instalatioa or Lo- Purpose Amonnt
L cation
Colorado . | Pueblo Aoy Depaot TO NS F24,000,000
Alaska e evneens | Fort Wainweright o | 75 unils e 24,000,000

All Checkboxes are Unchecked

4 Clalimn :\.li|il.‘|]'_\' Table (Na Total)

Installation or Lo-

State or Country " Purpose Amonnt
’ cation
Colorndo s Paehlo Aviny Depot . 75 units ... F24 000, 000
Alaska o, Fort Wainwright ..., T UMIES e F24,000,000

The Top of Table and Bottom of Header Checkboxes are Checked
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4 Column Military Table (No Total)

Installation or Lo-

State or Country "
. cation

Purpose Amounnt

Colorado ... Pueblo Aoy Depot TOUNS s F24, 000,000

Aliskay ovvieivvviienvenn. Fort Waimwright ... TO NS e F24, 000,000

Table Properties

Table Level Properties

The Ctrl-Shift-F6 key sequence is used to access the Table Properties
form. Thisis where you can make changes a table after it has been
inserted in adocument. Many of the same controls found in the Table
Creation form also appear Table Properties under the Table tab.

Y ou can choose to make changes at table, column, row, or cell level by
clicking on the tabs in the upper left hand corner of the Table
Properties Form.

Table Level Table Properties Form

7 x|
Cell | Row | Column Table |
-~ Type
Table Point Size: |||] vl
Level |Seciion = Heading PointSize: [3 ~]
“Vertical Space [~ Table Title (" Bold)
[” Table Subtitie [I™ Bold)
v Befo |l '|
= e W ColumnHeadings [T~ Bold)
! | ]' " Footnotes
~Borders :
v Top of Table " Sides of Table
v Bottom of Header ™ Horizontal Rules
" Bottom of Table ™ Verical Rules
oK I Cancel Advanced
Align to Level
- Type
Level: ISal:iicun j

Most tables are aligned to section level by default. The Align to Level
control allows you to override section alignment and choose the level
to align your table with. This feature can only be used in tables
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containing less than 3 columns. Choose the level you wish to align
with from the Level drop-down menu. (Section, subsection or
paragraph are the available choices.) 1n the example below, the first
table was inserted aligned with a clause instead of with the section.

{/3” you wish to use the Align to Level Feature, it isrecommended that you also use the Absolute Width function
in Advanced Features to help prevent your table from changing to landscape orientation. Column width changes
may also be required. Please also note that tables that are aligned to level align to the text of the selected level, not
the enumerator.
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TablesInserted Using Align to Level

3 (1) based on sueh factors as finaneial
4 sophistication, net worth, and knowledge
5 and experience in financial matters, have
6 the eapability to evaluate the information

“For taxable years The applicable :

heginning in dollar amoumnt: :

calendar year: 1

R ] . 11000 1

" 1

1

A . |

- E140007 )

1
1
#1100 1
£ 120000 :
&1, W1 1
#4000 !
]
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Vertical Space Controls

Werical Space
[v Befare [1—3
[ After J—:[

e Before- The vertical space before control allows you to
add white space between the table and the text that
precedesit;

e After - The vertical space after control alows you to add
white space between the table and the text that followsit.

Using Table Rules

The Borders controls allow you to select which rules you would like to
display inyour table. Y ou may choose the individual rules that you
would like to include in your table by checking the appropriate
checkbox or checkboxes. (The checkboxes will be pre-populated
according to the table type you have chosen. Y ou may change the
defaults and customize your table rules using these controls.) The
Border Preview box on the left will change according to which
checkboxes you have checked and will show an example of the rules
combination currently selected.

Rules Controls- Table Creation Form

Border Preview Rules Checkbox

l Y

1 Iv{[lop of Table Iv Sides of Table

v Bottom of Header © Horizontal Rules

¥ Bottomof Table [ Verical Rules
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Components and Font Sizes

Table Point Size: 0 =
Heading Point Size: [10 =

v Table Title (™ Bold)
[~ Tahle Subtitle [~ Bold)
v ColumnHeadings (I Bold]
[~ Footnotes

To select the size of the font for the entire table body:

e Click onthe arrow in the Table Point Size drop-down
menu;

e Choose apoint size from thelist and click on it.
To select the size of the font for just the column headings:

e Click on the arrow in the Heading Point Size drop-down
menu;

e Choose apoint size from thelist and click on it.
To include column headings in your table:

e Click once inside the Column Headings checkbox. (A
checkmark will be displayed inside the box when Column
Headings will be included) Bold column headings are
created by checking the “Bold” checkbox next to the
Column Headings checkbox;

e |f the Column Headings box is checked and you do not
wish to include column headingsin the table, click once
inside the box to deselect this option.

To include atitle above your table:

e Click onceinside the Table Title checkbox. (A checkmark
will be displayed inside the box when atable title will be
included in the table.) Bold table titles are created by
checking the “Bold” checkbox next to the Table Title
checkbox;

e |f the Table Title box is checked and you do not wish to
include atitle in the table, click once inside the box to
deselect this option.

To include a subtitle above your table:

e Click onceinside the Table Subtitle checkbox. (A
checkmark will be displayed inside the box when atable
subtitle will beincluded in the table);
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e |f the Table Subtitle checkbox is checked and you do not
wish to include a subtitle in the table, click once inside the
box to deselect this option.

To include footnotes in your table:

e Click onceinside the Footnotes checkbox. (A checkmark
will be displayed inside the box when footnotes will be
included in the table);

e |f the Footnotes checkbox is checked and you do not wish
to include footnotes in the table, click once inside the box
to deselect this option.
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Column Level Properties

The Column Level Table Properties form is where you can make
changes that will affect al of the datain an individual column.

Column Level Table Properties Form

Column Tab

x

Cell | Row Column | Table |

‘ ~Column Specifications

~Description - rAlgnment———————— Rules————————

Column: I_ Alignment. |Left v| @l s Iﬂ
Wyicith: [m]_ Indent Lvi; |2 -| Rule Style: |_;|

Col Type: m Mlioicha Row Sep:  [off -
Leaders: m Spread: [On I

Column Ovenview |

OK Cancel

Varied

There are several controls on the Column Level Table Propertiesform
that may sometimes display avalue of “varied”. The controls that may
sometimes have this value are Leaders, Alignment, Indent, and Row
Sep. A value of “varied” ssimply means that all of the cellsin the active
column do not have the same setting. Thisis because settings at row or
cell level have been changed and are no longer the same as the value at
column level. If anew valueis set in the Column Level Table
Properties form, the previous row and cell level settings will be
overwritten with the values from column level.

~Description

Column: [oal 3

Width: |m7
Col Type: [Text ~|
Leaders: Im
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Column Description

Description

A — Column: I'i
B —>Width: [0
C —»{ Col Type: m
D ——» Leaders: ID"—EI

The column box shows the name of the column you are currently
working in.

To change the width of a column:
e Right click anywhere in the column you wish to change;
e Select: Table Properties » Column from the right-click menu;

e Typethe desired width in the Column box. The width value
must be a number.

To change the width of a column:
e Right click anywhere in the column you wish to change;
e Select: Table Properties » Column from the right-click menu;

e Typethe desired width in the Column box. The width value
must be a number.

To change the leadering settings for the entire column:
e Right click anywhere in the column you wish to change;
e Select: Table Properties » Column from the right-click menu;
e Click on the arrow next to the Leaders box;

e Select either “on” or “off” from the drop-down list.

5 Leaders cannot be turned on or off in figure columns
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Table with Leaders

4 ol General

Heading 1

Heading 2

Heading 3

s R T S
L B T TR
(T T T S

(S T
bl ddintan e

test dlaatan s

123456
125456

123456

Table without Leaders

3 Col General — No Leaders

Heading 1

w1 42
Heading 2

Heading 3

text data

text data

text data

text data

text data

text data

123456
123456

123456

Using Column Alignment

Alignment

A. —»| Alignment
B. — Indent L\i:
C.—»

D. —» Spread:

Left b

—

™ ParaSyie

On -

The Alignment drop-down box allows a choice of left, right, or center

and al cellsin the column will be aligned according to the selection in

this drop-down box.

To set the alignment for every cell in acolumn:

e Right click anywhere in the column you wish to change;

e Select: Table Properties » Column from the right-click menu;

e Click on the arrow next to the Alignment box;

o Select “left”, “right”, or “center” from the drop-down list.
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The Indent level drop-down box iswhere you can control how far to
the right your datawill appear from the left side of the cell border.
You may choose alevel from 210 9. (Level 2 hasthe least indent, 9,
the most.) The default for most tablesisto have level 1 indent and the
choice of “1” isonly available in cases where the column has an indent
level other than 1. The table example below shows the 9 available
levels of indention.

Indention Levels

Leadered/ Non-

e Leadered

Lievel 1 Inaemition .oeeeiesceeeeieeesvesesesssssnsnssns sonnesneeenns | LaCitelened
Level 2 Indention ... e ssssesassensss | LGRS
Level 3 Indention .....eeeeiiecceece e ecveevsveereennennn. | Lieadened

Level 4 Indention ... | Leadensd

Lievel 5 Indention .....oooeevevvcciinivvieennennn. | Lienclorsd

Level 6 Indention ............cooeeeee. || Lienderad

Level T Indention ..., | Lieadered

Level 8 Indention ............ | Leadersd

Level 9 Indention ... | Leademsd

To set the indent level for every cell in a column:
e Right click anywhere in the column you wish to change;
e Select: Table Properties » Column from the right-click menu;

e Click onceinside the Para Style checkbox;
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To select paragraph style indention in every cell in a column:
e Right click anywhere in the column you wish to change;
e Select: Table Properties » Column from the right-click menu;
e Click onceinside the Para Style checkbox;

Paragraph Style

Thistext isindented
paragraph style. The
first lineisindented
from the left margin
but all subsequent
lines are flush with the
margin.

This text isindented
paragraph style. The
first lineisindented
from the left margin
but all subsequent
lines are flush with the
margin.

5 When paragraph style alignment is selected, the “ center” checkbox and indent level controlswill be
disabled.

The spread control iswhat determines whether or not a column will be
allowed to expand in order to accommodate the amount of data that
has been keyed in the column. The choices are limited to “on” or “off”
for each column. Choosing “on” will allow the column to spread to fit
the data and choosing “off” will prevent the column from spreading.

To set the spread for a column:
e Right click anywhere in the column you wish to change;
e Select: Table Properties » Column from the right-click menu;
e Click on the arrow next to the Spread box;
e Select“on” or “off”.
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Using Column Level Rules

-Rules

A.— Col Rules:
B.— Rule Style:

C.—> Row Sep:

On -

Single =

|I':flfl= 'l

The Col Rules control alows you to choose whether or not there will
be avertical rule following a column. In the example below, the
vertical rule following Column 2 has been turned off using the Col

Rules control.

Column Rules

Column 1 Column 2

Column 3

Column 4

This eolman has column | This coloman has col-
|'|||l"5 sl T OI. LiImmn l'illi"ﬁ el To
oll.

This colion hos colummy | This column has col

I'Illl'\ il Loy €300, LA l"ll"\ mirl Tis
oll.

This eolinn has coluwmn This column has col-

rules =t 1 on. umn rules s 1o
oll.

This eolmn has columum | This column has col
rules =t 1 on, umin rules set 1o

oll,

This colnmn has col-

umn rules s o

Fhis eolimn has col

wmn l'l.lll.’.\ sirl Liw

This eolnmn has col-

umn rules set 1o

Pliis colnmn has ool

umn rules sel 1o

onn.

o,

onn.

[iTH

1253456

123456

123456

123456

To turn vertical rules on or off following a column:

e Right click anywhere in the column you wish to change;

e Select: Table Properties » Column from the right-click menu;

e Click on the arrow next to the Col Rules box;

e Sdect“on” or “off”.

Tables that have vertical rules always have single rules as a default.
The Rule Style drop-down allows you to change a column rule from a

singleruleto aparalld rule.
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Column Rules

Column 1

Column 2

Column 3

Column 4

This colimnn has a I](]ld
column rule.

This colomm has a I]t'lld
column rule,

This colmnn hias a bold
column rule.

This colimnn has a bold
column rule,

This eolamn has a

parallel column
rule.

This eolammn has a

parallel column
rule.

This eolim hias a

parallel column
rule.

This eolm has a

parallel column
rule.

This eolumn has a !u‘l'l{.:l.(‘

column rule.

This colmmn has a $jllgli‘

column rule,

This column has o single

column rule.

This column has a single

column rule,

123456

123456

123456

To change the style of avertical rule following a column:

e Right click anywhere in the column you wish to change;

e Select: Table Properties » Column from the right-click menu;

e Click on the arrow next to the Rule Style box;
o Select “parallel”.

The Row Sep control will allow you to add a horizontal rule to every
cell in the column. This rule will appear underneath the data. In the
example below, row separators are turned on in column 3.

Column Level Row Separators

Column 1

Column 2

Column 3

Column
4

Row separators

are off in this column,

Row separators

are off in this column,

Row separators

are off in this eolumn,

Row separators

are off in this eol-

Row separators

are off in this eol-

V.

Row separators

are off in this eal-

.

Row separators are
on in this eolumn.

Row separators are
on in this colmmn.

Row separators are
off in this row. The

neath this mow.

table border u]l"lmil“t‘ one-

ates a horizontal mle he-

$123,456

$123.456

#123.456

To control row separators at column level:

e Right click anywhere in the column you wish to change;

e Select: Table Properties » Column from the right-click menu;

e Click on the arrow next to the Row Sep box;

e Sdect“on” or “off”.
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Row Level Properties

The Row level Table Properties form iswhere you can make changes
that will affect al of the datain asingle row.

Row Level Table Properties Form
Row Tab

Cell Row | Column | Table |

-Fow Specifications -
Active Row: |; X o
Indent Lwi: Leaders: Fow Sep: Fow Sep Style

| j |G"f j |O“ j I j [~ Center

Ok Cancel

Varied

There are several controls on the Row Level Table Properties Form
that may sometimes display avalue of “varied”. The controls that may
sometimes have this value are Indent Lvl, Leaders, and Row Sep. A
value of “varied” simply meansthat all of the cellsin the active row do
not have the same setting. Thisis because settings at cell level have
been changed and no longer have the same as the other cellsin the
row. If anew valueis set in the Row Level Table Properties form, the
previous cell level settings will be overwritten with the values from
row level. Changes made at row level will also overwrite previous
column level values.

Indent Ly

Yaried 'rl

[~ Para Style
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Row Specifications

~Row Specifications

— Adhive Row. 2o

—

Indent Lwvi: Leaders: Fow Sep: Fow Sep Style

|1 j |Cln j IDI’I j I j I~ Center

oo 111

The Active Row box shows the name of the row you'are currently
working in.

The Indent Level drop-down box is where you can control how far to
the right your data will appear from the |eft side of the cell border.
You may choose alevel from 210 9. (Level 2 hasthe least indent, 9,
the most.) The default for most tablesisto have level 1 indent and the
choice of “1” isonly available in cases where tthI umn has an indent
level other than 1. The table example below shows the 9 available
levels of indention. This control sets the indent for every cell in the

row.

Indention Levels

Lesadered/ Non-

Indent Levels
' Lavadered

Lievel T INclention .o ieceeescevissssmmssseeessssnsesssseenenes | Lieittlened

Liowvel 2 Indention ..o s ssssssssesmsnn ssmsnsnnennss | Jacitelered C
Level 3 Indention ..o eeees ceneceeeenes | L "

1lered
Level 4 Indention oo cciecnncnnen. | Lieandlened
Level 5 Indention .eeeeenvenn cossmssennnes | Locanelened
Level 6 Indention ......cccenvvnvennnnnenn. | Licadered

Level T Indention .. | Lieadened

Level 8 Indention ............ | Leadered

Level 9 Indention ... | Leadensd

To set the indent level for every cell in a column:

Right click anywhere in the column you wish to change;
Select: Table Properties » Row from the right-click menu;
Click on the arrow next to the Indent Lvl drop-down box;

Sdlect avalue from 2to 9.
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The Para Style checkbox allows you to use paragraph style indention in
every cell intherow.

Paragraph Style

Thistext isindented
paragraph style. The
first lineisindented
from the left margin
but all subsequent
lines are flush with the
margin.

Thistext isindented
paragraph style. The
first lineisindented
from the left margin
but all subsequent
lines are flush with the
margin.

To select paragraph style indention in every cell in arow:
e Right click anywhere in the column you wish to change;
e Select: Table Properties » Row from the right-click menu;

e Click onceinside the Para Style checkbox;

@Wnen paragraph style alignment is selected, the “ center” checkbox and indent level controlswill be
disabled.

To change the leadering settings for the entire row:
e Right click anywhere in the column you wish to change;
e Select: Table Properties » Row from the right-click menu;
e Click on the arrow next to the Leaders box;

e Select either “on” or “off” from the drop-down list.

GLeaders cannot be turned on or off in figure columns when they are aligned to the right or centered.
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Tablewith Leaders

4 ol General

Heading 1

Heading 2

Heading 3

text dat

1 B T

(s B T TR

(S T
bl ddintan e

test dlaatan s

123456
125456

123456

Tablewithout Leaders

3 Col General — No Leaders

Heading 1

Heading 2

Heading 3

text data
text data
text data

text data
text data
text data

123456
123456

123456

The Row Sep drop-down box iSwhere you can turn row separators on or
off in every cell in the row without having to make changes to every

individual cell. In the example below, row separators are turned onin
row 1, 2, and 4 but are turned off in row 3.

Row Rules

Column 1

Column 2

Column 3

Column 4

Row separators are
o i this row

Row separators

e oy i this roar,

How separators are

o in this row,

123456

Row separators are
o it this roar,

Row separators

arce oy it this roar,

Row separators are

o in this row,

123456

Row separators are
of T in this o

Row separators are
o it this roar,

Row separators

aree ol T i this row.

" OV SCrara Lovirs

arc oy it this roar,

Row hi"lli—lt'i“"l'.‘n e

ol in this mow,

Row separators are

onn in this row,

To turn row separators on or off in an entire row:

e Right click anywhere in the column you wish to change;

e Select: Table Properties » Row from the right-click menu;

e Click on the arrow next to the Row Sep box;

e Sdect“on” or “off”.

Tables that have row separators always have single rules as a default.
The Row Sep Style drop-down allows you to change a row separator
from asingleruleto abold or adoublerule.

The Center checkbox will Center all of the datain every cell in the row

when it is checked.
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Cell Level Table Properties

The Cell level Table Properties form is where you can make changes

that will affect only the datain asingle cell.
Cell Level Table Properties Form
Cell Tab

w Table Properties

Cell | Row | Column | Table |

~Cell Specifications

Activa Cell:  [Call Rowz Calll Alignment: ||_-;-v=
Indent Lvl Leaders: Row Sep:  Row Sep Style:
[ (for = Jor o [ ] T Cemr
™ Para Style
OK | Cancel

Cell Specifications

Cell Specifications

—> Active Call: |Colt Rawl Celll Alignment: |
Indent Ll Leaders: FowSep:  Row Sep Style:
or S for & [ ] CCemer
[~ Para Style T T T
A

The Active Cell box shows the name of the Column, Row, and Cell you

are currently working in.
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The Alignment checkbox allows a choice of |eft, right, or center the
datain the cell you are currently working in will be aligned according
to the selection made in this drop-down box.

To set the alignment for the datain an individual cell:
e Right click anywhere in the cell you wish to change;
e Select: Table Properties » Cell from the right-click menu;
e Click on the arrow next to the Alignment box;
e Select “left”, “right”, or “center” from the drop-down list.

The Indent Level drop-down box iswhere you can control how far to
the right your datawill appear from the left side of the cell border.
You may choose alevel from 210 9. (Level 2 hasthe least indent, 9,
the most.) The default for most tablesisto have level 1 indent and the
choiceof “1” isonly available in cases where the column has an indent
level other than 1. The table example below shows the 9 available
levels of indention. This control sets the indent for every cell in the
row.

Indention Levels

Leadered Non-

Indent Levels
k Lieadered

Liewvel 1 Incdention oo iinennses cisssssssssmssssnssss sossssnnesnse | Loginelened
T e T L T T O TRURTRRRN I 7 T4 (LT |
Level 3 INdention ......ecvimmreccieeieneessssesseenenens | LifAGERET

Lwvel 4 Inddention ..o.oooiiiiinicneeneeen. | Lieadlened

Level 5 Indention .oeeeeceeisesisnecnnneenns | Lizandlened

Level 6 Indention ........ccvveeeveeeee. | Lieadenred

Lievel T Indention ... | Lieadenred

Lisvel 8 Indention ............ | Leadered

Level 9 Indention ..., | Leadersd

To set the indent level an individua cell:
e Right click anywhere in the cell you wish to change;
e Select: Table Properties » Cell from the right-click menu;
e Click on the arrow next to the Indent LvI drop-down box;
e Selectavaluefrom2to9.
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To select paragraph style indention in an individual cell:
e Right click anywhere in the column you wish to change;
e Select: Table Properties » Cell from the right-click menu;
e Click onceinside the Para Style checkbox;

Paragraph Style

Thistext isindented
paragraph style. The
first lineisindented
from the left margin
but all subsequent
lines are flush with the
margin.

This text isindented
paragraph style. The
first lineisindented
from the left margin
but all subsequent
lines are flush with the
margin.

GWnen paragraph style alignment is selected, the “ center” checkbox and indent level controlswill be
disabled.

To change the leadering in an individual cell:
e Right click anywhere in the cell you wish to change;
e Select: Table Properties » Cell from the right-click menu;
e Click on the arrow next to the Leaders box;

e Select either “on” or “off” from the drop-down list.

@Leaders cannot be turned on or off in figure columns.
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Tablewith Leaders

3 Col General

Heading 1 Heading 2 Heading 5
(st R FTT 123456
L B P11 123406
e B 1L 1 R 125456

Tablewithout Leaders
3 Col General — No Leaders

Heading 1 Heading 2 Heading 3
text data 123456
text data 123456
text data 123456

The Row Sep drop-down box iSwhere you can turn row separators on or

off.

To turn row separators on or off in an individua cell:

e Right click anywhere in the column you wish to change;

e Select: Table Properties » Cell from the right-click menu;

e Click on the arrow next to the Row Sep box;

e Sdect“on” or “off”.

Tables that have row separators always have single rules as a default.
The Row Sep Style drop-down allows you to change arow separator

fromasingleruleto abold or adoublerule.

Checking the Center checkbox will center the datain the cell you are

working in.
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Column Overview

Accessing Column Overview

Column Overview can be launched by clicking the “ Col Overview”
button at the bottom of the Table Creation form. (To access this form
after the table has been inserted, right-click anywhere inside the table
and select Table Properties » Column from the right-click menu and
then click on the Column Overview button underneath the rules

controls.)

Figure 1 — Accessing the Column Overview Form

'w Table Creation i

-Table Type

Template: |Miitary (with Total) =|

x|
-Components ——————————————
¥ Table Title [+ Bold]
[T Table Subtitle [+ Bold]

MNumber of Columns: |4 Col vl
Numberufﬂnws:l 7 =) |
= Example |

~Verical Space

v Column Headings ([ Bold)
[” Footnotes

~Table Lewel
i : ¥ Befaore 1 ‘I
avelfsection [ ™ After i -]
Font Size

Table Point Size: |5| v| Heading Foint Size: g -|

Eorders
v Topof Table v Sides of Table
¥ Bottom of Header [ Horizontal Rules
v Bottom of Table | Verical Rules
Ok | Cancel | Col Overview| Advanced | Help |

Using Column Overview

The Col Type, Width, Leaders, Rules, and Spread boxes already
contain values that are specific to the template for the table type that
was chosen in the Table Creation Form. Each of these can be changed

if desired.
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Column Overview form with Table Characteristics Defined in the

Template
x|
i~ Column Specificaions :
Cal 1 Col 2 Col3 Col 4
Calyoe: [ 5] fon =] [on =] [0 =]
Wi [70 [70 |70 hz

Leades [On ] [O0n =] [on =] [ =]
Rues  [off =] [of =] [oif =] [of =]
Smead  [0n | [On ¥| JOn =] for =]

oK GhBac | L RrE R

e OK —Click OK at the bottom of the form to insert the table
without making changes.

e Go Back — Click on the Go Back button at the bottom of
the form to return to the Table Creation form instead of
inserting atable. A different table type can then be chosen.
Click Cancel at the bottom of the Table creation form if
you wish to exit the form without inserting a table.

e Theavailable choicesin the Col Type menu are limited to
text or figure and may be chosen from the drop-down list.
This simply determines whether the content of the column
will be treated as text, or as numbers. As ageneral rule, al
columns designated as text will align to the left and all
columns designated as figures will aign to the right.

To change the column type:

e Click on the arrow next to the Col Type box beneath the
column number of the column you wish to change;

e Select either “text” or “fig” from the drop-down list.

Column Specifications
Col1: Col 2 Col 3: Col 4: Col & Col B:

Coite: fer =] o =] o =] o = o =] o =]

A column Width must be specified for each column in the table.
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To change the width of a column:

e Click inside the Width box that appears beneath the column
number of the column you wish to change;

e Typeanew vaue for the column width in the box. (The
value for column width must be a number and is expressed
in points.)

Columns that have been designated as “text” in the Column Overview
form are the only columns where changing the Leader controls will
have effect.

Leaders

Leaders: Jon =] foff =] [off =] [of =] [of =] [of =]

To add or remove leader dots from a column:

e Click on the arrow next to the “Leaders’ drop-down menu
beneath the column number of the column where you wish
to make a change;

e Click on“yes’ or “no” to make your selection.
Col Sep (Column Separators)

Colsep:  fon «| |On =] [On =| [On =]

The Col Sep control allows you to choose whether or not there will be
avertical rule following a column.

To turn column separators on or off in a column:

e Click on the arrow next to the “Col Sep” drop-down menu
beneath the column number of the column where you wish
to make a change;

e Clickon“on” or “off” to make your selection.
Spread

Spread Jon ~| foff ~| o w| foff >| |of =]

The Spread control iswhat determines whether or not a column will be
allowed to expand in order to contain the amount of data that has been
keyed in the column. The choices are limited to “on” or “off” for each
column. Choosing “on” will allow the column to spread to fit the data
and choosing “off” will prevent the column from spreading.
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To turn spread on or off in a column:

e Click on the arrow next to the “ Spread” drop-down menu
beneath the column number of the column where you wish
to make a change;

e Clickon“on” or “off” to make your selection.
To insert a table once changes have been made:
e OK —Click OK toinsert thetable;

e Go Back — Click Go Back if you wish to return to the Table
Creation form instead of inserting a table.

Align

Algn: et v| fLett ¥| [Lett ¥| [Right ¥]

The Align drop-down boxes allow a choice of Ieft, right, or center and
all cellsin the column will be aligned according to the selection in this
drop-down box.

To set the alignment for every cell in acolumn:
e Click on the arrow next to the Alignment box;

o Select “left”, “right”, or “center” from the drop-down list.
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Advanced Features

Advanced Table Features
To access advanced features from the table creation interface:
e Click the Advanced button at the bottom of the Table

Creation Form,

— |
Table Type . Components ]
Number of Columns: |4 Col - ¥ Table Title libe (k]
T et [~ Table Subtitle [ Bold)

emplate: | i h
£ Miary (with Total) = ¥ Column Headings ([ Bold]
Numbernfﬂnwsl .._I Example | I Foothotes
Teble Level Vertical Sperce
I# Bafors m
Lewvel: | o j
— [ After [ﬁ
-Font Size
Table Point Size: |9 -| Heading Point Size: |g rl
Borders
¥ Topof Table v Sides of Table
v Bottom of Header ™ Horizontal Rules
v Bottom of Table [ Verical Rules
OK | Cancel | Col Overview || Advanced Help

The Advanced Features form can also be accessed through table level
table properties via the right-click menu after a table has been inserted.

To access advanced features through the right-click menu:
e Right click anywhere inside the table;
e Select, Table Properties » Table from the right-click menu;

e Click on the Advanced button on the bottom right of the
Table level Table Properties form.
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Using Advanced Features
. x|

~Special Features-
v Vertical Justify [~ LeaderFrom Top [T Use Aclual Column Widths
" Restictindent I Block Style m Horizontal Justify
[~ Min Top Space v Auto-Hyphenation

~Border'Weights -

Table Title Size | T ] Top oftable

i4 v|
Cell Spacing || | Bottom of header |4 -l
Padding -.I Leading {11 v|
| Bottom of table | vl
Footnote Point Size I v} :
Horizontal rules I 1 v |
Subformat W :
Vertical rules | - I
.| Points between
parallel rules |l] :I'

" Restore Default Setting 'I

OK | Cancel | Help

‘

Special Features

Vertical Justify
Special Features
v Werical Justify [ LeaderFromTop [ Use Actual Column ‘Widths

" Restictindent [ Elock Style
[~ MinTop Space [ Auto-Hyphenation

IAuta -I Horizontal Justify

Vertical Justify isafeature that creates additional vertical space within
the allowed table parameters to increase the readability of atable. This
feature will be on by default and the box will be checked. To override
vertical justification, uncheck the Vertical Justify checkbox.

Restrict Indent
Special Features

I Vedical Justify I LeaderFrom Top [ Use Actual Column Widths
W Restictindent I Block Style ato ] Horizontal Justify

I~ MinTop Space I Auto-Hyphenation

The Restrict Indent checkbox is used to override default MicroComp
indent behavior and will restrict indentsin the first columnto 1 em
regardless of the width of the column. When indents are restricted, the
amount of space between one level of indention and another will not
increase beyond 1 em as higher levels of indention are used. For
example, if level 1 indention has been used for the first entry in arow
and level 2 indention is used for the entry in the row below it, the entry
with level 2 indention will align with the hanging datain the first entry
instead of being further indented to the right.
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Normal | ndent

Leadered Non-

Lawator amd Funetion Leadsred

Locator 01 sets hiernehy 110Xt s ossmssssmsssss Lamediusd
Lzl
Lsnedensd
Laadersl

Locnstor 02 sets hieranchy 2 text ..
Loeator (03 =ets hierarchy 5 text .
Locator 04 sets hierarchy 4 text ...

Loeator 05 sets hierarehy 5 text ... Lasnileasd
Laseator 06 sets Dicrarchy 6 text ... | Lendered
Locator 07 sets hierarchy 7
BERL voeceresnnmrerresenrinnenmresensesss | LiEACleTexd
Laseator 08 sets hierarchy
FL T N Lenddened
Laseaiton 08 sets hier-
archy 9 text ... Leadersd

Lamator 100 seis
hierarchy 10
test Leadersd

Restricted I ndent

Leadered Non-

Laoeator and Funetion .
Leadersd

Loeator 01 sets hierachy 1 text . Leadersed
Loeator 02 sets hierarchy 2 text ... Laadered
Loeator 03 sets hierarchy 3 text ... Laaddered
Locator (4 sets hierarchy 4 text ... Leadered

Loeator 05 sets llil'l‘]ll‘l'll:\.‘ D text ......... Leadered

Loeator 06 sets ||.i|.'|‘z||1'l|_\' i text Leadened
Loeator O7 sets hievarchy 7 text ...ineen. Lendered
Locator 08 sets hierarehy 8 text .............. | Lendened
Loeator 09 sets hierarchy 9 text ... | Leadeped

Loeator 10 sets hieraehy 10 text ... | Leadered

Min Top Space

Special Features
[~ Wertical Justify I LeaderFromTop [ Use Actual Column \Widths
v Eﬁajjg_'_f'_qﬂ _Sﬁ_ag_asj [~ Auto-Hyphenation

When the Min Top Space or “minimum top space” checkbox is
checked, atable will be inserted without any additional space being
added between the table and the text that precedesit. Thisbox will be
unchecked by default so that most tables will be inserted with
additional vertical space above.
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Leader from Top
Special Features
I~ Verical Justify v Leader Fr
" Restrictindent [ Block Style
[T MinTop Space [ Auto-Hyphenation

p [ Use Actual Column Widths

Auto v| Horizontal Justify

The Leader from Top checkbox can be used to alow leader dotsto
align from the top of the entries in a preceding column instead of the
bottom. (Thisisonly evident if the entry islong enough to wrap to
more than 1 line.) Tablesthat contain atext column and 1 or more
figure columns are the only tables that would require the use of this
feature in order to leader from the top as tables with more than 1
reading column will already leader from the top by default.) The data
in subsequent figure columns will aign to the top with the leaders as

well.
Advanced L eadering Examples

Leaders from Top

Text Column

Figure Col-
tmn

Figne Col-
Lmn

The data in the figure eolumns that follow will
align with the data at the top of this entry be-

cause Leader From Top was used.

70,453,008

25,290,760

This column is also leadered from the top of the
entry instead of at the bottom. Leaders are not
displaying beeanse there is not enough room at
the end of the first line for them to display.
The text in the ficure eolumns that follow will
vertically alien with the first line of text in this
entry,

75,854,008

76,090,750

Leader from Top oo

702,354,005

76,090,750

Leaders from Botton

=1

Text Column

IFigure Col-
umn

Figure Clol-
umn

The data in the figure eolumns that follow will
align to the bottom of this entry because Lead-
l1'FﬁﬂH'h4l“ﬂHlNﬂlhﬂ| .................................

70,453,008

23,290,760

This entiy will also leader from the bottom be-
cause Leader from Top was not used ...............

75,354,095

16,090,750
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Block Style

- Special Features
[ Verical Justify [ Leader From Top
[T Restrictindent ¥ Block Style
[~ MinTop Space [ Auto-Hyphenation

lAutn - |

™ Use Actual Column Widths

Harizontal Justify

The Block Style checkbox can be used to align all datain acell flush
with the left margin instead of in the standard flush and hang style
where only the datain the first lineis flush with the margin and all
data on subsequent lines “hangs’ underneath with an indent of 1 em.

Block Style Flush and Hang Paragraph Style
Thistext isindented | [ Thistext isindented Thistext is indented
block style. It will flush and hang style. || paragraph style. The
align flush left It has no indent first l[ineisindented

regardless of where
the line breaks. It will
be indented in this
manner when a“bl” is
present in the function
line.

Thistext isindented
block style. It will
align flush left
regardless of where
theline breaks. It will
be indented in this
manner when a“bl” is
present in the function
line.

between thefirst line
of text and the | eft
margin. The
following line has an
additional em space
indent and all
subsequent lines of
text are indented
flush with the
second text line.

from the left margin
but all subsequent
lines are flush with the
margin.

Thistext isindented
paragraph style. The
first lineisindented
from the left margin
but all subsequent
lines are flush with the
margin.

Tablewith Flush and Hang I ndention

3 Column Table with Flush and Hang Indention

fTush and hang style,

that will be indented
Flush amd hang style.

inclented Qush and hang styvle,

This eolmn contains text that will be | This colommn eontains text

Heading 1 Heading 2 Headine 5
This eolumn contains text that will be | This column contains text s 1O (MO
indlented fMush and hang seyvle, that will b indented

£ 100, 000,00
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Tablewith Block Style Indention

3 Column Table with Block Style Indention

Heading 1 Heading 2 Heading 5

This coluwmm contains text that will be | This column eontains text B3 DRV TN TN
displayed hlock style, that will be dhsplayed
bloek :-|‘\'||'_
This colwmn contains text that will be | This column eomtains text B DEARTTRRAN
-|i.-|1|i|l'l'|-|] hilaelk ‘-l_\"l‘. that will he I!i?-]l]il_\'t‘il
hloek .‘~|:\.'.|I‘.

Auto-hyphenation is the function that determines where aword will
break when data does not fit on one line. The system determines the
best position to break a word and inserts a hyphen in the chosen spot.
(The hyphenation system uses a comprehensive hyphenation
dictionary to make the determination.) The remainder of the word is
set on the next line.

Auto-Hyphenation
Special Features
I Yerical Justiy I LeaderFromTop [ Use Actual Column Widths

I” Restrictindent [~ Block Style

IAut.:. vl Haorizontal Justify
I MinTop Space ¥ Auto-Hyphenation

Auto-Hyphenation will be on as a default but can be turned off by un-
checking the Auto-Hyphenation checkbox.

@Thisfeature only pertains to the first column in the table.
Use Actual Column Widths

The Use Actual Column Widths checkbox is used to limit the spread
of the columnsto the column width values specified by the user.
Columnsin the table will no longer be allowed to spread to use up the
width of the page when this box is checked

Horizontal Justify

Horizontal Justify is afeature that spreads datato fill the entire width
of a column. This feature will be automatically used in text columns
that are less than 12 ems wide but will be off by default when columns
widths are more than 12 ems. The Horizontal Justify checkbox can be
used to alter the justification that is being used in the table.

@This feature only applies to text columns
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Font Sizes, Cell Spacing and Subformats

The Table Title Size drop-down menu determines the size of the font
that will be used for the table title. The larger the value, the larger the
font will be.

To change the size of the table title from the Advanced Form:

e Click onthe arrow at the right side of the Table Title Size
drop-down box;

e Sdect afont size from the menu;
e Click OK.

The Padding control is what determines how much space there will be
between the datain a cell and the left and right margins of that cell.

To change the amount of space between cell data and left and right cell
margins:

e Click on the arrow at the right side of the Padding drop-
down box;

e Select anumber from the menu. (The larger the number is
the more cell padding there will be. The available values
represent the amount of space and are expressed in points);

e Click OK.

The Leading control determines the amount of vertical space between
the datain a cell and the top and bottom margins of that cell.

To change the amount of space between cell data and top and bottom
cell margins:

e Click onthearrow at the right side of the Leading drop-
down box;

e Select anumber from the menu. (The larger the number is
the more leading there will be. The available values
represent the amount of space and are expressed in points);

e Click OK.

The Footnote Point Size drop-down menu determines the size of the
font that will be used for table footnotes. The larger the value, the
larger the font will be.

To change the size of table footnotes from the Advanced Form:

e Click onthe arrow at the right side of the Footnote Point
Size drop-down box;

e Sdect afont size from the menu;
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s,

e Click OK.

The Subformat control is an advanced feature that specifically pertains
to Bellcode and is primarily for Government Printing Office use.
Advanced users who are familiar with the function of subformats can
enter the 4 digit number for the subformat they wish to usein the
Subformat text box. The subformat text box will show which
subformat the table you are currently working inisin.

- Changing the subformat will change the default values for many table parameters.

The Restore Default Settings Button restores all table settings to the
state when the table was initially inserted. This means that any changes
made to font size, column widths or types, spread, indent, or rule style
and display will be lost. The restore default settings feature can be
used when changes that have been made to a table cause it not to
render or cause the file you are working in to become invalid. When a
change cannot be undone because it cannot be determined which
change caused the problem, this feature will alow you to start over
without losing the data that has been entered in the table.

@Savi ng and validating your file frequently will make it easier to determine which change caused a problemin

cases where a table won’t render.

Template Utilities

Template Utilities allow you to create and add new templates, modify
existing templates, add preview examples to templates, delete
templates that are no longer in use, or restore modified table templates
to their original specifications. Table templates can also be shared
using the import/export functions that are available through template
utilities.

Accessing Template Utilities
To access Template Utilities:

e UsetheF12 key while holding down Ctrl and Shift, or;

e Select Table from the Template Utilities menu on the
XMetal table menu, or;
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e Right click anywhere inside the table you wish to create a
template for and then select “Create a Template” from the
right-click menu.

Using Template Utilities

Create Table Template

Delete Table Template

Add Image to Template

Export Template

Import Template

Festore Default Templates

Close

Create Table Template

To create a new table template:

e Click onthe*”Create a Template” button on the Template
Utilities form while your cursor is positioned inside atable;

e Thiswill launch the Table Template Creation Wizard,;

The Table Template Creation Wizard will allow you to save the table
you are working in as atemplate that will be available through the table
type menu in the Table Creation Interface. Table examples can also be
added through the Table Template Creation Wizard, and once added
can be viewed by clicking the “ Exampl€e” button in the Table Creation
form while the corresponding template is selected in the template drop-

down menu.
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Table Template Creation Wizard - Step 1

The Table Template Creation Wizard assists in the creation of a template.

4 Column Table =

What would you ke to do?

&+ Create a New Template Military (Mo Total)

" Replace/Update an existing template Mmilit:ngl{wm Ll

Enter the new name for the template:
{Name must be unique)

Cancel = Back || MNext = I Finish I

e Step 1- What would you like to do?

N

The Table
Template
Creation
Wizard
analyzes the
table and
displays the
names of all
templates for
tables with the
same number
of columns

The selection made in the “What would you like to do?’ box will
determine whether you will add a new template with a new name to the
table menu system or whether you wish to use your template to replace

an existing template and use its name.
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e Create aNew Template

If you are creating a new template you must type a name for the
template in the template name box. The name for the new template
cannot have the same name as an existing template.

Table Template Creation Wizard - Step 1

The Table Template Creation Wizard assists in the creation of a template.
4 Column Table

‘What would you ke to do? ———— ~Existing 4 Colurnn Templates ——

* Create a New Template Mi:i'iaf&f (Mo Tatal)
il ith Total
" Replace/Update an existing template Gegglwlh ot

Enter the new name for the termplate:
(Mame must bie unique)

hew"ra'alel

Cancel | - Back || Next> | Einfeh I

e Replace an Existing Template

If you wish to replace an existing template with the one you are
creating, click on the name of the template you wish to replace in the
list of existing templates on the right hand side of the form.

Table Template Creation Wizard - Step 1

The Table Template Creation Wizard assists in the creation of a template.
4 Column Table

What would you lke to do? —Existing 4 Column Templates ——

" Create a New Template Military (Mo Total)
Militar ith Total
¥ ReplaceUpdate an existing template GFlJrl'lergl(WI )

Highlight a name on left to replace -->

Cancel < Back | Mext = I Giniish |

e Click Next after you have made your selection.
e Step 2 - Which datawould you like to save?
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Table Template Creation Wizard - Step 2

Choose the data to be retained.
4 Column Table

Select whether data should be stored with the template.

2 Keep Data? [ 3
¥ Table Title  ves G 1
™ Tahle Subtitle |  Yes & N
1 o} ¥ Column Heading | ves 6 1
¥ Table Body l.;-~-.-E ol
" Table Fooinotes I = Yes (%N

Einish

The selections made in Step 2 answer the question, “Which data do you
wish to save?’ The choices made here determine which of the basic
parts of your table are to be retained and if any data or formatting isto
be saved in the template.

Table Components Checkboxes

The checkboxes on the |eft side of the form allow you to choose which
of the basic parts (Table Title, Subtitle, etc.) of your table you wish to
include in the new template. Each item that is checked will be included
in the new template.

@The Table Template Creation Wizard analyzes your table to determine which basic parts have been used in
the original table. Only the checkboxes for parts used in the original table can be included in the template. All

other checkboxes will be disabled.

GThe only settings for row and column separ

Formatting

Y ou may choose whether or not to save the formatting for each of the
items you have selected using the checkboxes by clicking the yes or no
radio button next to the item that is checked. When you click on yes,
formatting for things such as bold titles, centered column headings, and
italicized text will be saved.

atorsthat can be saved in a template are those that are set at

table level. This meansthat if all row or column separators are turned on or off in the whole table, the setting will
be saved. Individual column or row separatorswill not be saved in the template.
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Data

Y ou can choose whether or not you would like your template to contain
the same data as the original table by using the yes or no radio buttons
in the “Keep Data’ section of the form. Y ou will be able to make this
choice for each item that has a check in the checkbox. For instance, if
you wish to save only the column headings in your new template, you
would click the “yes” radio button in the “Keep Data” section for
Column Headings but “no” for everything else. The new template
would then have the same column headings as your original table but
all of the cellsin the table body would be empty. Tabletitles and
subtitles would also be blank so you could enter new titles if desired.

Number of Rows

The Rows control allows you to add more rows to your table if you
have decided to save the data in the table body. Y ou may add rows by
clicking on the up arrow until the number in the box shows the number
of columns you want or by typing the desired number of columnsin the
box.

GYOU can only add rows or use the same number of rows that were in the original table. This control cannot be
used to decrease the number of rows that will be in the template.

Click Next if you wish to add a preview example to your
template, or;

Click Finish to save the template and exit the Table
Template Creation Wizard.
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e Step 3—Save Example;

Press "Save Example" Button to store example.

Fress the Finish Button to Save the Template

concel | <gack | weas | ensh |

The Save Example button allows you to save a preview example that
will be available through Table Creation Interface. Table examples that
have been added can be viewed by clicking the “Example’ buttonin
the Table Creation form while the corresponding template is selected in
the template drop-down menu.

When you click on the Save Example button you will be prompted to
navigate to the directory where the example you wish to useis stored
on your computer or network.

6I n order to add a preview example, a picture of the table in .gif or .jpg format must first have been created
and saved. Preview examples can be added at any time after a template has been created using “ Add Image to
Template” in Template Utilities.

¢ Navigate to the folder your exampleis storedin;

Save example image ilil
Savein: [ ) Local Disk [C) x| «e@erE-

= ry Documents

File name: |New T able Example. gif j Open I
=

Saveastype:  [Graphic Files (“bmp.".gi" ipg)

e Doubleclick on thefile you wish to use for your example;
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ove xamie imge

Savein | (9 My Documents

My Documents

e

My Computes

x| emcrE-

%] 2 Col Right Reading.gif
ﬂzwmmv.qif
=] 2Colsub.gif

W] 2ColTax2. gF
ﬂZCdTau‘qwf

=] 3 Col No Tot.gFf
ﬂﬁcdmiwy.gf
) 3CalkoTitle.gif
=] 3ColTar.gif

=) 3ColTRle.gif
=] 4 Col General gf

File name: [Meve Table Example i |
Savessbpe:  [Graphio Fies [ brrp:"oi. ipal =

e Click save;

e Click Finish;

Click
m “ Save
Cancel

4
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Delete A Table Template

The delete template function will allow you to delete templates that
you nho longer wish to use. Once atemplate is deleted, it will no longer
appear on the Table Type menu in the Table Creation form.

e Select Number of Columns

w, Delete Table Template x|
Number of Columns: All v| a—- A

Table Templates:

1.Col General =
10 Col General
11 Col General
12 Col General
13 Col General -
14 Col General

15 Col General

16 Col General -8B
2 Cal Entry

2 Col Flush & Hang Box Right Col Fig

2 Col Flush Right Boxhead & Fig

2 Col General =

Delete Close

The Number of Columns drop-down menu will allow you to sort the
list of templates by number of columns. Once a selection has been
made, only the templates with the selected number of columns will be
shown in the list of table templates.

Select the number of columns in the template you wish to delete from
the Number of Columns drop-down menu.

e Click on the name of the Template you wish to delete;

w Delete Table Template x|

MNumber of Columns: |q Col -

Table Templatas:

4 Col General
4 Col Military (Mo Total)
4 Col Milit h Total

4 Col Old Te

Delete | Close |

e Click on the Delete button at the bottom left of the form;
[Question =

Are you sure you wish ta delete 4 Col Old Template table template?

Yes No |

e Click Yesto confirm your selection.
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Add Image to Template

Images can be added to templates at any time using the Add Image to
Template function. Thiswill allow you to save a preview example that
will be available through Table Creation Interface. Table examples
that have been added can be viewed by clicking the “ Example’ button
in the Table Creation form while the corresponding template is
selected in the template drop-down menu.

@I n order to add a preview example, a picture of the table in .gif or .jpg format must have been created and
saved first.

To add animageto atable:

e Select the number of columnsin the template you wish to
add an image for from the Number of Columns drop-down

MNumber of Columns: All v| -—— A

Table Templates:

1 Col General -
10 Col General
11 Col General

12 Col General
13 Col General
14 Col General
15 Col General
16 Col General - B
2 Col Entry

2 Col Flush & Hang Box, Right Col Fig

2 Col Flush Right Boxhead & Fig

2 Col General =|

Add Image Close |

e The Number of Columns drop-down menu will allow you
to sort the list of templates by number of columns. Once a
selection has been made, only the templates with the
selected number of columns will be shown in the list of
table templates,

e Click on the name of the Template you wish to add an
image for and then click the Add Image button. When you
click on the Add Image button you will be prompted to
navigate to the directory on your computer or network
where the example you wish to useis stored;
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[ Add Image to Template L B

MNumber of Columns: 4 Col -

Table Templates:

4 Col General
4 Col Military (Mo Tatal)
4 Col Militz ith Total

Add Image | Close |

Places

e Double click on the file you wish

Save example image

Save in IQ My Documents

My Recent
Documents

€

Desklop

=

My Documents

-
&
My Computer

¢ Navigate to the folder your exampleis storedin;
21
Saveinc [y Local Disk (€] s e®cEr
My Recent
Documents
Desktop
My [ﬁn&rﬂs
-r
oy B
My Computer
File name: [New T able Example. i =l Open
TS Save as type: IGIW Files [*.bmp:".gif-* jpa) EI Cancel

%) 2 Cal Right Reading.gif
™) 2ColEnergy. gF

=] 2Calsub.qif

%) 2ColTaxz o

™) 2ColTax.gif

[®)3 Col Mo Tot.gif

=] 3Calvilitary. of

%] 3cCalboTitle.qif
%) 3CalTar.gif

™) 3CelTitle. gif
=] 4 Col General.gif

rmiple gif

[New Table Example.gif

| Graphic Files (" bmp." 0¥ g

e Click Finish.

=
=l Concel
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Export a Template

The Export Template function allows you to share templates with
others. When atemplate is exported, it is saved as an individual file
that can be e-mailed or stored in a shared directory that other users can

use.
|

Number of Columns: INI 'l — A

Table Templates:

1 Col General <]
10 Caol General
11 Col General

12 Col General

13 Col General

14 Col General

15 Col General

16 Col General

2 Cal Entry <

2 Col Flush & Hang Box. Right Col Fig .
2 Col Flush Right Boxhead & Fig

2 Col General 4|

Export I Close [

The Number of Columns drop-down menu will alow you to sort the
list of templates by number of columns. Once a selection has been
made, only the templates with the selected number of columns will be

shown in thelist of table templates.
To export atable template:

e Select the number of columnsin the template you wish to
export from the Number of Columns drop-down menu;

e Click on the name of the Template you wish to export and
then click the Export button. When you click on the Export
button you will be prompted to navigate to the location
where you wish to save thefile;

i
Mumber of Columns: 4Cal vl
Table Templates:
4 Col General

4 Col Military (Mo Total)

4Cal Milim% iElth Total;ll

Export Close
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¢ Navigate to the folder where you wish to save thefile.

Export XML Table Template llil
SMHII’_'JH}!DW& ﬂ "Eﬂ@'

My Recent
Drocuments

Deskiop

=

My Documents

-
&«
My Computer

. Click
‘_ File nare: |4 ColMew Template = m Save

- "
[(YTIERR Saveastype:  [<ML Fies o) =l Cancel *

LB

4

e Click save. Onceyou save, you will get a message
confirming that your template was exported;

Note ] l'l
i I 4 Col Mew Template table template has been exported to "C:\Local Disk (CHMy Document=14 Col Mew Template. xml®
mmﬂ.‘f.

(]

e Click OK;
e Click Close.
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Import a Template

The Import Template function allows you to use templates that were
created by others. You will only be able to import templates that have
been created in XMetal and that have been saved using the export
function. (During the import process, templates are analyzed to make
surethey arein the correct format. If the template isnot avalid XML
file, an error message will be generated.) If you do not wish to replace
an existing template, the name of the template you wish to import must
not duplicate the name of atemplate that already exists.

To import atemplate:

e Click on the Import Template button. Y ou will be prompted
to navigate to the folder where the template you wish to
import is stored;

¢ Navigate to the template you wish to import;

Import XML Table Template ﬂﬁl

Look it |uMyDn:,uments j = Cif Efl-

k 2] 4 Col Newr Template.xml
y Shared Template. xml

My Documents
-r
o8
Iy Computes
'ﬁ File name: IShaled Template, wml Zl | Open I
My N:{-;;uk Files of type: [XML Fites (* i) ~] _||:.m|
Places ™ Open a5 read-only
4
e Click on the name of the template you wish to import;
e Click Open;
rote x|
‘v\i;) (Celocal Desk (CiiMy Documents|Shared Template. =mi has been imported a5 4 Col Shared Template: babls bemplate
successiuly,
e 1
e Click oK.
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Restore Default Templates

The Restore Default Templates function restores theinitial set of
templates to their original state. Y ou can choose to restore only the
templates you select or you can restore them all at once.

The Number of Columns drop-down menu will alow you to sort the
list of templates by number of columns. Once a selection has been
made, only the templates with the selected number of columns will be
shown in the list of table templates.

=+ Only the names of the templates that were initially provided with the application will appear on the list of
templates that can be restored.

To restore atemplate:

e Select the number of columnsin the template you wish to
restore from the Number of Columns drop-down menu or

select All;
x|

MNurmber of Columns: |2 Col -

Default Table Templates:

2 Col Flush & Hang Box, Right Col Fig
2 Col Flush Right Boxhead & Fig

2 Col General

2 Col Tax (Mo Calculation)

2 Col Tax Rate

Restore | Close ‘

e Select the name of the template you wish to restore from
the list of templates. If you have selected All from the
number of columns drop-down, skip this step and click
Restore,
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Number of Columns: |2 Caol -I

Default Table Templates:

2 Col Flush Right Boxhead & Fig

2 Col Tax (Mo Calculation)
2 Col Tax Rate

Restore [ Close |

e Click Restore. You will get a confirmation message to let
you know that restoration is complete;

hore Y

=1

e Click OK;
e Click Close.

Close
Use the close button to exit Template Utilities.

1 J Restore has been completed.
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Known Issues

[Table Type: S-mubitary -- Table aligmed ¢
'

Incorrect Table Display

When you first open XMetal, tables that were previously created will
not show the correct column widths.

Table Displayed with Incorrect Column Widths

[Table Type: S-malitary -- Table aligned to level: ]

Heading 1 Army | Navy F‘:ﬁ:e gﬁt
itest data test data 123451123421 12342112345
e dumreadun (12342 12345] 12342] 12345
itest data test data 12345| 123421123421 12456

To refresh the table so it displays correctly, change to the “tags on”
view by clicking on theicon on the lower left hand corner of the
screen and then click on the “normal” view icon.

Changing your View

Tags On
level: ]

Heading 1

Lar Ma.tmt:

Army | Navy Force |Corps;

<> g@lﬂ“bﬂl”um

itest data test data
i.tcst data test data

itest data test data

12345| 12345| 12345 123451

T S —— -

@ T ableNew.xml @ H177_IH.xml

1234%| 12345 | 12345[ 124561 Normal

D TableNewson 9 H177_IH sl

[END-QF-QUOTED-BL

= E 2'] bill / pre-form / author-t

2 =1 [E) Ol bill / pre-form / author-note

| L=TyLe LI LOTed-DIoCK | WL

', TableNew.xml |59 H177_IH.xml

Column Width Change When Column Type is Changed

When text columns are changed to figure columns, the width value of
the column must be changed to the number of digits that will appear in
the column + 2. For example, if atext column has been changed to a
figure column that isto contain the entry, “$1,000,000”, the column
width value should be changed to 11. Dollar signs count as adigit and
commeas each count as a half. The total number of digitsin thisentry is
9. Add 2 and the column width is 11.
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Inserting Rows in Tables with Total Rules

In atable such as the one below, additional rows cannot be added

using the tab key when at the end of arow. Additional rows can be
added in this type of table by using the Insert Row Above or Insert
Row Below icons on the XMetal. Toolbar while your cursor isin the
row you wish to insert arow above or below.

[Tatle Title] 4 Col Military WiTotal

State or country
Alaska

Installation or location Purpose Amount

JFon Vammgn 750w | s2s.000.000
FotHuchca 10T | $16234000
Fort Irwin 24 Unts £4,700,00

|sehotela Bamacks  [720ms ] 815,500,000
phde e e Lt R e [
FortDetick I 48TVats | $5,600,000
FotLeonard Wood _ [4Tnas [ 4,150,000
Fort Bragg 160 Unts $22,000,000
e B 165 824,000

GPlease note that if you insert a row directly above the row containing the total rule the new row will also
have a total rule in the same cell asthe original row.

Total
Rule

To insert arow that does not contain atotal rule, the row insertion
steps described above should be performed while your cursor is placed
2 or more rows above the one containing the rule.

rTakle Title] 4 Col Military W/ Total

State or country
Alaska

Hidden Data

Schofield Barracks

Installation or location
Fort Wanwrnght
Fort Huachuca

(Fort Campbell
Fort Detnck

Purpose Amount

75Unis | $24,000,000

10Unts | $16224,000

24 Urats £4,700,00
T2Uns | $15500,000

184Unts | $27,800,000
BUws | $5,600,000

A Tnts | 84,150,000«
160 Uguts $22,000,000
................ o

Insert row
here or above

When data takes up more space than the width of the column, text is
sometimes hidden behind the next column instead of wrapping. This
generally only occursin figure columns in tables that have more than 8

columns.

Tables with more than 8 Columns

Tables that have more than 8 columns will typically be displayed
landscape instead of portrait. Another thing to keep in mind for these
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types of tablesisthat thereislimited space for the data. The column
widths have been made smaller to allow the table to fit on the page and
should not be increased or the table may not render.

Inserting Rows in Tables Containing Spanned
Columns

Once arow contains a column that has been spanned, all rows that are
added below it will aso span. If rows that do not contain a spanning
column are needed, they must be added first, and then the span added
in the desired row.

Copying and Pasting Tables

Tables cannot currently be copied and pasted from one location to
another in XMetal.. One way to work around thisisto utilize the Table
Template Creation Wizard as a means of inserting a saved tablein a
new location. If thereis atable you wish to move, use the Ctrl + Shift
+ F12 key sequence to launch Table Utilities while your cursor is
positioned inside the table you wish to move. Click on “Create a Table
Template” and then save your table with all data and headings. (See
page 76 for detailed instructions on creating and saving table
templates.) Once the template is saved it will be added to the table type
drop-down menu on the table creation form. Y ou may now place your
cursor at the new location where you would like to insert the table and
use the Ctrl + Shift + F5 key sequence to launch the Table Creation
Interface. Select the name of the new template from the table type
drop-down menu and click OK. The table will be inserted in the new
location with al data and headings intact.

If you wish to remove the template from the menu, it can be easily
deleted using the Delete Table Template function in Table Utilities.
(See page 84.)

Leader Display when a Column Type is Changed

When a column type is changed, sometimes the display of the
associated change in leadering is not reflected in the XMetal display
of the table.

Table Heading Exception

In order to create the 2 Column Entry Table correctly, the heading was
created as table body text that has been bolded. This means that the
column headings checkbox in table properties will not be checked and
that checking it will have no effect. In addition to this, the size of the
font used for the heading cannot be changed by adjusting the heading
point size control in table properties.
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Row Separators in the Last Row of a Table

When new rows are added, row separators are inherited from the
previous row. The last row of atable isan exception to thisrule
because the horizontal rule beneath it is actually the border at the
bottom of the table. To prevent two horizontal rules from displaying in
the last row, no row separator isinherited when anew row is added at
the bottom of atable. In cases where more than one row has been
added at the bottom of the table, it will be necessary to manually turn
row separators on in each row when row separators are needed.

Leadering Conditions

The following conditions apply for adding or changing leadersin a
table.

Column Type | Alignment Empty Leader
Figure\text Right Yes Yes
Center Yes Yes
Left Yes Yes
Right No No
Center No No
Left No Yes
Last Column Alignment Empty Leader
Yes Right Yes Yes
Center Yes Yes
Left Yes Yes
Right No No
Center No No
Left No No
No Right Yes Yes
Center Yes Yes
Left Yes Yes
Right No No
Center No No
Left No Yes
Header Row Alignment | Empty Leader
Yes Center Yes No
Yes Center No No
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Stages, Star Prints, and
Suspensions

Stages of legislation

Aswe know, for abill to become law it must pass both the House and
the Senate in identical form, and then approved by the President.
While thisis a simple requirement, the procedural requirements for
thisto happen are complex. Each introduced bill must pass through
various stages of these procedural requirements to become law. The
stage attribute on the bill or resolution element (tag) indicates which
stage the document isin.

To set the stage

e Select Change Bill/Resolution Stage from the LegDocM gt menu,
or press CTRL+ALT+SHIFT+S;

e Select correct stage from the dialog box;

e Depending on what organization you work for your ability
to set stages on bills may be limited.

STAGE DESCRIPTION

Pre-Introduction Primarily used by HOLC and SOL C in the drafting stages.
Introduced-in-House | Introduced- | Whileabill issaid to be "introduced,” aresolution is
in-Senate technically said to be "submitted". For the purposes of

XML, bills and resolutions are set to “Introduced-in-
House” or “Introduced-in-Senate”

Agreed-to-House | Agreed-to-Senate | Considered-and-Passed-House | Considered-and-Passed-
Senate
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Engrossed-in-House | Engrossed-in-
Senate

Definition of a Engrossed Bill: “The official copy of abill
or joint resolution as passed by one chamber, including
the text as amended by floor action, and certified by the
clerk of the House or the secretary of the Senate (as
appropriate). Amendments by one house to a measure or
amendments of the other also are engrossed. House
engrossed documents are printed on blue paper; the
Senate's are printed on white paper.” [Source:
http://www.crs.gov/products/guides/glossary/a.shtml]

STAGE DESCRIPTION

Enrolled-Bill |

Definition of an Enrolled Bill: “The final official copy of
ahill or joint resolution that both houses have passed in
identical form. An enrolled bill is printed on parchment.
After itis certified by the chief officer of the housein
which it originated and signed by the House Speaker and
the Senate president pro tempore, the measureis sent to
the president for his signature.” [Source:
http://www.crs.gov/products/guides/glossary/a.shtml]

Re-Enrolled-Bill

Engrossed-Amendment-House |
Engrossed-Amendment-Senate |

Reengrossed-Amendment-House |
Reengrossed-Amendment-Senate

Reported-in-House | Reported-in-
Senate

Additional-Sponsors-House |
Additional-Sponsors-Senate

Amendment-in-House |
Amendment-in-Senate

Committee-Discharged-House |
Committee-Discharged-Senate

Failed-Amendment-House | Failed-
Amendment-Senate

Held-at-Desk-House | Held-at-Desk-
Senate

Indefinitel y-Postponed-House |
Indefinitel y-Postponed-Senate

Laid-on-Table-House | Laid-on-
Table-Senate

Ordered-to-be-Printed-House |
Ordered-to-be-Printed-Senate

Placed-on-Calendar-House | Placed-
on-Calendar-Senate

Public-Print

Received-in-House | Received-in-
senate

Reference-Change-House |
Reference-Change-Senate

Referral-Instructions-House |
Referral-Instructions-Senate
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STAGE DESCRIPTION

Referred-in-House | Referred-in-
Senate

Referred-to-Committee-House |
Referred-to-Committee-Senate

Referred-w-amendments-House |
Referred-w-Amendments-Senate

Sponsor-Change

Star Prints

When the Government Printing Office (GPO) needs to make a
correction on abill that is aready publicly available, they will issue a
star print.

To set the star print:
e Select Star print from the LegDocMgt menu;
e Select the correct star print from the dialog box;

e Depending on what organization you work for your ability to set
star prints may be limited.

Suspensions and the “Suspension Calendar”

While there is no formal suspension calendar, sometimes the
Congressional community uses that term when referring to the
Speaker's list of measures that are scheduled to be considered under
suspension of the House Rules. Debate on a motion to suspend the
rules and pass a measure is limited to forty minutes, and it an
expeditious procedure for passing relatively non-controversial or
emergency measures by atwo-thirds vote of those members voting,
with a quorum being present. The two-thirds vote simultaneously
suspends the rules and passes the measure. If the motion is not
supported by the required two-thirds vote, the House has not rejected
the measure involved; it has only refused to suspend the rules in order
to passit. Therefore, the measure may be considered at another time
under some other procedure.

Suspension measures are prepared for floor action by the HOLC, and
often the following language is printed on top of the measure, “This
language is read by the Reading Clerk before consideration, and this
language is not included in the enrolled\engrossed version of the
measure.”

To prepare a suspension measure:

e Select Add Susp. Lang. from the LegDocMgt menu, Or press
CTRL+ALT+F5, and ;
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e Typethe required language in the suspension-floor-action and
suspensi on-instructions elements (tags);

e Print the measure.
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Cleaning Up Documents

Spelling/Dictionary

XMetal contains adictionary that is used to check and correct the
spelling of your documents. Y ou can modify it by adding and deleting
words to the XMetal. and user dictionaries.

Spelling
To check the spelling of your document:
e Select Spelling from the Tools menu, or PressF7,

e Spell checker will highlight each word it findsin the
document with spelling errors and display awindow with
possible corrections. Click one of the following buttons for
each word:

Next moves to the next spelling error in the document;

Replace updates the highlighted word with the correct
spelling;

O Add to Dictionary adds the word, exactly as you spelled
it, to the dictionary,

Ignore skips the word;

Restrict and Set Restriction allow you to check the
spelling of asmaller portion of a document;

0 Cancel closesthe spell checker.
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Editing the Dictionary

To avoid having the spell-checker stop repeatedly for terminology that
you use regularly, you can add your own list of words to a personal
user dictionary. Changes to the user dictionary are saved each time
you save the document or close XMetal .

To edit the dictionary:

e Select Edit Dictionary from the Tools menu. The Edit
Dictionary box appears, containing alist of wordsin the
current user dictionary;

e Toadd aword to the dictionary, type the word in the Word
text box and click on the Add Word button;

e Todelete aword from the dictionary, click on the word in
the list and then click on the Delete Word button.
Supplementary Dictionary

A supplement dictionary for use by Congressional Usersis under
devel opment.

Thesaurus

Y ou can look up aword in your document and display meanings for
that word using the Thesaurus. Y ou can also view related words such
as synonyms, antonyms, and contrasted words.

To look up aword in the thesaurus:
e Highlight the word in the document you want to look up;

e Select Thesaurus from the Tools menu, Or press Shift+F7.
Theword and it’s meaning are displayed;

e Select Synonyms, Antonyms, Related Words, Contrasted
Words or See Also in the drop down menu;

e Alist of wordsisdisplayed below it. Click on any word in
that list and click one of the following buttons;

e Next Meaning displays the definition of the word you
selected;

e Previous Meaning displays the definition of previously
selected word;

e Get Word clearsthe last word you selected;
e Replace updates the document with the word you selected;

e Cancel closesthe Thesaurus.
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.
@The word you selected in your document is not changed until you click Replace and close the Thesaurus.
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Tagging Terms

Y ou can tag terms in your document that will allow you to view all
view where aterm appears in your document using the Resource
Manager.

To tag terms in your document:

e Select Set Terms from the Format menu, Or press ALT+T.
This feature will search for phrases through the document, like this:
theterm “ State”
the terms “ State” and “ County”

Each time it locates aword or phrase, it will remove the quote tags and
replace them with term tags.

Converting hyphens to en-dashes

Y ou can convert hyphens to en-dashes under certain conditions. To
convert hyphens to en-dashes:

e Select Set En-Dashes from the Format menu, or press
ALT+F12. The following conditions must exist in order for
a hyphen to be converted:

0 When the dash joins two numerals, such as“Public Law
107-5151", or Figures: 5-20 (bonds);

0 When the dash joins a capital letter and a numeral, such
as“6-A (exhibit identification)”, “DC-14 (airplane)”,
“1-95 (interstate roadway)”, “4-H (Club)” or “ Section
12(a)-(b)”. (en dash used for the word to).
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Final Macros

There are two final macros that will help you prepare drafts for the
Member or Committee office or for introduction on the House floor.
Preparing a draft for Member/Committee:
This macro will:

e Hidethe Member Signature ling, if it is not already hidden;

e Unhide the two “Discussion Drafts’, if there are not already
unhidden;

e Runthe“Set Terms’ function.
e Runthe*“Fix En-dashes’ function.
To run this macro:

e Select Prepare draft for Member/Committee from the Format
menu, Of,

e PressCTRL+ALTHI.

See Converting hyphens to en-dashes and Tagging Terms for more
information.
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Preparing a copy for Introduction

This macro will:

Create and unhide the Member Signature line, if it is not
present or hidden;

Hide the two “ Discussion Drafts’, if the drafts are not
hidden;

Locate all inline comments and verify how you want them
deleted (bold brackets only, or bold brackets and the text);

Locate al Legis-Comments and asks you if they should be
deleted;

Regenerate all Table of Contents;
Run the “ Set Terms” function.
Run the “ Fix En-dashes” function.

To run this macro:

Select Prepare copy for Introduction from the Format menu or
press CTRL+ALT+Y.

See Tagaing Terms for more information on Set Term functions

See Converting hyphens to en-dashes for more information

Congressional Help

Cleaning Up Documents e 196



Special Features

The Resource Manager

The Resource Manager is atool that gives you access to many
different things, including your desktop and your files, aswell as
information unique to the document you currently have open.

The Resource Manager can be assessed from the View menu. By
default, it contains two tabs: the Assets tab and the Desktop tab. Each
item listed in the Assets folders can be used to navigate through your
document by clicking on the item, asin docoutline, or insert items by
dragging the item from the folder into your document.

To use assets, click on Resource Manager from the View menu. A
window will open in XMetalL (by default, on the |eft-hand side of the
screen) that has two tabs in the bottom frame. Click on the Assets tab.
Assets Tab: Viewing Conversion Notes

e Click on Conversion Notes folder;

e Click on the Generate button;

e Move through the document by clicking on each
conversion note,

See Using converted XyWrite files from prior Congresses for more
information about conversion notes.

Assets Tab: Viewing Terms
e Click on termsfolder;
e Click on the Generate button;
e Move through the document by clicking on each term from
the list generated.
Assets Tab: Viewing Empty Enumerators

e Click on empty-enums folder;
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e Click on the Generate button;

e Move through the document by clicking on each level from
the list generated.

e Click on the current document in order to add the correct
enumerator to the document.
Assets Tab: Viewing Act-names.
e Click on act-namesfolder;
e Click on the Generate button;
e Move through the document by clicking on each term from
the list generated.
Assets Tab: Viewing the Document Outline
e Click on the act-names folder;

e Select thelevel in which to navigate from the drop-down
box in the left-hand side column;

e Click on the Generate button;

e Move through the document by clicking on the purple text
in the directory list that was generated;

e Close the document outline by clicking on the X in the
Document Outline window.

Glt may be necessary to press the right arrow key on your keyboard to refresh the screen after the Document
Outlineis closed.
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Assets Tab: My Text Block
e Click on the mytextblock folder. A list of saved text blocks

isdisplayed;
To create atext block:

e Useyour mouse and select the text you want added to the
text block. If you wish to select the entire level, select the
enum, header (if in the level) and the text, and then, click
on Select Element from the Edit menu;

==l
[ Assets af'ter a division = |
i3 act-names -
{3 conversion-notes
-] Customizable Asset Templates
0 dommutine Subtitle A—Authorization of
{22 Journalist DTD
= programs
S terms
Sec. 1. Authorizations of appropriations.
(a) In general.—The following sums are authorized to be
=] appropriated from the Highway Trust Fund (other than the
Personal Text Blocks Mass Transit Account).
[Exampls (1) My Paragraph Text Block.—For the Interstate
maintenance program under section 119 of title 23,
TUnited States Code, 54.500.615.000 for fiscal year
2004, 54,988,088,000 for iEeal vear 2005,
$5,359,491,000 for fiscal vear, 2006, $5,711,450,000
for fiscal year 2007. $5.8635.610,000 for fiscal year
2008, and $6.072.843.000 for fiscal year 2009.
(2) National Highway System.—For the National
Highway System under section 103 of that title,
$5.400.738.000 for fiscal year 2004, $5,985.705.000
for fiscal year 2003, 36.431.389.000 for fiscal year
2006, $6.853.739.000 for fiscal year 2007,
57.038,732.000 for fiscal year 2008, and =
| N S e e e e K _>|_I
{8 Assets [ Deskton | "B big level test |
Rules Checingon [ oM [ 4

e With the material highlighted, hold down the left mouse
button and drag the text into the Personal Text Block

frame;
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[0 Assets
{3 act-names
{23 conversion-notes

{1 Customizable Asset Templates
{13 docoutline

after a division

Ll

Subtitle A—Authorization of
{23 Journalist DTD
S s PECERSIS
{23 terms

Sec 1_Autharizatiane of appropriations.
Asset Details for " <paragraph id="H6 x|

Descrption: |y Tet Bock] oK I
Cancel

ums are authorized to be

rust Fund (other than the
Personal Text Bloc

|E<am\:|e |

(2) National Highway System.—For the National
Highway System under section 103 of that title.
$5.400.738.000 for fiscal year 2004, $5.985.705.000
for fiscal vear 2005, $6,431,389,000 for fiscal vear
2006, sé, 39,000 for fiscal year 2007,

00 for fiscal year 2008, and

| | Nelol lien 7 7sibie 7section 7 subseion |4 v

Db leveltest |

| @ aseets [[& Desion |

Rules Checkingon [ |NUM 4

A dialog box appears. Enter a description for the text block
in the Asset Details dialog box.

|

Personal Text Blocks

|Example |

[y Text Block ]

{1)My Paragraph Text Block, --For the Interstate
maintenance program under section 115 of title 23, United
States Code, §4,500,615,000 for fiscal year 2004,
$4,988,088,000 for fiscal year 2005, §5,353,431,000 for
fiscal year, 2008, §5,711,450,000 for fiscal year 2007,
£5,865,610,000 for fiscal year 2008, and $5,072,343,000

for fiscal year 2009.
fisc
vea
@

Thistext will be used asthe name. You can view al the text for each
block by holding your mouse over the block name.

@Selecti ng text in normal view can be misleading. If you place your cursor in alocation and use Select

Element, only the immediate text block is selected. For the best selection of elements and text, users may find it
easier to move material when in Tags-On view.

To copy, delete, or rename atext block:

e Right click on the text block name;

Congressional Help Special Features o 200



Personal Text Blocks

|E'«amp\s I
1y Text Blork
v Allow Docking
Hide

v Dacking View
Refresh

cut

Copy
Faste

Froperties

I By sssets |[2F Deskiop

3 ohjects

e Select delete to remove the text block;
e Select copy to duplicate the text block;
e Select propertiesto rename the text block;
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U.S.C. Citations

The U.S.C. Citations program enables automated insertion of U.S.
Code citations based on statute. For example, after areference to
section 202(a)(3)(C)(iii) of the Social Security Act, the correct U.S.C.
citation (in parentheses and including subdivisions) isinserted.

To use the USC program:
e Select Select Act for USC Citation insertions from the Insert menu;

e Placethe cursor at desired point of insertion.
For the Act's name:

0 Select USC Citations...U.S. Code Act Name from the Insert
menu, or press CTRL+ALT+SHIFT+U,

Example: Agricultural Act of 1949 isloaded. The words
"Agricultural Act of 1949" will beinserted.

For the U.S. Code Cite:

0 Select USC Citations ...USC Citation (for Selected
Act) from the Insert menu, or press CTRL+ALT+U.

Example:

Agricultural Act of 1949 isloaded.

Type "section 101(a)(1) of the Agricultural Act of 1949".
Thecite (7 U.S.C. 1441-1(a)(1)) will be inserted.

To access aU.S.C. Reference viayour Internet Browser:
e Placeyour cursor inaU.S.C. citation,

e Select Go to Specified Location from the Go menu, or press
CTRL+G.

A
T T aimia]

il T T T T — = —— |
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Math Functions

Basic Math Formulas

Follow steps 1, 2, and 3 to calculate basic math formulas directly in
the text of your document.

e Typethe calculation directly in the text of your document,
using the following symbols for the different math
functions. Addition - Plussign ("+"); Subtraction -
Hyphen ("-"); Multiplication - Asterisk ("*"); Division -
Forward Slash (/")

Example:

1+2
$45,350-$5,250
128+23
60,000/22

(10%((120+34)/2))

e Typethe Equal Sign ("=") after the formula.
Example:
1+2=
$45,350-$5,250=
128*23=
60,000/22=
(10* ((120+34)/2))=
e With the cursor located to the right of the Equal Sign ("="),

press ALT +the Equal Sign ("="). The answer will
appear immediately after the Equal Sign.

Example:

1+2=3
$45,350-$5,250=$40,100
128*23=2,944
60,000/122=2,727.2727272727
(10* ((120+34)/2))=770
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Adding/Subtracting Numbers One-by-One

Single numbers may be added or subtracted in XMetal. Follow steps
1, 2, and 3 to add and subtract numbers directly in the text of your
document.

e Placethe cursor to the right of the first number, and press
ALT+Plus Sign ("+") (to add) or ALT +Minus Sign ("-") (to
subtract).

You must use the plus ("+") or minus ("-") sign on the numeric keypad.

e Place the cursor to theright of the second number, and

press ALT+Plus Sign ("+") (to add) or ALT+Minus Sign ("-") (to
subtract).

e Movesthe cursor to the location where you want the final
answer placed, and press ALT+Equal sign ("=").

Windows Calculator

Instead of using the two methods above, you may use the Windows
calculator to perform math calculations. (In Windows, go to Start,
Programs, Accessories, Calculator.)
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Internal Cross-References

XMetal has the ability to create and check internal cross-references.
Internal cross-references are defined here as internal to the document
you are working on. For example, you could be referring to subsection
(c) from text in subsection (a). There are three reasons to identify
internal cross references using the Alt+X macro:

e |tisfaster than typing the text (e.g., subsection (c)).

e The cross references can be automatically checked later in the
process improving drafting quality and efficiency. For
example, if you have removed subsection (c) or created a new
subsection (c) and the “original” subsection (c) becomes
subsection (d), the cross reference check will notify you of the
change, and help you correct the cross reference automatically.

e Thecrossreferenceswill allow you (and the public) to navigate
the document more rapidly by placing your cursor in the
“subsection (c)” text and pressing Ctrl+G.

The Simple Example

To create a cross reference to subsection (c) from subsection (a), place
your cursor in the text of subsection (a) and type a space, followed by
the letter “c”, followed by Alt+X,

The cursor will move to subsection (¢) and a message will appear on
the screen asking you to confirm whether thisis the right spot or not.

= |fitisthecorrect level (where the cross referenceisreferring
to), simply press Enter. The cursor will automatically return to
the spot you were at in subsection (a) and the words
“subsection (¢)” will be typed in automatically. The text will
appear in adifferent color (green at thistime). Pressing Ctrl+G
while your cursor iswithin the “green” text will allow you to
navigate immediately to subsection (c). To return to the cross
reference, press Ctrl+Shift+G.

= |f the Alt+X macro did not take you to the correct level, the
message that appears on the screen will give you the option to
choose “No” because thisis not the correct cross-referenced
level. Inthis case, you will need to move the cursor to the
correct level and press the Alt+Shift+X key in order to generate
the link to the correct location. Once you press Alt+Shift+X, the
cursor will return to the location in subsection (a) and the
words “subsection (c)” will appear automatically as described
above.

@ Thetyping of the letter “ c” alonewill be referred to asthe® shortcut” of the target, there will be much more
information on this later.

Congressional Help Special Features o 205



Occasionally, you may want to add the phrase “ of this section” or “ of
this subsection” to the cross reference text. There are two waysto
have the “of this ...” added automaticaly. If you had type a semi-
colon (;) after the shortcut, the resulting cross reference would have
included the “of this...” The second way to accomplish thisis by
simply pressing Alt+X immediately after the cross referenceis created
(e.g., after the text “subsection (¢)” appears. Because the cursor is
next to the cross reference, it will know to add the correct “of this...”
to the text.

Crossreferences without shortcuts

Since we often copy and paste text from emails and word processing
files, it isalso easy to cross-reference this material without having to
create shortcuts. Simply highlight the text “ subsection (c)” and press
Alt+X. If thereis a subsection (c) within the current section, the macro
will act the same as though you had typed the shortcut; the enumerator
of subsection (c) is highlighted and you will be asked to confirm the
location. Once confirmed, the subsection (c) will become a cross
reference and shown in green. The macro will read and understand
more complex forms (e.g., “ paragraph (1)(B) of section 4(c)”) and
successfully find the right location.

More complex examples

Asyou know, cross-references are just not as smple as areference to
subsection (c) from subsection (a), both in terms of their relative
location and the text they generate. Asaresult, the customization
provides for severa levels of complexity, including a manual

approach. Let us discuss the completely manual approach first so you
can understand how there is always a way to create a cross-reference,
then we will look at several shortcuts based on your typing the shortcut
form target.

Manual approach

Let us say you have some arbitrary text you want to represent as a
cross reference: it could be some text like “that subsection” or aform
that cannot be generated from the shortcut form. To create this cross
reference, first highlight or select the text you wish to establish as the
source of the cross reference, in this case “that subsection.” Then,
simply press Alt+X. The macro recognizes that you have selected text
that it does not understand as the source of a crossreference. A
message will appear that tells you to move the cursor to the cross
reference location and press Alt+Shift+X to establish the cross reference.
After you have dismissed the message by pressing Enter, you should
move your cursor to the correct location and press Alt+Shift+X. The
cursor will return the text you highlighted and mark it as a cross
reference to the appropriate level. Again, Ctrl+G will alow you to
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navigate to the target of the cross reference and Ctrl+Shift+G will take
you back.

In addition, once the cross reference text is established, you can
always change or add material to that text. For example, you may
want to add the words * of this section” to the cross reference text
“subsection (¢)” by placing your cursor inside the “xref” element. If
the text appears in the cross reference color (e.g., green), thetext is
part of the cross reference.

Referencing Big Levels

Let us say you want to create a cross reference Title I11. Simply type
“t;iii” and then press Alt+X. Thewords“Title 111" will appear and the
cross reference will be created automatically (without checking). The
characters before the ;" character, tell the macro the level. If you
want to reference “thistitle”, smple type “t;” followed by pressing
Alt+X. Note: the casing of the enumerator will be uppercased
automatically. The following table shows the charactersto type on the
left side of the “;” and the text that will be generated:

d Division

Title

Subtitle

Chapter

Subschapter

Part

glo|glo|al|~

Subpart
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Inside Text and Inside Quoted-Blocks

One problem involving cross reference location involves whether the
cross reference is within aquote or not. The key to figuring thisout is
based on the location of the source text. If you are inside a quoted
block, the internal cross reference is most likely to materia in the
current quoted block. The rules remain the same as above and the
Alt+X macro will only look inside the current quoted-block by default.
Similarly, when your cursor is outside of quoted block material, the
cross referenceislikely to not be in quoted block material, so the
default isto check outside of quoted-block material. However, cross
references to levels within quoted blocks do occur. To tell Alt+X that
the cross reference is within a quoted block, simply start the shortcut
with“q:”. So, in our simple example above, if the cross reference to
subsection (c) was inside a quoted block, you would have typed “q:c”
before pressing Alt+X, rather than typing “c” by itself. Of course, you
will be asked to confirm the location, so even if you can’t remember
this, you can still achieve the results you need. Note: the macro will
check the following quoted-block and then the preceding quoted-
block. It does not search through all quoted-blocks within the
document.

Shortcut Form

The shortcut form enables you to type the reference crypticaly to
achieve the desired result. Let’s say you want to reference “ section
4(a).” You can simply type “4a’ and then use the Alt+X macro. If you
want to reference “ subsection (a)(3)”, you would type “a3”. This
approach frees you up from typing all those parentheses and the level
type. For example, “4a3BiilV” will produce “section
4(@)(3)(B)(ii)(1V)". If you need to reference section 4(1), you would
use“4.1”. The period is used to separate the section from the
paragraph enumerators. It's generally agood ideato type a period
after the section enumerator al the time because of the conflict with
paragraph enumerators. Thisis particularly true when trying to
reference a section alone.

We also need to deal with language such as “subsection (&) of section
4. To accomplish this, the shortcut would be “4.,a". “4.a,1” would
be turned into “paragraph (1) of section 4(a)”. A more complex
example would be “103.,c,6” which would be turned into “ paragraph 6
of subsection (c) of section 103" If you want the text to use the form
“of this...”, youwould add a“;” to the end of the shortcut. For
example, “a3;” would produce “ subsection (a)(3) of this section”,
“6,B;” would produce “ subparagraph (B) of paragraph (6) of this
subsection”, and “b2,A;” would produce “subparagraph (A) of
subsection (b)(A) of this section”.
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The macro actually searches the enumerators of the levels based on
your shortcut and where your cursor is located by first seeing if the
reference is contained within the level you're at and then searching up
through the document.

Of course, if you or the macro makes a mistake, you can always
simply edit the text as you need.

Where Arethe Referencesto ThisLeve?

On occasion, you may want to know where there are cross references
tothelevel you'rein. For example, you want to delete the level or
you'rejust curious. Simply press Alt+Y at any level and a message box
will tell you the levels that contain cross references to the level your
cursor isin. But, don't worry about fixing the cross references
manually. The Cross Reference Checker will do that for you.

Checking Cross References

At any point while editing a document, you can check the document’s
cross references for accuracy. While you edit the document, cross
referenced levels can (1) remain correct, (2) be moved (e.g., new
levels are inserted, preceding levels are deleted, etc.) and thus the
target levels change their enumeration, or (3) be deleted.

The Cross Reference Check macro reviews all of the cross references
in the document and only reports the problems and suggests automated
corrective action. For example, if there was a cross reference to
subparagraph (A) which became subparagraph (B), the macro would
give you the following three choices:

= Changethetext and link to subparagraph (B) (the default),
= Reset the link to the current subparagraph (A),
= Re-enter the cross reference short-cut.

Whenever a cross reference is created, two pieces of information are
stored with the cross reference source: (1) the unique id for the cross
referenced level and (2) the legidative path for the level (whichis
made up of the enumerators leading to that level from the section level
to the current level). The unique id stays with that level even if the
enumerator or text changes and even if the level is cut and pasted
somewhere else into the document. When alevel is copied, the
original level maintains the original unique id and the pasted level gets
anew id. By using the unique ids and the enumerator path, the cross
reference check is able to determine if the level being cross referenced
is still the same as originally created.

Onetechnical point: When crossreferenced levels are deleted, the
document technically contains an XML illegal condition. If you use
the XML Validator, the document is not valid at the time you delete
thelevel. To resolve this problem, whenever you save the document,
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al broken links are automatically assigned to the legidlative body of
the document. This enables the document to be valid for saving and
enables you to continue working without checking the cross references
al thetime. When you check the cross references, the macro will
report all cross references to the legidative body as broken links and
provide you with appropriate options.
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Appendix A — FAQ

Frequently Asked Questions

How do | typetext?

For ease and efficiency, you should type in sentence-style casing
throughout the document, particularly in the headers. The casing of the
headersin the final typeset document will be printed correctly. The
advantages of typing headers in sentence style are clear:

e No need to think about the correct casing for each level;

e When levels are moved during drafting, the casing will not
need to be "fixed";

e Tablesof contents can be automatically generated without
adjusting the casing of the table of content entries.
What isthislime green text?

Hidden text, or text that will not print, appearsin limegreen. Our
XML files use this hide feature so one file can represent al versions
(introduced, enrolled, engrossed, reported, etc) of the resolution or bill.
My cursor, and the text, scrolled to the left whilel wastyping.
How can | fix this?

Thisisadisplay problem. To bring the text, and the cursor, back into
view on your screen press the left arrow key until the screenis
displayed correctly.

| would like to change section text into Subsection (a). How do |
do this?

e Placeyour cursor in the Section text;

e PressCTRL+1. The Section text will be converted to
Subsection (a) and a Subsection (b) will be added.

It is easy to see how to insert anew section at any point in abill after
the first section. But it is not clear how you would insert a new section
before the first section.
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e Placeyour cursor in the header of Section 1(right before the
first letter in the first word);

e PressCTRL+0. A new section should beinserted and the
original Section 1 will become Sec. 2. Depending on how
Section 1 needs to look, you may need to use CTRL+H and
CTRL+T to add/remove header and text.
How do | change SEC. to SECTION?

e Placeyour cursor in the section header of the section you
need to change,;

e Select Set Section Type from the Format Menu;

e Select option two, "Section-ONE type".
When | merge afile, do the enumerators get redesignated
automatically?

No. The enumerators are not redesignated automatically when you
merge multiple files into one document. This was done by design.
How do | make a changeto the short title?

e Select Short Titles from the Insert menu or press
CTRL+ALT+Q. Thiswill display adiaog window that
contains al the short titles in your document;

e Edit your short title and click OK. The short title should be
changed wherever it appears in the document.
How do | insert flush left text?

e Placethe cursor in the last level before the location of the
flush left text;

e Press CTRL+SHIFT+F, or select flush-left text from
Section-and-below levels on the Insert menu. Note the
location of the flush-left text. It isimportant that it is
aligned with the correct level. Hit CTRL+SHIFT+F
repeatedly to move the text in or out.

| am drafting in traditional style. Why aren’t the headersfor the
sections centered on screen?

While drafting in traditional style, the headers for sections will not
appear centered on the screen; although the headers will print centered
on the PDF. At thistime, thereisno available technical solution to
display section headers centered on the screen.

To assist the drafter, gray generated text indicating the style of the
guoted block appears at the beginning of the quoted block. When
drafting in traditional style, it reads as follows: [Style of Quoted-
Block: traditional].

See the section, Drafting Legidative Styles, for more information.
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How do | get rid of quotes[thetag]?

e Placeyour cursor inside the quote and right-click with your
mouse;

e Select untag from the drop-down menu. The quote tags
should be removed.
How do | change a paragraph into a subsection?

Place your cursor inside the paragraph and use the promote feature:

e Select Promote Level from the Format menu, or press
ALT+SHIFT+P.

How do | get alist of the archive file names associated with my
document?

To view information about the current document, including archive
file names and dates:

e Sdect Document Information from the File menu. This
isatext fileand it may be printed.

When saving as Locator Codes (XyWrite), if | go to another program
(by using the Windows task bar), the Save As Locator Codes dialogue
box disappears * behind* the main window, but the main window
cannot be activated (or minimized), because there is an open dialogue
box.

Try minimizing all open windows first, and the "Save As L ocator
Codes' dialogue box will be refreshed and "appear" again.

To minimize all open windows:

e Using your right mouse button, click ablank area on the
taskbar;

e Click Minimize All Windows.
To restore your windows to their origina state:

e Useyour right mouse button to click a blank area on the
taskbar;

e Click Undo Minimize All.
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Appendix B — Deviant Quoted

Block Styles

Drafting the Railroad Retirement Act and Chapter 110 of

Title 18 in XML.

The Railroad Retirement Act of 1974 can be drafted in traditional quoted block style and Chapter

119 of Title 18 of the U.S. Code can be drafted in USC quoted block style. The enumerators follow
adifferent pattern than the standard OLC, USC and Traditional styles. Userswill have to manually
type the correct enumerator in the first level of aseriesor turn off the auto-rededesignate feature in
the User preferences and manually renumber the enumerators. Excerpts are below

The Railroad Retirement Act of 1974

Be it enacted by the Senate and House of Represeniatives af the United Staies of
America in Congress assemblad,

Section 1. Excerpt from the Railroad Retirement Act of 1974.

This is an excerpt from the Railroad Retirement Act of 1974 (Section 1)
[Style of Qmoted-Elock: traditional ]

“Sec. 1. Definitions. For the purposes of this Act—
“{a) (1) The term “employer’ shall mclude—

“{1) any carrier by railroad subject to the junisdiction of the Serface Transportation
Board under part & of subtitle IV of title 49, United States Code;

“{if) any compnay which iz directily or indirectly owned or controlled by...
[END-OF-QUOTED-BLOCK]”.

XMetalL (left-hand side)

=l

This Act may be
drafted in
Traditional

Style in ¥Metal.

Section Tex United States of America in Congress assembled,
Subsectio L\ DEFINITIONS
.[For the purposes o 5 A

Inline paragraph

A
RAILROAD RETIREMENT ACT OF 1974

(As amended through December 21, 2002)

AN ACT To amend an Act entitled “An Act to establish a retirement
employees of carriers subject to the Interstate Commerce Act, and for
poses,” approved August 29, 1935

Be it enacted by the Senate and House of Representatii

[

he te mployer” shall in e
i) any carrier by railroad subject to the jurisdicti

0 3 d

Subparagrapl urface Transportation Board under part A of subti
title 49, United States Code;

(i) any company which is directly or indirectly «

controlled by, or under common control with, one or 1
ployers as defined in paragraph (i) of this subdivie
which operates any equipment or facility or performs :
ice (except trucking service, casual service, and t!

operation of equipment or facilities) in connection

transportation of passengers or property by railroad, ¢
ceipt, delivery, elevation, transfer in transit, refrige:
icing, storage, or handling of property transported by

PDF from HOLC Comps files (right-hand side)
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= 11 RAILRDAD RETIREMENT ACT OF 1974 Sec. 7 ﬂ

Sec. 2. Excerpt from the Railroad Retirement Act of 1974.

on the basis of his or her quarters of coverage under that Act ac-
5.

This 15 an excerpt fom the Rairoad Retirement Act of 1974 (Section 2). quired prior to January 1, 197
[Style of uoted-Block: traditionsl ] (45 11.5.C. 231)
ANNUITY ELIGIBILITY REQUIREMENTS
e . A .
Sec. 2. Annuity Eligibility Requirements.is) (1) The fellowing-deseribed SEC. 2. (a)(1) The following-described individuals, if they shall -
indiwicuals, if they shall have completed ten years of services & have completed ten years of service (or, for purposes of paragraphs
E ook Kk Kok (i), (iii), and (v}, five years of service, all of which accrues after De-

cember 31, 1995) and shall have filed application for annuities,
shall, subject to the conditions set forth in subsections (e), (f), and

(i) inidivicuals who have attained retirement age < (h), be entitled to annuities in the amounts provided under section
RERA AL 3 of this Act—
(i) individuals who have attained retirement age (as de-
“(i1) indivichuals who have attaned the age of sty & fined in section 216(1) of the Social Security Act);

(ii) individuals who have attained the age of sixty and
have completed thirty years of service;

(i1i) individuals who have attained the age of sixty-two and

“(1) individuals who have attamed the afte of stty-two & have completed less than thirty years of service, but the annu-

Nk k ok k k ity of such individuals shall be reduced by 1/180 for each of the

first 36 months that he or she is under retirement age (as de-

fined in section 216(1) of the Social Security Act) when the an-

PR

“(iv) inviduals who have a current connection < nuity begins to acerue and by 1/240 for each additional month
LR that he or she is under retirement age (as defined in section
216(1) of the Social Security Act) when the annuity begins to

accrue;

“(v) individuals whose permanent physical &

kR AR Ak

(iv) individuals who have a current connection with the
railroad industry, whose permanent physical or mental condi-
tion is such as to be disabling for work 1n their regular occupa-
“ tion, and who (A) have completed twenty years of service or (B)

(2) For the purposes & o eaaan have attained the age of sixty; and

(v) individuals whose permanent physical or mental condi-

tion is such that they are unable to engage in any regular

[END-OF-QUOTED-BLOCK]" . employment.
(2) For the purposes of paragraph (iv) of subdivision (1), the
Board, with the cooperation of employers and employees, shall se-
CLISE N header:) cure the establishment of standards determining the physical and

mental conditions which permanently disqualify employees for
work in the several occupations in the railroad industry, and the
Board, employers, and employees shall cooperate in the promotion
of the g‘reatest prar:tn:able degree of umform]ty in the standards

= FERRRUION | I

XMetalL (left-hand side) ----- PDF from HOLC Corms files (rlght hand side)

Chapter 119 of Title 18 of the United States Code
“Chapter 119—Wire and electronic
communications interception and interception of
oral communications

TITLE1IS\CH119

§2510 TITLE 18—CRIMES AND CRIMINAL PROCEDURE 2

(4) “intercept” means the aural or other acquisition of the
“8 2510, Delinitions contents of any wire, electronic, or oral communication through
" the use of any electronic, mechanical, or other device.

(5) “electronic, mechanical, or other device” means any de-

Az used in this chapter— vice or apparatus which can be used to intercept a wire, oral,
or electronic communication other than—

(a) any telephone or telegraph instrument, equipment

or facility, or any component thereof, (i) furnished to the

subscriber or user by a provider of wire or electronic com-

“(1) “wire communication’ means [ordtted text]

“(2) "oral communication’ means [omitted text] munication service in the ordinary course of its business
and being used by the subscriber or user in the ordinary
“(3) *State’ means [omitted text] course of its business or furnished by such subscriber or

user for connection to the facilities of such service and
used in the ordinary course of its business; or (ii) being

() “mtercept’ means [orutted text] used by a provider of wire or electronic communication
service in the ordinary course of its business, or by an
“(5) “electronic, mechanical, or other dewice’ means [omitted text]— investigative or law enforcement officer in the ordinary

course of his duties;
(b) a hearing aid or similar device being used to cor-

“{a) any telephene [more omitted text followed by an mbne level] ... (1) furnished !'Bct. subnorma] hearing to not better than normal;

[omitted text] (i) being used by provider [omitted text] (B) “person” means any employee, or agent of the United
States or any State or political subdivision thereof, and any
“(b) & hearing aid or similar device [omitted text] individual, partnership, association, joint stock company, trust,

or cnrpﬂrahcln
(7) “Investigative or law enforcement officer” means any of-

() {text} ficer of the United States or of a State or political subdivision
thereof, who is empowered by law to conduct investigations of
U7 {text) or to make arrests for offenses enumerated in this chapter, and
any attorney authorized by law to prosecute or participate in
“12) [veat) the prosecution of such offenses;

(8) “contents”, when used with respect to any wire, oral, or
electronic communication, includes any information concerning

() {text)— the substance, purport, or meaning of that communication;
(9) “Judge of competent jurisdiction” means—
“(a) a judge of a United States (a) a judge of a United States district court or a

United States court of appeals; and

- (b) a judge of any court of general eriminal jurisdiction
(b {te=t) of a State who is authorized by a statute of that State to

enter orders authorizing interceptions of wire, oral, or elec-

“(10 tronic communications;
- (10) “communication common carrier” has the meaning
I @lTeerion T o et Fnek 7 ehanter Fearfnn 7 marsmrank Traw 14| given that term in section 3 of the Communications Act of

XMetalL (left- hand side) ----- PDF from HOLC Compsfiles (right-hand side)
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“§ 2511, Interception and disclosure of wire, oral, or electronic Bl
communications prohibited.

“{1) [Tagged as a subsection] Ezcept as otherwise specifically prowided in this chapter any
person who—

“(a) intentionally intercepts, [omutted text]
“(b) intentionally uses, [omitted text]
“{1) such dewvice iz afftzed [omitted text]
“(i) [omitted text]
“(1) [omutted text]
“(iv) [omitted text]
“{w) such person acts
“(c) [ormitted text]
“(d) [ormtted text]
“(e) (D) intentionally discloses [omitted test]
[FLUSH-LEFT-TEXT: subsection]
shall be punished as prowided in subsectine (4) or shall be subject to suit as provided in
subsection (5).
“(2) (&) (1) It shall not be [omutted text]
“(if) Motwithstanding [omitted test]
“1) [omitted text]
“(i) [omitted text]

[FLUSH.LEFT-TEXT- sthparagraph]
setting forth the period.

“(b) It shall not -
<) Dl@!ll bsection / paragraph / subparagraph / test £ inline-comment | 4 3

] TITLE 18—CRIMES AND CRIMINAL PROCEDURE §2511

through the mail or transported in interstate or foreign
commerce; or

(iv) such use or endeavor to use (A) takes place on the
premises of any business or other commercial establish-
ment the operations of which affect interstate or foreign
commerce; or (B) obtains or is for the purpose of obtaining
information relating to the operations of any business or
other commercial establishment the operations of which af-
fect interstate or foreign commerce; or

(v) such person acts in the District of Columbia, the

Commonwealth of Puerte Rico, or any territory or posses-

sion of the United States;

(c) intentionally discloses, or endeavors to disclose, to any
other person the contents of any wire, oral, or electronic com-
munication, knowing or having reason to know that the infor-
mation was obtained through the interception of a wire, oral,
or electronic communication in violation of this subsection;

(d) intentionally uses, or endeavors to use, the contents of
any wire, oral, or electronic communication, knowing or having
reason to know that the information was obtained through the
interception of a wire, oral, or electronic communication in vio-
lation of this subsection; or

(e)(1) intentionally discloses, or endeavors te disclese, to
any other person the contents of any wire, oral, or electronic
communication, intercepted by means authorized by sections
2511(2)(a)(ii), 2511(2)(b){c), 2511(2)(e), 2516, and 2518 of this
chapter, (ii) knowing or having reason to know that the infor-
mation was obtained through the interception of such a co
munication in connection with a criminal investigation, (iii)
having obtained or received the information in connection with
a criminal investigation, and (iv) with intent to improperly ob-
struct, impede, or interfere with a duly authorized criminal
investigation,

shall be punished as provided in subsection (4) or shall be subject
to suit as provided in subsection (5).

(2)(a)(1) It shall not be unlawful under this chapter for an oper-
ator of a switchboard, or an officer, employee, or agent of a pro-
vider of wire or electronic communication service, whose facilities
are used in the transmission of a wire or electronic communication,
to intercept, disclose, or use that communication in the normal
course of his employment while engaged in any activity which is
a necessary incident to the rendition of his service or to the protec-
tion of the rights or property of the provider of that service, except
that a provider of wire communication service to the public shall
not utilize service observing or random monitoring except for
mechgniga] or ‘service‘ quality cul}tru]‘checks.

XMetal (left-hand side) ----- PDF from HOL C Comps files (right-hand side)
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Glossary of Terms

cascading style sheets (CSS)

A way to show adocument. XMetal uses cascading style sheets to format the XML
document in Normal and Tags On views. The CSSiswhat allows the display to be
in different colors, sizes, indentations, etc.

Context Area

The areato the left of the horizontal scrollbar, at the bottom of the XMetal
document window. It displays the name of the current element/tag and all of its
ancestors.

DTD (Document Type Definition)

A DTD (or adocument type definition) is afile which defines what tags and
attributes are used to describe content in an XML document, where each tag is
allowed, and which tags can appear within other tags. For instance, in the
Congressional bill DTD, section tags are allowed inside of a Titletag, but Title tags
are not allowed inside subitem tags.

element

Elements are the building blocks of any XML document. Blocks of text are
contained inside elements. An element in an XML document begins with a start-tag
and ends with an end-tag. Start tag for the element official-title: <official-title> End
tag: </official-title>

generated text

Text that is generated by a display program (rather than being part of the document
content). The enacting clause is one example of generated text in an XML House
bill.

Hopper

A box on the clerk's desk in the House chamber into which members deposit hills
and resolutions to introduce them. To "drop abill in the hopper" is to introduce it.
(Source: http://www.crs.gov/products/quides/glossary/h.shtml)
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IDs and IDRefs

IDs are unique identifiers for parts of an XML document. The valud of an ID
attribute must not be used for any other ID attribute in teh documetns. IDREFs refer
back to IDs. The value of an IDREF attribute must be the value of an ID attribute
somewhere in the document. IDREFs do not have to be unique.

Legislative Styles

Asdefined by Lawrence Filson in the book, The Legidative Drafter's Desk
Reference, "'Drafting styl€e' is the term used to describe the external characteristics of
legidative language, and has nothing to do (directly) with what that language does or
how the bill asawholeisorganized."

Level

A level isageneric term referring to aunit of the legislative body in abill or
resolution. Section, Subsection, Paragraph, Subparagraph, Clause, Subclause, Item
and Subitem arelevels. A contains an enumerator, followed by an optional header
and an optional text. Title, Subtitle, Chapter, Subchapter, Part and Subpart are big
levels.

Measure

A bill, joint resolution, concurrent resolution or simple resolution. Billsand joint
resolutions are legidative measures; simple and concurrent resolutions are
nonlegidative measures. (Source:
http://www.crs.gov/products/quides/glossary/a.shtml)

Notepad

Notepad is a basic text editor you can use for simple documents. The most common
use for Notepad isto view or edit text (.txt) files.

To print a Notepad document: On the File menu, click Print, then on the Genera
tab, select the printer and options you want, and then click Print. .

Quoted Block

A quoted block is a series of levels that are quoted as opposed to a quoted phrase
within text. Quoted blocks generally contain amendatory language.

tags

An element in an XML document begins with a start-tag and ends with an end-tag.
Start tag for the element official-title: <official-title> End tag: </official-title>

Text-Insert Markers

Markers used to assist the drafter when authoring adocument in XMetal.. These
markers are gray in color and contain a description surrounded by curly braces.
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XMetalL

Software application that edits XML documents. The planned replacement for
XyWrite.

XML

Extensible Mark-up Language. XML isamarkup language for documents
containing structured information. XML isan initiative of the W3C; for more
information, see http://www.w3.org/XML.

XyWrite

The current DOS-based editor used by the Legislative Branch to create and edit
legidative documents. XMetal is the planned replacement for XyWrite.
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