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A. Introduction

The entry template which you have received on diske to help you draft your contributions (précis

for the Bulletin on Constitutional Case-Law. lo#ls the need for you to enter the various zotestit

of your précis. The following checks/default valae provided by the entry template:

1. Country (after selecting the country the naminefcountry, appears automatically in zone "a)"
of the mask).

2. Court: depending on the country chosen, thet@mme "b)" is filled in. Only in cases where
two courts are available (e.g. Sweden, Finland, rCai Justice of the European
Communities/Tribunal of First Instance) do you néedielete the text concerning the other
non-appropriate court.

3. Languages are filled in automatically. For gdittions which use several languages
alternatively (e.g. Switzerland) you should detb&non-appropriate languages.

B. Use of the entry template

The "Welcome window" of the entry template asks y@enter the country, year and number of the
Bulletin for which you are drafting the précis.idRlwith your mouse on the small downward arrow to
the right of the appropriate entry boxes. Boxestaiaing the participating countries, years (1996-
2002) and numbers of the Bulletin (1-3) will opgbhoose the appropriate entries with the mouse.

After having made all three (!) choices, click thetton "Data entry" on the
Data entry bottom of the window. Another entry template witlen.

In the upper part of it you will see a provisiondéntification number for the précis which is
automatically generated. This identification numbél be changed for later publication of the
Bulletin. The boxes in "a) country”, "b) court"daat the very bottom of the last entry template
"Languages" are already filled in.

Proceed with the "TAB" key (usually left of the "®ey for QWERTY keyboards, "A" for AZERTY
keyboards) from one box to the next. With "SHIFT"TAB" you can go back one box. Fill in the
required text.

You will see that the entry template is divideaifdur sub-masks containing the following boxes:

Mask 1/4 a) Country
b) Court
¢) Chamber
d) Date
e) Number
f) Title
g) Official publications
h) Non-official publications

Mask 2/4 Systematic Thesaurus



Alphabetical Index

Mask 3/4 Headnotes
Summary

Mask 4/4 Supplementary information
Cross-references
Languages

Most boxes enable you to simply enter any texyolf arrive at the bottom of a box the text in o
scrolls up. You can move within the box usinggbmll-bar to the right of each box.

The "Systematic Thesaurus" and "Alphabetical IhdRoxes

These boxes require special treatment becausetbayot text boxes, but can only be changed using
the small boxes entitled "Add keyword chain" anaie keyword chain" on top of the large boxes
which show the current content of these zones.

a) Systematic Thesaurus

To add a keyword click on the small downward artovhe right of the "Add keyword chain" box. A
list of all existing keyword chains of the Systemathesaurus (abridged in order to match the size o
the screen) opens. Select the appropriate keyiousing the scroll bar on the right of the li§ilick

on the keyword which will then automatically be piég/ed in the large box showing the current
content of keyword chains.

Normally when you click on the small arrow to tlight of the box (Systematic Thesaurus) "Add" you
have a choice of all keyword chains of the Thesaudowever, if you enter a word or part of a word
in the "Search" box, only those keyword chains @mimg this word will be displayed. In order to
display the full range of keyword chains again, @imreturn to the "Search" box. The previous
contents of it will be erased automatically. Practeclick again on the small arrow to the rightio#
"Add" box to have again a choice of all keywordioka

To remove a keyword chain click on the small dowrdagrow to the right of the box entitled "Delete
keyword chain". A window containing all keywordaths of this précis will open. This is a copy of
the keyword chains in the large contents box. cd&Wth the mouse the keyword chain you want to
remove and the removal will be effectuated in tigeblox.

b) Alphabetical Index

The adding of keywords to the alphabetical indexk&an the same way as for keyword chains of the
Systematic Thesaurus above. The only differenteaisif you enter a new alphabetical keyword, you
are shown a list of all keywords used in the 199851Bulletins. You may use an existing keyword or
simply add a new one by typing it on the keyboard.

The removal of keywords of the alphabetical indearks exactly as described above for the
Systematic Thesaurus.
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Switching between sub-masks

The four sub-masks are switched automatically wmenarrive at the last box of a sub-mask and go
to the next box using the "TAB" key or if you arethe first box of a sub-mask and go back using the
"SHIFT" and "TAB" keys.

If you want to switch between sub-masks you casalby pressing the "Next Page" key for the next
sub-mask (e.g. 2/4, 3/4, 4/4) or "Previous Pageprfevious sub-masks (1/4, 2/4, 3/4).

Of course, it is not possible to switch to anothdr-mask before sub-mask 1/4 or after 4/4.

Creating new précis / Deleting précis

Upon entering the entry template for the first tismaew précis will be created. When

| aF |>< you have finished the data entry for this précid any one thereafter you can create a
new précis by clicking on the "+" button on thep tof the template. A new
identification number is automatically assignedHis précis and the fields "a) Country”, "b) Court"
and "Languages” will be filled in automatically. Telete a précis you must simply click on the "X"
button. (After having deleted the last decisiongh&y template will become empty and no boxes will
appear).

Editing previously entered data

Upon entering the sub-mask, a new précis is alwpgsied. If you want to edit a previously
Izl entered preécis click on the "<" button on the lovedr bottom of the entry template until the
précis you want to edit is shown. Now you can malkeecessary changes.

Saving previously entered data on diskette

In order to save the précis on diskette for mailmthe Secretariat in Strasbourg,
‘ EL# | H leave the Sub-entry templates with the "exit" buthmd press the "save" button

on the welcome entry template. You will be asledgecify the drive on which
you want to save the précis. The default is "Ar'd diskette. If you want to
send the file as an attachment to an e-mail, yopspecify another directory. If the drive you cheo
is "A:" you will be asked to enter a diskette i@ drive. By pressing the "OK" button the saving
process starts.

C. Installation

Insert the diskette into the drive and enter thmroand "A:Setup” in the command "File", "Run", of
the Program Manager in Windows 3.1 (replace A:Heydppropriate letter if A: is not your diskette
drive). Follow the instructions of the Setup pangr The entry template requires at least 8 MB of
memory to run smoothly.



