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1 ABOUT THIS DOCUMENT

This document describes the Chronolator tools that help to complete, merge, format, and review
chronology tables.

It also contains some hints and tips about using Word tables in general, and a complete list of
Chronolator messages.

For information about the terminology used in this document (such as Internal Chronology and Local
Administrator), see the Glossary.

OTHER MAJOR DOCUMENTS

Setting Up Chronolator Documents describes how to create Chronolator Documents using the
Chronolator Online Workbench, and how to distribute them.

Using Chronolator Samples contains some exercises you can undertake with the sample documents to
acquaint yourself with the main features of Chronolator.

SUPPLEMENTARY DOCUMENTS

The following supplementary documents are available in PDF format.

Chronolator Installation Verification Procedure After you have downloaded and
unzipped Chronolator you can use the
procedure described in this document
to check the installation of the
Chronolator Online Workbench.

Chronolator Version 4.0 Release Notes Summarises the changes made
between Chronolator Versions 3.5 and
4.0.

Getting a non-Chronolator review into Chronolator New customers have often already

started a review before they buy a
Chronolator licence. This document
outlines how Chronolator can be used
to improve the process of assembling a
multi-agency chronology from a
collection of non-Chronolator
documents.

Group Policy Settings for Chronolator macros For IT departments, this document
describes Microsoft Office Group Policy
Administrative Templates that affect
the ability to run macros, and thus the
ability to run Chronolator.

© 2021 Berrick Computing Ltd. All Rights Reserved.
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p. INTRODUCTION

2.1 WHAT IS CHRONOLATOR AND WHAT DOES IT DO?

Chronolator was originally written for Microsoft Word. It is now complemented by some tools
at tools.chronolator.com that run in a Web browser such as Chrome.

This Help is about Chronolator for Word, apart from the topic Working with the Browser Tools
(section 4).

Chronolator makes it easy to produce and review the chronologies that are needed to review
interactions between different agencies and organisations.

Little specialist knowledge is required to use it. There are no new programs to learn or install, and only a
basic knowledge of working with Word tables is required.

Chronolator has something to help everyone involved in using a chronology to investigate a case:

< those who supervise and administer it
< the front-line staff who input the data
< those who review it

ADMINISTRATORS

Gathering and collating chronologies from multiple agencies is a time consuming task, particularly if
they each have different ideas about what they need to provide. Chronolator enforces the standards set
by the administrator (for example, what column headings the chronology table should have) and
automates the merging of individual chronologies.

FRONT-LINE STAFF

Transcribing written records from various sources into a consistent format is a tedious and error-prone
task. Chronolator simplifies the process with a number of tools. There are tools to sort records into
order, to put dates into consistent formats, and to check for a variety of problems.

REVIEWERS

The final objective of a chronology is for someone to make sense of the events it contains. Chronologies
are often anonymised, which can make it difficult to build a mental picture of the people involved. The
Chronolator anonymisation tool lets you switch back and forth between anonymised and personalised
views of a document.

Other tools for reviewers include:

< navigating through a chronology according to entries in the Abbreviations Glossary
< reports about items and individuals identified in the Abbreviations Glossary

< colour-coding events according to the agency reporting them

< a calculator to work out the interval between two dates

© 2021 Berrick Computing Ltd. All Rights Reserved.
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< formatting a tabular chronology into a narrative layout
< an analysis tool summarising event counts by agency and date

The Chronolator Reviewer's Tool at tools.chronolator.com/review (one of the Chronolator Browser
Tools) includes many of these features, and also produces graphical timelines.

THE CHRONOLATOR PROCESS

The Chronolator process begins when the Case Review Administrator sets up an Internal Chronology,
which is a Word document containing a table whose headings and other characteristics are specified by
the Administrator.

The Case Review Administrator distributes the Internal Chronology to the various organisations whose
data is required.

If an organisation needs to collect data from several departments, the recipient can forward the
Internal Chronology to them and ask them to complete it rather than calling for their original records.
Anyone forwarding a document in this way is called a Local Administrator.

When the holders of the original records have completed their documents, they return them to the
Administrator who wanted the information (either the Case Review Administrator or a Local
Administrator). That Administrator uses Chronolator to merge them into a Composite Chronology.

There is no limit to the number of levels of Local Administration.

The diagrams below illustrate the flow of documents between administrators and data collectors.

© 2021 Berrick Computing Ltd. All Rights Reserved.
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|IVIULTIPLE LEVELS OF ADMINISTRATION - A POSSIBLE SCENARIO
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2.2 A NOTE ABOUT WORD VERSIONS AND OPTIONS

The illustrations in this document were mostly taken in early 2020 using an Office 365 subscription with
a typical set of user options; your own experience might be slightly different. Separate instructions are
provided for each Word version if there are marked differences.

User returns

Chronolator documents are supplied in the docm format introduced with Word 2007. They can be
opened in Word XP and 2003 if the Microsoft Office Compatibility Pack is installed. They can be saved in
the old doc format if need be.

LIMITED SUPPORT FOR WORD 2000

Word 2000 is no longer supported by Microsoft. Macros in docm files are not supported in Word 2000
even if the Compatibility Pack is installed. Word 2000 is therefore not suitable if you want to use the
Chronolator Online Workbench.

If you are using Word 2000 and your administrator has sent you an Internal Chronology as a docm file,
ask them to save and send you a doc version.

© 2021 Berrick Computing Ltd. All Rights Reserved.
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WORD FOR APPLE MAC

Chronolator is designed for and tested on Windows versions of Word. It will certainly not work with
Word 2008 for Mac, as it does not include the Visual Basic for Applications programming environment
used to run macros. It might run OK on other versions of Word for Mac, but it is not tested on them and
support is not guaranteed.

HOW CAN | TELL WHICH VERSION OF WORD | AM USING?

The simplest way is to look at the 'splash screen' Word displays while it starts, although this will not
show any difference between Word 2013 and 2016.

m Word 2003 Word 2007 Word 2010 Word 2013 and
later

C1 Bfce Word oo Word 2010

Alternatively, type how can I tell which version of Word | am using into a search engine. At the time of
writing, the most useful link this revealed was on Microsoft's web site:

http://office.microsoft.com/en-gb/word-help/what-version-of-office-am-i-using-HA101873769.aspx.
(Short link: https://tinyurl.com/whichOfficeVersion).

2.3 PRACTISE USING CHRONOLATOR

If you want to practise using Chronolator you can use the sample files supplied with it alongside the
Using Chronolator Samples Online Help or document.

If you do not have the samples you can download them from
www.chronolator.com/downloads/download-samples.htm.

2.4 GETTING HELP

ONLINE DOCUMENTATION

All the written documents for Chronolator are available online. See About this document (section 1) for
a list of these documents.

VIDEOS

Chronolator provides a number of videos which illustrate its features and how to accomplish many of
the tasks you need to undertake.

See www.chronolator.com/demonstrations for feature overviews for prospective purchasers,

© 2021 Berrick Computing Ltd. All Rights Reserved.
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and www.chronolator.com/tutorials for more detailed explanations of individual tasks.

KNOWLEDGEBASE AND PROBLEM REPORTING

If you cannot find what you need in the above documentation and videos, or you want to report a
problem, use the customer portal at support.chronolator.com.

ACCESSING HELP FROM A CHRONOLATOR DOCUMENT

All the above are available using links on the Help button on the Chronolator toolbar.

2.5 SYSTEM REQUIREMENTS

IMICROSOFT WORD

= Chronolator works with all versions of Word for Windows from XP up, including 64 bit versions
where available.

= Macros must be enabled.

See A note about Word versions and options (section 2.2) for information about Word for Mac.

© 2021 Berrick Computing Ltd. All Rights Reserved.
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WORKING WITH CHRONOLATOR DOCUMENTS

Chronolator Documents are Microsoft Word documents with extra features. All standard Word features
are available and work in the usual way.

If you receive a Chronolator Document as an email attachment, you should save it somewhere on
your system and work on the saved copy. This avoids the loss of work which can arise from
working directly on any email attachment.

Word might require you to allow some actions before it initialises Chronolator. In particular:

< you might need to Enable Editing if the document opens in Protected View
< you might need to Enable macros, depending on your macro security settings

You will also need to accept the terms of the Chronolator licence if you have not already done so since
you opened Word.

For details, please refer to the following:

< Protected View (section 15.1.1)
< Enabling macros (section 15.1.2)
< Licensing (section 15.1.3)

After you have completed any of the above tasks that are required, Chronolator adds a toolbar (section
5) to the Word Ribbon.

© 2021 Berrick Computing Ltd. All Rights Reserved.
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4 WORKING WITH THE BROWSER TOOLS

The Chronolator Browser Tools provide a way to process chronologies in a Web Browser (Chrome and
Firefox for example).

It is important to note that only the software resides on the Web. Your chronologies stay on your
computer, completely under your control. Their confidentiality is not compromised.

However, the Browser tools and Chronolator for Word use different types of file. This section describes
how to transfer chronologies between them.

TRANSFER FROM WORD TO THE CHRONOLATOR BROWSER TOOLS

On the Chronolator toolbar, press Publish > JSON to produce a file in JSON (JavaScript Object Notation)
format:

AutoSave (@ ofF) Case SJW - Internal Chro... - Saved je devill berrick DB
File Home Insert Design Layout References Mailings Review View Add-ins
Admin ~ Tools~ Format Dates ~ Sort Tables ~ Check Tables I Publish ~ Advanced ~ Help~

Ep:g Exact copy

Custu:um
Custom Toolbars
'FE Analysis
'I'g'l'1'I'Z'I'J'I'4'I'5'I'ﬁ-'l'?'I'a'l'g"l'lﬂ'l'll' 1 150 161 17
&] JS0oN

Note that the JSON file is unencrypted and can be read by humans with a simple text editor. If you want
to prevent this, open it in one of the Chronolator Browser Tools and save it: this will produce a txt file
that only the browser tools can interpret.

If you want to further protect the chronology with a password, refer to the Help in the Browser Tool.

TRANSFER FROM THE CHRONOLATOR BROWSER TOOLS TO WORD
(OR EXCEL OR OTHER PROGRAM)

There are two ways to transfer data from the Chronolator Browser Tools to Word:

< the Chronolator Conversion Tool
< via the Clipboard

Use the Conversion Tool if you want to use Chronolator for Word features. If you only want to produce
a plain Word document, you can use the Clipboard.

USING THE CONVERSION TOOL

The conversion tool works on a JSON file created by the Browser Tool. Refer to the Browser Tool's Help
for details of how to create one.

© 2021 Berrick Computing Ltd. All Rights Reserved.
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If you already have a Chronolator for Word licence, you will find the Conversion Tool in the
ChronologySetup folder.

If you do not, you can download it from www.chronolator.com/downloads/download-conversion-
tool.htm.

In either case, the aforementioned Web page includes instructions about how to use it.

|USING THE CLIPBOARD

Step 1 - copy the chronology to the Clipboard
Refer to the Help in the Browser Tool for details of how to copy the chronology.
Step 2 - paste the Clipboard to another program

You can paste the clipboard into another application such as Microsoft Word or Excel (or, indeed, any
other).

You can paste the clipboard by using the Paste button on the Home tab, or by pressing Ctrl+V.

The following instructions assume you are pasting into a new, blank Microsoft Office document.
After pasting

Excel should automatically convert the data when you paste it into a blank spreadsheet.

After pasting into Word, you will need to convert the text to a table like this:

< Select All (Ctrl+A)
< Convert the selection to a table using the Insert tab, choosing Table > Convert text to table and
using all the defaults

Line breaks: Word and Excel
If your table contained line breaks, they will have been transformed into the * character .
Do the following to change them back into line breaks:

< Select All (Ctrl+A)
< QOpen the Replace dialog (Ctr/+H)
< Type " in the Find What box. You should find it at the top left of your keyboard

< (In Word): Type *p in the Replace with box. You should find the * character with Shift+6
< (In Excel): Type Ctrl+Shift+J in the Replace with box

< Press Replace All

© 2021 Berrick Computing Ltd. All Rights Reserved.
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5 CHRONOLOGY DOCUMENT TOOLBARS

After you accept the licence terms, Chronolator creates a new Toolbar on the Ribbon's Add-Ins tab.
Click Add-ins to display it.

If a Chronolator toolbar does not appear, see The Chronolator toolbar does not appear (section 11.1).

Different Chronology Document types have different toolbars as shown below.

COMMON BUTTONS

The Advanced and Help buttons are included on every toolbar. The former provides facilities that you
should normally use only if asked to by Chronolator support. The latter provides links to this Help and to
other learning tools.

THE INTERNAL CHRONOLOGY TOOLBAR

AutoSave (@ 08} E L) = SamplelnternalChronologyPolicedo... - Smed o dev] berrick DB
File Home Insert Design Layout References hdailings Review  View Add-ins o 5 Share =
IMM:n = Took ~ Format Dates ~ Sort Tables ~ Check Tables ! Publish~ Advanced ~ Help "I
Custom Taalbars A

The Internal Chronology toolbar provides several features to simplify the production of an accurate
chronology which can easily be merged with others. These features are described in detail elsewhere in
this Help, but here is a summary of what they do:

The Admin menu has buttons for various administrative tasks, such as:

< viewing internal information about the document
< creating a Composite Chronology containing chronologies from different departments and
organisations

The Tools menu helps you:

< calculate the interval between two dates

< use the Abbreviations Glossary to search through, anonymise and re-personalise a document

< find duplicated rows

< add reference numbers to a chronology, and specify the order of events on a day when their
exact times are unknown

< highlight events according to the agency that reported them

< use Chronolator Add-ins to provide additional functions

The Format Dates menu changes dates and times to a consistent format, including options to include
the day of the week.

The Sort Tables menu sorts the rows of a table into ascending or descending date and time order.

The Check Tables button checks the data in a document on demand (Chronolator also checks it when

© 2021 Berrick Computing Ltd. All Rights Reserved.
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you close an Internal Chronology document).
The |<] <] [> [>| buttons navigate from one error to the next.

The [£! button takes you to list of errors at the end of the document.

The Publish menu creates an exact copy of the document without any Chronolator macros. It also
allows you to produce the chronology table in several narrative formats, and to produce an analysis of
the chronology.

The Advanced menu contains some functions that should normally only be used if you are asked to do
so by Chronolator support staff.

The Help menu provides links to this Help and other learning tools.

THE NEW COMPOSITE CHRONOLOGY TOOLBAR

Chronolator composite chronalogy... - Saved o dewl] berrick DB

File Home Insert Design Layout References hdailings Review  View Add-ins o 1 Share =

I Import Tables Advanced ~ Help ~ I

Cuitom Toalbars rs

A new Composite Chronology does not 'know' anything about the case it is going to include - it gets that
information from the first chronology you import.

To keep the toolbar simple, the New Composite Chronology toolbar only includes a button to Import
Tables from a chronology.

THE OLD COMPOSITE CHRONOLOGY TOOLBAR

SampleCompositeChronologyHealth... - Saved e dedl berrick
File Home Insert Design Layout References hdailings Review  View Add-ins 'a 1 Share =
I Admin ~ Tooks ~ Import Tables Merge Tables Forrmat Dates ~ Sort Tables = Check Tables =y Publish = Advanced ~ Help ~ I
Custam Toalbars Fs

The Old Composite Chronology toolbar is the same as the Internal Chronology toolbar in this section,
with the addition of the Import Tables and Merge Tables buttons.

© 2021 Berrick Computing Ltd. All Rights Reserved.
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CHRONOLATOR FEATURES - A SUMMARY

6.1 ENTERING AND CHECKING EVENTS

Chronolator aims to make it as easy as possible to transcribe paper and other records into chronology
tables. For example:

'Y you can enter records as they become available and sort them later

“ you can type in dates just as they are written, and let Chronolator put them in a consistent format

& Chronolator checks that the events in a chronology table are in order and that what is entered fits
the criteria set by the Case Review Administrator

6.2 PRODUCING COMPOSITE CHRONOLOGIES

Information is often needed from several different departments within an organisation. Chronolator
speeds the process of getting this information by letting you forward an Internal Chronology to other
people for them to complete. When they return their completed copies, you can use Chronolator to
combine them into a Composite Chronology. Creating Composite Chronologies is described in Creating
a Composite Chronology document (section 8).

6.3 PRODUCTIVITY TOOLS AND ADVANCED FEATURES

Chronolator provides several other tools to facilitate working with chronologies. These are described
in Productivity Tools (section 9) and in Advanced macros (section 15.4).

6.4 PRACTISE USING CHRONOLATOR

If you want to practise using Chronolator you can use the sample files supplied with it alongside the
Using Chronolator Samples Online Help or document.

If you do not have the samples you can download them from
www.chronolator.com/downloads/download-samples.htm.

© 2021 Berrick Computing Ltd. All Rights Reserved.
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WHAT IS IN A CHRONOLATOR DOCUMENT?

A Chronolator Document consists of an optional preamble and one or more Chronology Tables:

< the Case Review Administrator can include a preamble containing details of the case and a brief
description of how to use Chronolator
< the Chronology Table is where you enter details about the case under review

Chronolator ignores the document preamble, processing only the Chronology Table(s).

7.1 ENTERING DATA IN THE CHRONOLOGY TABLE

g If you receive a Chronolator Document as an email attachment, you should SAVE IT SOMEWHERE
ON YOUR SYSTEM AND WORK ON THE SAVED COPY. This avoids the loss of work which can arise
from working directly on any email attachment.

Entering data into a Chronology Table requires a basic knowledge of working with Word tables — how to
create a new row, how to move a row and so on. If you are unfamiliar with these ideas, you will find
some hints and tips in Working with Microsoft Word tables (section 10).

When an Internal Chronology is created, the Case Review Administrator specifies the rules which must
be followed in the Chronology Table — for example, what the column headings are and which columns
must always be completed. The Administrator should tell you what these rules are, either in the
document preamble or in a covering letter. Chronolator checks that the data you enter conforms to
these rules every time you close the document, and warns you if it finds any problems. You should
correct any errors before returning the document.

It is essential that you do not change, add or remove any headings in the Chronology Table, as
Chronolator relies on them to check the data you enter. You can change the font, the column widths,
the shading and so on, but you must not change the heading text or add or remove columns.

::___-' Chronolator always formats the chronology table with the Normal style. If you want to ensure that
changes you make to the font are preserved during Chronolator processing, you should update the
Normal style. Refer to Word Help for more information about formatting a document with styles.

;:___-' If you accidentally change the headings and forget what they should be, you can generate a new
set at the end of the document by pressing the Admin > New Table button on the Chronolator
toolbar. After doing this, either copy any data you have already entered into the new table, or copy
the heading row from the new table into that of the old one.

7.2 SPECIAL COLUMNS

Chronolator treats most of the columns in a chronology table as free-form text, only checking them if
the Case Review Administrator has deemed them mandatory. However, some columns play a major role
in the way a Chronolator Document is processed.

These special columns are described below.

© 2021 Berrick Computing Ltd. All Rights Reserved.
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Chronolator's names for them are shown like this, but the Case Review Administrator can give
them different headings in the actual chronology table.

Event order: Date, Time and Sequence columns

Up to five special columns can be used to specify when an event happened:

< Sequence (optional)

< Start Date (mandatory for all Chronolator Documents)
< Start Time (optional)

< End Date (optional)

< End Time (optional)

Chronolator can populate the Sequence column with event reference numbers, which can also be used
to specify the order of events on a particular day when you do not know their times. If you need to do
this and the Administrator has not included one, you can add a Sequence column using the Tools >
Sequencing > Add column button (this is the only change you can make to Administrator-defined
column headings).

Dates

Chronolator allows you to enter dates in many formats. For example, all the following will be
recognised:

= 22.05.16

< 22-may-16

< 22/05/16

< 22/05/2016

Chronolator expects a Date column to contain a single date and no other words or characters except a
qguestion mark at the start if you are unsure of the exact date. For example ? 22 may 2016 is OK, but 22
may 2016 ? and probably 22 may 2016 would not be allowed.

If you want to enter a range of dates and the Case Review Administrator has not included an End
Date column, enter the first date in the Start Date column and the other date in one of the other
columns.

The Format Dates menu on the Chronolator toolbar lets you set all the dates you have entered in a
Date column into a consistent format. This means you can enter dates exactly as they are on the
original records, which is easier and less prone to error.

Times

Chronolator is also flexible about the formats used in any Time columns in the table. For example, the
following will all be recognised:

< 0100
= 01.00

© 2021 Berrick Computing Ltd. All Rights Reserved.
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< 01:00
© 1am
2 01lam

As with dates, if you are unsure of a time you can put a question mark before it.

The Format Dates menu on the Chronolator toolbar also puts all the times you have entered in a
Time column into a consistent format; all the above would become 01:00. As with dates, you can
enter times exactly as they are on the original records.

Source of Information column

After the Event Order columns comes the Source of Information column, where you specify the source
of your information about the event.

When entering the source of your information, do not include your own organisation or department.
This information will be added by the Administrator who sent you the document.

For example, suppose you work at the Berrick New Town Clinic and are entering data you have
obtained from a Health Visitor's notes. You should record the source of information simply as, say, HV
notes, not as Berrick New Town Clinic HV notes. The administrator who sent you the document will
add Berrick New Town Clinic when using Chronolator to combine chronologies. (You can see an
example of this in Specify where the document came from (section 8.3)).

Glossary column

A Glossary column can be included which should contain only abbreviations that have been defined in
the Abbreviations Glossary - for example, somebody's initials. This can be useful when a chronology
contains information pertaining to more than one person. Chronolator will check that anything in this
column has been defined in the Abbreviations Glossary.

You can view the glossary and add your own abbreviations to it by pressing the Tools > Glossary > Edit
button on the Chronolator toolbar. Each abbreviation can be up to ten characters long, and its
definition up to thirty.

You can anonymise and personalise a document by using the Abbreviations Glossary in conjunction
with the Tools > Glossary > Anonymisation and Review button.

You can search and navigate through a document by using the Abbreviations Glossary in
conjunction with the Tools > Glossary > Anonymisation and Review button.

Mandatory columns

Chronolator insists that the Start Date and Source of Information columns must always be completed.
The Case Review Administrator decides what other columns are mandatory.
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Finding what special columns are included

The Admin > Show Document Details button on the Chronolator toolbar displays a summary of what
special columns and abbreviations the Case Review Administrator has set up.

It will usually be obvious from the column headings what type of data is expected. If not, ask the person
who sent you the document to explain them.

7.3 CHECKING FOR ERRORS

Chronolator checks your Internal Chronolator Message ®
Chronology document every time you
close it. If it finds errors, it displays
Message 3005.

Document contains errors - do you want to close it?

Flease ensure that all errors are corrected before returning or publishimg this
Press Cancel to keep the document e = g gorp g th

open so you can correct the errors. Press Cancel to resume editing the document and correct them now.

Press OK to close the document and correct them later.

Press OK if you want to correct them
later. The document will close.

Message Reference Humber 3005 More information may be found in the

WVersion 3.5

You can also check the document whenever you want by pressing the Check Tables button on the
Chronolator toolbar:

AutoSave (@ off) = SamplelnternalChronologyPolice - Saved to V: Drive
File Home Insert Design Layout References Mailings Review View
Admin~ Tools~ Format Dates ~ Sort Tables ~ Check Tables lﬁ_ Publish ~ Advanced ~ Help ~

Custom Toolbars
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If the document is error-free it will tell
you:

Chrenclator Message X

Checked - neo errors found

Chronolator has checked all the tables im this document and found no errors.

Message Reference Humber 3010 More information may be found in the
Messages section of the manuwals,

Wersion 3.5

If the document contains errors,
Message 3000 is displayed. The
number in brackets says how many
errors were found.

Q Like all Chronolator messages, it
has some suggestions about what
you might do next. In this case,
the message describes how you
can find out more about the
errors.
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Chronglator Message X

Errors found in document (8)

Rest the mouse over the box with a cros: a brief description of each error.

Use the buttons on the Chronolator toolbar to go from one error to the next, or press
the Go To List button to view a complete list,

When you have corrected the errors, press the Check Tables button again to remove
the highlighting.

Message Reference Humber 3000 More information may be found in the
Messages section of the manuals.

Wersion 3.5
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There are several ways for you to find
the errors Chronolator identifies,
illustrated in this picture:

< A flag like this Xl is put at the
left of the error

< Hovering your mouse over the
flag displays a brief description.

< Error text is highlighted. Invalid
data is coloured turquoise, valid
dates or times which are out of
sequence are coloured yellow,
and rows with the wrong
number of columns are coloured

o Usethe |<] <] [» [»| buttons

on the Chronolator toolbar to go
from one error to the next. This
is useful if you are working in a
long document

2 There is a complete list of errors
at the end of the document. Use

the [ button to the right of
the navigation buttons to go
there

22

Date Time Source of Initials | Family Contact -
Information Child
| | GP records | Maother seen by GP1.

c8n100: This row contained the wrong
— | number of colurmns, Chronolator has

Pregnant. ?date of LMP.

224 rectified this, but you should check that
201 the each entry is under the right heading.

Mew booking visit by
midwife 1. No concems.

=2
[Tl

200

=34 E13.00am | Antenatal records | SD Routine antenatal visit by
may no 5678 midwife 2. Mo concems.
2013

21 Community sD Routine postnatal visit by
may Midwifery records midwife 1. Mo concems.
2013

7.4 CORRECTING ERRORS

The following example (taken from SampleTableWithErrors.docm in the Samples folder) illustrates the
sort of errors Chronolator discovers, and shows how you might go about correcting them.

In this example, the Administrator has specified that you can leave any column blank apart from the Date

and Source of Information columns.

part of Chronolator's checking.

The text in the Comments column describes the sort of errors Chronolator will find. It is not itself
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Date | Time Spurca of Initiale | Family Contact - Family Contact- | Commumication - Communication - Responss or | Comments
Information Child Adult within agency axternal to agency | Ouicome
GF records Mother soen by GF1 GF complebes anbe- This rorw has no daie
Fragnant. Tdaie of LMP malal refermal o B2
Salomes

i L) P booking wsit by Tris rorad hias no Sounoe

ok | it 1. Mo conoers

F3 Am This rone hias Boo Tew Colmns

004

Z3 n This rone has bod: many

Z004 COUMRS

34 12.00am | Anderalal reconds | S Faoutine amonatal visk by This rovw has @ ineaikd dabe

may o 5678 il 2 Mo conoenms and T

043

23 n 1am Ameralal reconds | S FRouline anenalal visk by This row is QK

13 o 8012 mkdwite 1. Mo-ona in et

iz, 0 cal formmom
Hun | Zpm Ameralal reconds | S FRoutinee amenalal visk by | Anienalal This row is OK
043 n BETE mdwile 1. Miooonoems. | obserealion of
et heer sadisfactony

30 n | 000 Arienalal recons ik ahiowe = " 8% above Fefarenaes 40 rows ot

043 iy BHTE Cin b & moneaus whisn
In @ composihe chionokogy

-y Community 8 Faoutinee postnalal s by This ron is @lerost DK but 1he

ey Ml ny reconds meadTE 1. Mo SonomETs. daln 4 earker tham @ provous

ok | dale

2407 Community Faoutinee postnalal s by This ron ts QK

3 Midwdleny reconds meddwife 2 Mo ponooms

20 sep Comimunity 5| Fouline: posinalal wsi by This row has some Inlials

FO3 Midadierny reconds P meddvite 2 0 DONOOITS wihich are nod in fhe ghossany

After Chronolator checks the table, it puts a flag like this Xl to the left of any errors and highlights them :

Date | Time Sourcae of Initials | Family Contact - Family Contact - | Commumnication - | Communication - Responss or | Comments
Information Child Adult within agency axtarnal to agency | Oufcome
= GP reconds = Molher sean by GF1 GF compheies anbine This roe has no dake
Fregnant. Tdale of LMF nalal refierral fo 52
Salome's

i L) = = Mew booking wsi by Trils rone haass mo Souroe

i3 il 1. Mo conoerns

=3 =3 b0am | Anicnatal reconds | S Fioutine anieralal visk by This rovw has am irvalid dalbe

ey niz 5678 kil 2. i COmoETES. and lima

203

Z3 jun 1 am Anienatal reconds | S Fooutine amienalal visE by Thils rovw | O

03 n 8012 midwile 1. Mo=ong in ket

i, 40 call R
M | Zpm Anienatal reconds | S Foutine amienalal visk by | Anienatal Thils rovw | O
3 o SH7E mitaile 1. Noooonoerns. | cbsersalion of
moiher satisfadong

30 un | Z00 Anieratal reconds | (= Taon aboass = = = i Al Fosfarenoes #0 noaws aboun

3 s GHTS Ciin bEnarTa  TOnan I wWhisn
In @ composte chionoiogy

=21 Community =1 Foodtine: posinaial s by Thils rovw |5 alercat DK bt the

ey Midwifery reconds ekl 1. Mo comoonms date k& earker than a prevos

v dale

407 Community = Foodtine: posinaial s by Thils rovw | O

F003 Belkchad Fery rconds kw2, M conoss

FO g Community =ED Foodtine: posinaial sl by This row has some intials

F003 Belkchad Fery rconds kw2, M conoss which ang ot in tre ghossany

If you hover your mouse over the flag, a brief description of the error pops up.
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Here, Chronolator warns that it has corrected Dets | Tme | sourcsof | intiale | Family Contact -
a row with the wrong number of columns and [ c@n100: This row contained thewrong [
. . number of columns. Chronclator has LMF
advises you to check that it has put H rectified this, but you should check that ——
information under the right headings. the each entry is under the right heading. L.
In this example, Chronolator has detected a Dets | Tme | Sowreat | ittt | Family Contact- | Family contast
blank entry in a mandatory column. = al c8n120: This column is blank, but must Fae
always be completed. Add some text. [*
22 05 = | m Besw boxiing wisit by | T
iy kit 1. MO DO TS

The buttons on the Chronolator toolbar navigate from one error to the next:

AutoSave (@ off) O~ 0 = SamplelnternalChronalogyPolice

File Home Insert Design Layout References Mailings Review View Add-ins

Admin~ Tools~ Format Dates ~ Sort Tables ~ CheckTaI::lIE5||<] <] [> [}l E7 Publish ~ Advanced ~ Help ~

Custom Toolbars

This button takes you to a list of the errors:

AutoSave (@ off) ) ~ O = SamplelnternalChronologyPolice

File Home Insert Design Layout References Mailings Review View Add-ins

Adrmin~ Tools ~ Format Dates ~ Sort Tables ~ Check Tables |<] <] [> [:>'|||-_If||.|I5‘|_|I::|Ii5hv Advanced ~ Help ~

Custom Toolbars

The list of errors is at the end of the document. Chronalator found errors in this document

Each ermor fas 8 reference number feg o8n TOOL You @ wse TWs 1o [ook Up more infemnadon sbo.
Thging Chroenndator Docummhents " o

Double-click the Xl flag to go to where the error - s i e v G A
T mof wrife sy det in fhis pard of B docurment s if will be foat the rext time Chronolator finds
occurs.

B cfnlif: This columm is blank, but must always be completed. hds
& <8 column i3 bl «!"4 but musc Il'&'ﬂ','# be completed. ARdd
eolusm § 1 iE musE always ba complated. Rde
amiuEn 2T always be cc:';-l-:ttd- Ads
o contained ""'e wroag numbar of columms. Chrone!
o 3"..‘*’..1& tr!“'l! that che sach entry is undsr the right heading.

Error descriptions are preceded by a reference number (e.g. ¢8n120). If you have difficulty correcting an
error, use the reference number to look it up in Check Table Error Codes (section 12.10), where there
might be some useful hints.
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CAUTION: Anything you write in or after the error list will be deleted next time Chronolator
checks the document.

How you correct errors in a real document will obviously be a matter of judgment. For the purposes of

this example, this is what we will do:

add text to all the mandatory columns
review the rows which had the wrong number of columns, which are highlighted . In this
case we decide that Chronolator has placed the data correctly, and leave it where it is
correct the invalid date 34 may 2013 to 14 may 2013
copy and paste the required data over the See above text, and delete the ditto marks and as
above text

The table now looks like this:

Date Tims Source of Initiale | Family Contact - Family Contact - | Commumication - | Communication - Responss Commants
Information Chlld Adult within agency axternal to agency | or Ouicome
=21 may GP reconds ={u} Boiher seon by GF1 GF oomplebes This row has na dake
k] Fregnant. Tdale of anle-nalal refaral
LMF o 51 Saloma’s
i L) EWSdeieny uni 20 P booing vt by This roaw hias no Sounoe
i3 reconds kvt 1. Mo
(=i ey
=14 may =12 o0am Arienatal 20 Ricutine anlenalal visE Tris roaw has @ ireaikd dale
k] reconds no GETE by mnihailie 2. Mo and T
COnCEms
F3 1 am Hrvieratal ={u} Fiowtine: anlenatal visk T roes s O
k] reconds no 8012 oy mnichaifie 1. Moo
In. hfi recde, 1o cal
BTN TOR
2 Zpm Amienadal 20 Rioutine anlenatal visk Amienaial This row s QK
043 reconds no BHTE Eo itz 1. Mo ohsersalion of
CONCRME maziher saltsiacong
30 jun A0 Amienatal 20 Rioutine anlenalal visk Amienalal Riefarenoes fo nows ot
e k| records no SHTE b eridhafe 1. Mo chsersalion ol Ciln Do & MOneaus
CONCRME maziher saltslacong whianl I 3 composie
chrondogy
E21 may Community S0 Fooutinee: posinaial wsi This row |5 almost DK bul
2043 Belbchad Py o il 1. Mo thar dake |5 earaer than a
reconds CONCRME predous dale
07 Community =] Fooutinee: posinaial wsi Tk row |5 K
Fa Pk Py o mrichastic 2. Mo
records COnCEms
20 sep Coammanity =ED Frodstime: posinaial wsil s rove haas soves Iniials
2013 Mo Pery by mrithwile 2. Mo which are not in The
reconds BNz CONCRME phosEay
Notice that the corrected errors are still flagged and highlighted (apart from the ones we corrected
with copy and paste). Chronolator does not check for errors as you type because doing so would
make your computer run very slowly. You need to check the document again. ..

Pressing the Check Tables button again results in this:
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Date Tims Source of Initiale | Family Contact - Family Gontact | Communication - | Communication - Responzs Commants
Information Chlld - foult within agency axternal to agency | or Ouicome
1 may GP reconds B0 Mother seon by GF1 GF complebes This row has no daie
rigk] Fregnant. Tdale of anie-naial refemral
LMP. to 51 Sakome's
22 ms! Retbchad Py i =0 Ploiw booiing wisit by This ress hias no Source
03 reconds il 1. Mo
(= =y
B3 Jun = = This rone haass oo Tersr
204 OIS
3 Jun = =
F004

This row has too many
OIS

14 may =13 0am Amienatal B0 Rioutine anlenalal visk This row has am ivvalkd dabe
3 records no 5672 by il 2. Mo and tima
cOnCems
Z3 1am Amienatal B0 Rioutine anlenalal visk This row i OK
3 records no 8012 oy il 1. Po-one
in. feft neote, 1o cal
BOTMTOR.
2 n Zpm Anienatal ED Fooutine: anienatal vl Arienalal This row 15 OK
k] reconds no DETE by erichafe 1. Mo chsersalion of
cOnCems maiher salisladory
30 jun A0 Arvienatal =0 FRoutine anlenatal visk | Anleratal Fifarenoes io rows abowe
013 reconds no BHTE by mnidhwfi 1. P chsersalion of Can benom §ITCNeaus
cOnCems maiher salisladory whan in @ compasie
chrnalogy
E21 may Community 50 Foutine posinalal Wsi Tris rowy 15 alercsd 0K but
k| Michaifery by et 1. Mo thar date is earier than a
reconds cOnCems previous dale
07 Community 50 Foutine: posinatal Wsi Tris rowy 15 TR
FO43 Pelbchad Py b oridwale 2. Mo
reconds cOnCems
0 g Commurnity =ZED Fotine posinatal wsi Tris reay has some intlals
k| Michaifery by et 2. Mo which anz nat In the:
reconds G cOnCems ghossary

Many of the problems Chronolator has found are out-of-sequence dates, which it has highlighted in
yellow. You could correct these by moving the rows about, or by changing the dates for some events,
depending on what is appropriate for the data you have entered.

7.5 THE SORT TABLES BUTTON

In the example above (section 7.4), you might decide that each event was in fact correctly dated but
that the rows were in the wrong order. Indeed, this is the most likely cause if you have been entering
each event in a new row at the bottom of the table as it came to hand. Chronolator will fix this for you
with the Sort Tables button. When you press it, you can choose to sort the table in ascending or
descending order:

AutoSave (@ off) = SampleTableWithErrors - Saved to V: Drive
File Home Insert Design Layout References hailings Review View Add-ins
Admin~ Tools ~ Format Dates ~ Sort Tables ~ Check Tables [F] Publish~ Advanced ~ Help~

4 Ascending
¥ [Descending

custom roolbars

If you press Ascending, the table is sorted like this:
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Date | Time Epurca of Inittals | Family Contact - Familly Contact - | Commumnication - | Communication - Responas or | Comments
Information Chiid Adult within agency axtarnal to agency Outcome
o Fc] = = This rovw hiass oo Tew
dun LM
004
= = =
dun .
o004 This ronw hadis B many
COUIMIS
14 =13 00am | Anienadal reconds | S0 Foutine anteralal visk by This ronw b an invaid dale
may iz GETE kil 2. M Do and fima
23
2 GP reoords S| Moiher sean by GF GF oompleies anbo- This row has no dabe
ey Eragnant. Fdate of LMP. | natal refersal io B2
M3 Saloma's
=2 Community 5 Foutine posinalal wsil by This ronw |s aderosd OK bk the
ey etk Pery reconds vl 1. N COnoETS date b earker fan & previms
M3 dali
22105 Pelichad Py i 5 Mew booking visi by This row hias no Source
3 reconds vl 1. MO conoe s
23 n 1am Anienatal reconds | S Fodtine anteralal visE By Tris rovd |5 K
M3 o G042 it 1. Mo-ond i et
noie, o cal fomomow
24 jun Zpmi mnienatal reconds | S Foutine ameralal visk by | Amienatal This ron s O
M3 nax BETE mudwle 1. Mo ponoerms. | cbservalion of
mislhir sattsfadong
30 un | ZD40 Amenatal reconds | S Foutine aneralal visk by | Anlenatal FRiefarenoes 0 nows above
2043 i BETE midwite 1. Mo ooncerms. | obsereation of N benon & Moneaus when
maiher salisfadony in @ composie chionohogy
207 Community s0 Fooutine posinalal wsil by Tris ron |s CIK
fra ke | Mtk Fery reconds il 2. Mo DonosTS
o0 sep Commidnity =ED Fooditine: posinalal wall by Tris rovd s some Intlals
ik | Mlichad e ry roconds mdwile 2. Mo conoorms. which ane nod In ihe ghossany
Remember, Chronolator does not check for errors as you type; press the Check Tables button again
to remove the highlighting:
Date | Time Spurca of Inittals | Family Contact - Familly Contact - | Commumication - | Commsnication - Responas of | Commeants
Information Child Adult within agency axtarmal to agency Oufcome
23 Aun = = Tris rorw hias oo Tew
i) COUmnS
23 4 = =
004
This rone haass Boss many
UM
14 E1300am | Anlenatal reconds | S Foutine aneralal vis i by This ronw hads an invalid dale
may e GETE mdwile 2, Mo CONoEms and lime
M3
by GEP records s0 Koiher sean oy GF1 GF compheies andies Tris row has noodake
ey Fragnant. Tdate of LMF. | natal refierml o 52
23 Salomi's
2 Commiunity S| Fioutime posinaial wsi by This ro i adeecsd 0K but the
maly BelichadFery roconds mkdwile 1. Mo OMOLTTS. date & earler fhan @ previoas
M3 dati
i L) Btk Py Lt g sy booidng Wl by This nov has no Sourncs
3 reconds i 1. Mo oonos s
23 n 1am Amenatal reconds | S Foutine ameralal visk by This row is O
fraak | i 5012 midwile 1. Mo-one in boft
b, 40 cal fomamo.
Mun | Zpm Amenatal reconds | S0 Fooutine ameralal visk by | Anienatal Tris ron |s CIK
b ik | iz BETE vl 1. Mo ponoerme. | observalon of
maihir salisfacong
al un | A0 mnienatal reconds | S Foutine ameralal visk by | Amienatal Foefanenoes #0 nows aloun
ik | o SETS midwiie 1. No oonosmes chservaiion of Calf oo groneaus when
mislhir sattsfadong In @ comnmos e chicmoioosy
2407 Community 5 Foutine posinalal wsil by This ronw i O
013 Meirwdfeny reconds mdvwiie 2. Mo CONComs.
I sep Community =ED Fooutine posinalal wsi by This row hias some intials
03 Michad Ty reconds mkdile 2. Mo COnosms which anz nat in e ghossany

All the events are now in order. Some errors remain, but we will leave them for now.
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' You might have entered dates just as they appeared in the source records; in the example above,
that is why two of the dates are in different formats to the rest (22/05/2013 and 24 07 2013).
Chronolator can put them all into a consistent format for you; see Format Dates (section 8.3) for
details.

HOW DOES CHRONOLATOR SORT EVENTS WITH BLANK TIMES AND
END DATES?

The Case Review Administrator can include optional End Date, Start Time or End Time columns. These
might not have to be completed for every event.

If so, you might wonder how Chronolator will deal with a mixture of events, some with completed times
or end dates and some with blanks.

The answer depends on whether events are sorted in Ascending or Descending order. If Ascending,
events with blank Times or End Dates are put before those with specific information: if Descending,
after. The following examples illustrate this.

Ascending order Descending order

Start Date | Start Time | End Date | End Start Date | Start Time | End Date | End
Time Tiimmne:

01 Jan 2001 {01 Dec 2001 | 0100

01 lan 2001 | 0100 éle‘D-e-c 2001

01 Jan 2001 | 01000 01 Jan 2001 [ 0130 2001 | 01:00 02 Jan 2001 | 02:30

01 Jan 2001 | 010 01 Jant 2001 | 0130 {013 2001 | 010 02 Jan 2001 | 0130

01 Jan 2001 | 0100 01 Jan 2001 | 0230 {01 3n 2001 | 01200 02 Jan 2001

01 Jan 2001 | 0100 T2 Jan 2001 Erjummm YR B1 Jan 2001 | 0220

01 Jan 2001 | 0100 02 Jan 2001 | 0130 [61%n 2001 | 0100 01 Jan 2001 | 0130

01 Jan 2001 | 0100 02 Jan 2001 | 0230 {01 Tan 2001 | 01:00 01 Jan 2001

01 D=t 2001 [01 3an 2001 | 01700

01 Dex 2001 | 0100 §l2|1]-.=n.'<i=:ll
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8 CREATING A COMPOSITE CHRONOLOGY DOCUMENT

This section describes how to merge individual Chronolator Documents into Composite Chronologies.

8.1 ADMINISTRATORS

A Composite Chronology is produced by an Administrator. In Chronolator terminology, there are two
kinds of Administrator:

< A Case Review Administrator has a licence for the Online Workbench and uses it to set the criteria
for an Internal Chronology

< A Local Administrator is someone who, when they receive a Chronolator Document, decides to
delegate completing it to several other people in their organisation

A Local Administrator distributes copies of the document to other people and merges them into a
Composite Chronology when they have been completed.

When the Composite Chronology has been completed, a Local Administrator returns it to the
person who asked them for the information.

The flowcharts in What is Chronolator and what does it do? (section 2.1) illustrate the flow of
documents between administrators and data collectors.

The only difference in administrators' procedures is that a Case Review Administrator should use the
Online Workbench to create a new Composite Chronology, while a Local Administrator must use the
Admin > New Composite Chronology button on the Chronolator Document toolbar

' Using the Online Workbench to create the Composite Chronology ensures that it is licensed for as
long as the Online Workbench. Composite Chronologies created from an Internal Chronology are
only licensed for the same period as the Internal Chronology.

8.2 OVERVIEW

Creating a new Composite Chronology involves the following steps:

< Make a blank Composite Chronology document

< Import tables from the Chronolator Documents that have been returned to you
< Merge the tables

< Format the dates

< Sort the tables

< (Optional) Apply any final formatting that is required

< (Optional) Publish the document with the Chronolator code removed

You can wait until you have received all the documents before starting this process, or you can import,
merge, format and sort each one as it comes in. It is up to you.

The following sections describe these processes step by step.
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8.3 STEP BY STEP GUIDE

STEP 1 - MAKE A BLANK COMPOSITE CHRONOLOGY DOCUMENT

How you make a blank Composite Chronology depends on what type of administrator you are:

If you are a Case Review Administrator If you are a Local Administrator

Press the New Composite Chronology button Press the Admin > New Composite Chronology
on the Online Workbench toolbar. button on the Internal Chronology toolbar.

AutoSave (@ o) ] ChranalatorC

AutoSave (@ of) [F] ©~ )

File Home Insert Design Layout Referen File Home Insert Design
(1] New Intemnal Chronolagy m Mew Composite Chronology  Adv Admin >~ Tools ~ Format Dates ~ Sort Tak
E Mew table
? Show Document Details

Custom Toolbars
E‘] Mew Composite Chrenology

=
Chronolator displays Word's Save As @ save s X
dialog for you to choose what to call € o v b [l o« ConeReviews » CHIdSIW v B Seasch Child SIW
the new Composite and where to save Orgaeiice = Mew foldes - @
it, & Onelvive L] Marne SRt Date meddied
Decurmeniy Iestng binibes -
; : 3] Case 40 - Internal Chrcnology =
Enter a suitable name and location and iR s
Child H
press Save. Child SIW
MDA stared
Chronclstor-3-
Documentsi
Dewnloads LU 4 *
Fibe name: | Cone SPW - Compedite Cheaonalogy v:
Seve ad type: 'Word Macro-Enabled Document =
Author:  Julisn Ladbsny Tags: JAdd atag
[ Mairtain [ 5eve Thurnbeail
compatibility wth
predious wermons of
Iu.ulﬂlﬂ
~ Hide Folders Tools - Cancel
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For maximum compatibility with
other Word versions, and to avoid
some problems which occasionally
arise when emailing Word Macro-
Enabled Document files, change
the Save as type to Word 97-
2003 Document before pressing
Save.

u Save Ag

&« K « CasePReviews » Child SR » w

Orgenize ~ Mew foldes

- ineret

i Onelvive
Decurment Mectng Minutes
Case Reviews B Case S0 - Comperite Chicnology
Child H
| Child SIW
WAV started
Chraoniclstar-3-

Documents(]

Dewnloads L 4

Fe name: | Cone 50 - Compedite Cheomalogy
Save a4 types | Wiand 57-2003 Documant

| Word Document
| Word Macro-Ensbded Docsment

Word 57-2003 Document

Waord Template
Werd Macro-Erakled Temglite
Ward 97- 2003 Template

# Hide Folders POF

| 4PE Decwment
Single File Web Page
Wik Page

- | Web Page, Fikered

If you are a Case Review Administrator, the Online Workbench stays open when the Composite
Chronology is created. You might need to switch to the Composite Chronology using the Windows

taskbar.

If you are a Local Administrator, the Internal Chronology closes and the Composite Chronology is

opened.

From this point on, there are no differences between what Case Review Administrators and Local
Administrators do to produce a Composite Chronology.

STEP 2 - IDENTIFY THE COMPOSITE CHRONOLOGY TOOLBAR

The Composite Chronology has a new
toolbar. Chronolator never displays
buttons for irrelevant tasks, so a new
Composite Chronology contains just
three buttons:

AutoSave (@ off) "’:J' -

File Home Insert C

Import Tables Advanced ~ Help ~

Custom Toolbars

After you have imported the first document, the toolbar expands to include buttons for the other tasks

that become possible:
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AutoSave (@ off) SampleCompositeChronologyHealth

File Home Insert Design Layout References Mailings Review View Add-ins

Admin ~ Tools~ Import Tables Merge Tables Format Dates ~ Sort Tables ~ Check Tables |<] <] [}' [}l [} Publish~ Ac

Custom Toolbars

STEP 3 - IMPORT CHRONOLOGY DOCUMENTS INTO THE COMPOSITE
CHRONOLOGY

‘IDENTIFY AND CHECK A FILE TO IMPORT

Although Chronolator will have warned people if it found errors in their documents, it cannot force them
to correct them. Before you import a document, you should open it and check it using the Check Tables
button on its own Chronolator toolbar.

If the document has errors which you cannot correct yourself, ask the person who sent it to you for
clarification, or return it to them for correction; it is better to sort things out now rather than later.

Chronolator will import a document with errors if you need to do so. Correcting them before import
is simply our best practice recommendation.

If you are satisfied with the document, close it and return to your Composite Chronology.

PRESS THE IMPORT TABLES BUTTON

Press the Import Tables button to
display Word's Open dialog.

AutoSave (@ Of)

File Home Insert D
Open the document you want to

import. Import Tables Advanced ~ Help ~

Custom Toolbars

When you import a document into a new Composite Chronology, Chronolator copies in the entire
document, including its preamble (if any) and the internally stored Case Details.

When you import subsequent documents, Chronolator checks that they relate to the same case and
copies all tables matching the Case Details to the end of the Composite Chronology.
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‘SPECIFY WHERE THE DOCUMENT CAME FROM

After checking that the document Source of Information W
contains tables with the right

. Type where the document to be imported came from in the box below and
headmgsr Chronolator asks you to press QK What you type will be added to the "Source of Information’
identify where it came from. For column of the imported document.

example, if you were to import a Pt]lic:e|

document from the Police, you might
. Press Cancel if you no longer want to import the document.
enter this: Cancel

When you press OK, Police > will be added to whatever is already in the Source of Information column.

For example, if the Police's document Date Time | Source of

contains this entry . . . Information

2012-02-03 Bemick Mew
Town Station
log

... after you have imported it, it will look Date Time | Source of
like this: Information

2012-02-03 Palice = Berrick
Mew Town
Station log

';___;' You can import all the documents you have to hand before proceeding to the next step, or you
might prefer to import, merge, and format them one by one. It is up to you.

STEP 4 - MERGE TABLES IN A COMPOSITE CHRONOLOGY

Use the Merge Tables button to combine all the AutoSave (@ oF)

tables in the Composite Chronology into a single
table. File Home Insert Design Layout Re

Admin~ Tools ~ |mport Tables Merge Tables Format Dates ~

Chronolator automatically resizes any tables whose column widths are different from those of the first
table.
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STEP 5 - FORMAT DATES

The various organisations and departments who completed the Internal Chronology documents you
distributed will probably have entered dates in a variety of different ways (01.02.16, February 1 2016,
1/2/16 and so on). This does not hamper Chronolator's validity checks, but it does look untidy.

You can use the Format Dates AutoSave (@ off) SampleCompositeChronol
button to put them all into a
consistent format. When you
press it, you will see today's date

File Home Insert Design Layout References Mz

Admin ~ Tools~ |mport Tables Merge Tables Format Dates ~ Sort Tables ~ CF

displayed in four different 11 Eeb 2020
formats. Press the one you want.
11 Feb 2020 Tuesday
2020-02-11 -

-|ﬁ§-|§-|-ﬁ-|-3-|-4-§-5-|- I
2020-02-11 Tuesday

The available formats present January 26 2020 as 26 Jan 2020 or 2020-01-26. The latter is the ISO 8601
format. Both formats can be enhanced with the day of the week, which can be useful for a reviewer

trying to establish patterns of behaviour.

When you format dates, any Time columns are also formatted. The format conforms to ISO 8601 (a
24-hour time delimited by a colon, e.g. 18:15).

STEP 6 - SORT THE CHRONOLOGY

Use the Sort Tables button to sort the merged table into the correct order. When you press it, a menu
drops down so you can choose whether to sort the table in ascending or descending order.

AutoSave (@ off) Case SJW - Composite Chronology -

File Home Insert Design Layout References Mailings

Admin ~ Tools~ |mport Tables Merge Tables Format Dates ~ Sort Tables ~ Check Tables

4 Ascending

¥  Descending
LUSTOM |0010ars

Press the order you want. Chronolator will sort the table using the Date and Time columns that the Case
Review Administrator specified.

Chronolator puts un-timed events for a particular day before timed events when sorting in
Ascending order, or after them when sorting in Descending order. See How does Chronolator sort

events with blank times and End Dates? (section 7.5) for an example.
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‘SORTING MIXED FORMATS

Putting dates and times into a consistent format before sorting is recommended as it makes the sort
easier for Word, and thus more reliable.

Early versions of Word had a bug which prevented Sort from working in some circumstances.
Circumventing that bug was the reason for introducing the ISO 8601 format, which Word unfailingly
sorted correctly. If you do encounter problems sorting, try this:

< Press Format Dates and choose the ISO 8601 format
< Press Sort Tables
< Press Format Dates again and choose your desired format

STEP 7 - FINAL CHECKS

You can use the Check Tables button to make a final check that the Composite Chronology is valid as far
as Chronolator is concerned.

AutoSave (@ off) Case SW - Composite Chronology - Saved

File Home Insert Design Layout References Mailings Revi

Admin ~ Tools~ |mport Tables Merge Tables Format Dates ~ Sort Tables ~ Check Tables

Custom Toolbars

You should also read through the document to make sure it makes sense. Chronolator certainly
simplifies the process of producing these documents, but it is only a computer program and cannot
correct human failings!

In particular, you might want to check that any time-critical events are in sequence if the document
does not contain Chronolator's Start Time or Finish Time columns, or if they have not been
completed. If they are not, consider using a Sequence column (see Using a Sequence column
(section 9.5)).

STEP 8 (OPTIONAL) - PUBLISHING A CHRONOLOGY DOCUMENT

When you have completed a chronology document you can publish it without the Chronolator program
code so that your recipients will not have to do anything about macros and licence terms whenever they
open it.

Pressing Publish > Exact Copy copies everything to a new document, and then displays Word's Save As
dialog so you can choose where to save it.
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Case S/IW - Composite Chronology - Saved to this PC ,Q devill berrick OB
Design Layout References Mailings Review Wiew Add-ins Help
Merge Tables Format Dates ~ Sort Tables v Check Tables I Publish » Advanced ~ Help ~

E‘r,g Exact copy

Custom
Custom Toolbars
'}'E Analysis
1 5y &5 o F o B % 20 11y 212 2130 14 15 1% 20
&] JSoN

The original Chronolator document is unchanged by this process.

As well as making an exact copy, you can:

< publish the chronology in a variety of narrative formats

< create a document containing an analysis of the chronology

< create a document in the JSON (JavaScript Standard Object Notation) format that can be
processed by the Chronolator Browser Tools at tools.chronolator.com

See Publishing a chronology (section 9.8) for more details.
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9 PRODUCTIVITY TOOLS

The Tools menu contains the following features:

i

il

il

i)

il

An Age and Interval Calculator - see The Age and Interval Calculator (section 9.1)

Anonymisation and Personalisation using the Abbreviations Glossary, including review of
selected abbreviations - see Anonymisation and Personalisation (section 9.3)

Duplicate Row Processing - see Working with Duplicated Rows (section 9.4)

Adding reference numbers to events, and using them to force the order in which they are sorted -
see Using a Sequence column (section 9.5)

Shortcuts to Word's Table Auto Fit and Split at Current Row tools

Highlighting events according to their Source of Information - see Highlighting Sources of
Information (section 9.7)

Using Add-ins, which add extra functions to Chronolator - see Add-ins (section 9.9)

9.1

toolbar.

THE AGE AND INTERVAL CALCULATOR

You will often want to work out the interval between AutoSave (@ of) 5 1) =
two dates when working on a chronology.
Chronolator provides a tool to do this for you when File Home Insert  Design
you press Tools > Age Calculator on the Chronolator  Admin ~ Tools » Farmat Dates ~ Sort Tables +
Age Calculator
Glossary b
Duplicat >
.|.§.|- uplicates 5., .8

Sequencing >

Table Tools ?

Add-ins ?

If you have not used the Age and Interval Calculator
before in this document, Date 1 has today's date in it, Age and Interval Calculator
and Date 2 is blank. SR JN_

020 ] 31 Jan 2020

f-.:;' If you have used it before and saved the

document, the last two dates you used will be Sate, & sgiays 10 the g . [ ,:|

shown.

owez [ |

© 2021 Berrick Computing Ltd. All Rights Reserved.



Using Chronolator Documents 38

You can type dates into the boxes in many formats.
As you type, Chronolator displays what it thinks you Age and Interval Calculator
mean next to the box. o dates e Mondey

22 May 1952

When Chronolator can interpret dates in both boxes, [§ 20 o y1i —ce Thursday
it calculates the interval between them.

The interval is shown as a number of days and as a
number of years, months and days.

ersal into

It does not matter which date is the earlier one.

You can copy the interval information to the Clipboard by pressing the Copy button, and then paste it into
your document. The example above is copied to the Clipboard as 1 year, 11 months, 27 days (514 days). Once
pasted into the document, you can edit it as you choose.

Using the Age and Interval Calculator is quite straightforward, but it is worth noting some details about how it
works under certain circumstances. (If you are not interested in the minutiae of Date calculations, stop reading
now and just use the calculator!).

AWKWARD CALENDARS

'Thirty days have September, April, June and November'... We are taught this rhyme when we are young,
and learn to cope with the different number of days in each month over many years. However, innocent as it
sounds it provides many a stumbling block when working out the interval between two days. The numbers of
days between two dates is always unequivocal, but if we want to give this as 'x Years, y Months, z Days' we
come across problems of interpretation. The following sections give examples of these problems and describe
how Chronolator deals with them. There is no single 'right method'; we hope that Chronolator's results match
most people's interpretations.

EASY CALCULATIONS

When the Day number of the later date is equal to or larger than that of the early date, things are quite
straightforward:

Early Date Late Date Interval
23 January 2001 25 June 2002 1 year, 5 months, 2
days
01 December 2001 02 January 2002 0 years, 1 month, 1 day

SLIGHTLY HARDER CALCULATIONS

When the Day number of the later date is less than that of the early date, things can get a bit harder. However,
as long as the Day number of the early date is less than or equal to the number of days in the month before
the later date, there is not too much of a problem:
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Early Date Late Date Interval

31 January 2001 01 June 2002 1 year, 4 months, 1 day

Most people would probably work this out as follows:

1. One year from 31 January 2001 = 31 January 2002
2. Adding 4 months takes us to 31 May 2002

3. Adding 1 final day gets to our target, 01 June 2002
4. That s, 1 year, 4 months, 1 day in all

So far, so good!
DIFFICULT CALCULATIONS

Now look at what happens when the Day number of the early date is more than the number of days in the
month before the later date:

Early Date Late Date Interval
31 January 2001 01 May 2002 ?7?

Comparing this to the previous example, 01 May 2002 is exactly one month earlier than 01 June 2002, so we
might expect the answer to be exactly one month less; that is, 1 year, 3 months, 1 day.

However, if we use the same method as above:

1. One year from 31 January 2001 = 31 January 2002
2. Adding 3 months takes us to 31 April 2002!
3. But April only has 30 days, so we must already have arrived at 01 May 2002

That being the case, our interval is 1 year, 3 months, 0 days in all - one day less than expected!

THE CHRONOLATOR SOLUTION

The Age and Interval Calculator works so that the above 'surprise' does not occur. From a date at the end of a
month to the first of another month is always x Years, y months, and 1 day. For example:

Early Date Late Date Interval
31 January 2001 01 May 2002 1 year, 3 months, 1 day
30 April 2001 01 March 2004 2 years, 10 months, 1
day
31 May 2004 01 December 2005 1 year, 6 months, 1 day

This solution looks very plausible, but it does give rise to an anomaly. For example, the interval from 30
January to 01 May is the same as that from 31 January!
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Early Date Late Date Interval
30 January 2001 01 May 2002 1 year, 3 months, 1 day
31 January 2001 01 May 2002 1 year, 3 months, 1 day

On balance, we feel that this solution most likely does accord with what most people want. However, if you
disagree, please let us know by making a suggestion at www.chronolator.com/suggest-form.htm.

9.2 WORKING WITH THE ABBREVIATIONS GLOSSARY

The Case Review Administrator can define entries in the Abbreviations Glossary of a new Internal Chronology
(see Setting Up Chronolator Documents for details of how to do this). Those entries cannot be changed or
deleted by anyone else.

However, anyone can add and change their own entries. Chronolator keeps track of what abbreviations have
been defined in which document.

\/ Abbreviations can be up to 10 characters long, and their Definitions up to 30.

\/ Processing the Abbreviations Glossary can be slow in a large file. Consider using the Chronolator Browser
Tools if this affects you - they are much faster.
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VIEWING AND PRINTING ABBREVIATIONS

Press Tools > Glossary > Edit:

Fde Heime nsent Deapn Layoul Faderenes

Aderin = ToolE=| Forrmat Dabe = Son Talbbes ~ Chk Tablies <] <] [»
B 2ge Colonner

Cloauary e

Dupbestes | Aneryisstien snd Redew |
e

Tk Tocdi »

Bedd-arei »

The Abbreviations Glossary form is displayed showing the abbreviations in
the document and their definitions:

| Abbrevations Glossany ®

Defined by J in
Abbreviations Glossary

Abbreviation Deefiniticn

e |
 sovess porumert | coe |

iment Lo sawe the gloisary o

The Defined by / in column shows where an abbreviation has been defined.
In an Internal Chronology, it will state either Administrator or This
Document. In a Composite Chronology, it will include the Source Prefixes of
any imported documents, as shown above.

If you want to produce and print a list of the abbreviations, press the Save as
Document button.

When you have finished, close the form by pressing the Close button.
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ADDING AN ABBREVIATION

Press Tools > Glossary > Edit: =~ The Abbreviations Glossary form is displayed showing the abbreviations in

m the document and their definitions:

Fde Heime nsent Detipa Layoul Faderenes

Lo A B dibbreiations Glossarny »
Aderin = b= | Forrrut Datei = 5o Tebled = Cheh Tables |<] <] [>
B 2ge Cakouee o Abtwevistion Definition Defined by / in
BT Abbreviations Glossary
& Duplcates  * 0} Anseymesation aed Redew |
Soquancing 3 & £ ligt amd press the
Todole Togh >
o »
Abbievistion Definition
[owe
Type the new Abbreviation Abbredations Glossary B
and its Definition in the boxes, Abbreviations Glossary Lo Lol I
and press Add: ':' ; Fothergill
5 5 Wy | Makepeace

2
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The new entry is added to the

list:

CHANGING AN ABBREVIATION

| Abbreviations Glostsry

Abbreviations Glossary

m it list amd peess ik

e Al
Mary Fothergill
Brian Adams

las

Abbreviation Dhefinitisn

| I
[ [ o]

Since agencies can add their own entries to the Abbreviations Glossary, it is possible that two of them might add
similar entries (for example, AD/Alan Daniels and AD/Adam Donoghue). Chronolator always keeps track of
where an abbreviation has been defined, but if you want to use the Anonymisation feature all abbreviations
and definitions must be unique.

You can use the Tools > Glossary > Edit tool to change a user-defined Glossary entry. Chronolator updates the
glossary and makes any required changes in the document.

The following example uses the Abbreviation GP1 and corresponding Definition Arthur Clements shown in the
example above. The document text contains this event (Arthur Clements is in column 4, and GP1 in column 5):

© 2021 Berrick Computing Ltd. All Rights Reserved.
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Press Tools > Glossary > Edit:

Fée Hoime nsen D Laryoun Pt ETEres

Aderiry = Tool'= Forrrat Date = Son Tabsles = Check Tabies |<] <] [>

. Age Calondletor

Gloaary Eal I
— Duplimtes 3 | Ansrymastion sl Revew
g H
Tl s »
B >

press Change.

The current abbreviation and
definition appear in the boxes
near the bottom of the form,
with a message inviting you to
change them:
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The Abbreviations Glossary form is displayed.

Drefined by Fin

Abbreviations Glossary

Abbreviation Deeffiniticn

e |
| sweasDocumnt. | clse |

Deefined by f in

Abbreviation

|
Eiea

Dhedinitisn

| Abbreviations Glosssry

Deefiniticn Drefaned by S in

Abbreviations Glossary
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Type in the new information Albbredstion: Gloszary
and press the Change button
to the right of it. In this
example, we change both the
Abbreviation and the Definition
to GP99 and Xaviera Yarrup
respectively, but you can
choose just to do either one.

Abbreviations Glossary

¢ list and press ihe

5 in i

Drefaned by / in

Dhefinitisn

2
=

The updated abbreviation is Albbredations Glossary
shown in the list.

Abbreviations Glossary

% list amd peess the
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Use the scroll bar at the The original entry is still there, so you can always find it in the document in
bottom of the abbreviations which it was first defined:
list to scroll it to the right.

| Abbreviations Glosssry =

e’i‘m If you are using this feature to anonymise a document, remember not
to publish it without first using the Publish > Exact Copy tool to
produce a copy without any Chronolator code, and hence without the

ability to reveal the abbreviations.

Press the Close buttoninthe  Chronolator updates the document with the changed entry: GP1 and Arthur
bottom right hand corner of Clements are changed to GP99 and Xaviera Yarrup respectively:
the form.

Date | Time | Source of Family Family Contact - Adult
Information Contact -
Child
06 03:30 | Pormamor Xaviera Yamup Mother seen by GP99. Pregnant. 7
Cct Medical Centre = date of LMP.
2012 GP records

BROWSING A DOCUMENT USING THE ABBREVIATIONS GLOSSARY

The Review button on the Abbreviations form lets you use a glossary entry to navigate through the chronology.
You can also produce extracts containing just the events pertaining to an entry.
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For example, suppose you | Abbeesisions dlsiary >

want to scroll through a Abbrevintions Glossary satio Defined by /in
document looking for events ._ , 1 — .
involving, say, GP1. Press e T ife 3 saran kee 315 Matern
Tools > Glossary > Edit, select - glos :

GP1, then press Review.

menl Lo sawe the glossanyin

For further details, see Reviewing and changing how entries in the Abbreviations Glossary appear in the text
(section 9.3). It describes the Review button on the Anonymisation form, which lets you process more than
one glossary entry at a time - you can only process a single one with the Review button on the Abbreviations
Glossary form.

9.3 ANONYMISATION AND PERSONALISATION

Chronolator can anonymise a document according to the entries in the Abbreviations Glossary. It can be
hard for a reviewer to build up a mental picture of the people involved in a review when they are only
referred to by their initials, so Chronolator lets you switch between anonymised and personalised
views.

The Anonymisation feature is found at Tools > Glossary > Anonymisation and Review:

AutoSave (8

File Home Insert Design Layaut References
Admin~ Tools~ Forrmat Dates ~ Sodt Tables » Check Tables [<] <] [> |
E Age Calculator
Glossary = Edit
_—- - Duplicates * § Anonymisstion and Review
o Sequencing >
Table Teols >

Add-ins »
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SWITCHING BETWEEN ANONYMISED AND PERSONALISED VIEWS
OF A DOCUMENT

When you press Tools > Glossary > [ e &
Anonymisation and Review, the Anonymisation
form is displayed showing the abbreviations in
the document and their definitions.

Anarymisation and Raview

Place a tick against the abbreviations you want to
process. The All, None, and Flip buttons at the

top of the form can make this quicker. T

U rmption @

After you have selected one or more [yt et =
abbreviations (in the example here, all have been S
selected) the Anonymise and Personalise

buttons work together with the Use formatting

checkbox.

U rmption @

If the Use formatting checkbox is ticked when a document is being Anonymised, the resulting
abbreviations will be formatted like this (i.e. Bold, Underlined and Italic). This has two advantages:

< abbreviations stand out in the document
< Chronolator can distinguish between entries in the Glossary and any common words which are
spelt the same (for example, if there were an abbreviation THE for Timothy Henry Edwards)
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Such formatting will be lost when some other | Chronelator Message X
features are run, so it is recommended that you
do not use Anonymisation until you have
finished with those other features.

Formatting intreduced whil the Highlight
Checking or Merging Tables, ssing Sequenc =
which are described in the “Using Chronolator Dotuments’ manual

Chronolator warns you about this by displaying . : e T .
§ OK to continue, Or Candsl 50 that you Can §awe your wWork and review the manual
Message 7010 the first time you tick the Use et b Lo , j
. . . This message will not be shenwn again diming this tesseon,
formatting checkbox in a Word session. -

(l:? See Message 7010 (Sect|0n 12_8) for deta||s Message Reference Number 7010 il a.'p'be found in the
of which features might lose highlighting.

Press OK to continue.

f-_? If the Use formatting checkbox is ticked when a document is being Personalised, only those
occurrences of an abbreviation which are formatted like this will be changed.

REVIEWING AND CHANGING HOW ENTRIES IN THE ABBREVIATIONS
GLOSSARY APPEAR IN THE TEXT

The Review button on the Anonymisation form lets you use glossary entries to navigate through the
chronology.

< During the review, you can change how individual entries appear in the text (as Abbreviations
with or without highlighting, or as Definitions)
2 You can also produce extracts containing just the events pertaining to selected entries

Suppose we are interested in GP1/Arthur Clements and Midwifel/Paula Johnson.

Press Tools > Glossary > Anonymisation and i et .

Review to display the Anonymisation form, tick B

GP1 and Midwife 1, and then press the Review
button:
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The Change Abbreviations form is displayed, and
occurrences of the entries are highlighted in the
document.

The active occurrence is highlighted like , and | meE AR

the Others ||ke this Please refer to UsingChronalatorSamples for some suggestions about how
out about Chronolater's main features,

ot | o | et iy bt ol | ity Dot - Lo o e i | oo
oo . ey e
6 | 02:30 | Portmance Woemar wan by Q] Pregram R conpiees snte-
oot Masicl Centre dute AN rarsl refperalio B
ELd] > GF rerards SawaTet’s
8 | 10085 | SuSuicere Hew podiof o5t e LEGRER Wi
e Mutermity st tospeird
Use the navigation buttons in the form to scroll | Ghunge asteeisions i

among the occurrences of GP1/Arthur Clements
and Midwifel/Paula Johnson:

The radio buttons let you change the text of the | Ghunge asteeisions i
active occurrence to whatever you select: :

When you have finished, press OK or Cancel, | change seseesation it
depending on whether you want to save any :
changes.

PRODUCING AN EXTRACT OF EVENTS CONTAINING SELECTED
GLOSSARY ENTRIES

You can produce a new document containing just the events pertaining to selected glossary entries.

Press Tools > Glossary > Anonymisation and [femymietem et 2
Review to display the Anonymisation form, tick N
the desired entries, and then press the Review

button:
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When the Change Abbreviations form is Chargn Abbeeviabons *
disp|ayed, press the Report button: Srpetliade b b u-.n *

8 5

& Arthur Clements

A new document is created, containing only

those events which involve the glossary entries Fle  Home Insert  Design  layout  References  Malings  Review
you selected: (B |[cwmmom <[n <A & [ aav & [E-iE~ 5 |2
Paite g = = h -

EIL&-”I_K" m'.‘?ri-—

=
+

\/ The counts at the top of the report pertain | Z&= =~ f = mmemn
to the abbreviations originally selected in BN ihocomrences) NENEESBEE (0 occurrences
the Anonymisation form, not those listed in Migwel (Zoccurrences) Paulafobnson  (Docrumences]
the report. Changes you make before
=== Thi Sounts ABGWE B qulM!M.‘i.‘b{lth:‘.l’.ﬂM Wi MGEn 1Ry er:!l‘b'.l‘:‘lﬂf AELCh Ehi
pressing Report will not be reflected in Mo inscemation
o . o nate Tims Seurein ol Farnily Dokt - | Famaly Commlach . | Comemsication -
these counts. Similarly, if some wiormaten | ol prn i sqaecy
abbreviations are formatted, the report owmiz | cae Farmaner Mather sen | GPD
. . . . [FERTEM by GPA CEmpletes
counts might not match the highlights in the L Pregant.? | artenanal
redEfdy date of LR Federral 1 5
report. $alome’s
03 Mow 2012 145 51 Salome e Daooding
Maternfy Ung visit by
> Arnenassl Midwife 1. No
records ref CONCErnns
HELEY

9.4 WORKING WITH DUPLICATED ROWS

Use Tools > Duplicates to highlight or delete duplicated rows.

AutoSave (B 08 =

File Home insert Design Layout
Admin ~ [Toolg > | Format Dates ~ Sort Tables » Check Ta

B AgeCateulator

Glassary »
— Duplicates > 47 Highlight
Sequencing  * | 3 Delete

Tabde Tooks -

Add-ins >

HOW DUPLICATED ROWS CAN OCCUR

Duplicated rows can occur for various reasons. For example:

“ you might have broken off completing an Internal Chronology for a while, and inadvertently
entered the same records twice

© someone might send you a new version of an Internal Chronology containing a few extra events
when you have already merged the original into a Composite Chronology. Rather than having to
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pick through it all and copy just the new events, you can import the new document in its entirety
and let Chronolator identify and delete events that were already there

Sometimes however, duplicates - or near-duplicates - might occur for other reasons. It could be that
two different agencies report the same event in exactly the same way. Although this might be unlikely,
Chronolator is designed to help you identify and analyse potentially duplicated events however they
occur.

HIGHLIGHT OR DELETE?

Chronolator can either highlight duplicated rows or delete them. You might want to highlight and
review them before deleting them.

If you wish, Chronolator will save deleted duplicates in a separate document.

IGNORING THE SOURCE OF INFORMATION WHEN IDENTIFYING
DUPLICATES

You can instruct Chronolator to ignore the Source of Information column when looking for duplicates.
You might want to do this if you have inadvertently imported a Chronolator Document twice using two
different Source Prefixes.

EXAMPLES

The various options are illustrated below using the following table. Although somewhat implausible, it
does provide a useful illustration of the options.

All four rows are identical, except for the Source of Information entry in the second row, which says
Portmanor MC instead of Portmanor Medical Centre:

Dt | Tem | e Vasmuy uela] iy Codnt el e B L Bromea o  m——rt
gy ] Dt

o6 | 0230 | Poromance Mdcthar wen by GFL Pragnset. T | G compbimes snce- Shgiylnn

xn Cantrg » GF Sagere’ [r ]
L e Y (N (N - %

(-] G353 | Pormomanss Mdootelr wen oy GF) Freprss 7 GF] COMpineL wne- Shgntiy Lne
Qer WL » GF datn of LM ratd enfprradaz B eyl TN
Mz reoandn Swoma’y [T

xxxxxxx

APty Lt By GF] Praprps P G DT o

aue of (B ramd pterrning e (o2t e]
L
@
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When you press Tools >
Duplicates > Highlight,

the Highlight Duplicate Rows
form is displayed:

It contains a check box labelled
Ignore source column.

If you leave the check box blank
and press OK, only the last two
rows will be highlighted:

In contrast, if you tick the box
before pressing OK, the last three
rows will be highlighted:

The navigation buttons on the
Chronolator toolbar can be used
to go from one duplicate row to
the next in a long document.

Highlight Duplicate Rows

Duplicate Row Processing

me event more than

Ad
Interna
mparted

Column’ ba

Die | Tem | [ — Pty Tl el - Brorema - Timendy
ar— ehay gy [RS— [ru—
o6 | 0230 | Portmance T re——— [—
= Wlgdicl date of LMF. rutsl referrad bo 5 notificaion
X2 Carorg = GF Sk burac
reoaeds conoerm
(=1 23 | Poromansy Micener sees by &P Piegranc 7 GFL oomgintes aale- gy e
(=3 WL GF cate =f LMF, sl referrsl to 5 ragtLanan
o HH tepaed Talomiy [ £
oD
Eod | 0280 | Pertmanee B doos by SR Progrant 1 | GFL oomgectes astn aghsry b
-2 lemisl B S LAMP, A Piferral o T ROl
boTE] Cantre = GF ety butmc
tecotdy e
o | 300k | Pprmarae BEgERET SEEA Dy Y Bragaanr T | GR] pomgeines ssie fagrrmg Lre
=21 Whacicui ok of LMIF, s e o LA
i LF {ovtre = GF Salomw't [
L] L LY
De | Tew | My CY | Py i+ dalal s Bromera i Tl
e ol iy mrtrnad U Ok
o6 |23 | Foromaror Biogher pees by G Pregrant. 7 | GFL comgintes ante- Bighery o
Oct Wedasl dade of LMF. nartel reflernad bo 5 rotif.caticn
12 Canore = GF b ] o as
ecands concerm
213 | Formmanor MiTRer seen by GP L Pregrane 7 GFL oomgistes Bale- ighoy e
Ot WL = GF dane o LMF. sl referms to 50 ROt Canon
e teoaed Salomy [ %
oo
Eod | 9280 | Pertmanee B doos by GFL Progrant 1 | GFLoomgectes astn aghsry b
-2 lemisl B S LAMP, A el o T ROl
mil Cantre = GF ety butmc
tecotdy e
e | 30k | Pprmmarae BEmeT b by Y Bragager T | GRY omgeenes B fagrrmy Lte
"] Masicui ciane oF LMIF, sl rear o rordoanon
otk Loatig = GF Salomay Bl A
Tangen T,

futoSave (@ 0m)

File Hpme

fnsert

Dresign

Layout

References

SampleinternalChronologyPaolios

Mailings

Resnew

kW

Acld-ing

Adenin = Togls~ Format Dates = Soet Tables~ Check Tbted <] <] [ [ | Pubslish = Advanced ~ Help -
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|DELETING DUPLICATES

When you press Tools > Duplicates > Dedete Duglicate Rows X
Delete, the Delete Duplicate Rows
form is displayed with an extra option:

Duplicate Row Processing

nolatar can detedt duplicate rows in a table

If you want to save any rows which are
deleted in a new document, tick the
Copy Deleted Rows check box.

After you press OK, Chronolator tells Chronclator Message X
you it has deleted some duplicates (3
in this example).

3 duplicates deleted

Chronolator has saved the deleted rows. Press the "Go to List' button to view them.

Tip: to re-import them, save the list in a convenient location and use the
cBimportSpedal_1 macro. Refer to this message in the manuals for more information,

Message Reference Humber 3031 formation may be found in the
ages section of the manuwals.

Wersion 3.5
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: ; EETDrEEEEY — BTN
Press Go to list to switch to the new —————— S —

document containing the deleted L e | = 81841 | o] e
rows. SR * |

'/ The description of Message 3031 =
(section 12.4) has some

suggestions about how you can ' [=|

use the new document to recover | . | | =
the deleted rows should you wish
to do so.

9.5 USING A SEQUENCE COLUMN

The first column in a chronology table can be a Sequence column, which provides two main benefits:

< it can contain a reference number for each event
< you can use it to specify the order of events on a particular day when you do not know their times

DEFINING A SEQUENCE COLUMN

The Case Review Administrator can define a Sequence column when setting up the chronology
document.

End-users can define one using the Tools > Sequencing > Add column button. (This is the only change
Chronolator allows to Administrator-defined column headings).

When adding a column this way, it is automatically populated with sequence numbers.

AatoSave (B o8)

Fdg: Homse Insert Dessgn Layout References
Admin~ Tools > Format Dates~ Set Tables ~ Check Tables [<] <] [
B age Caleulstor

Glagiary -]
. Curiftam Toalban
A T 7. 5. %y =i
Sequenting  F =0 Add column
¥

Takle Teoks

Dupheates

Add-ins ¥

CHANGING THE SEQUENCE COLUMN HEADING>

The default heading for a Sequence column is Seq, but you can change it after it has been added (unless
it was defined by the Case Review Administrator):
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Press Tools > Sequencing > Change Column AutoSave @ 3 [ - L)

Heading File  Home  insert  Design  Layoul  References
Admin = Took = Format Dates = Sort Tabdes = Cheeck Tabiles <] <] [>

B 2ge Calculutes

Glossany ¥
) Dupbcates 5 Cuplem TooRkue
B - - o 30 N N TinB=1 -%: -1
Sequencing  »
Taksde Tocls *OE Delete cobama
Add-wns ] :: Update « peguental
= Update - group by day
O Cless
#  Change Cobumn Heading
In the form which is displayed, type the new Sequence column heading X
heading - for example Reference - and press OK. Type the new heading in the box below and press OK.

Fress Cancel to keep the current heading. -

Cancel

UPDATING EVENT REFERENCE NUMBERS

When adding a Sequence column, Chronolator automatically adds a reference number to each event.
The numbers can be updated at any time — for example, if some events are added or removed.

Press Tools > Sequencing > Update — sequential to give each tutasave @3 [F] 9~ U

event a unlque number- File Home Insert Dresign Layout Referemnces
Admin ~ Foolf = Format Dates = Sort Tables = Chesk Tabibes |<] <] [>
i age Caloulator

Gllossary ¥
Duplicates 3 Cugbeem Toalars
i e+ Frg o Bej ¥y =i
Sequinting
Takle Toolk ¥ ¥ Delete column
Adding ¥ IS Update - sequential

Update - group by day

Chear

as O

Change Colurmn Heading
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Press Tools > Sequencing > Update - group by day if you fatcSave (@ 27} [ - L) =
want the numbering to start at 1 on each new day: AT RERD AT TS BRI
Admin - Taoli> Format Dater = Soet Tables ~ Check Tabsles [<] <] [>
B age Caloulstor
Gloszary ¥
Sequencing
Table Tock * | Dedete column
didd-ins > Update - sequential

Update - group by day

Clear

ae O M i

Change Colurmin Heading

FORCING EVENTS INTO ORDER

Sometimes you might not know at what time events happened on a particular day, but you do know
their order. You can use the Sequence column to specify it.

In this example from a multi-agency chronology, the time | B | Time | Source ot el || e 9

Infarmaticn Contact - ag

. Chilld
has only been given for one of the events of March 15,
. . . 'II:u A-"hr;::‘SM !;;;Md rmmm:u
and events are in the wrong order (in the first one an 2018 > Paauc noas | Russcisten | |
DO
infant has collapsed, while in the second he seemed well): [= PR——— Pr=permap—
Mar Carorg » mppny for conapaton weh
2093 Fidntass notkh GFY regaeding e

TR
Eraught S0 aith har. Baby'
s wrell s Far an e e
recal Garmnly no injeries

L] 9T Salcmg ALE »
Mar Hestes rel 150358
083
L] 1300 | Beericicties
LY Al S
2093 » Coartsal

Arvbuiance Conwsl
L)

We can put them in the right order by adding a Sequence | 5 [P | Time | Seurceaf | Family | Family Contact - Adult

Infermuation Centact -
. . . Chald
column (if there is not one already) and typing the correct
3 L] Bariciihing ndact Mot juitined Eacal
. . Ma T 2ollhgbid Porrid b o Sy e
sequence numbersinit. .. m Sanica Resuscericn
ParErabmd mobkS DOk
5 Pasrnnfng M F mwssded maming
Mar Madoal Canre » MDY for corasslcrion weh
013 Tyl mes GFT repiedng M-k
fias |

Bezighn SV with har. Balby
wremad vell an far a3 he
can recal. Canaindy no
e

ST Sabsrras ALE >
Hotes ref 15008

1300 | Bavickahing
Arsbaglpncd
Shivitd * Canra
Arbalanca
Contel iog

HEs| HEA

=
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... and then pressing Sort Tables > Ascending seq [ Oate [ Tima [ sourcn of Famy | Famnty Contact - Adul
Chald
- A= s
— o ] [ Lt
AutoSave (@ Off) z} - O = 013 S————— ﬂpﬂg-engm.
- . Becught SAN with har.
File Home Insert Design Layout Re e oy
[
Admin ~ Tools ~ Format Dates ~ Sort Tables ~ Check Tables 2 A ==
2003 S * Caniral
4 pscending ey
. 3 i Barrickahing (2 Rothar suiznined dacinl
¥  Descending -~ Amiziance colapsed. | iepries nd i isvesses
custom Toolk wranedcnoles | commanced
4 i% ET Sabsrra BLE »
Mar Moses e 150355
2013

';___;' You do not have to update sequence numbers in all the events, as the sort recognises decimal
numbers. For example, suppose that you now wanted to put event 4 before event 2 (this might not
make sense in terms of the story, but we will do it here just to illustrate the feature).

i i Date | Time | Sourcs af Farmity Family Contact - Adult
Replace the 4 in the event with a number between 1 and 2 | % | i (£ ComEuoE
Chid
- 1.5 say:
5 Portmangs ki F atwnded moming
Mar Madual Carma > gy fed cotchdlnnten with
0% Recapton sotd OGP saganding fu-lee
Lt
Bezught S0 with har. Baty
St vl s A a3 e
can recall Canainly no
[
F: 5 | 13:00 | Bamicikani
Mar P,
2013 Sarvice » Caniral
Conrel leg
3 s Barrickihira et Bisthar Suitnned tacial
Mar ke larag colapsed P 3 i Seresaed
2003 Earvich ¥ Fasussitnten
Parareades rooks o d
15 [= ST Salsrra ALE »
Mar Moses 1 150385
2013
H i Date | Tims | Scurce of F: Family Contact - Adult
Press Sort Tables > Ascending to put the events into the L o EuT | (P Cantet
Child
requested sequence:
L] Portmanar i F awcded moming
Mar Medaal Carrre sy for cofdaltrton with
2013 Aecaption motd GF 1 sganding fu-lee
P,
Besught S with her
i vl k5 AR5 33 Pt
can recall Canainky no
T
15 [= 5T Saboma ALE »
Mar Hodes ref 150005
2013
2 L] 1300 | Barickiking
Mar prrame
2013 Earvicn » Cariral
Arsbilarae
Control iog
3 1 Bmiginhing gt Migitar pnsaned faoal
s Aribalati 2olagiid injerita i i SEreaaed
Felt) Sarvicw ¥ Bagupstaion
ParEfeS: notkl SirEt
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H - Dute | Time | Sourcs af F. Family Comtact - Adul
Press Tools > Sequencing > Update - group by day / b o ) t
. . . Chald
sequential to replace any decimals with whole numbers:
L] Parbranos Mi F a3ecded moming
Ma Madanl e 3 LAY fof Lofdalrben weh
2013 Recapon Aotd OGP sagaeding Au-lke
Fympaoems
Eecught S0 meth har
bt vkl B8 G5 33 b
can resall Cansinly na
Eenr
- (L] BT Sabyva AEE >
Mar Hooes i 150085
2003
3 15 1300 | Bamickihing
Rar LT
20y Sarvice » Caneral
Aabejlnrca
Control oy
4 1 Bamicinhing Infget Mzthar suntsingd faoial
Mar bl solagried imjories ad i Sredied
ol ] Sarvice » Pasuscixion
POrEsSSE Aot BivEt

’;___-" If you force events into an incorrect date/time sequence using a Sequence column, Chronolator
will detect the problem when it checks for errors.

SEQUENCE COLUMN CONFLICTS WHEN IMPORTING A
CHRONOLOGY

Because anybody can add a Sequence column it might happen that an Internal Chronology has one but
not a Composite Chronology - and vice versa.

When such conflicts occur, Chronolator lets you decide whether to keep or discard the column. See the
descriptions of Messages 1030 and 1031 (section 12.2) for more details.

9.6 WORD TABLE TOOLS

Word's Table Autofit Contents, Autofit Window and Split at Current Row tools can be awkward to get
to in Word itself, so Chronolator adds them to the Tools menu.

AutoSave (@ off)

File Home Insert Design Layout Referer
Admin ~ Tools ~ Format Dates ~ Sort Tables ~ Check Tables

Age Calculator

Glossary >
) Custom Toolbars
Duplicates 2
-|-§-|- B B F o B 0 9
Sequencing 2
Table Tools > ﬁ Autofit Contents
Add-ins 2 % Autofit Window
I

Split at current row
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9.7 HIGHLIGHTING SOURCES OF INFORMATION

Chronolator can highlight events from different agencies in a multi-agency chronology in several ways.
Agencies are distinguished by the Source Prefix they are given when their chronologies are imported.

The highlighting tool is found at Tools > Highlight Source > Define and Do:

AutoSave (8 of) g 9-1) Sample

File Home Insert Design Layout Refere

Admin ~ [Tools> Import Tables Merge Tables Format Dates ~ 5o

Age Calculator

Glossary >
. Cu
= Duplicates ¥
'lt}‘;_'-l-] Brgs Fog i Be|a9a)als
' Sequencing >
Table Tools *

Highlight Scurce > &7 Define and Do

Add-ins >
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WARNING

ri*. Highlighting will be lost when some other
features are run, so it is recommended that
you do not do it until you have finished
with those other features.

Chronolator warns you about this by displaying
Message 7010 the first time you use the
highlighting tool in a Word session.

Press OK to continue.

When you press Tools > Highlight Source >
Define and Do (and reply OK to Message 7010 if
it is issued), the Highlight Source options form is
displayed:

| Chronclstor Message =

Formatiin duced while uting the Highligh
ing Tables, processing Sequen
which are described in the "Using Chrong

OK to continue, or Cangel o that you can save your work and review the manual
before trying again.

This message will not be shown again during this session,

Mestage Reference Mumber 7010 may be found in the
of ihe mafuali,

Veriion 3.5

| Highlsght Seurce »

Cisboisr Saolveimie

& Hone

Highlight Source

O Miwed Colouy
* Tirt

® Shade

® Tone

4 Taxt on Whils

=

The main choices you make here use the buttons in the Scope and the Colour Scheme boxes.

SCOPE

The Scope controls how much of the event is highlighted. The lowest scope highlights just the text of
the agency's Source Prefix, while the most extensive scope highlights the background of the entire row.

For example, here is how the agency Berrick Police would be highlighted using each Scope:
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Scope

Text Berrick Police > New Chronolator - the Chronolator - the
Town Station » Chronology Tool Chronology Tool
Custody records

Cell Text Berrick Police > New Chronolator - the Chronolator - the
Town Station > Chronology Tool Chronology Tool
Custody records

Row Text Berrick Police > New Chronolator - the Chronolator - the
Town Station > Chronology Tool Chronology Tool
Custody records

Cell Berrick Police » New Chronolator - the Chronolator - the
Town Station > Chronology Tool Chronology Tool
Custody records

Row Berrick Police > New Chronolator - the Chronolator - the
Town Station > Chronology Tool Chronology Tool
Custody records

SCHEMES

Chronolator's built-in Colour Schemes provide a quick way to set the highlighting for all prefixes.

For example, this is the Mixed Colours scheme:

001 002 003 004 005 006 007 008
(7.81) (6.68) (9.01) (8.79) (6.82) (13.76) (7.79) (5.72)
009 010 011 012 013 014 015 016
(5.35) (4.74) (4.81) (4.60) (4.76) (4.61) (6.37) (5.73)

This is the Bright scheme:
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188 189
(5.19) (15.82)

The first number in each coloured box is its Chronolator reference number, which can be used if you
want to override a scheme colour for a particular agency.

The numbers in brackets give an idea of how legible the highlight might be when viewed on a computer
screen. They are calculated using the Web Content Accessibility Guidelines (Version 2.0) at
www.w3.0org/TR/WCAG/. Higher values represent better legibility. All the Chronolator Colour Scheme
highlights meet or exceed WCAG level AA.

A complete list of schemes can be created by pressing the Show Samples button.

CUSTOM SETTINGS

When there are only a few agencies in the chronology a default scheme should make it easy to
distinguish each one. However, when there are lots of agencies you might get a better distinction
between them by choosing highlights from different schemes.

For example, in the Mixed Colours scheme it is quite easy to see the differences between the first eight
highlights, but probably not so easy to distinguish between highlights 004 and 014. In such a case, you
can override the scheme colour for one or more agencies by using the Custom Settings box on the
Highlight Source options form:

Custom Settings

Source Prefix

Eermickshire vouth Offending Team -

Reference Mumber Hu

Select the agency you want to modify, and then choose its colour by using the left/right arrows or
typing in its Reference Number. Note that you will not be able to type in a number that is already in
use.

’:___-" If you have set a custom colour for an agency, Chronolator will retain it when you choose a new
Colour Scheme unless Reset Custom Settings is ticked.
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PREVIEWING AND DOING
Highlighting a large chronology can take a [ bighigh source P
few minutes. The Preview button quickly Highlight Source F

produces a new document illustrating how
each agency will appear.

When you are happy with your definitions,
press OK to highlight the chronology.

USING HIGHLIGHTS TO GET AN OVERALL PICTURE OF AN AGENCY'S
INVOLVEMENT

When reviewing a large chronology, you can get an overview of which agencies did what when by
highlighting it and then using Word's Zoom feature to zoom out. For example, the following chronology
has been highlighted with Scope: Row and Colour Scheme: Bright, and zoomed to 10%:
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AutoSave (@ on) O] <)~ TestLargeFiledd = devll bemick  DE
File Home Insert Design Layout References Mailings Review View Add-ins Help ¥ Share 9 Comments
EEIREZ O O B = Q [0 O = = | @&
- @ [:']Drah -::] - ¥ * Emraﬂge.ﬂ.ll h| o “e = E
Read | Prink Wb Focus Immersive | Mertical Side Show | Zearm 100% Switch Macros | Properies
Maode Layout Layout Resder to Sade e s  [Elsplit ™ Windows ~ -
Wiews Immersive Page Movement Zoom Window Macros | SharePoint s

L BC A B 11 16 20 M4,

L H]

Page 561 of 786 50388words  English (United Kingdem] [ . Focus + 1%

\/ More sophisticated timelines can be created using the Chronolator Reviewer's Tool at
tools.chronolator.com/review

9.8 PUBLISHING A CHRONOLOGY

When you have completed a chronology document you can publish it without the Chronolator program
code so that your recipients will not have to do anything about macros and licence terms whenever
they open it.

You can also:

< publish the chronology in a variety of narrative formats
< create a document containing an analysis of the chronology
< create a document that can be used by the Chronolator Browser Tools

\/ Published chronologies are new documents: the original Chronolator document is not changed.

© 2021 Berrick Computing Ltd. All Rights Reserved.


https://tools.chronolator.com/review

Using Chronolator Documents 66

Pressing Publish > Exact Copy AutcSave @ o) D] D~ 1) = SampleinternalChronologyPolice

copies everythlng to a hew File Homie Inssert Design Layout References Mailngs Review View Add-ins

document and then diSp|ayS Admin = Toek = Format Dates ~ Sort Tables = Check Tables [<] <] [» [»| B Publish= Advanced = Help ~

7]
. ER Exact copy

Word's Save As dialog so you can —
El Custom

choose where to save it. | Cutam e 7B Anstysia

R | R N T Aajan§ajeh FojgosBejoBejedBej din S LT ] ir

] oM

NARRATIVE FORMATS

Although tables are a good way to put a chronology together, they can be unwieldy to read, particularly
when a single event has a lot of text in one column that spans several pages.

Chronolator can convert a chronology table to several narrative formats, some of which include the
elapsed time since the start of the chronology.

Press Publish > Custom Autotave (@ o) L ] 2= ) SampleintemalC hronologyPolice
File Home nsert Design Laryout References hailings Feien Wiew Add-ing
Admin~ Tools~ Format Dates = Sork Tables « Check Tables |< ":_| i_':-" '_.':' H Publish ~ Advanced = Help~
By Exacteopy
] Customn
Custom Toolbars
-|--'-:I|!l:I|1|5|$|?lﬁlillﬁllllﬁhnalﬁls T CENT TRy
#] 15ON
The resulting Published | PublahesDocument Cutomistn =
Document Customisation form Custom Publishing
lets you customise the headings . ¢ Farms e s
i I Agin dooument

displayed in the narrative. W fgiea

we right dlucirst e the wifed of

' Prist paluimi hestitg “ m

MAIN HEADING - SEQUENCE, DATE AND TIME

If the chronology contains a Sequence column, it will be the first part of the main heading for each
event in the chronology.

The options in the Date / Time format box control how the rest of main heading is displayed:

< As in document: date and time information will be copied exactly from the document
< Elapsed: information about how long it has been since the start of the chronology is included.
This always includes the number of days. Two sub-options control how the time is treated:
< Partial: the actual time of the event is used
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< Full: the elapsed time is used

The dark grey box is updated as you change options to

illustrate their effect:

|OTHER HEADINGS

67

Date / Time format

As in document
Elapsed
@ FPartial (Elapsed days but actual time]

Q Full [Elapsed days and time)

04 Feb 2
hour,

4 days, 1

After the main heading, the narrative includes information from the non-blank entries for each event.
The Print column headings box controls whether their individual headings are included.

[EXAMPLES

Take these events as an example:

Dabte | Time | Source of Family Contact | Family Contact - Communication - Communication - | Response Comments

Information - Child Adun within apgency external 1o oF DurbComee

agency

06 | 0330 | Portmaner Mather seen by GF1 GP1 compietes ante-natal Saghity late
ot Miedical Centre = Pregant. 7date of LM | referral o 51 Salome's nalitcaticn bt no
2012 GP reomids fegte i
03 | 1045 | St Sakome Nigws booking visd by Further

Meatemity Linit = Michwife 1, No congems FppnimEnts
201z Antenaial veccods Esihied

1

This is how they will appear in the narrative when various option combinations are used:
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As in Elapsed Elapsed Print
document? Partial? Full? column
headings?
Yes No No Yes
Yes No No No
Yes No Yes No
Yes Yes No No
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Result

06 Oct 2012 03:30
Portmancr Medical Centre > GP records

Family Contact - Adult
Mother seen by GP1. Pregnant. ?date of LMP.

Communication - within agency
GP1 completes ante-natal referral to 5t Salome’s

Comments
Slightly late notification but no concerns

03 Nov 2012 10:45
St Salome Maternity Unit > Antenatal records ref 0311

Farmily Contact - Adult
MNew booking visit by Midwife 1. No concerns.

Response or Qutcome
Further appointments booked

06 Oct 2012 03:30

Portmanar Medical Centre > GP records
Wother seen by GP1. Pregnant. Pdate of LMP.
GP1 completes ante-natal referral to St Salome’s
slightly late notification but no concerns

03 MNov 2012 10:45

5t Salome Maternity Unit > Antenatal records ref 0311
New booking visit by Midwife 1. No concerns.

Further appointments booked

06 Oct 2012 03:30 (Start of Chronology)

Portmanor Medical Centre > GP records
Mother seen by GPL. Pregnant. Pdate of LMP.

GP1 completes ante-natal referral to 5t Salome’s
slightly late natification but no concerns

03 Nov 2012 10:45 (28 days, 7 hours, 15 minutes)
5t Salome Maternity Unit > Antenatal records ref 0311
Mew booking visit by Midwife 1. No concerns.

Further appointments booked

06 Oct 2012 03:30 (Day 1 03:30]
Portmanor Medical Centre > GP records
Mother seen by GP1. Pregnant. *date of LMP.
GP1 completes ante-natal referral to St Salome's
Slightly late notification but no concerns

03 Nov 2012 10:45 (Day 29 10:45)

5t Salome Maternity Unit > Antenatal records ref 0211
Mew booking visit by Midwife 1. No concerns,

Further appointments booked
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As in Elapsed Elapsed
document? Partial? Full?
No Yes No

No No Yes

ANALYSIS DOCUMENT

Pressing Publish > Analysis

creates a new document analysing

event reference numbers and
counts by Source of Information,
and then displays Word's Save As

dia

log so you can choose where to

save it.

" If you want to split the

chronology into separate
time periods for analysis, you
can do so by clicking in the
table where you want a split
and then using Tools > Table
Tools > Split at current row.
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St Salome Maternity Unit > Antenatal records ref 0311

Print Result

column

headings?

No Day 103:30
Portmanor Medical Centre > GP records
Mother seen by GP1. Pregnant. Pdate of LMP.
GP1 completes ante-natal referral to 5t Salome’s
Slightly late notification but no concerns
Day 29 10:45
Mewr booking visit by Midwife 1. No concemns.
Further appointments booked

No Start of Chronology

Portmanor Medical Centre > GP records
Mother seen by GP1. Pregnant. ?date of LMP.

GP1 completes ante-natal referral to 5t Salome’s

Slighitly late notification but no concerns

28 days, 7 hours, 15 minutes

St Salome Maternity Unit > Antenatal records ref 0311
Mew booking visit by Midwife 1. No concerns.,

Further appointments booked
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An analysis document contains four types of table:

< Detailed Analysis by Source Prefix and Month
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< Summary Analysis by Source Prefix and Month

< Totals by Source
< Totals by Month

Here are some examples of each, taken from a chronology which has been split into time periods.

Individual agencies are highlighted as per any highlighting applied with Tools > Highlight Source.

DETAILED ANALYSIS BY SOURCE PREFIX AND MONTH

Detailed Analysis by Source Prefix and Month (October 2012 - March 2013)

Mumbers in [square brackets] are the total number of events for that Source and Month

Source Oct 20012 | Mov 2012 | Dec 2012 | Jan 2013 | Feb 2013 | Mar 2013

Mo prefix

Berrick New Town Clinic 11 [1]

Berrickshire &mbulance Service 12,15 [2]
Portmanor Medical Centre 1[1] 3 [1] 13 [1]

ST Salome A&E 14, 16, 17, 18, 19 [5]
5t Salome Community Midwives 10[1]

St Salome Labour Ward 7, 3[2]

5t Salome Maternity Unit 2 [1] 4 [1] 5 [1] 6, 9[2]
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|SUIVII\/IARY ANALYSIS BY SOURCE PREFIX AND MONTH

Summary Analysis by Source Prefix and Month (October 2012 - March 2013)

Total number of events for each Source and Month

Source Oct 2012 | Mov 2012 | Dec 2012 | Jan 2013 | Feb 2013 | Mar 2013
Mo prefix

Berrick New Town Clinic 1
Berrickshire Ambulance Service 2
Portmanor Medical Centre 1 1 1

5T Salome A&E 5

5t Salome Community Midwives 1

5t Salome Labour Ward 2

5t Salome Maternity Unit 1 1 1 2

TOTALS BY SOURCE

Totals by Source {October 2012 - March 2013)

Source Number of events
Mo prefix 0
Berrick New Town Clinic 1

Berrickshire Ambulance Service | 2

Portmanor Medical Centre 3

ST Salome ASE 5

5t Salome Community Midwives | 1

5t Salome Labour Ward 2

5t Salome Maternity Unit 5
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[TOTALS BY MONTH

Totals by Month (October 2012 - March 2013)

Month Mumber of events
Oct2012 (1

MNov 2012 (1

Dec2012 (1

Jan2013 (1

Feb 2013 |1

Mar 2013 | 14

JSON - CHRONOLATOR BROWSER TOOLS

Pressing Publish > JSON creates a AutaSeve @ o) G D~ ) = SamplelntemalCheonalogyPalice

new document in the JSON File Homi nsert Dwesign Layout Relerences Mailings Review  Wiew  Add-ins
(JavaScnpt Object Notat|0n ) Admin ~ Tooki = Formst Dates ~ Sort Tables ~ Check Tables [<] <] [» [=| B |Publish= Advanced = Help ~
Cq Exact copy

format that can be read by the

_, Custom

Chronolator Browser Tools. _ LTI 38 Anslysis

&1 1soM

The Chronolator Browser Tools at tools.chronolator.com use your web browser (e.g. Chrome) to process
chronologies.

It is important to note that only the software resides on the Web. Your Chronologies stay on your
computer, completely under your control. Their confidentiality is not compromised.

Web access is only required the first time a tool is used, as the software is cached in the browser.

When this Help was published in early 2021, the available tools were:

< Data Entry, which provides a means for people to enter events into a chronology. Events are
checked for errors as they are entered, meaning that the resulting chronologies have fewer errors
than with Chronolator for Word, which relies on people using the Check Tables feature

< Reviewer's Tool, which provides several features useful for reviewers, such as graphical timelines

These tools are under continual development, with new features being added much more often than is
possible with Microsoft Word.

New tools will be also be added, such as an alternative to the Case Details Wizard in the Online
Workbench.

It is intended that the Browser Tools will eventually provide a complete alternative to Chronolator for
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Word.

9.9 ADD-INS

If there is something extra you would like Chronolator to do, please contact us to discuss the possibility
of implementing it in an add-in.

Requests for new features have previously taken a long time to fulfil owing to the complexity of
incorporating them and then testing the whole product. Add-ins allow feature requests to be satisfied
more quickly.

\/ Chronolator Add-ins are Word templates (.dotm files). They should not be confused with the Add-
ins tab on the Word Ribbon.

If a Chronolator Add-in is likely to be useful to a wide audience, it will be published on the Chronolator
web site. Links to available add-ins will be provided at www.chronolator.com/download.htm.

Add-ins include detailed instructions about how to use them. The rest of this section gives brief
instructions about how to use a typical add-in, in this case called c8Addin40Age03.
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LOADING AN ADD-IN

The first step is to load the add-in into =
Word. Press Tools > Add-ins > Load Rl ld o e

R fidmin ~ Toals = | Imgpeoet Tables Merge Tables Formad Dates =
add-in: B age Caleulater
Glaidary >
T Duphsate: b —
- Sequenting >
'._ Takle Tecki »
" Highlight Seurce
: Add-irt > BV Loadaddiin
Word's Open dialog will appear. @l open *
Navigate to and open the add-in: € v [« Publicfil. > chAddindlageds v O Search cBAddind0AgeD3
Orgence ~ Blew Teddes == [ ﬂ
Mame - Date rodified Type
o Quick secess -
B chtddind0aged? dotm $’ ESA2021 1511 Micepzoft W)
o o Q Microscft Wored -1 i z G50 A0 1536 \Aicwneoit W
() Add-ins are supplied with Mot e = ' — —
_ _ _ — B chliddindligel3DemoChionologedocm  (5/1/2021 1532 Micenzoft Wi
instructions and a demonstration
. . 0 This PC
chronology. The add-in itself is the "
.dotm file (usually the first one in
the list).
£ *
File: names | c3addinaged dotm «| | All Werd Decuments [*.decc®s ~
Cance

Message 8000 confirms the add-in has

loaded:
Add-in loaded successfully

Please refer to the documentation accompanying the add-in for details about what it
does and how to use it.

Message Reference Humber B000 More information may be found in the
Messages section of the manuwals,

Version 4.0b

Press OK to dismiss the message.
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After an add-in has loaded, it updates AuteSave @ of) [5] = SsmpleComposit
the Tools > Add-ins menu with its File Home Insert Dezign Layout References Mailings Rewie
functions. In thiS case, the add'in has Admin~ Tools = Import Tables Merge Tables Format Dates ~ Sort Tables ~ Check Tables
provided options to add, delete, or Age Calculator
rename an Age column. Glossary 3
Custam Taslbars
] Duplicates »
) . . ] ] L - I+ Fog =Ko = Foq =Baa o Fea B=-poAE-p 4T= )
\/ Add-ins are supplied with their " Sequencing 4
own detailed instructions. b Table Toak b
-+

Highlight Seurce *

Add-ins > B Load add-in

Add-in Agel3 > Add Age column

=1 B §

Delete Age column

[

Rename Age columni

9.10 DOCUMENT DETAILS AND SYSTEM INFORMATION REPORTS

The Document Details and System Information reports give information about the chronology document
and the Word and operating system environment in which it is running.

THE DOCUMENT DETAILS REPORT

The Document Details report contains information about the internal structure of the document (such as
what columns are included, whether they are mandatory and so on), and statistics about the tools used
while editing it.
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Press Admin > Show Document Details: The Document Details report is displayed. Note the vertical
scroll bar that allows you to page through it. A horizontal
AutoSave (® off) | ~ scroll bar will also appear if necessary.

File Home Insert Design

Admin ~ Tools ~ Import Tables Merge Tables
EE Mew table

? Show Document Details

Press OK when you have finished looking at the report, or if you want to copy the information to a new
document, press Save As Document.

The various sections of the report are described below.

CASE REFERENCE

Case Reference: CR 7001
The Case Reference assigned by the Case Review Administrator.

COLUMN HEADINGS

(Ewvent Ref)
(5tart Date) (Must Fi11)
tart Time)
rce of Information (Source) (Must Fil11)
: Subject’'s Initials (Glos=sary) (Must Fil11)

: Family Contact - Child

: Family Contact - Adult

: Communication - within agency

: Communication - external to agency
: Response or Outcome

: Comments

A list of the headings for each column in the chronology table, identifying any Special columns (section
7.2).
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| ABBREVIATIONS

Bobby Durham Administrator

Betty Maddox Current document

Sahid Khan MHS Trust = Berrickshire
Susan Lamden MHS Trust = Berrickshire
Eliza Kane Vol Sec = Maincare North =

Graham Laboriel Administrator
Harry Bruford Administrator
Jim Bruford Administrator
Laura Lamb Administrator
MA Mary Adams Administrator
MM Martin Murray Vol Sec » Maincare North
= Patrice Laboriel Administrator
RE Roberta Ewvans Current document
RR Roberta Rushen Administrator
XY Xaviera Yarrup Current document

The entries in the Abbreviations Glossary, showing where they were defined and whether they are being
used during Chronolator error checking.

SOURCE PREFIXES

cial Care =
Berrickshire Youth Offending Team =
Education =
MHS Trust = Berrick Collegiate Hospital =
MHS Trust = Berric ire Ambulance =
MHS Trust = Berric ire
NHS Trust = CAMHS =
MHS Trust = Community =
Police =
Vol Sec
Vol Sec

Maincare North
Maincare South

The Source Prefixes in a Composite Chronology, assigned when importing other chronology documents.

MISCELLANEOUS

Document Full Name : V:%DocumentDetailsReportITlustration.docm
Azcending

: 1
1

Sort Order 1
Table Count
Event Count : 152

The full name of the document, the order chosen when tables were last sorted, how many Chronolator
tables there are, and how many events are in the chronology.
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STATISTICS

Statistics
product documentation for an explanation of these statistics.
Run Tahles Rows Fieldl Field2z Elapsed MemPT MemPF  MemVT  MemVF

Check Tables
Duplicates
Format Dates
Add Sequence
Update Sequence
Clear Sequence
Delete Sequence
Change Seq Head
Merge

Publish Custom
Publish Analwsis
Publish JSON
Mormalise Src
Abbrev. Review
Abbrev. Report
Anonymise
Personalise
Highlight Src

WA A

15
15 *745
RT Bright

A

A

(WU N Y N Ny
O Ll W LD LY
A

el

Statistics about the tools used.
The Run column records how often the tool has been used.

The remaining columns relate to the last time the tool was used, and are described below.

Tables How many tables were in the document when the tool was started.

Rows  The number of events in the chronology tables (excludes the table headings).
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Field1l  check Tables The number of errors found.
Duplicates The number of duplicates found.
Format Dates Not used.

Add Sequence Not used.
Update Sequence Not used.
Clear Sequence Not used.
Delete Sequence Not used.
Change Seq Head Not used.
Merge Not used.
Publish Custom  Not used.
Publish Analysis  Not used.

Normalise Src The number of Source Prefixes.

Source prefixes are normalised if required before the Abbreviations
Review and Highlighting processes. Normalisation puts them into
the same format as defined by the administrator who imported a
document. Normalisation time is not included in the Elapsed time
for those processes, but is noted here.

Abbrev. Review The number of glossary entries which were searched for.

Abbrev. Report "
Anonymise

Personalise

Highlight Src Scope (T= Text, CT=Cell Text, RT=Row Text, C=Cell, R=Row).
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Field2  check Tables Not used.
Duplicates Not used.
Format Dates Not used.

Add Sequence Not used.
Update Sequence Not used.
Clear Sequence Not used.
Delete Sequence Not used.
Change Seq Head Not used.
Merge Not used.
Publish Custom  Not used.
Publish Analysis  Not used.
Normalise Src Not used.

Abbrev. Review  The number of glossary entries which were found. If preceded by an
asterisk, the Glossary column was included in the search.
cncl means the user cancelled the process.

Abbrev. Report "

Anonymise

Personalise

Highlight Src Colour Scheme (in full, except TxtWhi=Text on White,
C&G=ColoursAndGreys).

Elapsed Time taken.

MemPT Total physical memory on computer.
MemPF Free physical memory on computer.
MemVT Total virtual memory on computer.

MemVF Free virtual memory on computer.

SOFTWARE VERSIONS USED

80

software Versions used

Windows:
Word: 14.0.7015 10.0.65866 12.0.6612 16.0.12325 16.0.13530
Browser Tools:

The versions of Word and Windows used to produce the document. In a Composite Chronology, an
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asterisk preceding the version information means that that version was used for one of the imported
chronologies.

SYSTEM PROCESSORS USED

System Processors used

(1) AMD A10-5700 APU with Radeon(tm) HD Graphics 3400 Mhz, 2 Core(s), 4 Logical Processi

(1) Intel Pentium II Xeon processor 2956 Mhz, 1 Core(s), 1 Logical Processor(s)
(1) Intel{R) Core(TM) i3 CPU 540 @ 3.07GHz 3154 Mhz, 1 Core(s), 1 Logical Processi
(1) Intel(R) Core(TM) 15-7400 CPU @ 3.00GHz 3000 Mhz, 4 Core(s), 4 Logical Processori(s)

The System Processors (CPUs) used to produce the document. The number in brackets at the start of
each line is the number of physical processors on the machine.

THE SYSTEM INFORMATION REPORT

The System Information report contains information about the Word and Windows versions on a
computer.

E | dan

Press Help > About Chronolator

et Home Wsert  Dwugs Layoud Relerenirt  Bndieds Rbwebw  Webw  AddHins
drvam = T = vt Tabdes Mgvge Tabder Foenat Denes = Soet Tabder = Chiogk Tabdes 2] o] [ [ I Pubdah = Aaiownind = Hidlp=
Orderes Hialg
Wadeat
R Dracnclicr
Press the System Information About Chronolator X%

button

Version 4.0b

Copyright © 2004-2021 Berrick Computing Ltd

www.chronolator.com

System Information
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The System Information report is
displayed. Note the vertical scroll

bar that allows you to page though
it.

L1 ath

PFroorasPath

Press OK when you have finished looking at the report, or if you want to copy the information to a new
document, press Save As Document.
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10 WORKING WITH MICROSOFT WORD TABLES

This section provides some hints and tips about working with tables in Microsoft Word. Generally it
gives only one way of achieving a particular end, but there are often other ways. You can find more
information in Word's Help, particularly under 'Keyboard Shortcuts'.

f-_;' It is always worth experimenting and asking colleagues for tips. You might feel that you do not
have time to do so, but ten minutes spent once in a while to find a new time-saver can save you
much more than that over the years.

10.1 TERMINOLOGY

Tables are composed of a number of Rows and Columns. Each individual 'box' where a row and column
meet is called a Cell.

10.2 USING A MOUSE

As you move the mouse over a table, the pointer changes. Sometimes it points upwards from left to
right, sometimes from right to left, sometimes it is the insertion pointer, sometimes a width adjuster,
and sometimes a black arrow. What happens when you press the mouse depends on what the pointer
looks like.

5] % T o+ » . !

Mouse pointer shapes

10.3 SELECTING ITEMS IN A TABLE

If you want to move or copy an item in a table, you must first Select it. Word highlights whatever is
selected.

You can select items with the Mouse or with the Keyboard.

SELECTING ITEMS WITH THE MOUSE

The table below shows how to select table items with the mouse.

Be careful, because if you move the mouse while you are pressing it the effect can sometimes be
different to what you want as the pointer changes.

Also, note that there is a difference between selecting the text in a cell and selecting the cell itself.

Item to be selected Mouse pointer Mouse action

Text in a cell | Press and hold at beginning of text, drag to desired end, let go.
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Cell ” Press left edge of cell.

Row 41 Press to left of row.

Column 4 Press top edge of column.

Multiple elements Press as above and drag across the table as desired.

SELECTING ITEMS WITH THE KEYBOARD

The table below shows how to select table items with the keyboard.

Item to be selected Key
Text in the cell to the right Tab
Text in the cell to the left  Shift +Tab

Multiple elements Shift + Arrow keys (experiment!)

10.4 ADDING ROWS TO A TABLE

To add a row to the end of a table, click the mouse anywhere in the bottom right hand cell and press
the Tab key.

To add a single row in the middle of the table, click in the row next to which you want it to go, right-click
the mouse, press Insert, and choose whether to insert Above or Below.

To add several rows to the middle of the table, select the desired number of rows next to which you
want the new rows to go, right-click the mouse, and press Insert (choose whether Above or Below).
The number of rows you selected will be added.

10.5 COPYING AND MOVING ITEMS IN A TABLE

When you have selected an item by one of the methods described above you can copy or move it to
another place with the Mouse or with the Keyboard.

COPYING AND MOVING ITEMS WITH THE MOUSE

Use Windows Drag and Drop. To Move an item, do the following;

< Move the mouse over the selection until the pointer is an arrow pointing upwards from right to

left like this &
< Press and hold the left mouse key
< Move the mouse pointer where you want the item to go
< Let go of the left mouse key
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If you want to Copy instead of Move, hold the Ctrl key while you do the above.

COPYING AND MOVING ITEMS WITH THE KEYBOARD

Use the Windows Clipboard shortcut keys to copy the selected item to the Clipboard:

< Ctrl + C to copy and leave in place
< Ctrl + X to cut from the current location

Move the Insertion Point to the desired location, and press Ctrl + V to paste the Clipboard into the new
location

UNDOING MISTAKES

Because of the many types of table elements you can select, it is easy to make a mistake. If you want to
undo a mistake, you can press the mouse on the Undo button on Word's Quick Access Toolbar, or press
Ctrl + Z on the keyboard.
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11 APPENDIX A-TROUBLESHOOTING

If your problem is not described here, please see the FAQ page on the Chronolator website
www.chronolator.co.uk/fag.htm, which contains information about problems encountered after this
document was produced.

Many of the actions described below depend on what version of Word you are using. If you are unsure,
refer to How can | tell which version of Word | am using? (section 2.2)

11.1 THE CHRONOLATOR TOOLBAR DOES NOT APPEAR

The Chronolator toolbar should be added to any other custom toolbars on the Add-Ins tab on the
Ribbon.

Before Word adds it, it might require you to allow some actions. In particular:

“ you might need to Enable Editing if the document opens in Protected View
“ you might need to Enable macros, depending on your macro security settings

You will also need to accept the terms of the Chronolator licence if you have not already done so since
you opened Word.

For details, please refer to the following:

< Protected View (section 15.1.1)
“+ Enabling macros (section 15.1.2)
< Licensing (section 15.1.3)

11.2 THE CHRONOLATOR TOOLBAR HAS DISAPPEARED

If the Chronolator toolbar was there when you opened the document but is no longer visible, you might
have hidden the Ribbon by accident.

If so, click the Add-ins tab to show the Chronolator toolbar.

MAKING THE RIBBON PERMANENTLY VISIBLE

You can make the Ribbon stay visible if you want. Right-click between any of the tab labels (Home and
Insert for example) and un-tick Minimise the Ribbon or Collapse the Ribbon:

Word 2010 il - 0=
.n Hame Ingem Fiae Liysot Eefeienied [LITIELYH |

Lustomipe Quick Aggerr Toslbar

Srerar Quick Astrid Toclbar Below the FibEn

Lustsmie the BEGon

o | Mispnize the Babien
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Word 2013 g H ©

r]LL 1uskar IRErAT lplaiargl 1} NACT | AMTULET
Custornize Quick Access Toclbar..,
. Chow Quiick Access Toolbar Below the Ribbon
Navig

Custeree the Bibbon

Searchida o Collapse the Ribben

Word 2016 and later

Fi|¢ Home e Fhsslsm B s sl

Custamize the Ribbon...

L N %I R R
= o v Collapse the Ribbon

=

Q You can also toggle the Ribbon between visible and invisible states by pressing Ctrl + F1 .

11.3 THE CHRONOLATOR TOOLBAR DOESN'T HAVE ALL ITS

BUTTONS

Chronolator only puts buttons on the toolbar if they can do something useful in the current document -
for example, since the only thing you can do with a fresh Composite Chronology is to import tables into
it, the only buttons are Import Tables and Help.

Having said that, Word hides buttons from the toolbar or ribbon if your window is too small. To get
them back, just widen or maximise the window.

11.4 THE CHRONOLATOR PROGRESS BAR DISAPPEARS

Chronolator informs you about the Check tables %
progress of most tasks using the

. Processing table 1 of 1
Progress Bar. For example, while ' - '

you are checking tables it might look Checking row 397 of 1589
something like this:

(2 errors found in table so far)

Sometimes, if you are processing a very large file on an older computer with not much memory, or on a
slow network, the progress bar can disappear from time to time. If this happens, it is often possible to
make it visible again by double-clicking on the document's icon in the Windows Task Bar.

Disappearance of the progress bar does not affect the processing which is being done. When it has
finished, Chronolator will display a completion message as usual.

11.5 RECOVERING CORRUPTED CHRONOLATOR DOCUMENTS
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Like any Word document, a Chronolator document can become corrupted if problems occur on your
computer or network while you are working on it. Symptoms can vary. For example:

< Microsoft Visual Basic messages about a 'Run-time Error'
< Badly formatted or corrupted tables or text
2 Word crashes or stops working

The next few paragraphs describe what you can do to try to recover them.

RUN-TIME ERRORS

Chronolator uses macros and variables which are Microsoft Visual Basic for Applications %

hidden inside the document. If they become

corrupted, you might get a message similar to this: Runtime error ‘5196

. . . Application-defined or object-defined error
The actual 'Run-time error' number and

description can vary.

Help

To recover from this, you will need a blank Chronolator Document. If you still have the original which
was sent to you, you should use that. If not, contact the person who sent it to you and ask for another

copy.

PROCEDURE

Step 1. Open the blank Chronolator Document

Step 2. Use Word's Insert File S s
tool

(press Insert > Object > Text
from file)

Step 3. Navigate to and select | @=er -
the corrupted document and | — i v o o
Chganae = Hew fpdder . 1 8
press Insert )
aF Cick scoe
I.I::sngl.[m.::
0l Mcrosodt Waed B G S - Cpergogite Chesnology deem A
o Snelire B St S - Imiemal Shipoategy - socugteddecm &
| o B Carpt S - Infernal Chipeiogy docm o
Documents®l  » ¢ -
Range...
Fle marne: | Cave SIW - Inbeengl Chrongliogy - - ~ | Al Werd Documents [ e s
- - =

Step 4. Save, close and re-open the document.

© 2021 Berrick Computing Ltd. All Rights Reserved.



Using Chronolator Documents 89

< If the document is OK when you re-open it, you have successfully recovered your document and can
carry on with your work.
< If not, or if the Insert fails:

1. follow the instructions in the next section Corrupted tables or text, or Word stops working in this

section
2. go back to Step 1 in this section above, and then in Step 3, insert the file you will have created in

the next section
CORRUPTED TABLES OR TEXT, OR WORD STOPS WORKING

If the tables or text in the document have become corrupted, or Word stops working, try using Word's
Open and Repair facility, which is available from Word's standard Open dialog.

REACHING THE OPEN DIALOG

You reach the Open dialog in different ways depending on your version of Word:

% In Word 2007, press 4 > Open.

Case 5IW - Internal Chronology.docm

< In Word 2010 and later AutoSave (@ o) (5]
versions, press the File tab. File Home  Insert  Design Layout References  Mailings Review  View

LJD Calibei (Body) ~|11
Paste ¢ | B I U~abx ¥ A-2-A-
k-

w

Paragraph ]

!

Chpboard Fant

What to do when you have opened the File tab also depends on your version of Word:

< In Word 2010 and Word 2013,

press Open, then Computer, then

Browse ODE‘H

/ L Recent Documents [} Computer
Recent Folders

My Documents

f& OneDrive

|:I Compume
o= AddaPlace Browse 9

Desktop
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< In Word 2016 and later
versions, press Open, then Browse
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|USING OPEN AND REPAIR FROM THE OPEN DIALOG

Navigate to the corrupted @ Open ®
document, but do not left- or 4 [ = CaseRevi, » ChildSW » v | & Search Child SIW
double'click on it,' if yOU C|0, |t W|“ G:ggm:g - Mew folder =2 - m | ﬂ
Open W|th0ut g|V|ng yOU the Mame B Statue Date maodified
. L. i Cuick access ) ) )
opportunity to repair it. Mesting Minutes
Il Microsoft Word 0. Case SIW - Comgasite Chronplogy. doom
& Oned B Case S - Intemal Chronclogy - comupt.
1. right-click on it to select it E' " & - Intesmal Chronglogy docm
OCuments
2. press the small arrow to the Documenisd]
right of the Open button I
. Pact
3. press Open and Repair .
[ This PC
i Metwark - H
':;-;I The OptlonS you see When File narmes | Cazse SIW - Internal Chronology - cor v‘: All Wﬂ!ﬂﬂbwedm'-l =
. . Tools = Cancel
pressing on the small arrow ’ -
pEn
will vary depending on your Cpen Resd-Only
version of Word. dpen “f“”
LApeEn In BrowwEer
Open with Transform
Open in Protected
Open and Repair
Word will try to recover your file. | Show Repairs R

If it SucceedS it Wi” display a Iist Exrors were detected im this fike, but Word was abde to open the fille
)

by making the repairs lested below. Save the file to make the repsin
permanent.

of any problems it has corrected.
GoTo

.Hll't By (%) Emor Description
D-;m:al!mn

Chose

Press Close to close the list, and
then save the file.

11.6 SLOW PROCESSING

If you find that Chronolator is running unusually slowly, it can sometimes help to close Word and start
again - don't forget to save your work first!

For example, on one occasion while Version 3 was being developed, it was found that updating
sequence numbers in a large file was taking almost four minutes. After saving, closing, and re-opening
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the document, the time went down to just over one minute.

It is also worth noting that the Chronolator Browser Tools run many functions significantly faster

than Chronolator for Word. See Working with the Browser Tools (section 4).

11.7 CONFLICTS WITH WORD ADD-INS

Sometimes Word add-ins conflict with Chronolator. When that happens, you can start Word without

loading add-ins and then open the Chronolator Document from Word's Open dialog.

STARTING WORD WITHOUT LOADING ANY ADD-INS

You can start Word without any add-ins by following the instructions below.

Locate the Windows key. It is usually somewhere

between the Ctrl and Alt keys near the bottom left

of your keyboard.

Hold down the Windows key and press R to open
the Run dialog

Type winword /a in the Open box

Fun

Type the mare of & program, folder, docurment or Inbemet
redcurce, snd Windowt will open & for yow

Open: l|

Cancel Erowse...

Note: there is a space between winword and

/a
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Press OK

In some installations, Windows
will be unable to find Word

Press the Browse ... button

Word's Browse dialog will be
displayed

Find Winword.exe

For most installations of Office, Word should
start without any add-ins.

If so, you have completed this procedure and can
now open the Chronolator Document from
Word's Open dialog.

wainweord X

9 Windews cannot find “winweoed'. Make sure you typed the neme conmectly, and then try agein.

If so, press OK then continue as follows.
Ruri A
Type the marne of & program, folder, dogurment or Inbemet
rescurce, snd Windaws will open & for yow
Open: | winword /o
The default locations are as follows:
Word C:\Program Files\Microsoft Office\Root\Officel6 or
2016 C:\Program Files (x86)\Microsoft
Office\Root\Officel6
Word C:\Program Files\Microsoft Office\Officel5 or
2013 C:\Program Files (x86)\Microsoft Office \Officel5
Word C:\Program Files\Microsoft Office\Office14 or
2010 C:\Program Files (x86)\Microsoft Office \Office14
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In the Browse dialog, click 7] Browse ®
WINWORD.EXE, and then press - 4 [l rost s Officels » v

Open Crganise = Pew folder e M @
Mame Date madified Ty

# Quick access @ PPTICCLENE

& Onelrive r] profocolhandlereve et el =
B8 SCAMPSTEXE 1270172080 143 B

& This PC [37 3DXHelper exve 12701/2050 10646 &

Py r— [ ShHelperfiah exe 127012020 1045
[Cal SELFCERTEXE A1 i
By, SETLAMNG EX 1270172020 1045 2y
[o7] VPREVIEW.EXE 12012020 1045 B
ll YONWORD.EXE 1200172020 10:42
[ Wigrdgonv.exe 120153020 1645
3 WORDICOM.EXE 52019 33:15
Al MLICONS £ 10522018 23415

L4 ¥

o
s

A

File name | WINWORD,EXE | | Programs (e pif;".com;" b ~

The Run dialog will be Run ><
redisp|ayed, Wlth the path to Type the marne of & pregram, fedder, decument of Inbemast

. . i uf rvd Windowd wall r i fic
Winword.exe in the Open box, s e

i

Dpen; “CProgram Files (xBEN Micresoft Officelroot) Office 18, ~
surrounded by quote marks . -

Click in the Open box, use the Fun E
right arrow bUtton to re p05|ti0n Type the marne of & program, folder, document or Inbemet

. . . . =1 rescurce, and Windiws will open # for you
the insertion point to the right of

. . Open; .-:Bﬁ_r.r-dicm-snﬁ Oifice root Cifice 1 EVWIBWORDEXE® fa ~
the closing quotation mark at the | l .

end of the path statement, and — ——
type a space followed by /a

Press OK to open Word Word will start without any add-ins. You can now open the
Chronolator Document from Word's Open dialog.
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12 APPENDIX B - CHRONOLATOR MESSAGES

12.1 MESSAGE TYPES

Chronolator messages fall into two main types:

<l Messages confirming the results of some processing or offering the user a choice of actions. These
messages are displayed on the Chronolator Message Form and have unique reference numbers.
They are described in the next section.

< Brief messages describing errors found when checking tables. These messages appear as Tooltips
when the mouse is hovered over a table error, and are also listed at the bottom of a Chronolator
Document after Check Tables discovers errors. They are described in Check Table Error Codes
(section 12.10).

THE MESSAGE FORM

The Chronolator Message Form has three main parts:

Chronglator Message *

The upper part contains the main Errors found in document (8)
message.

The middle part contains a more detailed
explanation of the message, and suggests

Rest the mouse over the box with a cross to see a brief description of each error.

Usze the buttons on the Chronolator toolbar to go from ome emror to the next, or press

what actions mlght be appropriate. the Go To List button to view a complete list.
. o When you have corrected the errors, press the Check Tables button again to remove
The lower part displays a four-digit the highlighting.

Message Reference Number, which can be
used to locate the message in the
following sections.

Message Reference Number 3000 More information may be found in the
Messages section of the manuwals,

Version 3.5

All the messages are shown below, together with further information and suggested actions if appropriate.

12.2 MESSAGES 1000 - 1999

Messages in this range are issued when importing, merging and sorting tables.
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1000 Tables imported

All Chronolator tables have been imported. You can merge them into a single table
by using the 'Merge Tables' button on the Chronolator toolbar.

Further Chronolator has imported tables from one document into another. The imported
Information tables appear after those which were originally in the target document.

You can continue importing more tables, or merge the tables together.

1003 Invalid document

The file you chose is not a Chronolator document and cannot be imported into a
new Composite Chronology.
Please refer to the description of this message in the documentation for suggestions
about what to next.

Further A new Composite Chronology has no information about the requirements for a

Information particular review until you import a Chronolator Document.

Once this information is in place, Chronolator will import matching tables from any
Word document; but the first document you import into a blank Composite
Chronology MUST be a Chronolator Document.

1004 Invalid document

The file you chose is not a Chronolator document, or it has internal inconsistencies
which are described below. It cannot be converted.

Possible causes  You are trying to convert a document that does not contain the information
Chronolator needs, or in which that information has been corrupted.
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1005 Case References are different
Composite Chronology: CaseReferencel
Imported Chronology: CaseReference2

Press OK to continue with import, or Cancel

Further Every Chronolator Document is assigned a Case Reference by the Case Review
Information Administrator in order to warn against accidentally merging documents which relate
to different cases. The Case Reference of each document is shown in the message.

Possible causes  You are trying to import tables from a non-Chronolator document, or from a
Chronolator document which has a different Case Reference.

Possible actions Press OK if you want to continue with the import, or Cancel if you do not.

1006 Cannot import document into itself

Chronolator cannot import a document into itself.
Please choose a different document to import.

1010 'Must-fill' columns are different in source and target documents
Press OK to continue with import, or Cancel

Further Although Chronolator has found tables which have the correct column headings, the
Information 'Must-fill' columns are different.

Possible causes  You are trying to import tables from a non-Chronolator document, or from a
Chronolator document from a different case which has different 'Must Fill' columns.

Possible actions Press OK if you want to continue with the import, or Cancel if you do not.
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1015 No Data Tables found in document
There are no tables in the document which match the required column headings.

Further Issued when you process a document which has no tables with the required column
Information headings.

Possible causes  If you are checking, sorting, or formatting a document, the table headings might
have been accidentally changed.

If you are importing a document, the headings in the document you are trying to
import do not match those in the composite.

Possible actions Check what column headings Chronolator expects, and if appropriate change table

headings in the problem document to match the defined headings.

You can find the expected headings by using the Admin > Show Document Details
button.

Alternatively, use the Admin > New Table button to add a table with the correct
column headings to the bottom of the document. After you have done so, either
copy any data you have already entered into the new table, or copy the heading row
from the new table into that of the old one.

1016 No events found in document
There are no events in the document

Further Issued when the only Chronolator table in the document contains no events.
Information

Possible causes | If there is a table that does contain events, its headings have been changed.

Possible actions See the suggestions for Message 1015 in this section above
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1020

Further
Information

1025

Further
Information

1026

Further
Information

Document level mismatch

The document you are trying to import cannot be imported into this document as it
was created with a higher level of Chronolator.

Create and use a new Composite Chronology using the higher level document for
this review. Refer to the manuals if you require step-by-step instructions.

Chronolator documents are generally backwards-compatible; that is, newer version
documents can read older version ones. However, it is not possible to guarantee
forwards-compatibility.

Conflicting and Multiple Definitions

The document you are trying to import includes some abbreviations and definitions
which could be confused with those in this one. Although Chronolator will keep track
of what was defined where, reading the document might be confusing.

If you want to use the anonymisation / personalisation feature in the Composite
Chronology, you must first resolve these conflicts by changing the abbreviations in
one of the documents.

Press Go To List to review the conflicts, OK to continue with the import, or Cancel.

Chronolator will import a document with conflicting and multiple entries in the
Abbreviations Glossary, but if you want to anonymise or personalise the document
you must resolve these anomalies. You will be able to do this in the Composite
Chronology after import, but it is recommended that you do it in the source
document before importing it.

Conflicting Definitions - Import Cancelled

You have chosen to save the conflicting definitions in a new document. Chronolator
assumes this is because you want some time to review them, and will therefore
cancel the Import.

Issued if you press Go To List in response to Message 1025.
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1030 User-defined sequence column found

The document you are trying to import includes a user-defined Sequence column. It
was probably added because the person completing the document wanted to be
exact about the order of certain events whose exact times were unknown.
Chronolator can either add a Sequence column to the table(s) in this document, or
delete the one in the document being imported.

Press Add to add a Sequence column to the table(s) in this document, Delete to
delete the one in the document being imported, or Cancel.

Further Recommendation: Press Add to add a Sequence column to the Composite

Information Chronology so that you can continue to preserve the correct order of events. After
you have done so, you can use the Tools > Sequencing menu to add numbers to the
remaining events.

If you choose Delete, the Sequence column remains in the document being
imported but is not carried across.

1031 Sequence column not found

The document you are trying to import does not include a Sequence column, but is
suitable for import in all other respects. Chronolator can either delete the Sequence
column from the table(s) in this document, or add one to the document being
imported.

Press Add to add a Sequence column to the table(s) in the document being
imported, Delete to delete the one in this document, or Cancel

Further Recommendation: Assuming you have deliberately added a Sequence column to the

Information Composite Chronology, press Add to add one to the document being imported (the
document itself is unchanged, just the version of it in the Composite Chronology).
After you have done so, you can use the Tools > Sequencing menu to add numbers
to the imported events.
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1033 Unable to import
Chronolator cannot import anything into this document because of the following
internal inconsistencies in its structure:
<list of inconsistencies>

Further The document you are trying to import is a Chronolator Document, but it has some
Information internal inconsistencies. These are listed in the message.

Possible causes  The internal variables which Chronolator uses to describe the document structure
have been lost or corrupted. This can sometimes happen when importing
documents across a slow network, or it might happen if Word failed while the
document was being edited sometime in the past.

Possible actions © if the document is on a slow network, copy it to your desktop and try importing
the copy
try Repairing the document as described in Recovering corrupted Chronolator
Documents (section 11.5)

1050 Your entry <newPrefix> is similar to the existing prefix <oldPrefix>

Chronolator will not use exactly what you entered.

You can either import the document using the existing prefix, or you can choose a
completely different one.

Press OK to use the existing prefix.

To choose a different one, press Cancel and then Import Tables again.

Further Chronolator keeps the list of Source Prefixes tidy.
Information

Possible causes  Your Composite Chronology already contains information from agency <oldPrefix>,
and you are trying to import another document with a similar Source Prefix.

For example, If a Composite Chronology already has an agency Berrick New Town
Clinic, Chronolator will stop you importing another chronology with a similar prefix
such as Berrick Newtown Clinic.
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1100

Further
Information

1110

Further
Information

Possible causes

Possible actions

1120

Further
Information

Tables merged

All Chronolator tables have been merged into a single table. You can sort the new
table into the correct sequence by using the 'Sort Tables' button on the Chronolator
toolbar.

Chronolator has merged all the tables in the document.

The next thing you might want to do is to sort the events into chronological order.

Cannot merge tables

A non-Chronolator table has been found in between the Chronolator tables. The
offending table is selected. Please move or delete it and try again.

The document contains more than one Chronolator table, and among them is a non-
Chronolator table.

An ordinary Word table has been inserted by accident.

A Chronolator table has had its headings changed.
If the table contains no data for import, delete it or move it to the end of the

document.

If the table does contain data for import, correct its headings so that Chronolator
recognises it as a Chronolator table.

Multiple chronology tables found
This document contains more than one chronology table.

Press 'Merge' if you want Chronolator to merge the tables and sort them before
processing.

Press 'Don't Merge' to process each table individually.

Press 'Cancel' to return to the document without doing anything.

It is normal to have multiple chronology tables when assembling a Composite
Chronology, but in other circumstances it might come about by accident.
Chronolator therefore checks how many tables are in a document before most
major processes, and if there are more than one it offers to merge and sort them
before continuing.

© 2021 Berrick Computing Ltd. All Rights Reserved.



Using Chronolator Documents 103

1200 Table sorted

Events should now be in Date and Time sequence.

Some date and time formats can prevent a successful Sort. If that happens, use the
Format Dates button to put dates in the all-digital format and then sort the table
again. You can put the dates back to your preferred format afterwards if you wish.

If you know the order of events on a day but not exactly when they occurred, you
can use a Sequence column to put them in order. You can make one using the Tools
> Sequencing > Add Column button.

Further Chronolator puts events with unspecified Times or End Dates before those specified

Information with greater detail if the sort is Ascending, or after them if it is Descending.

See Using a Sequence column (section 9.5) for details about using a Sequence
column.

(If the document contains multiple tables, the message heading will be Tables
merged and sorted or Tables sorted individually according to the response to
Message 1120).

1201 Table sorted
Events should now be in Date and Time sequence.
Some date and time formats can prevent a successful Sort. If that happens, use the

Format Dates button to put dates in the all-digital format and then sort the table
again. You can put the dates back to your preferred format afterwards if you wish.

If you know the order of events on a day but not exactly when they occurred, you
can use the first column to put them in order.

Further Chronolator puts events with unspecified Times or End Dates before those specified
Information with greater detail if the sort is Ascending, or after them if it is Descending.

See Using a Sequence column (section 9.5) for details about using a Sequence
column.

(If the document contains multiple tables, the message heading will be Tables
merged and sorted or Tables sorted individually according to the response to
Message 1120).
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1300 Dates formatted
All dates have been formatted to one of Chronolator's standard formats.
If you would like future releases of Chronolator to offer alternative date formats
please use the suggestion form on our web site www.chronolator.com.

Further Chronolator uses two main formats for dates:

Information
< dd mmm yyyy (e.g. 01 Feb 2005). This format takes up a small amount of space

while being unambiguous about months and days (compared to, say 01.02.05 — is
that the first of February or the second of January?)

< yyyy-mm-dd (e.g. 2005-02-01). This is the ISO 8601 format. It takes even less
space than the previous format and has the advantage of being an International
Standard, but most people find it harder to read

The day of the week can be added to both of these formats.

If you would like to be able to set other formats, please contact us via our web site.

MESSAGES 2000 - 2999

Messages in this range are issued by the Online Workbench.

2000 Cannot find Conversion Tool

Find the file < chronolator-conversion-tool.docm > from your original Chronolator
installation and copy it into folder <folderName>.

Further When you create a new Chronology Document, Chronolator looks for the file
Information chronolator-conversion-tool.docm. It issues this message if it cannot find it.

Possible causes  You have opened the Online Workbench directly from the installation zip file. You
need to Extract All Files from the installation file and open the extracted Online
Workbench.

The Conversion Tool document has been moved or deleted.

The Online Workbench has been moved, but not the Conversion Tool.

Possible actions Extract All Files from the installation zip file.

Find the file chronolator-conversion-tool.docm and copy or move it into the folder
shown in the message.
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2001 Cannot copy Conversion Tool

The Conversion Tool (chronolator-conversion-tool.docm) is open and cannot be
copied. Please close it and try again.

Further When you create a new Internal or Composite chronology, Chronolator tries to open
Information chronolator-conversion-tool.docm. It issues this message if the file is already open.

Possible causes  You have opened chronolator-conversion-tool.docm.

Possible actions Close chronolator-conversion-tool.docm and try again.

2002 Conversion Tool is wrong version

The Conversion Tool Document (chronolator-conversion-tool.docm) is the wrong
version for this Online Workbench. Please copy the correct Conversion Tool into
folder folderName.

Further When you create a new Internal or Composite chronology, Chronolator opens
Information chronolator-conversion-tool.docm. It issues this message if the file is a different
version from the Online Workbench.

Possible causes  You have upgraded the Online Workbench without also upgrading the Master
Chronology.

Possible actions Install the correct version of chronolator-conversion-tool.docm in the folder shown
in the message.
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2003

Further
Information

Possible causes

Possible actions

2010

Further
Information

Possible causes

Possible actions

2011

Further
Information

Possible actions

106

Cannot find Master Chronology Text

Find the file < ChronolatorMasterChronologyText.docx > from your original
Chronolator installation and copy it into folder <folderName>.

When you create a new Internal chronology, Chronolator looks for the file
ChronolatorMasterChronologyText.docx. It issues this message if it cannot find it.

You have opened the Online Workbench directly from the installation zip file. You
need to Extract All Files from the installation file and open the extracted Online
Workbench.

The Master Chronology Text document has been moved or deleted.

The Online Workbench has been moved, but not the Master Chronology Text

Install ChronolatorMasterChronologyText.docx in the folder shown in the message.

Invalid document

The file you chose is not a Chronolator document and cannot be used as a model.
Please choose another file, or use the Chronolator defaults.

You can only use a Chronolator document as a model for a new one.

You opened an ordinary Word document when choosing an existing file to use as a
Model in the Case Details Wizard.

Use a Chronolator document as a model, or use the Chronolator defaults.

Invalid password

The password you supplied is incorrect. Please try again, choose another file, or use
the Chronolator defaults.

You entered the wrong password for a protected file.

When Chronolator redisplays the Open dialog: enter the correct password, choose
another file, or use the Chronolator defaults.
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2015 Invalid document

The Chronolator document you chose has internal inconsistencies and cannot be
used as a model. Please choose another file, or use the Chronolator defaults.

Further Information about the structure of a Chronolator Document is stored in document
Information variables. The document you have chosen as a model has inconsistencies in this
information, and it is not possible to use it as a Model.

Possible causes  Word might have ended abnormally when it last processed the document, causing
internal inconsistencies.

Possible actions Use a different Chronolator document as a model, or use the Chronolator defaults.

2016 Invalid document

The Chronolator document you chose is a blank Composite Chronology and cannot
be used as a model. Please choose another file, or use the Chronolator defaults.

Further Information about the structure of a Chronolator Document is stored in document
Information variables. A blank Composite Chronology does not contain these variables, and it is
not possible to use it as a Model.

Possible actions Use a different Chronolator document as a model, or use the Chronolator defaults.
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2020 Cannot write document details in preamble

The area in the Master Chronology preamble where Chronolator writes information
about the headings in this Chronolator document cannot be found.

This affects only the document preamble: the table and all Chronolator features will
work correctly, and it is safe to distribute the document.

Further When first installed, the Master Chronology Text document

Information ChronolatorMasterChronologyText.docx contains a bookmarked area in which
Chronolator writes information about the column headings in a new Internal
Chronology. That area cannot now be found.

Chronolator does not write information about the headings in the preamble, but
continues to create the remainder of the Internal Chronology.

Possible causes  You have customised the Master Chronology and have deleted the area and its
associated bookmark.

Possible actions  If you want Chronolator to include information about the column headings, revert to
the original Master Chronology and redo your changes, being careful not to delete
the relevant area and bookmark.

12.4 MESSAGES 3000 - 3999

Messages in this range are issued when Chronolator checks the tables in a Chronology.
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3000 Errors found in document (n)

Rest the mouse over the box with a cross to see a brief description of each error.

Use the buttons on the Chronolator toolbar to go from one error to the next, or
press the Go To List button to view a complete list.

When you have corrected the errors, press the Check Tables button again to remove
the highlighting.

Further You pressed the Check Tables button, and Chronolator has found n errors.

Information
Errors are highlighted in Turquoise, Yellow, or [dU§dlE. You can scroll from one error

to the next using the navigation buttons towards the right of the Chronolator
toolbar, or see a complete list of them by pressing the button to the right of the
navigation buttons.

Chronolator does not check for errors as you type, so you must Check Tables after
making any corrections in order to remove the highlighting.

Possible causes  Refer to Check Table Error Codes (section 12.10) for information about each error
detected by Chronolator.

Possible actions No immediate action is necessary, but you should ensure that all errors are
corrected before returning or publishing the document.

3001 Some rows had the wrong number of columns - fix these first

Chronolator has corrected the number of columns in at least one row. However, it
could not be sure which entry should go in which column. You should review these
rows now and make sure their entries are in the right places.

It is important to do this now, because now that they have the right number of
columns they will not be caught in future checks unless they have other errors.

For ease of identification, the corrected rows are displayed with white text on a
purple background.
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3005 Document contains errors - do you want to close it?

Please ensure that all errors are corrected before returning or publishing this
document.

Press Cancel to resume editing the document and correct them now.

Press OK to close the document and correct them later.

Further Chronolator has checked the document as you closed it, and has found errors. The
Information errors are highlighted in Turquoise, Yellow, or . You can scroll from one error

to the next using the navigation buttons towards the right of the Chronolator
toolbar, or see a complete list of them by pressing the button to the right of the
navigation buttons.

Possible causes Refer to Check Table Error Codes (section 12.10) for information about each error
detected by Chronolator.

Possible actions No immediate action is necessary, but you should ensure that all errors are
corrected before returning or publishing the document. If you want to correct them
straight away, press Cancel. If you want to do it later, press OK.

3010 Checked - no errors found
Chronolator has checked all the tables in this document and found no errors.

Further You pressed the Check Tables button, and Chronolator has found no errors in this
Information document.

The buttons on the Chronolator toolbar which can be used to scroll through errors
are disabled.
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3011

Further
Information

3012

Further
Information

3013

Further
Information

No changes found since previously checked

No data table appears to have changed since Chronolator last checked this
document.

Press Cancel to resume editing.

Press Check to re-check the document.
To save time, Chronolator makes a quick check to see whether anything has changed

since the last run of Check Tables.

It is possible that this check does not detect a change. If you are sure you have
updated the table press Check to re-check the document.

Document contains no events
None of the Chronolator tables in this document has any events.

Chronolator does not create a Custom or Analysis document if there are no events in
a chronology.

Document contains text after chronology tables
The area after the chronology tables is reserved for Chronolator and will be

overwritten if you continue.

Press Cancel to return to the document and review the text Chronolator found. If
you want to keep it, move it before the chronology tables before you check the
tables again.

Press OK to delete the text and continue.

You pressed the Check Tables or Duplicates button. Chronolator will overwrite
whatever follows the chronology tables in the document if you press OK.
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3015 Error checking cancelled
Please ensure that you check for errors before returning or publishing this
document.
Also please note that if you have corrected some previous errors they might still be
highlighted until the next time you check the document completely

Possible causes  You pressed the Cancel button while Chronolator was checking for errors.

Possible actions No immediate action is necessary, but you should ensure that all errors are
corrected before returning or publishing the document.

3020 Processing cancelled
No changes have been made.

Possible causes  You pressed the Cancel button while Chronolator was processing. Any changes
made before you pressed Cancel have been backed out.

3025 n duplicates found
You can use the buttons on the Chronolator toolbar to go from one duplicate to the
next.

Further Chronolator found n duplicated rows and highlighted them.

Information

Possible actions You can scroll from one duplicate to the next using the navigation buttons towards
the right of the Chronolator toolbar.

3030 n duplicates deleted
Further Chronolator found n duplicated rows and deleted them. The rows cannot be
Information recovered.

Possible actions  If you want to be able to recover deleted rows in future, tick the Copy Deleted Rows
option when deleting duplicates.

© 2021 Berrick Computing Ltd. All Rights Reserved.



Using Chronolator Documents 113

3031 n duplicates deleted

Chronolator has saved the deleted rows. Press the 'Go to List' button to view them.

Tip: to re-import them, save the list in a convenient location and use the
c8lmportSpecial_1 macro. Refer to this message in the manuals for more
information

Further Chronolator found n duplicated rows and deleted them. The rows can be recovered.
Information

Possible actions Press Go to List to view the saved rows (if you have already moved on before
reading this, you will find the document is open in the current Word session - look
for 'Documentn' where n is a number).

Column widths in the saved list might be different from those in the Chronology
Document, which can present a problem when copying them back in. There are a
couple of ways to circumvent this:
if you want to recover every row and are working in a Composite Chronology:
save the list as a new document
press Advanced > c8ImportSpecial_1 to import the saved document without
setting a Source Prefix
merge the tables
if you want to recover only selected rows or are working in an Internal
Chronology:
< in the saved list, select and copy the row(s) you want to recover
go back to the Chronology Document
add the same number of rows to the bottom of the chronology table
press in the first blank cell you added to the chronology table
paste the copied row(s)

3035 No duplicate rows

Chronolator has checked all the tables in this document and found no duplicated

rows.
Further Until Chronolator Version 3, identical rows separated by other non-blank rows were
Information not identified as duplicates. From Version 3 onwards, duplicate rows will be found

wherever they occur in a table.
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3100 Chronolator table contains vertically merged cells

A Chronolator table in this document contains some vertically merged cells. The
table will be ignored.

Use the Check Tables button to find the problem cells.
Further A Chronolator table in the current document contains a cell which spans more than
Information one row; this is called a 'vertically merged cell'. Chronolator is unable to process
tables containing vertically merged cells.
Any other Chronolator tables in the document will be processed as usual.
Possible actions Use the Check Tables button to find vertically merged cells.

Insert one or more rows. Copy and paste any required text into them, then delete
the rows containing vertically merged cells.

3103 Chronolator table contains vertically merged cells
<document name>cannot be imported because a table in it contains some vertically
merged cells.
Open the document and use its Check Tables button to find the problem cells.
Further This message can be issued when you try to import a document into a new

Information Composite Chronology.

A Chronolator table in the document being imported contains a cell which spans
more than one row; this is called a 'vertically merged cell'. Chronolator is unable to
process tables containing vertically merged cells.

Chronolator will not import a document containing any Chronolator tables with
vertically merged cells into a new Composite Chronology.

Possible actions  After Import processing completes, open the problem document. Correct the
problem as described under the 'Possible Actions' for Message 3100. Retry the
Import.
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3105 Chronolator table contains invalid rows
<document name> cannot be imported because a table in it contains some rows
with the wrong number of columns.
Open the document and use its Check Tables button to find the problem rows.

Further <document name> is a valid Chronolator Document, but a table in it has at least one
Information row with the wrong number of columns.

Possible actions  Open the problem document. Press its Check Tables button and then take the
actions suggested in Message 3001. Retry the Import.

3107 <process> processing cancelled - invalid table
Word failed to process a Chronolator table. No changes have been made to this

document.

Retrying the process might succeed. If not, use the Check Tables button to find (and
possibly automatically correct) the problem.

Further In normal running, this message indicates that a Chronolator table contains at least
Information one column with cells of varying widths. Chronolator is unable to run <process> on
such tables.

This message can also occur under a peculiar set of circumstances with versions of
Word prior to 2013. In that case, retrying <process> can sometimes be successful.

The Chronolator document will be restored to the state it was in before <process>
processing began.

Possible actions Retry <process>.

If that does not work, use the Check Tables button, which as part of its processing
rebuilds the table, and then try <process>again.

If the problem persists, contact your administrator and ask them to request support.
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3108 <process> processing cancelled - non-uniform table

At least one of the tables in this document has a row with the wrong number of
columns. Please correct this and try again.

Hint: Use Check Tables to find the problem.

Further Chronolator has found a table which, although it has the correct headings, contains
Information at least one row with the wrong number of columns.

Possible causes  Cells have been merged.

A row has been added with the wrong number of columns.

Possible actions  Open the offending document and press Check Tables. Chronolator will correct any
rows with the wrong number of columns and highlight them. You should check that
Chronolator has put the relevant information in the right columns before saving the
corrected document.

3110 Chronolator table contains nested table

A Chronolator table in this document contains at least one nested table. The table
will be ignored.

Use the Check Tables button to find the nested table(s).

Further A Chronolator table in the current document contains a cell which in turn contains a
Information nested table. Chronolator is unable to process such tables.

Any other Chronolator tables in the document will be processed as usual.

Possible actions Use the Check Tables button to find nested tables. Having found one, select it and
convert it to text. Cut and paste information into the correct columns.
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3113 Chronolator table contains nested table

<document name> cannot be imported because a table in it contains at least one
nested table.

Open the document and use its Check Tables button to find the nested table(s).

Further A Chronolator table in <document name> table contains a cell which in turn
Information contains a nested table. Chronolator is unable to process such tables.

Nothing will be imported.

Possible actions Open <document name> and use its Check Tables button to find nested tables.
Having found one, select it and convert it to text. Cut and paste information into the
correct columns. Retry the import.

3120 Chronolator table contains unexpected number of rows

Expected: m Found: n:
When Word prepared the table for processing, it did not find the expected number
of rows.
No data will have been lost, but some might be misplaced (either on its own new
row, or appended to the previous row).
Further To make some of its processes faster, Chronolator gets Word to store tables in an
Information internal array.
This message is issued if the number of elements in the array does not match the

number of rows in the table.

Possible actions  If you encounter this message after pressing the Check Tables button, look for any
rows that are highlighted in or check the error list for error code c8n100
(section 12.10).

If it occurs in other circumstances, pressing the Check Tables button might show
other errors resulting from the potentially misplaced data (for example, invalid
dates).

If Check Tables shows no errors, look through the document for misplaced data.
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3200 Bulleted or Numbered list has been reformatted

A Chronolator table in this document contained some bulleted or numbered lists.
These can cause problems when documents are merged. The bullets or numbers
have been removed.

Rather than using Word's list features, you could use 'o' characters or dashes for
bullets, or use ordinary numbers.

12.5 MESSAGES 4000 - 4999

Messages in this range are issued when Chronolator checks the status of your licence.

4000 Multiple licences found

Chronolator found more than one licence file. Please delete old ones.

Look in the same folder as the Online Workbench for files whose names begin
'Chronolator40Licence’.

Further The Online Workbench found more than one licence file in its folder.
Information

Possible causes  You have received a new licence and installed it in the correct folder without
deleting the old licence.

Possible actions Delete the old licence(s), then close and reopen the Online Workbench.

4001 Multiple licences found

Chronolator found more than one licence file. Please delete old ones.

Look in the same folder as the Conversion Tool for files whose names begin
'Chronolator40Licence’.

Further The Conversion Tool found more than one licence file in its folder.
Information

Possible causes  You have received a new licence and installed it in the correct folder without
deleting the old licence.

Possible actions Delete the old licence(s), then close and reopen the Conversion Tool.
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4005 Invalid licence
Chronolator found a licence file, but it is not valid. Please re-install or delete it.
Look in the same folder as the Online Workbench for a file whose name begins

'Chronolator40Licence'. Replace that file with the licence supplied to you, or simply
delete it if you only want to evaluate Chronolator.

Possible causes  Licences are supplied as .txt files. The file might have accidentally been edited.

Possible actions Find your original licence and copy it into the same folder as
ChronolatorOnlineWorkbench.docm.

4006 Invalid licence
Chronolator found a licence file, but it is not valid. Please re-install or delete it.
Look in the same folder as the Conversion Tool for a file whose name begins

'Chronolator40Licence'. Replace that file with the licence supplied to you, or simply
delete it if you only want to evaluate Chronolator.

Possible causes  Licences are supplied as .txt files. The file might have accidentally been edited.

Possible actions Find your original licence and copy it into the same folder as chronolator-
conversion-tool.docm.

4020 Licence Expired
Your licence has expired and this function is not available.

Further Running Chronolator features requires a licence. Without a valid licence, only
Information standard Microsoft Word features are available.

Possible causes | Licence has expired.

Possible actions Depends on what document issued this message:
if issued by the Online Workbench, install a new licence file. then close and
reopen the Online Workbench. Details about how to get a licence can be found
on the Chronolator Web site at www.chronolator.com/licence.htm
if issued by an Internal or Composite Chronology, ask the Case Review
Administrator to send you a new licensed copy, and then copy the old document
into the new one
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4030 Licence Expired

Your licence has expired. All standard Microsoft Word features remain available, but
Chronolator features are disabled.

Please visit www.chronolator.com for details of how to obtain a new licence.

Further Refer to Message 4020.
Information
4040 Invalid Extension Password

The password you entered is not valid

Please contact your administrator.

Further When a Chronology Document licence expires, you can enter a password to extend
Information it.

Possible causes The password you entered is invalid.

Possible actions  Obtain a valid password from the person who sent you the document.

12.6 MESSAGES 5000 - 5999

Miscellaneous messages.

5100 Publish document?

Publishing a document makes a plain Word copy without any Chronolator code.
Readers of the copy will not have to agree to any licence terms. After Chronolator
has created the copy, you will be prompted to save it.

Press OK to continue, or Cancel.

Further If you circulate a Chronolator document, readers will have to think about macros
Information and accepting licence terms when opening it. Use this button to produce a plain
Word document which contains no Chronolator code.

Possible actions  Press OK to create a non-Chronolator copy, or Cancel.
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5105 Cannot publish a document to the same name

Publishing the file using this name would make it lose all its Chronolator functions.

Please try the save again using a different name.

Further You have tried to publish a Chronolator Document using the same name as the
Information document. Overwriting it in this way would stop its Chronolator functions from
working.

Possible actions Choose a different name for the published document.

5110 Could not copy styles

Chronolator encountered a Word error when trying to copy some of the styles used
in this document. Pagination, text size and other formatting attributes might be
different in the published version.

Try Publishing a second time when this attempt has completed: it will probably work
as expected.

Possible causes  Internal error in Word when Publishing a Chronolator Document

Suggested Retry Publishing.

actions
If that fails, try Publishing to a different location.

5115 Publishing cancelled

Report production was cancelled at your request.
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5120 Publishing cancelled
At least one date/time combination in this document is not valid. Chronolator is
therefore unable to calculate elapsed times.
Correct the date/time combination and try Publishing again.
(Suggestion: use the Check Tables button to find any invalid date/time
combinations).

Further When you choose one of the Elapsed formats when Publishing a Custom chronology,

Information Chronolator needs to calculate the difference between when an event started or
ended and the start of the chronology. It can only do this if all non-blank dates and
times are valid.

Possible actions Press the Check Tables button to find any invalid date/time combinations, and
correct them.

5130 Show Chronolator error details in published document?
This document contains error highlights and / or a list of errors generated the last

time it was checked. Do you want to include them in the published version?

(If you do not, please note that page numbers might be different in the published
version).

Further It is up to you whether to include details of errors in a published document.
Information
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5140

Further
Information

Possible causes

5141

Further
Information

Possible causes

Possible actions

5143

Further
Information

Possible causes

Possible actions

Cannot create Analysis Document

Sequence numbers are missing or invalid.

If the chronology document does not have a Sequence column, add one using
Tools > Sequencing > Add column.

If it does, update it using
Tools > Sequencing > Update — sequential

Afterwards, try Publish > Analysis again.

An Analysis document requires valid sequence numbers in every event.

a table does not contain a Sequence column
non-numeric, blank, or duplicate entries in the Sequence column

Cannot create Analysis Document
Chronolator could not determine the date boundaries of table <tableNum>.

In order to analyse a table, Chronolator needs to determine the earliest and latest
events.

Either the earliest or latest date in the table, or both, cannot be determined.

Use the Check Tables button to ensure all dates in the table are valid.

Cannot create Analysis Document
Chronolator found an invalid date in the event with reference number <eventRef>.

In order to analyse a table, all dates must be valid.

The date of the event with reference number <eventRef> is invalid.

Correct the date.

© 2021 Berrick Computing Ltd. All Rights Reserved.



Using Chronolator Documents 124

5144 Cannot create Analysis Document

Chronolator found an invalid source prefix in the event with reference number
<eventRef>

Further In order to analyse a table, all Source Prefixes must be valid.
Information

Possible causes  The Source Prefix of the event with reference number <eventRef> is invalid.

Possible actions Correct the Source Prefix.

5200 Unsupported Word version

Chronolator requires Microsoft Word 2000 or later.

Press OK to continue without Chronolator, or Cancel to exit Word.

Further Earlier versions of Word are not supported by Microsoft, so we would be unable to
Information offer Chronolator support if the root cause of a problem was Word itself.

Possible actions  Press OK to close the document.
Ask your IT department to upgrade Word. They might be persuaded to do so by

reading the information about Microsoft's support lifecycle for Office programs at
https://support.microsoft.com/en-gb/lifecycle/search?alpha=office.

5210 Document type changed
Chronolator works by running macros, so documents must be saved as .doc or .docm

types. Chronolator will change the document to the correct type before saving it.

If you want to save the document as another type, use the Chronolator Publish
button to make a plain Word copy and then save the Published copy in your desired

format.
Further Saving a document in a format which does not support macros would stop it being
Information able to use Chronolator.
Suggested Publish the document to make a plain Word copy which you can then save in any
actions other format.
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5220 Performance recommendation

Chronolator performs best when Word uses an option that improves the
performance and reliability of any document stored on a network drive.

Press OK if you would like Word to use it.

Further Word XP introduced a performance improvement option for documents stored on a

Information network. When the option is set on, a network document is copied to a secure
location on your computer when you open it. You work on that copy. When you save
or close the document, Word moves it back to its network location. This can lead to
dramatic improvements in performance, and also provides enhanced protection
against network failure.

Unfortunately, when Microsoft introduced this option they did not make it the Word
default. Chronolator can set it for you if it is not already on.

The option applies to all documents, not just Chronolator ones.

Suggested < Press OK to allow Chronolator to set the option

actions < Close and re-open the document when prompted

Turning the If you decide later that you want to turn the option off, you can do so as follows:
option off
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Word XP and 2003

On the main Word menu bar, press Tools > Options, then press the Save tab:

Options rflﬁl

Seourkty Spelineg B Grimisar Tr
Liser Eniformation Compuatiblity
Wi Gneryl Ed Prirk; Sarvn
Sanve optiors
[ Aays crmab backup copry| [ Prasnpkt hae dostummant grispertins
[ Aloww fast sarves [ Prgmgst bo sarve Mormal template:
[#] fillow buackground coves [ Sarve giaka oy Fior Forms:

éﬁdﬂmﬁuiﬂﬁs [#] Embed Irggstic deta

] Make bocal copy of Files stored on petweork or removable drives
[#] Save susoRtaceer info svery: 10 - | e
[+] Ervbesdd srnart tags

[] Saye smart tags as 3L propertes in Web pages

Dot Fiormnat
Savve Yord Files as: Wiord Docurnent {®.doc) w

Un-tick Make local copy of files stored on network or removable drive.

Press OK.
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Word 2007 and later

Open the Options dialog (see Opening the Word Options Dialog (section 15.3) in The
Trust Center (section 15.3)).

Sane

Freserve fidelity when sharing this docsmeent: B Chronclator Version 3 soreenprieds. doc

Press Advanced and scroll down to Save.

Un-tick Copy remotely stored files onto your computer, and update the remote file
when saving.

Press OK.

5221 Performance recommendation

Chronolator has set the option. Please close and re-open this document to allow it to
take effect.

Further See Message 5220.
Information
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5230 Change tracking alert!

<document name> is using Word's Track Changes feature. Tracking changes can
cause severe problems when processing tables.

Press OK to accept all tracked changes and turn change tracking off, or Cancel if you
want to review them.

Further Using Tracked Changes with tables can cause problems in any Word document, not
Information just a Chronolator one. Microsoft are aware of this, but at the time of writing there
is no fix on the horizon.

5231 <process> cancelled - change tracking active

<document name> is using Word's Track Changes feature.

The Tracked Changes feature can cause severe problems when processing tables.

Further The named <process> was cancelled because change tracking is active in the
Information document <document name>.

Possible causes  You replied Cancel to Message 5230.

You replied OK to Message 5230, but Chronolator was unable to turn off tracked

changes.
Suggested Review the tracked changes if you wish, then retry the cancelled process and reply
actions OK to Message 5230.
5232 Unable to determine Tracked Changes status in <document name>

Chronolator could not determine whether Tracked Changes is on in the document
because it appears to be locked by another user.

To be on the safe side, Chronolator will assume that Tracked Changes is on.

The Tracked Changes feature can cause severe problems when processing tables.

Possible causes Someone else is editing the document and Chronolator could not determine
whether Change Tracking is on.

Suggested Close the document and wait for the other person to close it as well. Reopen the
actions document.
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5233 Unable to turn off Tracked Changes in <document name>

Chronolator could not turn off Tracked Changes.
This is probably because the document has been protected.

The Tracked Changes feature can cause severe problems when processing tables.

Possible causes  <document name> has been protected so that the Tracked Changes feature cannot
be turned off.

Suggested Turn off the protection. You might need to supply a password.

actions
The relevant protection feature can be found in various places:

< Word 2013 and later- the Track Changes dropdown or the Restrict Editing
button on the Review tab of the Ribbon

< Word 2010 - the Restrict Editing button on the Review tab of the Ribbon

< Word 2007 - the Protect Document dropdown on the Review tab of the Ribbon

5310 Web connection error.

Word cannot open the Web site.

Please check your connection is OK.

Further A Chronolator Web site cannot be found.
Information

Possible causes  You do not have an open Internet connection, or your organisation might have
limited your access.

Possible actions Connect to the Internet or contact your IT department to grant you access to our
website as appropriate.
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5320 Cannot save the document using the name you chose

A document with that name is already open in Word.

Please try the save again using a different name.

Further Word does not allow you to save a document with the same name as one which is
Information already open.

Possible causes  You have tried to save a document using the same name as an open document.

Possible actions Retry the save using a different name.

5321 Cannot overwrite Chronolator system file

Saving the file using this name might overwrite documents which Chronolator needs
to function.

Please try the save again using a different name.

Further Chronolator will not let you save a file using one of its own reserved file names
Information (chronolator-conversion-tool and ChronolatorOnlineWorkbench).

Possible actions ' Retry the save using a different name.

5322 Permission Denied

You do not have Write access to the requested folder.

Please try to save the file in a different folder.

Further You have tried to save the file in a folder to which you do not have Write access
Information

Possible actions Save the file in a folder to which you do have Write access, such as My Documents.

If you think you should have Write access to the folder, contact your IT department.
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5323 File might be temporary
This file looks like a temporary one, or is in a temporary folder. If you are unaware of

this you might not be able to find it after you close it.

After you press OK, you will be asked to save the document using another name and
folder.

Please refer to the manuals if you frequently get this message.

Further You might have become a victim of a bug in Word.
Information

Possible actions Save the file in the right place with the right name.

If the message is issued often, please ask your Administrator to contact Berrick
Computing, quoting Message 5323.

5400 Internal inconsistencies in Chronolator document

Chronolator has found internal inconsistencies in this document, which are detailed
below.

These may stop Chronolator functions working. Standard Word features are
unaffected.

<list of inconsistencies>

Further Information about the structure of a Chronolator Document is stored in document
Information variables. Inconsistencies in this information might stop some Chronolator functions
working. However, standard Word functions should not be affected.

Possible causes The document is stored on a slow network.

Word might have ended abnormally when it last processed the document, causing
internal inconsistencies.

Possible actions  If the document is on a slow network, close it and try opening it again. If that does
not work, copy the document to your Desktop and work on that copy; remember to
move it back to the network when you have finished.

If the document is indeed corrupted, open a valid Chronolator Document with the
correct table headings (for example, the original document sent to you by an
Administrator), and copy the contents of the problem document into it. Save this
new document and use it from now on.
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5402 Unable to create table

Chronolator cannot create a new table in this document because of following
internal inconsistencies in its structure:

<list of inconsistencies>

Further See Message 5400 for suggestions about how to resolve these inconsistencies.
Information
5403 Unable to set styles

Chronolator could not set some document styles because the file appears to be
locked by another user.

This will only affect the fonts used to display any error messages at the end of the

document.
Further If there are any error messages at the end of the document, they might not be
Information displayed in the usual font.

Possible causes Someone else is editing the document.

Suggested Close the document and wait for the other person to close it as well. Reopen the
actions document.
5500 Clipboard Unavailable

Chronolator could not access the clipboard. Another application is probably using it.

Press OK to try again, or Cancel.

12.7 MESSAGES 6000 - 6999

Chronolator issues these messages when an unexpected error occurs.
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6000 Unexpected processing error

Please note the information below and report it to us using the form on our website:
www.chronolator.com/bug-form.htm.

<problem description>

Further Chronolator has encountered an unexpected error. The problem description
Information provided will help diagnose the error.

Possible actions Please note the problem description and what you were doing at the time and send
the details to us using the form on the website. The more information you can
provide the better. The Document Details and Word Environment reports will be
useful if you can produce them after closing and reopening the document. See
Document Details and Word Environment Reports (section 9.10).

12.8 MESSAGES 7000 - 7999

Chronolator issues these messages when you use the Anonymisation and Highlighting features.

7000 Glossary contains similar entries

Anonymisation and Personalisation are not possible because the Abbreviations
Glossary contains abbreviations and / or definitions that are too similar to each
other..

You can update the glossary and related text using Tools > Glossary > Edit.

Press Review to see the relevant entries, or OK to dismiss this message.

Possible actions See Changing an abbreviation (section 9.2).
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7010 Warning!

Formatting introduced while using the <feature> feature can be lost when Checking
or Merging Tables, processing Sequence numbers, and in some other circumstances
which are described in the 'Using Chronolator Documents' manual.

Press OK to continue, or Cancel so that you can save your work and review the
manual before trying again.

This message will not be shown again during this session.
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Further The Bold, Italic, Underline formatting which can be applied using the
Information Anonymisation feature, and the colours applied by the Highlight Source feature can
sometimes be lost.

This happens because Chronolator makes some compromises between convenience
and speed. When formatting and colouring are lost it would be possible for
Chronolator to reapply it automatically, but this could take time in a large file.
Instead of doing this, it warns you it might happen and directs you here for more
information.

The following buttons and processes will ALWAYS destroy formatting and colouring:

< Check Tables

< Tools > Duplicates > Highlight

< Tools > Duplicates > Delete

< Tools > Sequencing > Add

< Tools > Sequencing > Update - sequential

< Tools > Sequencing > Update - group by day

The following buttons and processes will SOMETIMES destroy formatting and
colouring because they rely on the Source Prefixes in the Source of Information
column being in a uniform state (for example, having the right number of spaces
between words and being in the correct case). As long as the column is unchanged
from one run to the next, formatting and colouring will be unaffected:

< Tools > Glossary > Edit > Change

< Tools > Glossary > Edit > Delete

< Tools > Glossary > Edit > Review

< Tools > Glossary > Anonymisation and Review > Anonymise
< Tools > Glossary > Anonymisation and Review > Personalise
< Tools > Glossary > Anonymisation and Review > Review

2 Tools > Highlight Source > Define and Do > OK

The following buttons and processes will SOMETIMES destroy formatting and

colouring, either because the table has cells of different widths or because a bug in

Microsoft Word erroneously thinks it has:

< Tools > Sequencing > Delete

< Tools > Sequencing > Clear

< Import Tables (if the importing document has a Sequence column but the
imported one does not, or vice versa)
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Possible actions

7030

7031

7032

7033

Further
Information

Do not use the Anonymisation and Highlight Source features until you have no
further need for the buttons and processes known ALWAYS to destroy formatting
and colouring before using.

Avoid changing the Source of Information column.

Abbreviation Not Used

The selected abbreviation and definition are not used in the text.

Abbreviations Not Used

The selected abbreviations and definitions are not used in the text.

Nothing to anonymise

The selected abbreviation is not used in the text.
OR

The selected abbreviations are not used in the text.

Nothing to personalise

The selected abbreviation is not used in the text.
OR

The selected abbreviations are not used in the text.

If the message includes the text 'with the specified formatting', you have asked
Chronolator only to look for abbreviations which have Bold, Italic, Underline

formatting by ticking the box on the Anonymisation form.

If the Use formatting checkbox is ticked when a document is being
Personalised, only those occurrences of an abbreviation which are formatted
like this will be changed.
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12.9 MESSAGES 8000 - 8999

Chronolator issues these messages when you use Chronolator Add-ins.

8000 Add-in loaded successfully

Please refer to the documentation accompanying the add-in for details about what it
does and how to use it.

8010 Add-in failed to load
<document>
<error message>
Further Add-in <document> failed to load.
Information

The reason is given in <error message>

Possible actions Ensure that <document> is a valid Chronolator Add-in for the version of Chronolator.

If you think it is, contact your Administrator and ask them to report the problem to
Berrick Computing. Give them as much detail as possible.

8020 Cannot open document - a Chronolator Add-in is loaded

Only one Chronolator document can be open while a Chronolator Add-in is loaded.

12.10 CHECK TABLE ERROR CODES

These messages appear as Tooltips when the mouse is hovered over a table error, and are also listed at
the bottom of a Chronolator Document after Check Tables discovers errors.
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c8n100 This row contained the wrong number of columns. Chronolator has rectified this,
but you should check that the each entry is under the right heading

Further The number of columns in this row was different from the number of column
Information headings. Chronolator has added or deleted columns to rectify this. No data will
have been deleted, but it might not be in the correct column.

Possible actions Review where Chronolator has put the original data, and move it into another
column if necessary.

c8n120 This column is blank, but must always be completed. Add some text.
Further The Case Review Administrator has deemed it mandatory that this column should
Information always be completed.

Possible actions Add text to the column.

c8n125 'As Above', 'See Above', or ditto marks are not allowed.
Further This can seem annoying when you are entering many similar events into an Internal
Information Chronology. However, remember that the Administrator will probably merge your

chronology with others. When merged chronologies are sorted, 'As Above' and
similar rows may well become separated from their previous predecessors.

Possible actions Copy and paste text from the previous row.

c8n130 Cell is vertically merged. Copy any text to another row or rows and delete all rows
containing this cell.

Further The table cell in question spans more than one row; this is called a 'vertically
Information merged cell'. Chronolator is unable to process tables containing vertically merged
cells.

Possible actions Insert one or more rows. Copy and paste any required text, then delete all rows
containing the problem cell.
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c8n135 Cell contains a nested table. Convert the nested table to text.
Further The table cell in question contains a nested table. This can happen if you select the
Information relevant option when pasting from on table into another.

Possible actions Convert the nested table to text, and make sure the information it contains is under
the correct column headings.

c8n140 The '>' character is not allowed in this column.
Further Chronolator uses the '>' character to keep track of the Source of Information in a
Information Composite Chronology. It is, therefore, not allowed in the Source of Information

column in an Internal Chronology.

Possible actions Use a different character.

c8n145 Invalid Source

Further The Source of Information column contains an invalid Source Prefix. Source Prefixes

Information are assigned when you import a chronology document and cannot be changed
afterwards.

Possible actions Press Admin > Show Document Details to see the list of prefixes which are valid in
this document.

c8n210 Invalid date, or invalid date format. Try another format (e.g. '01 feb 2006' or
'01.02.06').

Further Chronolator cannot interpret the date in this cell. It might be in a recognisable

Information format but be invalid (e.g. '32 May 2007'), or Chronolator might not recognise the
format.

Possible actions Enter a date in a recognisable format. Chronolator recognises most common date
formats.
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c8n220 Invalid time, or invalid time format. Try another format (e.g. '1.20 am’, '0120', or
'01.20').

Further Chronolator cannot interpret the time in this cell. It might be in a recognisable

Information format but be invalid (e.g. '25:00'), or Chronolator might not recognise the format.

Possible actions Enter a time in a recognisable format. The message text indicates a number of
formats that Chronolator recognises.

c8n230 Event ends before it starts.
Further None.
Information

Possible actions Change the start or end dates / times of the event.

c8n240 Start of event is out of sequence.
Further None.
Information

Possible actions Check the information about when the event started. If it is correct, you can use the
Sort Tables button to put the event in the proper place in the table.

Sometimes you might get many of these errors. If so, go to the first one and then
look at the event immediately before it; it is often that one which is the root cause
of the problem.

c8n250 End of event is out of sequence.
Further None.
Information

Possible actions Check the information about when the event finished. If it is correct, you can use
the Sort Tables button to put the event in the proper place in the table.
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c8n300 At least one abbreviation is not defined. Change the abbreviation, or use the Tools
> Glossary > Edit button to define a new one. Put multiple abbreviations on
separate lines, or separate them with commas.

Further None.

Information

Possible actions As suggested in the note.
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13 APPENDIX C - LICENSING

Chronolator is licensed software. You can evaluate its features without having a licence, but the
documents it creates include a watermark on every page. If you do not want these watermarks to
appear, Chronolator must be licensed.

When you open the first Chronolator Document in a particular Microsoft Word session, a form is
displayed where you can accept or decline the licence terms. The Licensee and Expiry Date are shown
on the form, and the full terms of the licence can be displayed by pressing the View Licence button. If
you do not accept them, the document will close.

Chronolator Documents and the Chronolator Online Workbench are licensed in different ways.

ONLINE WORKBENCH LICENCE

When you buy a licence to use the Chronolator Online Workbench, you are given a small text file whose
name begins Chronolator40Licence.

The licence is specific to a particular purchaser, and the licence file should not be distributed to anyone
else except as allowed in the licence terms.

Details about how to get a licence for the Online Workbench can be found on the Chronolator Web site
at www.chronolator.com/licence.htm.

To install the licence, copy it into the same folder as the Online Workbench. The Online Workbench
propagates the licence information into the Chronolator Documents it creates.

CHRONOLATOR DOCUMENT LICENCE

Chronolator Document licences are created by the Online Workbench and stored internally in the
Chronolator Document.

LICENCE PERIODS

A Chronolator licence is valid for a specified period.

< For the Online Workbench, the period is contained in the licence file

< Internal Chronologies are licensed for up to six calendar months from the day they are created,
subject to a maximum of one month after the Online Workbench licence expires

< Composite Chronologies created by the Online Workbench are licensed for the same period as
the Online Workbench

< Composite Chronologies created by Local Administrators using the facilities included in an
Internal Chronology expire at the same time as that Internal Chronology

Internal Chronologies created by Berrick Computing Ltd under the terms of a Single Case licence
are licensed for the period agreed with the purchaser
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WHAT HAPPENS WHEN A LICENCE EXPIRES

When a licence expires, all the standard Microsoft Word features continue to function, but:

< the Chronolator toolbar and buttons do not appear
< no Chronolator features are available

Chronolator Documents whose licence has expired can be imported into licensed Composite
Chronologies as if they were still licensed.

LICENCE EXTENSION

Unavailability of records and other factors can sometimes delay the completion of a Chronolator
Document beyond its expiry date. Chronolator Documents therefore provide a simple way to extend a
licence without having to contact Berrick Computing Ltd.

Starting 30 days before a Chronolator Document expires, an Extend Licence button appears on the
Licence Acceptance form. Pressing it prompts the user to enter an Extension Password, which is
supplied along with the Online Workbench licence. Entering the correct password extends the licence
for up to three calendar months, subject to a maximum of one month after the Online Workbench
licence expires.
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APPENDIX D - HOW CHRONOLATOR DEALS WITH EVENTS

14

WITH IMPRECISE DATES OR TIMES

In the real world, events begin and end on exact dates and at exact times. In a chronology, not all this
information might be known for a particular event. Indeed, in some chronologies, the administrator
might decide not to collect some of this information at all.

Chronolator always ensures that the Start Date of event is specified, but the Start Time, End Date and
End Time are often missing. How does it deal with such events?

ASSUMPTIONS

|INDIVIDUAL EVENTS

When information about the exact start or end of an event is missing, Chronolator makes the following
assumptions so that it can be processed.

< if Start Time is missing, it is assumed to be midnight (00:00)
< if End Date is missing, it is assumed to be the same as Start Date
< if End Time is missing, it is assumed to be the same as Start Time

DURATIONS

Sometimes the elapsed time between two instants needs to be calculated; for example, the interval
between two events, or between the start and end of a single event. Chronolator assumes that any
information missing in the later instant is the same as that of the earlier one.

|ASSUMED INFORMATION IS NEVER DISPLAYED

Whatever assumptions Chronolator might make about missing information, it will never display those
assumptions explicitly. For example:

< an event which Chronolator assumes to start at midnight, for example, will never include that
time in any display
< aduration based upon an assumed time will only include date-based information

OVERRIDING CHRONOLATOR'S ASSUMPTIONS

Sometimes you might know the order in which events happen even though you do not know their dates
and time exactly. In these circumstances you can use a Sequence column to ensure that Chronolator
sorts events in the order you specify. The Check Tables button can still be used to check that such
'manually' sorted events are in a valid order. For more information about the Sequence column,

see Using a Sequence column (section 9.5).
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15 APPENDIX E - SUPPLEMENTARY INFORMATION

15.1 OPENING A CHRONOLATOR DOCUMENT

Word might require you to allow some actions before it initialises Chronolator. In particular:

“ you might need to Enable Editing if the document opens in Protected View
“ you might need to Enable macros, depending on your macro security settings

You will also need to accept the terms of the Chronolator licence if you have not already done so since
you opened Word.

For details, please refer to the following:

& Protected View (section 15.1.1)
' Enabling macros (section 15.1.2)
< Licensing (section 15.1.3)

15.1.1 PROTECTED VIEW

Word sometimes opens a document in Protected View, in which no editing is allowed. You must enable
editing if you want to make any changes to the document, let alone use its Chronolator facilities.

< If you get a warning like one of

[ Home  lesert  Design Loyt Referenoes  Malingn Revew Veew Help

these, in Wthh the PrOteCted (1) PROTICTEDVION Bircomseul e focurs the Umnonet £ cominin wiruses. Unkest y0us sl 80 ok, ' salee 5 py b Proteiod View )
View warning includes an Enable - S—— — —
Editing button, press it and then | i e met e s S diom | S v e e —
see Enabllng Macros (Sectlon (1] PROTICTED VIDS  [fitiong ther iyt ot i barmavatrutid st 00 o Bl ik ettinge o thne Trusm Civnty, ik Fow msse deta "
15.1.2).
“ If the Protected View warning

. Fila HiaTie st Dasagn T B Er L LERS e [ el = Conmameanis
does nOt InC|Ude an Enab’e Y PROTICTED VIDA [t bk et Cynt v et deliomrati st 1 ‘i’ ooy 4t Sl o irait: il -

Editing button, click on the
warning to discover more
information, and continue
reading here.
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The resulting display tells you
more about why Word stopped
you editing the document and
offers the opportunity to change
some settings.

In this example, you would press
File Block Settings . . .

. and then:

‘Y press the circle next to
Open selected file types in
Protected View and allow
editing

‘Y press OK a few times until
you return to the
Chronolator document

“ close and reopen the
document

“ press Enable Editing as
shown in the picture above
in this section
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SampleCompesiteChronologyHealth.docm - Protect...

Info

= Saved devlil be

SampleCompositeChronologyHealth

Vi = Samples

€35 Upload

lﬁ Share %@y Copy path = Open file location

Protected View

Fditing this file type (Word 2007 and later
Documents and Ternplates) is not allowed due

to your palicy sattings.
lFiI b Setti |

I mor d Wi
Truth Cenler ¥ ®
Led P
Fille Bk S taruge
led L
For each Tile type, you can select B Opan ard Save chack booe alecting Op: L ]
e [ et # e Preected Yiew. By ttdeitong Srve, Wioid povents s i Lhe Tile Bype
a Ao Catborgri Fie Type Dpen Save
Wioed 2007 and Liber Documents and Temglites b (7
X Settitegs
= Eeflinegs
teiled Wie I
agrt Bai 0
[Fie Bk Setmngr L
s 5}
Uiplaiwy
=5}
|
aff Fole
vy 1 ad
P wie d
[+ d ity
Besices Diflaudis
[ 2 e

’;___-" The File Block settings in the above example are just some of those which can make a document
open in Protected View. Other settings which activate Protected View can be found in the Trust
Center. See The Trust Center (section 15.3) to discover how to open it.

After you have enabled editing in Protected View, you will probably need to Enable Macros.
See Enabling Macros (section 15.1.2) for details.

15.1.2 MICROSOFT WORD MACROS
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If, when you open a Chronolator Document, either the Licence (section 15.1.3) is displayed or the
Add-ins tab on the Ribbon has a Chronolator Toolbar (section 5), you do not need to read here any
further.

Word might — or might not — warn you that a document contains macros when you open it.

Before it does so, Word might open a document in Protected View. For more details,
see Protected View (section 15.1.1).

Chronolator works by using Word macros. Because they are computer programs, macros can be used to
propagate and run computer viruses. Word therefore allows you to prevent them running, since for
most documents they are unnecessary. However, for Chronolator they are essential.

The following pages show you how to allow Chronolator macros to run without compromising your
computer.

DIGITALLY SIGNED MACROS

Chronolator Version 4.0 macros are 'digitally signed' by Berrick Computing Ltd, which means that Word
checks they have not been tampered with since they were published. If they have been, Word will not
allow them to run.

You can choose to trust all documents signed by Berrick Computing Ltd, in which case Chronolator
Documents will always run macros when you open them. This document shows you how.

Sometimes your IT department might prevent you from making the changes described below. If so,
you might like to ask them to read Group Policy settings for Chronolator Macros.

ENABLING MACROS

Word usually informs you it has disabled macros by displaying a message under the Ribbon, with an
Enable Content button.

< If you want to enable macros
just this once, press Enable
Content, and continue readingat ™ . & . =00 . ..

Licensing (section 15.1.3) e ———— ' - ' =

< If you want always to let
macros run in this document,
press Macros have been
disabled, and continue reading at
Setting a level of Trust in this
section.
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< If Word does not inform you it

Hrvarw H iy Share Commenti

has disabled macros, press S . i
AaBbC AaBbC: AabBblc
Headrs wackeg I Hesdeg ld':ﬁ I.'-::J:r

. . S (] * s
File, and continue reading at ient | [ TP

Panagraph n e o oot -

Setting a level of Trust in this - e T A T T R T S B A W e
section.

SETTING A LEVEL OF TRUST

You can choose to enable macros each time you open a Chronolator Document. If you find that
inconvenient, you can specify a level of trust in them:

< To enable macros every time you open a particular Chronolator Document, make it a Trusted
Document

< To enable macros every time you open any Chronolator Document, you can make Berrick
Computing Ltd a Trusted Publisher

You set a level of Trust on the
Info tab in Word's Backstage

SampleCompaositeC hmﬂqh-ngml‘rh.do;m = Saved to ¥: Drive e b

Info

View.

SampleCompositeChronologyHealth

: = Samples

You can get to Backstage View by
pressing the File tab on the
Ribbon, or by pressing Macros
have been disabled if Word
displayed a security warning

ey Upload 15 Share & Copy path | | Er Open file location

when you opened a document. _ _
I\‘ Security Warning

et Active content might contain viruses and
Enable ather security hazards. The fallowing content
Print Content ~ has been disabled:
= Macros
Share You should enable cantent anby f you trust

the contents of the file
Trugt Center Settings
Learn mase about Actrve Content

Export

Making a Trusted Document

If you make the document a Trusted Document, Word will automatically enable macros in it whenever
you open it.
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In Backstage View:

Press Enable Content to see more
options.

Press Enable All Content.
Lave Ag
Prink

Share

Export

Transfarrm

SampleCompositeChronologyHealthodoom - Saved to Vi Drive devlll ber

Info

SampleCompositeChronologyHealth

V: = Samples

7 Upload I Share &y Copy path E Open file location

@ Security Waming

MActpee conbent might contain viruses and

Enable other securty hazards. The following content
Cartent ~ has been disabled:
f’ Enable All Content b
* Always enable thes document’s sctnve cantent

[make this a Trusted Docurnent)

Advanced Qptions
Select which actree content should be enabled.
This content will be enabled for this session only,

s Uratart Iiac imamt

If the document is on a network
location, Word might warn you

about it. @ Do you want to make this file a Trusted Document?

Press Yes.

Security Warning

This file is on a network location, Other users who have access to this
netwaork location may be able to tamper with this file.

What's the risk?

|:| Do not ask me again for network files Yes

Making Berrick Computing Ltd a Trusted Publisher

If you make Berrick Computing Ltd a Trusted Publisher, Word will automatically enable macros in this
document and any other Chronolator Documents you receive in future.
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SampleCompositeChronologyHealthodoom - Saved to Vi Drive devlll ber

Info

SampleCompaositeChronologyHealth

V: = Samples

In Backstage View:

7 Upload I Share &y Copy path E Open file location
Press Enable Content to see more

options.

@ Security Waming
MActpee conbent might contain viruses and
Enable other securty hazards. The following content
Cartent ~ has been disabled:

Press Advanced Options.

Print

: ’ Enable All Content b
<h

SEEE ¥ Always enalile this decurment’s active content

[make this a Trusted Docurnent)

Export

Advanced Qptions
2 Select which actree content should be enabled.
This content will be enabled for this session only,

N Uratart INiac imamt

Transfarrm

In the resulting Microsoft Office Microsoft Office Security Options ? X
Security Options display:
@ Security Alert - Macros

Macros
Macros have been disabled. Macros might contain viruses or other security
hazards. Do not enable this content unless you trust the source of this file.

Mote: The digital signature is valid, but the signature is from a publisher whom
you have not yet chosen to trust.

Mare information

File Path: ViSamples\SampleCompositeChronologyHealth.docm

Signature

signed by: Berrick Computing Ltd

Certificate expiration: 02/02/2023

Certificate issued by Sectigo RSA Code Signing CA

Show Signature Details

Press Trust a” documents from l::} Help protect me from unknown content [recommended)
this publisher. '::' Enable content for this session

@ Trust all documents from this publisher o

Open the Trust Center o Cancel

Press OK.

WHAT IF | CANNOT ENABLE MACROS?

If for some reason you cannot enable macros, you can still update the document but you will not be
able to use basic Word Save (you will get a message about macros being disabled). In that case, you

should save your changes either:
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“ by using Save As, or
< by closing the document and making the relevant reply when Word asks you if you want to save

changes
15.1.3 ACCEPTING THE LICENCE
Chronolator is licensed software. Licance %
If macros have been properly
enabled, a Licence screen is C h 'ono |at0 I

displayed when you open the
Online Workbench or a Lioed Ll R
Chronolator Document.

- - i 22 May 2032 Ref 123
Press OK to continue using st ay £ solsd il

Chronolator.

Press Cancel if you do not agree to

. Use of this product is subject to the terms of a licence.
the licence terms. The document Press ‘0K’ to indicate that you accept those terms, or "Cancel” to

will close. quit the program.

Press View Licence if you want to : _
Version 3.6 - ; Cancel @ View Licence

read the licence terms.

Q You are only asked to accept a licence once in a particular Microsoft Word session.

Further details about licensing can be found in Appendix C (section 13).

15.2 PROTECTING A DOCUMENT WITH A PASSWORD

Word can protect your document with a password. Consult Word Help for full details, but here are two
methods.
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USING THE FILE TAB

Press the File tab on the Ribbon,
and then press Info > Protect
Document > Encrypt with

SamplélnternalChrone... - Saved ? - a

Info

Password and follow the ensuing

instructions. SamplelnternalChronologyPolice

Vi = Samiples

7> Upload 5 Share @y Copy path | | & Ope

& Protect Document

Contral what types of changes

Protect peaple can make to this document.
Document ~

Save As

Print

Always Open Read-Only
Share “) Prevent accidental changes by asking
readers to opt-in to editing.

Export Encrypt with Password P
Password-protect this decument

Transfarm
Restrict Editing

Close L] Control the types of changes others o
can make
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USING SAVE AS

You can also password-protect a
document by clicking on the Tools
> General Options dropdown on
the Save As dialog.

il Saveds ®
= LA ] <« Shared_Folder (\\... » Sarmples v 0 Search Samples
Orgamize = e fodder =i a
-
Mame Dhate modified Tpe

» o Cuick scoess
10088 45 IMigrooft W
» (gl Microsoft Word Microsoft W

Mdicroeodt W

» ol OmeDrive
Microsoft Wi
» B This PC Mizeescdt W
M sodt W
> il Metwork E—
< >
File nasrie l SamplelnternalChronclagyPalice.docm .
Save as type | Word Macro-Enabled Document (*.doom) -
Authors:  devl bemrick Togs: Addateg
[ Seve Thumbnail
A Hide Folders oo v [ swe ][ conce
Map Metwork Drive...
Save Options...
General Options...
‘Web Qptions...
Comipress Pictures...

15.3 THE TRUST CENTER

The Trust Center is where you set security options for Microsoft Word. It is found in the Word Options

dialog.
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devil] Beerrich
# Share

OPENING THE WORD OPTIONS DIALOG
View  Help i QJ

Press the File tab SampleCampariteCBeanologyHeall...
E Home  insert  Design  Layout  References  Bailings  Review
Asisl | = = = w amw | BSOS
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The Word Options
dialog is displayed

Word Opteons

Language
Ease of Access
Advanced

L e Rilbad

Oninck Accers Toolbas
Add-ins

Tt Center

Eﬂ General options for warking with Ward.

User Interface options

Wheen using multiple displays

® Qptimize for best gppearance

v [application restart required

ize for compat
St blen Toolbar on delechcn

Erabile |ive Previes

| Update document content whale desggeng

O & K E

] Collapse the ribbop automatically
] Collapse the Microsoft Sesrch box bry default
ScpeenTip style: | Show feature descriptions in ScreenTips -

Fericnaline your cogry af Microsslt Office

Liser P deel] besrick

di

ssg thete values regeadiess of sign in bo Oifsce.

Mo Bagkgee

Celoful -
Privacy Settings

Pervacy Settings...

Linkedin Features

Use Linkedin features in Office to stay connected with your professicnal network and keep up to date in your industry.

=

] Enabile Linkedirn features in my Office applications

DT RS T T JUUSS Y S——— T T S LS
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THE TRUST CENTER

In the Word Word Options " ”
Options dialog, General WP cip keep your documents safe and your compater secure and heaity.
press Trust L

Center, then press

Trust Center Langusge

Proofing Security & more
Wisst Offsce.com to bearn more about protecting your privacy and security
Micrgpoft Tropworthy Computing
Microsaft Word Trust Center

Settings, Ease of Access

The Toust Center containg security and privacy ettings. These settings help keep your
1 compater secure. We recommend that you do net change these settings. Trust Center Settings.

=
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The Macro
Settings button
controls whether
macros can run.
When set as
shown here, it
works in
conjunction with
the Message Bar
settings

The Trusted
Publishers,
Trusted Locations,
Trusted
Documents, and
Protected View
buttons work
together to
influence when a
document opens

in Protected View.

Trust Cernter

Trusted Publishers
Trusted Locations

Truisted Decuments

Trusted Add-in Catalogs

Adkd-irs

At Settings

|M1m$ﬂﬁngs

Protected View
Message Bar
File Black Settings

Privacy Options

Macro Settings

Digalle all macres without motificatson

® [isabile all macres with ne

il misciad exdegl bty dagiied ivbdicd

Erable sl macras (not recommended; potentully dangenows code can rum)

Develaper Macrs Settings

[ Trust sccess be the WBA praject chject medel

Trust Cernter

Trusted Publishers

Trusted Locations

Tristid Decuments

Trusted Add-in Catalogs

Add-ins
At Settings

Macio Sethngd

| Protected View

Message Bar
File Bllock Settings

Privacy Options

Protected View

Pratected View opens potentially dangerous Files, without smy securty prommpts, in a restrcted mode to help
ssnimize harm to your computer. By disabling Protected View you could be expesing your comnputer to posssble
security threats.

[+ Enable Protected View for files o rigiratireg from the [rbernet

[#] Enabile Protected View for files located in potentislly wnsafe jocstions

E Enable Protected Veew for Qutlook sttachments L

© 2021 Berrick Computing Ltd. All Rights Reserved.

157




Using Chronolator Documents 158

To find out more Trust Centes B ®
information about | Tusted pubienes e ——
: Trusted Locations
the SEttI:ngszOU Trusted Decuments . E:-: sk all agros without motificateon
can ma e a er‘ hi it all macras with (gt [=4]
. Trusted &dd-in Catalogs Ohetalble all pnacron except digitally thaned rmscres
preSSIng one Of Add-ins Erairle 3l macros (not recommended; potentially dangeraws code can fun
these buttons, ActheX Settings D ot
cueloper Macro Settings
CIiCk on |t and I I [ Trust sceess b the VBA praject object model

Protected View

press ? at the top S
right hand corner File 3.;,,p Settings
of the display to Privacy Opticns
open Word Help
for the relevant

topic.

15.4 ADVANCED MACROS

i‘*, You should usually only run these macros if asked to do so by Chronolator support staff.

The Advanced menu contains the following tools:

& c8ImportSpecial_1

& c8EnvironmentCleanup

@ c8CleanupAddins

<l c8NormaliseSourceOfinformation
& c8SetJSONParser

Some of these tools are also available using Word's Run Macro facility in case of problems with the
standard Chronolator toolbar.

You run a macro by pressing AutoSave (@ 5%) (5] SampleCompositeChaonaiogyHeaith.d
Macros on the Developer tab of L e T == R e ik
. G = o= Aa Aa B B [l Design Mod
the Ribbon: =3 [ wm &) B B ﬂﬁ;mg B Design Made =
Viual Maceas Add-  Word  COM - HML Mapping
Basic £ Macra Secuanty ins  Add-ing Add-ins E =N : Pane
Code Add-ins Conftrolt Lapgping
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You will be asked which macro you
want to run as shown here.

Select it and press Run.

Macros

Macrg name:

cBEnvironmentCleanup Q- | Bun |
AutaOpen T 1
c&Cleanupidding | Step Into
cBEnvironmentCleanup . -
cElmportSpecial_1 Edit
FileSave =

Create

Delete

Organizer...

Macros in: | All active templates and documents

]

_Descriptiun:
Cancel
. Woed Dyptsarv -] »
Q The Developer tab is only
Cepmatral iy
. . Sy Cusiomas the Ribbon and ieyboard shorosts.
shown on the Ribbon if the Dl SR
. Dl oernmands Tros Curstarmize the Bibben
Word Option :: Poprelat Commands Kaen Tt
Customise Ribbon > Developer | | = = : =
. . . Eane of Sccest F Agnlh 0 B imsert ldeg Poat
is ticked: i i Bule I 8 Dutieing
a § T H [ Bechgrousd Remeval
Cimemize Bibhen o 0 (A Home
Ok Access Tos St 8 et
— :;_|: e Mewm B AL I!El'-u
- - — [ b Desagni
anity I?' o s " IIIEIJ.-:J.‘:
i B [ Relerences
E 1 B Madngs -
ﬁi I'|'Imlcr.1;;:l '__ 1
: i
| =
-&; : 9 “P
A Cutam Toolbsn
"] B Help
I
|
&
& _
+= L ph Spacing Hing Tab Bew Grovp | | Fmame
By bind Cuntematiom Figaet =
Earyboaed thy Cunpormize_ gt
] [ e

IMPORTING A DOCUMENT WITHOUT ADDING A SOURCE

1244 PREFIX

Macro c8ImportSpecial_1 imports a document as-is without adding a prefix to its Source of Information

column.

15.4.2 CLEANING UP THE CHRONOLATOR ENVIRONMENT
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Chronolator stores some settings in the user area of the Windows Registry, and sometimes saves your
work in hidden Word documents. It removes these things when the last Chronolator document in a
Word session is closed. If this removal were to fail (if Word crashes for example) it might affect opening
the next Chronolator Document.

Macro c8EnvironmentCleanup performs the same clean-up that Chronolator does when it closes
normally.

15.4.3 UNLOADING CHRONOLATOR ADD-INS

The last Chronolator Document to be closed in a Word session should unload any Chronolator Add-ins.
If it fails to do so, you can run macro c8CleanupAddins, which will unload Chronolator Add-ins but leave
any others you might use in place.

15.4.4 NORMALISING THE SOURCE OF INFORMATION COLUMN

When processing abbreviations and highlighting documents by agency, Chronolator relies on the Source
Prefixes in the Source of Information column being in a uniform state (for example, having the right
number of spaces between words and being in the correct case). Chronolator does this automatically
when needed, but the algorithm it uses to check whether it is necessary does not check every event in a
large file - to do so might take too long. There is, therefore, the possibility that abbreviations might not
properly be found and that highlighting might not properly be applied.

Macro c8NormaliseSourceOfInformation can be used to put the Source Prefixes in a uniform state if
required.

Note that any Bold, Italic, Underline formatting applied using the Anonymisation feature will be lost
and will need to be redone. If that is the case, Personalise the document without using formatting, and
then Anonymise it using formatting. See Anonymisation and Personalisation (section 9.3) for more
details.

Similarly, any colours applied by the Highlight Source feature will be lost and need to be redone.
Chronolator remembers the highlighting which was last applied, so you just need to press Tools >
Highlight Source > Define and Do and then press the OK button on the Highlight Source options
selector.

15.4.5 SETTING THE JSON PARSER

Chronolator uses a JSON parser when converting a JSON file (as used by the Chronolator Browser Tools)
to Word. You can set which of the two installed parsers to use by pressing Advanced > c8SetJSONParser
and choosing option 1 or 2.

If you need to use Word's Run Macro facility to set the parser, run c8SetJSONParser_1 or
c8Set/SONParser_2.
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16 GLOSSARY

A

Abbreviations Glossary

The Glossary contains Abbreviations and their Definitions that can be used to anonymise,
personalise, search and navigate the chronology.

Add-in
A stand-alone Word document that can be used to add functions to a Chronolator
Document.

Add-ins
A Chronolator Add-in is a stand-alone Word document that can be used to add functions to
a Chronolator Document.

Case Details Wizard
The tool in the Online Workbench that is used to define a new Chronology Document

Case Review Administrator
Someone who sets up a Chronology Document using the Online Workbench

Chronolator Browser Tools
Some tools that use your web browser (e.g. Chrome) to process chronologies.

It is important to note that only the software resides on the Web. Your chronologies stay on
your computer, completely under your control. Their confidentiality is not compromised.

See tools.chronolator.com.

Chronolator Document
A document containing one or more tables created by Chronolator

Chronolator Documents
Documents containing one or more tables created by Chronolator

Chronolator Online Workbench
The Word document (ChronolatorOnlineWorkbench.docm) used by a Case Review
Administrator to create Chronolator chronology documents

Chronology Document
A document containing one or more tables created by Chronolator

Composite Chronology

A Chronolator Document containing information from two or more organisations or
departments. Often referred to as a 'Multi-Agency Chronology'
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Internal Chronology
A Chronolator Document specific to a particular organisation or department

I1SO 8601

ISO 8601 is an international standard covering the exchange of date- and time-related data.
It was issued by the International Organization for Standardization (ISO) and was first
published in 1988.

JSON
JavaScript Object Notation. A text-based format for storing and exchanging data. Can be
read by any text editor, such as Notepad.

JSON parser
Software that translates JSON into items that a computer can process.

Local Administrator
Someone who distributes an Internal Chronology for others to complete and then merges
the results into a Composite Chronology

London Child Protection Procedures
London Child Protection Procedures, Edition 4, p510 (London Safeguarding Children Board,
2010 (www.londonscb.gov.uk))

macros
Macros are a standard feature of all Microsoft Office programs. They automate repetitive
tasks and commands by using Visual Basic for Applications programs.

Online Workbench
The Word document (ChronolatorOnlineWorkbench.docm) used by a Case Review
Administrator to create Chronolator chronology documents
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P
Preamble
The first couple of pages in a new Internal Chronology. You can update it in any way you
like: Chronolator does not check it.
Protected View
A standard Word feature that protects your computer from viruses, worms, or other kinds
of malware that can harm your computer.
Because Chronolator Documents contain macros, and macros can be used to create viruses,
Word sometimes flags them as potentially harmful and opens them in Protected View.

R
Ribbon
The area at the top of the Word display

S
Source Prefix
Specifies the agency or organisation that provided the information about an event. You are
prompted to enter it when you import a chronology into a Composite Chronology, and
Chronolator adds it to the beginning of whatever is already in the Source of Information
column.

T
Trust Center
The area in the Word Options dialog that lets you set security options.
txt
A text file produced by one of the Chronolator Browser Tools. Although simple text, only
the Tools can make sense of it.

W

Windows Task Bar
The area along the bottom of the screen.
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17 INDEX

Accepting the Licence, 151

Administrators, 29

Advanced Macros, 158-159

Anonymisation and Personalisation, 47-51

Appendix A — Troubleshooting, 86

Appendix C - Licensing, 142-143

Appendix D - How Chronolator deals with events with imprecise dates or times, 144
Checking for errors, 20-22

Cleaning up the Chronolator environment, 159-160

Composite chronology

Overview, 29

Step by Step Guide, 29-36

Conflicts with Word add-ins, 92-94

Correcting errors, 22-26

Creating A Composite Chronology Document, 29
Documentation, 4

Entering and checking events, 16

Entering data in the Chronology Table, 17
Glossary, 161-163

Help, 9-10

Highlighting Sources of Information, 59-65

Licensing

Accepting the terms, 151
Expired licences, 142-143
Licence types, 142-143

Macros

Advanced, 158-159
Conflicts with other programs, 92-94
Enabling, 146-151
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Security, 146-151

Microsoft Word Macros, 146-151
Opening a Chronolator Document, 145
Overview, 29

Practise Using Chronolator, 9

Problem reporting, 9-10

Process

diagrams, 5-8

overview, 5-8

Producing Composite Chronologies, 16
Productivity Tools, 37
Productivity Tools and Advanced Features, 16

Progress Bar
Disappears, 87

Protected View, 145-146
Publish

Analysis document, 65-73
Exact Copy, 65-73
Narrative, 65-73

Publishing a chronology, 65-73

Recovering corrupted Chronolator Documents, 87-91
Setting the JSON parser, 160

Slow processing, 91-92

Special Columns, 17-20

Step by Step Guide, 29-36

System requirements

general, 10

Microsoft Word, 8-9

The Age and Interval Calculator, 37-40

The Chronolator progress bar disappears, 87
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The Chronolator toolbar does not appear, 86

The Chronolator toolbar doesn't have all its buttons, 87
The Chronolator toolbar has disappeared, 86-87

The Sort Tables button, 26-28

The Trust Center, 153-158

Toolbars

Composite chronologies, 14-15
Disappeared, 86-87
Do not appear, 86

Internal chronology, 14-15

Unloading Chronolator Add-ins, 160
Using a Sequence column, 55-59
Videos, 9-10

What is in a Chronolator Document?, 17

Word

Options dialog, 153-158
Trust Center, 153-158

Versions, 8-9

Word Table Tools, 59

Working with Chronolator Documents, 11
Working with Duplicated Rows, 51-55

Working with the Abbreviations Glossary, 40-47
Working with the Browser Tools, 12-13
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