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Introduction to DPS 8 Answer Editor

« DPS Answer Editor creates the answers and tips in guides, which are provided with and can be used by
DPS 8 with new Clients and Documents.

« The Initial Sceen which appears is:
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e Youcan create a New Guide or Open an Existing Guide

DPS 8 Answer Editor >

Click here to send comments on this topic.


mailto:support@dps8.com?subject=Comments%20on%20topic%20%22%25%23TopicTitle%25%22.

Create New Guide

o To create a new guide for a module, the module must have been created

« Select New then select the document and name the new guide.
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« Modify the answers and tips on the screens as described below

« [fa Guide which has similiar answers and Tips exists you can open that Guide and make the
necessary changes and Save As as described below
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« If you have modified an existing Guide and want to save it as a new Guide, Click on Edit then
Save As after you have made all necessary changes
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e You can then enter the name of the new Guide. The new Guide will remain open if you want to
make additional changes.
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Modify Existing Guide

To modify an existing Guide, open that Guide. You can show only the Guides for that Document

by selecting Filter.
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Modify the answers and tips on the screens as described below and click on Save to save the

change you made
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Modify Answers on a Screen

Modify the default answers on a screen by selecting that screen then making the appropriate
changes to the answers.

e Here is an Option Button screen:
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e Here is a Check Box screen:
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Here is a Name Entry screen:
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Modify Tips on a Screen

« Modify the Tips on a screen by selecting the appropriate screen then making the changes to the
Tips. Here is where the Tips are entered. They can be BOLD and the font can be changed.
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« Tips can be formatted for justification, Indenting, including bullets or numbers, etc.

57 Answer Editor - m] e
File Edit
Operi | Mew || &dd Module | Delete Module  Save Exparad &1l || Collapse 81 || Gobo
RZ21 : Imvisibla Seraan ” Docymant fou Wik To Prepan
® Lzt Wil
P2 ! weable Soneen Codicil
PII33 : Invisible Screen
MI26 2 Invisible Scraen
¥ 075 : Descumera Yiu 'Wish Te Frepare
T 173 : Information You Wish To Complete Or Modify
¥ 2490 Acrertainable Critena For Dusoretionany Distributions
* CE50: Crher Crigevis For Dicretionany Distriatiom
P45 2 Crther Criteria Used For Ciscretonary Distributions
W PTG : Inasibbe Soiden
|

0397 - Imvsibie Sereen * . i = =E == BE | FazliiEs
053 1 Invsible Scoresn

0129 - Distribagionn OF lncame AndiOr Prinipal Faragraph = | Segoe Ul = g &
£33 1 Cistrioutions Of Income And Prindpal Maey &lso Be Faid To
0130 : Firal Dutrisutians OF Principal A Made
C131 = If Distribasies |s Dizad When Final Distrbotion ks To Be Mads
¥ 0135 = Prowiseon For Payment Of Tanes
D156 = Payer OF Taxes
128 : Cither Tax Provisions
¥ 0353 - Tevlatad Wil Alis

|

» This iz where the tip is entered.
# This is a BOLD tip
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Global Tips Guide

o ATip thatis contained in the Global Tips Guide will appear on the screen in all Clients regardless
of the Guide used when the Client was created

o Documents which have Tips which come from the Global Tips Guide, such as Articles Of
Incorporation in Corporations, will show as a Guide and can be modified as as described above
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File Dropdown

o Click File to access this drop down menu
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Edit Dropdown

o Click Edit to access this drop down menu
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Click here to Open and select a Document
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Click here to create a new Guide and select a Document
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Add Module

Click here to Add a Document to the Guide. Thereafter, the Guide wil be shown whenever a new

Document is being created.
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Delete Module

e Click here to Delete the selected Document from the Guide. Thereafter, the Guide will not be
shown whenever a new Document is being created.
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Click here to Save a Guide after you have made all necessary changes
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Expand All

Click here to Expand so all screens in the Guide are displayed
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