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Introduction

A Thumbnail History of FormTool

There are two kinds of software: the type that grew out of someone’s
bright idea, and the type designed to solve a particular set of real problems;
FormTool belongs to the second category.

Originally designed for a general contracting and construction company
in southern Florida, FormTool was first set up to collect information, but the
designers soon discovered that its most original feature was designing,
printing, and filling out forms. Since that time, FormTool has grown and
evolved in numerous ways, but throughout its history, it has remained easy
to master.

About This Book

FormTool Made Easy is a step-by-step course for new users of FormTool.
In the early chapters of the book, you learn to load and print a ready-made
form. From there you move on to designing and printing your own form. As
you become more knowledgeable about FormTool, the book presents more
complicated features, always building on what you have already learned. The
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middle chapters show you how to use FormTool to fill out forms with data
you have stored in FormTool: in ASCII (text) files, in databases, and in
spreadsheets. In the final chapters, you learn how to customize FormTool to
get the most out of your printer, as well as how to extend the power of
FormTool by using downloadable fonts and font cartridges.

This book makes the assumption that you know what you want a form to
look like or accomplish, but have not learned to use a computerized form
generator before. As for prior computer experience, this book assumes
minimal experience with DOS. Two of the chapters show you how to merge
information saved in a database or a spreadsheet into a FormTool form; these
chapters assume you are already familiar with database or spreadsheet
programs.

You will get the most out of this book if you practice everything you learn
to do several times. Follow the steps as they are laid out, then repeat them as
you remember them. Finally, close the book and experiment on your own.
Above all, be prepared to make and learn from your mistakes. You will learn
more by solving a few problems with hands-on experience than by reading
the ten best books on any subject. By solving real problems, the techniques
become yours. Early on, you should think about how the forms and tech-
niques you learn about here can be applied to problems you need to solve in
your own work.

As you become more familiar with FormTool, take the time to study the
many forms packaged with it. Try to figure out how the form makers used
the simple techniques in this book to create the many complicated-looking
forms.

If you enjoy technical challenges, you may want to teach yourself to draw
or scan images, capabilities you can incorporate into a downloadable font
using a tool such as SoftCraft’s Font Editor, and which allow you to print
forms with graphic images or logos. Unfortunately, these techniques, while
not overly complicated, lie beyond the scope of this book.

Specific Assumptions Made in This Book

e Installation You must follow the instructions in the manual for
installing FormTool. Since installation of each version of FormTool
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may be slightly different, this book will not give any specific infor-
mation about installing the program. In general, installation is
self-explanatory and easy.

® Hardware Although it is possible to use FormTool with a dual
floppy disk drive system, I do not recommend this. You will get the
most out of the program if you have a hard disk with several free
megabytes of space. Theoretically, it is even possible to use
FormTool with a single floppy disk drive system, but I am skeptical
about how effective that would be in practice. It is also possible to
install FormTool on a hard disk system and then copy the necessary
files onto a 720K floppy disk for use on a Toshiba single floppy
laptop; however, you must do this on your own.
FormTool works best with 640K of memory. It won’t benefit from
more than this, but it definitely will be limited if you have a 256K
system.

¢ Configuration Before you start using FormTool to design and print
forms, do a Configuration from the Main menu. Remember to select
PrintVision Preview On. Also, I recommend that you select Post-
Script Off. The PostScript option, if it is available in your verion, is
extremely limited and limiting. For example, it does not support any
PostScript emulation cartridges, and it permits use of only one font
per form! If you have followed the growing number of reviews of
form generation software in computer magazines, you know experts
are generally agreed that PostScript is not recommended even for
the high-end packages costing many times what you pay for
FormTool.

® Printers FormTool works with a vast variety of printers. In this
book, I generally assume you have a Hewlett-Packard Laser]et or
compatible for two reasons: First, it is the standard for businesses
and offices; second, it is much faster than a dot-matrix printer. From
time to time, I give information on things you can do with Epson-
compatible dot-matrix printers. Also, as mentioned in the previous
paragraph, I assume you will not use a PostScript printer.

If, for some reason, you have not purchased and registered a copy of
FormTool, I recommend you do this immediately. The price is more than fair
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and this purchase opens the door to technical support from Bloc Publishing.
I assure you the support alone is worth the price of the package.

How This Book Is Organized

Chapter 1, “FormTool Fundamentals,” gives a brief overview of
FormTool; it then shows you how to open a set of forms, select a form, load
the form into the Editor, preview, and print it.

Chapter 2, “Creating Your First Form,” describes how to create a form
from scratch.

Chapter 3, “Revising a Form,” teaches you how to edit, revise, or adapt
an existing form. In particular, you will learn about some of FormTool’s
features and you will start learning some editing techniques.

Chapter 4, “Retrieving Forms,” explains some basic techniques for retriev-
ing forms with two different tools: the Forms Organizer and the Forms
Manager.

Chapter 5, “Using Forms Designer,” contains a detailed review of all the
major features of the Forms Designer Editor.

Chapter 6, “Managing Forms,” shows how to use all of Forms Manager’s
major features for storing, organizing, and retrieving forms.

Chapter 7, “Filling Out Forms On-screen,” tells how to prepare a form to
be filled out on-screen using two different techniques: Easy Fill-out and Master
Form Merge.

Chapter 8, “Merging from Databases,” describes how to merge informa-
tion from a database such as dBASE III Plus into a FormTool form.

Chapter 9, “Merging from Spreadsheets,” teaches you how to merge
information from a spreadsheet such as Lotus 1-2-3 or Excel.

Chapter 10, “Customizing a Printer Driver,” explains how FormTool
stores information about printers, as well as how you can change or customize
this information using FormTool’s Print utility.

Chapter 11, “Using Soft Fonts and Cartridge Fonts,” deals briefly with
downloadable soft fonts and printer cartridges and how you can customize
FormTool to use them.
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FormTool Fundamentals

FormTool is a program for designing, editing, and printing forms such as
schedules, lists, check registers, invoices, and applications. In short, you can
use FormTool to create any of the vast variety of paper forms making up the
bulk of office work.

This chapter begins with an overview of FormTool, describing what
distinguishes it from other ways of creating forms and from competing
software. The chapter then explains how to open a set of forms, select a form,
load the form into the editor, preview the form, and print it.

What FormTool Can Do

FormTool is text-based; that is, it uses the symbols in the IBM extended
character set to create text, draw lines, and make grids and boxes. This
character set includes the letters of the alphabet (upper- and lowercase),
numbers, punctuation marks, and foreign language characters. It also in-
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cludes many unusual graphics characters used primarily for drawing lines or
forming corners, as shown here.

i B R B
i Bl S N B O
S D B B B A
S I N N O B |
i -egD 1R N"

Because it is text-based rather than graphics-based, FormTool can print forms
on virtually any printer, including most daisy-wheel printers.

The heart of FormTool is the Forms Designer, an easy-to-use editor that
enables you to create, edit, and print forms of all types and sizes. You can use
the Forms Designer for three things: printing ready-made forms, customizing
ready-made forms, and creating forms from scratch.

The Forms Designer Editor (hereafter referred to as the Editor or, simply,
Editor) provides tools for creating, editing, and printing all your forms (a
screen is shown in Figure 1-1). The Editor has a unique utility, the Grid
Generator, which produces perfect grids simply and quickly. If you want finer
control over line drawing, the Editor lets you draw grids, lines, boxes, and
columns with a simple, manual drawing feature. As Figure 1-1 shows, the
Editor provides a precise matrix of numbered rows and columns. Within this
matrix, you create your form, seeing in advance just how it will appear when
printed.

In the Editor, you can type and manipulate text much as you would in a
word processing program. You can wrap the text, center, left-align, right-align,
or fully justify it. You can add emphasis with boldface, underlining, or italics;
type vertical text; and create large banner-style letters, which you can then
surround with a variety of shaded backgrounds.

FormTool comes bundled with PrintVision, a utility that lets you preview
a form to see exactly how it will appear on the printed page. This can save
mountains of crumpled paper. Since printing can be a very slow process—de-
pending on your computer and printer—PrintVision can also be a big time-saver.



