Get Microsoft Word working with you
…instead of against you

Information Placement Tool
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1 Overview
When writing documents ,filling in forms, replying to PQQs and RFPs, you regularly need to add the
same information over and over again.
Writers often have to search this information out, often cutting and pasting from previous
documents. This is obviously time consuming, and perhaps even more importantly, can lead to
uncontrolled and potentially out of date or incorrect information being used. Even if there is a
spreadsheet containing most of this information, it still takes time going between applications and
pasting content across.

1.1 Control
The Plaice Tool gives your writers
access to this information directly
from a customised Word ribbon.
The information is stored in an Excel spreadsheet, so you have complete control over it and can
update or add information as required.
The spreadsheet can be located in a common network location, meaning all users are using the exact
same data whenever they user the buttons on the customised Word ribbon. If the spreadsheet is
updated, the next time a user opens Word, they will be using the updated information, without
having to do anything or even being aware that the information has changed.

1.2 Flexibility
Information can be categorised under different buttons on the ribbon (up to 10). The structure of the
Excel file determines the way the information is presented to the user. Each Worksheet in the
spreadsheet, represents a button on the ribbon, which inherits it name from the Worksheet name.
The information listed in each Worksheet is then made available within a dropdown list under that
button.
The icons associated with each button can also be changed as required, allowing you to create
buttons that are related to the name of the button and the type of information underneath it.

1.3 Efficiency
Just choose the information you need to insert into your document from the Plaice ribbon and it will
be inserted at the current cursor position.
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2 Installation
2.1 Run the installer
Follow the installer instructions. The installer does two things:


creates a Word Add-in that will give you access to the Plaice ribbon whenever you open
Word



creates a folder which contains all the configuration information for the tool, including the
Excel spreadsheet which will hold your all your commonly used information

2.2 Uninstalling
If you wish to uninstall the Plaice Add-in, run the installer again and you will get the option to
remove. You can also use Add/Remove programs from the Windows control panel to remove Plaice.

2.3 Product activation and licensing
In order to use Plaice, you will need to activate it using an activation key, provided when the product
is purchased.
Once you have your activation key, click on the Manage License button on the Plaice ribbon and
follow the instructions.

Deactivating a key
If you need to deactivate a key on one computer, in order to use it on another, this can also be done
using the Manage License button.

2.4 Place the configuration folder
The default location for the configuration folder, when Plaice is first installed on a computer, is
within your Documents folder:
Documents\Plaice
You can move the configuration folder to the location of your choice. If you have multiple users, this
can be a network location, which will ensure that all users are working with the same information.
If you do move the location of the configuration folder, you will need to tell Plaice where it is. You
can do this using the Settings button on the Plaice tab, as described below.
If you are a user of the system, rather than the administrator, you can skip this setup. The system
administrator will be able to tell you where the configuration folder is located, so that you can
configure the tool in the next step.
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2.5 Pointing Plaice at the configuration folder
When you open Word, you should see that the Word ribbon now has a Plaice tab.
Click on the tab and then click on the Settings button.
You will now be able set up the configuration folder location.
If successful, after a few moments, you should see the ribbon updated based on the contents of the
Excel spreadsheet and you’re ready to go.
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3 Updating information
Plaice is designed to be flexible, with both the information and the structure of that information,
completely under your control. There are some rules that need to be adhered to in order to allow the
system to work properly.
All the configuration information for the Plaice tool is contained within in the configuration folder:


Plaice Configuration.xlsx – the spreadsheet that contains all your information



10 category bitmaps – allowing the user to create their own button icons

3.1 Excel spreadsheet structure

The spreadsheet structure must remain the same:


The information tables on each worksheet need to have the user information starting on line
3 of the spreadsheet



New rows of information can be added, either to the bottom of the list, or within the current
list



-

There must not be any gaps (empty rows) within the list. The tool would treat this as the
end of the list

-

Information will appear in the dropdown list, in the order it appears in the spreadsheet

The spreadsheet can contain up to 10 worksheets, each with a unique name
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3.2 Updating button icons
The icons on the button for each category can be updated to reflect the information contained under
that button.
To do this, replace the corresponding category bitmap with a new one of the same name. The icon
need to be a BMP file and 32x32 pixels.
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4 Adding information to documents
Once Plaice is configured and pointing at the configuration folder, it is ready to use.
You should be able to see information category buttons on the Plaice customised ribbon for each of
the worksheets in the configuration spreadsheet. Clicking on these will reveal a dropdown list
containing the pieces of information listed on that worksheet.
Select the piece of information required and it will be inserted at the current cursor position.

4.1 Troubleshooting


If the buttons are not present, check the location of the configuration folder is set up
correctly



If you can’t see all the information you expected under one of the buttons, check that there
are no empty rows in the Excel spreadsheet data for that button
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