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1 Introduction?

Version 1.8 of the input mask which you receivetioes CODICES CD-ROM is to help you draft
your contributions (précis) for the Bulletin on Gaitutional Case-Law. It avoids the need for you
to enter the various zone titles of your précise Tollowing checks/default values are provided by
the input mask:

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

2. "b) Court": depending on the country chosen,dh@t zone "b)" is filled in. Only in cases
where two courts are available (e.g. Sweden, Rihl&ourt of Justice of the European
Communities/Tribunal of First Instance) do you néedlelete the text concerning the other
non-appropriate court.

3. Languages are filled in automatically. For gdictions which use several languages
alternatively (e.g. Switzerland) you should detagenon-appropriate languages.

Furthermore, you are assisted in filling in thédaing fields:

bR

c) Chamber

g) Official publications

h) Non-official publications
Systematic Thesaurus
Alphabetical Index

Value lists for these fields are available throelitking once on the small downward arrows near
the respective boxes.

2 New features compared to previous versions

an additional feature called “word count” (the l#ngf a préces should not exceed 1200
words, this feature may help to remain with thisit).

possible to save all files or those relating tpecsic bulletin.

Version 1.8 of the input mask (Access XP/2002) Iveso the problem with the
“number” search field in version 1.5 as well assthavhich appeared with certain
requests (message « Active X »...); it should aldeestine problem of relating to non
English regional language setting in certain itesiah contexts.

! Installation instructions in Chapter 6 below
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3 Use of the input mask

After having chosen your preferred working langu@dgeglish or French) in the welcome window

CODICES Input Mask / Masque de saisie V1.8 T15 11/2003

*
* \

Welcome to the CODICES data input maszk ! .
Pleaze choose pour working language by clicking on English
the appropriate button

Bienvenue sur le mazque de zaisie de CODICES |
S5.¥.p.. choizissez votre langue de travail en cliguant sur
le bouton appropné

the main window of the CODICES input mask asks ywoenter the country, year and number of
the Bulletin for which you are drafting the précis.

CODICES input mask - main window
Please enter the following information:
Country: |:I
Year: 2003 ~
Mumber of Bulletin: || -
1
Then click on one of the but| 2 M
3
R
Input of new précis Editing préti Statistical data
C
D
Updating the input SEVE.ﬂﬂEﬂ for Delete ALL
mask shipping
Exit

Click with your mouse on the small downward arraattie right of the appropriate input boxes.
Boxes containing the codes and names of partiogatuntries, years (2003 — 2005, but you can
type in any other year, e.g. for leading cases)ramdbers of the Bulletin (1-3) will open. The
letters stand for: R- Special Bulletin on FreeddniReligion (do not use); S - leading cases; A —
ACCPUF; C - Inter-court relations special bulldtio not use); D - SADC countries.
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Choose the appropriate entries with the mouse.néewd only choose the country the very first time

you use the input mask. It will be remembered fature use. Be careful to choose the correct
country.

The main window gives you the following choices:

Input of new précis

Editing of précis

Input of statistical data

Saving data for shipping (on diskette or for e-mg)|
Updating the input mask

Deleting ALL précis

Exit

NogkrwpE

3.1 Input of new précis

After choosing the country code, the year and tbenlbrer of the Bulletin, click the button

on the main window. The précis mask will open.

Input of new précis

ALB-0003-3-008 | d) | This screen contains 4 pages. Mew précis | Delete |
Switch to other pages with Page

e] | Up and Page Down keys wWord count | Exit |
a] Country: m d] Date [dd.mm._pyyy]: |
b] Court: |Eunstitutiunal Court &] Humber:
c) Chamber: ~] |
] Title:
g] Official
publications:

= |
h] Hon-official
publications:

= |

Zoom of boxes with SHIFT+F2; Go to next page with Page Down key 1/4

Fecord: 14 of &

In the upper part of it you will see a provisiomdéntification number for the précis which is
automatically generated. This identification numbdl be changed for later publication of the
Bulletin. The digits "00" before the year indic#tat this is a provisional précis number. The boxes

in "a) Country”, "b) Court" and at the very bottahthe last sub-mask "Languages" are already
filled in.
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The Word count |p 00 informs you about the current length of hécis. Please respect the
limit of 1200 words according to the guidelines.

Proceed with the "TAB" key (usually left of the "Qey for QWERTY keyboards, "A" for
AZERTY keyboards) from one box to the next. WIBHIFT" + "TAB" you can go back one box
and fill in the required text.

You will see that the input mask is divided intarfeub-masks containing the following boxes:

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

Sub-mask 2/4 Systematic Thesaurus
Alphabetical Index

Input of new precis

ALB-0003-3-011 | d) | This screen contains 4 pages. New précis | Delete |
Switch to other pages with Page

e] | Up and Page Down keys V] G | Exit |

Systematic thesaurus : Select: [E _- Search: Delete: E[

156 Congtitutiona.. - Decigionz.. - Delivern and publication, -

4743 Institutions.. - Judicial bodi.. - Organization.. - Prozecutors / State counzel.

5545 Fundamental F.. - Caollective ni.. - Rightz of aboriginal peoples, ancestral rights.

Alphabetical index: Move keyword up: E[ Move keyword down: E[ Delete keyword: El

Type/select: | _~| Search in selection: |

Go to next page with Page Down key 274

14
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Sub-mask 3/4 Headnotes, Summary

Input of new précis

ALB-0003-3-011 | d) | This screen contains 4 pages. MNew précis | Delete |
Switch to other pages with Page

e] | Up and Page Down keys Y T | Exit |

Headnotes: [Hew line with CTRL+RETURHN]

L

W

Summary: [Hew line wath CTRL+RETURHN]

Zoom of boxes with SHIFT+F2; Go to next page with Page Down key
Recard: 14

Mask 4/4 Supplementary information, Cross-referencanguages
Input of new précis
ALB-0003-3-011 | d) | _This screen contains 4 pages. Mew précis | Delete |
Switch to other pages with Page
e] | Up and Page Down keys o] | Exit |
Supplementary information: [Hew line with CTRL+RETURHN]
I -
v.
Crozs-references: [Mew line with CTRL+RETURMN]
Languages:
Albanian
Zoom of boxes with SHIFT+F2; Last page: go to first page with Page Down key 474
Record: 14| 4 11 4 of 11
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3.1.1 Switching between sub-masks

The four sub-masks are switched automatically weenarrive at the last box of a sub-mask and
move to the next box using the "TAB" key or if yare in the first box of a sub-mask and go back
using the "SHIFT+TAB" keys.

If you want to switch between sub-masks you can jaisss the "Next Page" key for the following
sub-mask or "Previous Page" for previous sub-masks.

Most boxes enable you to enter any text. If yaivarat the bottom of a box, the text in the box
scrolls up. You can move within the box usinggbmll-bar to the right of each box.

3.1.2 Buttons/Boxes with special features

3121 Word count button
ALB-0003-3-011| d) | This screen contains 4 pages. Mew précis | Delete |
Switch to other pages with Page
e] | Up and Page Down keys wWord count | Exit |
a] Country: |Alhania d] Date [dd.mm_pyyy]: |
b] Court: |Eunstitutiunal Court €] Mumber:

c) Chamber: [-] |

f] Title: P .
Word count
g] OFficial
publications: & L )
B \]}) The précis ALE-0003-3-011 contains 31 words,

h] Mon-official
publications:

[=]

Zoom of boxes with SHIFT+F2; Go to next page with Page Down key 1/4

Record: 14| 4 | 11 4] af 11

This feature allows you to check whether you at@iwithe limit of 1200 words for one précis.
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3122 "c) Chamber" box

You can enter the name of the chamber which hantéthe decision in the "c) Chamber" box
directly. However, a click on the small downwardoar on the left of the box shows you a list of
chambers which have already been used in yourilbotitms to the Bulletin in the past. You can
choose one of these chambers by clicking on thegjponding line of the list. If no chamber has
been reported by you so far, this list will be eympt

Input of new précis

GER-0003-3-016| d) | This screen contains 4 pages. New précis | Delete |
Switch to other pages with Page
e] | Up and Page Down keys ] | Exit |
a] Country: |Eerman_l,l d] Date [dd. mm.yypy]: |
b] Court: |Federal Constitutional Court e] Humber:
c) Chamber: [-] |
First Panel
] Title: Third Chamber of the First Panel
Second Panel
. Second Chamber of the Second Panel
q) Official | Third Chamber of the Second Panel
publications: First Chamber of the First Panel
First Chamber of the Second Panel
Second Chamber of the First Panel
h] Hon-official
publications:
Zoom of boxes with SHIFT+F2; Go to next page with Page Down key 1/4

record: 14| 4 | 16 b |r]of 16

3.1.2.3 "d) Date" box

You should enter the date in the format “dd.mm.yyy#nich is indicated to the left of the box.
Please enter the date in the correct form bechese will be no check from the mask. This feature
has been removed from the mask because it cremibtems when Window¥ regional settings
used different date formats.
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3124 "g) Official" and "h) Non-official publications' boxes

You can enter the references to the publicatiotisariwo large boxes directly. A click on the small
downward arrow on the right of the small boxeshie left of the large boxes brings up a list of
publications which have already been used in youatributions to the Bulletin. You can choose
one of these publications by clicking on the cqroesling line of the list. If no publications have
been reported by you so far, these lists will bptgm

f Input of new précis

i ARG-0003-3-014] d) | This screen contains 4 pages. New précis | Delete |
] Switch to other pages with Page

1 =] | Up and Page Down keys ] (T | Exit |
i a] Country: |A.rgentina d] Date [dd. mm.yyyy]: |

] b] Court: |5upreme Court of Justice of the Mation €] Humber:

c] Chamber: Z[ |

f] Title:

g] Official
publications:

B

h] Hon-official
publications:
<IT+>Revista Emepar, Doctrina<IT-»
<IT+>Revista Juridica La Ley<IT-»
<IT+>El Derecho<IT->

Record: 14 | 1 | 14 |H | ||:|F 14 ||

Note: In all the mask’s fields, the tags <IT+> ari@i-> designate that the text in between is to be
formatted in italics.
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3125 The" Systematic Thesaurus' box

To add a keyword click on the small downward artowhe right of the "Select" box. A list of all
existing keyword chains of the Systematic Thesa(absidged in order to match the size of the
screen) opens. Select the appropriate keywordsimg ihe scroll bar on the right of the list. You
can also type in a number in order to quickly aeceda corresponding chapter of the thesaurus
(e.g. 5 for Fundamental rights). Click on the keyavavhich will then automatically be displayed in
the large box showing the current content of kegnabrains.

Input of new precis

BEL-0003-3-015| d) | This screen contains 4 pages. Mew précis | Delete |
Switch to other pages with Page
e] | Up and Page Down keys Word count | Exit |

Syztematic thesaurus : Select M_LI Search: Delete:
1124 Constitiona, - Comstit 4412 Ir'|:s:tl.l.1l.|:|r'|:s:.. - Head of State.. - Powers.. - Fielat-:un:s: l.-'-.lth hEe :
=74 General Princ.. - Loyal 4413 Inst!lul!uns.. - Head of State.. - Powers.. - Relations wlth judicial bodie
. — - 14414 Ingtitutions.. - Head of State.. - Powers.. - Promulgation of lavws.
4412 Institutions.. - Head of 3 4 4 4 5 Institutions.. - Head of State.. - Powers.. - International relations.
4416 Ingtitutions.. - Head of State.. - Powers.. - Powers with rezpect ta the armed forces.
4417 Ingtitutions.. - Head of State.. - Powers.. - Mediating powers.
442 Ingtitutions.. - Head of State.. - Appointrent.
r ) 4421 Ingtitutions.. - Head of State.. - Appointrment.. - Meceszzary qualifications.
llsbielilieal Ll - 44272 Institutions.. - Head of State.. - Appointrient. . - Incompatibilities.
Type/fselect: 4423 Ingtitutions.. - Head of State.. - Appointment.. - Direct election.

Ao e 4424 Institutions.. - Head of State.. - Appointment. . - Indirect election.
FEMEISM, praressional, e, AtCq 4 4 25 Ingtitutions.. - Head of State.. - Appointrment.. - Hereditary succeszion.

District judge _ _ 443 Institutions.. - Head of State.. - Temn af office.

teasure. special supervision 4431 Inztitutions.. - Head of State.. - Tem of offic.. - Commencement of office.
4432 Institutions.. - Head of State.. - Termn of offic.. - Duration of office.
4433 Institutions.. - Head of State.. - Term af offic.. - Incapacity.
4434 Institutions.. - Head of State.. - Temn of offic.. - End of office.
4435 Institutions.. - Head of State.. - Term of offic.. - Limit on number of successive terms.
444 Ingtitutions.. - Head of State.. - Status.
4441 Ingtitutions.. - Head of State.. - Status.. - Liability.

Record: 14 4 |1 15 [rITHETof 15 |
. . Select: |EE -

Normally when you click on the small arrow to tight of the elet box
you have a choice of all keyword chains of the &hess. However, if you enter a word or part of a
. Search: . .. .
word in the box, only those keyword chains containing thisdvor

will be displayed.

In order to display the full range of keyword clgiragain, simply click into the

Search: . . . .
box again. The previous contents of it will be sexh
automatically. Proceed to click on the small artovthe right of the "Select" box to have a choice
of all keyword chains again.
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To remove a keyword chain click on the small dowragrow to the right of th Do o =1

button. A window containing all keyword chains bfst précis will open. This is a copy of the
keyword chains in the large box. Select with tlwuse the keyword chain you want to remove and
the removal will be effectuated in the big box.

Input of new précis

GER-0003-3-016] d) | This screen contains 4 pages. New précis | Delete |
Switch to other pagez with Page
e] | Up and Page Down keys \Word count | Exit |
Systematic thesaurus : Select: 5115 - Search: Delete: E[
- —1 317 General Princ.. - Weighing of interests,

317 Ger'.lergl Princ.. - W?IQ}- 4.1 |ngtitutions.. - Constituent aszembly or equivalent body.
4.1 Institutions.. - Constitug 511 Fundamental R.. - General quest.. - Entitlerent £, - Legal perzons.
5115 Fundamental B.. - Gens = SiILL= U s ot o =
Alphabetical index: Move keyword up: E[ Move keyword down: E[ Delete kepword: E[
Typefzelect: j Search in zelection: |

Go to next page with Page Down key 214

Record: 14| 4 | 16 | o1 ] of 16
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3126 Alphabetical Index box

To add a keyword of the Alphabetical Index, selecit in the

Type/select: | =1 pox by clicking on the little downward
arrow box, or type a new keyword to the right e box if it does not yet exist in the list. You can

search within the list entering a search word g >careh in selection: | box.

Then click twice (two separate clicks) on the smdbbwnward arrow right to the

Typefzelect: -

ypefzelec || J box:

Input of new précis

GER-0003-3-016| d) | This screen contains 4 pages. New précis | Delete |
Switch to other pages with Page

e] | Up and Page Down keys ] | Exit |

Systematic thesaurus : Select: [511.5 - Search: Delete: E[

A7 General Princ.. - Weighing of interests. -

41 | ngtitutionz.. - Constituent aszembly or equivalent body.,

5115 Fundamental R.. - General quest.. - Enfitlement t.. - Legal persons.

Alphabetical index: Move keyword up: E[ Move kepword down: E[ Delete keyword: E[

Type/select: || _~| Search in selection: |

Abztract review=:»>1.3.2.3
Abuze of power
Ahuze of right
Abuze, fine impozed=:rMizusze, fine

Abusze, of right

Abuze-rrMisuze

Aoceptance, precondition=: > Acceptance, prereguisite
Acceptance, prerequizite -
Arccess bo courtz, administrative sanction, appeal

tedia law, formg
S anchion, crming

.y e

. 214
Aoceszs bo courtz, meaning
Record: 14 4 Access to courts=»>5.313.3
Arccesz to higher education=> > Education, higher, right
Access, elected offices, right=> »Elected offices, access, right
Aocezsory before the fact
2 Move kepword down:
The buttons 00 L I E[ and — i El allow you to change the

order of the keywords if there are more than ornered.

Delete kepword: El
The buttor .

allows you to delete previously entered keywords.

If you select a keyword for which an obligatory aptional cross-reference is available marked

Abode=>»Place of residence
Abuze-rxMizuse

respectively by =>> or —>> in the [#ct>?Law /Legslation | 5 new window will come up and give

you the choice to select the respective other key{spof the Alphabetical Index or the Systematic
Thesaurus.
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Obligatory cross-reference within the Alphabeticaex (In this example, the keyword

“Administrative confinement” must not be used):

Cross-reference

Obhgatory crozs-refrence(z] from kepword:

Adminiztrative confinement

to keyword([z]:

[ iDetention, administrative

Ok

Please tick the keyword[z] which you wizh to use and click the OK button.

Optional cross-reference within the Alphabeticadn(in this example, the keywords “Act”,

“Law” and “Legislation” can be used alternativelytogether:

Cross-reference

Optional crozs-refrencelz] from keyword:
[ act

to keyword[s]:

[ iLaw

[ Legislation

[ Measume

ok,

Pleasze tick the keyword[s] which you wizh to use and click the OK button.
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Obligatory cross-reference from the Alphabeticdeato the Systematic Thesaurliss obligatory

to use the keyword chain “Fundamental Rights - @mwil Political Rights — Procedural guarantees
and fair trial — Access to courts” instead of tlegword “Access to courts” of the Alphabetical
index. Please tick the box to the left of the kesgvchain to add this keyword.

Cross-reference

Oblhigatory crozz-refrence(s] from kepword:

Aocess bo courkz

to kepword[z]:

[ 15.3.13.3 Fundamental B.. - Civil and paol. - Procedural sa., - Access to courts.,

Please tick the keyword[s] which you wizh to use and click the OFK button.

Ok

3.1.3 Creating new précis / Deleting précis

When you have finished entering the data inputfprécis and any one thereafter you can create a

new précis by clicking on the  New précis | pytton at the top of the mask. A new provisional
identification number showing "00" before the ysaautomatically assigned to this précis and the
fields "a) Country", "b) Court" and "Languages"Maé filled in automatically.

Delete

To delete a précis you must click on button. After deleting the last decision, the inpu

mask will be empty and no boxes will appear.

3.1.4 Editing previously entered précis

If you want to edit a previously entered précisiclon thel*l button corner on the lower left
bottom of the précis mask until the précis you wanedit is shown. Now you can make all
necessary changes.
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3.2 Statistical data

Statistical data

A click on the button of the main window brings up a form for thput of
statistical data in respect of the reference pesibidh you have indicated by choosing the year and
the number of the Bulletin in the main window.

Input of statistical data
Input of statistical data for: GER-03-3 Exit
Enter the statistical data for the reference period [new line with CTRL+RETURH].
| -
]
Record: 14 1 4] of 1
. . . . ) Exit
Here you can enter and edit the statistical tentwish. You can leave this mask with ———__

button.
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3.3 Saving previously entered data for shipping (dkette or for e-mail)

Save data E]@

Reference period: 2003-3

Please enter below the drive and the subdirectory which you would like to use for the storage of
[a] the précis for the reference penod and [b] the statistical data for the reference penod.

By default "A:" will be used for a diskette drive. If you are using a diskette. pleaze insert it now
into the drive |

If you want to attach the file to an E-mail you might wizh to uze another drive and subdirectory
[e.g. “c:\venice").

Do you want to save:
* the précis for the current reference period only

" all précis in the mask (for special bulletins)

Dnve A\ subdirectory: |m

0K Cancel

In order to save the précis and the statisticah ast diskette for mailing or e-mailing to the

Save data for

Secretariat in Strashourg, use —_Shipping button of the main window. You will be

asked to specify the drive on which you want tcesite data. The default is "A:" for a disketté. |
you want to send the data file as an attachmesn ®mail, you may specify another directory on a
disk drive (e.g. “C:"). If the drive you choose"&:" you will be asked to enter a diskette inte th
drive. By pressing the "OK" button the saving gsxstarts.

By default the option to solve “the précis for therent reference period only” in chosen. If you
choose “all précis” in the mask”, all the précigrently in the mask will be saved in the file
regardless whether they belong to the referendedoéyear and Bulletin number) selected in the
main window or not. In order not to resend prémsi previous Bulletins, please delete all previous
précis (see point 3.5 below) before you enter tber mnes once you are sure that the last
contribution has safely arrived a the Secretariat.

Note: When sending the data file you should make that your e-mail program uses MIME-
encoding. The data file is in ANSI format. If yow chot MIME-encode the file, non-ASCII
characters like French accents or German Umladiteeviost. You should always send the data file
as an attachment and not in the main part of tmaikmessage because some e-mail programs add
unsolicited line breaks in the main part of the sage. Attachments, however, keep their original
form.
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3.4 Updating the input mask

Updating the input
The button LuFz L allows you to update the Systematic Thesaurus ancew
version has been adopted, as well as the cumuliadivef alphabetical index keywords and the

publications list. You could receive an update elitk from the Secretariat which will contain all
the necessary files. The update option is usefylarmce you have received this diskette.

Note: It will probably not be necessary to use tiption because you will receive a new mask
including the new version of the Thesaurus in {heckage sub-directory of each new
CODICES CD-ROM.

3.5 Deleting ALL précis

Delete ALL
The buttor allows you to delete ALL the précis together with statistical
data entered so far. You should use this optiomveterting data input for a new Bulletin when you
are sure that the previous contribution has arratetle Secretariat in Strasbourg.

3.6 Exit

Exit
A click on the button in the main menu will terminate the inpusk All
data which has been entered remains saved antendllailable for future use (amending, editing
or saving on diskette).

4  Tips and tricks

If a box is too small to show its contents, you pagss the SHIFT+F2 keys in order to bring up a
zoom-box which is larger.

Special characters which are not part of the ANi@&racter set will have to be translated according
to the character translation list in the appendixe idea is to convert these characters to their
nearest ANSI equivalent preceded by one, two eetinderline characters (e.g. "S" becomes "_s").
Thus the text remains legible but the undersconegg)ate(s) that this character represents a&peci
character.

Texts can be copied from word processing (Word, dFerfect) to the input mask running in a
parallel window by selecting the relevant text iard processing, copying it with "Edit", "Copy"
(or CTRL+C), switching to the template with ALT+TA&hd inserting the text in the relevant box
with "Edit", "Paste” (or CTRL+V). This way, spelhecks can be done in word processing.
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5 System requirements

. Minimum configuration: IBM Pentium or compatible

. 32 MB RAM

. Screen: VGA or higher

. Microsoft Windows 95, 98, NT, 2000, XP

« 300 MB hard disk space (including Microsoft Acg&sruntime)

6 Installation

The file SETUP.EXE. Open the \package in the pgelsaib-directory of the CODICES CD-ROM
with Windows explorer and double-click. Wait a feaconds and follow the steps suggested for
the setup procedure.

1.
CODICES mask - masque 1.8 V15 Setup
Welcome ko the CODICES mask - masque 1.8 Y15 installakion
progran.
- Setup cannot install system files or update shared files iF they are in use,
Click here Before proceeding, we recommend that vou close any applications wou may
be running.
\ ................................ .t Setp
2.

Click here

CODICES mask - masqye/LB V15 Setup

Begin the installatiy/{y clicking the button below,

Click. this button to install CODICES mask - masgue 1.8 W15 software ta the
i| specified destination directary,

Direckory:
C:YProgram FilesyCODICES mask - masque 1.8 Y150 Change Direckory

Exit Setup
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3.
CODICES mask - masque 1.8 V15 - Choose Program Group
Setup will add ikems ko the group shown in the Program Group bos:,
‘fou can enter a new group name or seleck one from the Exisking
Graups lisk,
Program Group:
CODICES
Existing Groups:
Accessories
BEC Ticker
CODICES
startup _~ | Click here
Conkinue Cancel
Click here
4,
CODICES mask - masque 1.8 V15 Setup

CODICES mask - masque 1.8 Y15 Setup wyﬁ@ successfully.

Now you can start the mask with the Start utton, pogrames, CODICES, CODICES mask.
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APPENDIX

-20 -

Conversion table for non-ANSI characters

used in Bulletin/CODICES

One Underl i ne Two Underl i nes Thr ee
Under | i nes

a _a & _ C e __ €
A A ¢ _C E _E
& C & e z 7
¢ C z Z 7z 7
a _d 2 _Z s ___S
b D a _ a s S
e e A A a
I | t
L T T
b u _u
AN
N N
e oe
E Oe
O O
O O
i
S s
S S
s s
S S
£t
T T
a _u
Z Z
Z Z

<TB> Tab

<IN> Indent

<|T+> t ext <IT-> Italic




