
Creating Reusable Field Descriptions

Galaxy Web   and Galaxy Electronic Time and Attendance (GETA)  use multiple fields for data input and display. Each application is 

divided into modules, screens, tabs, and subtabs. Tabs and subtabs contain multiple fields. 

Galaxy Web and GETA contain thousands of fields to document. To ensure an efficient field documentation process, descriptions are 

written once for each contextual usage, and then reused as many times as needed in the documentation.  

The remainder of this article helps you to:

Understand field description documentation requirements.

Understand the context in which field descriptions appear in documents.

Learn how to use DITA XML to set up reusable field description text.

Requirements

Each field shall have a corresponding description. 

Field descriptions shall be reused whenever possible. For example, the description of the Fiscal Year field is the same on most 

application screens so one description can be reused many times. 

Different versions of field descriptions shall be written to accommodate the context of the screen.  

For example, the purpose of the From Date field on one screen may be different than the purpose of the From Date field on another 

screen. Each purpose requires a different contextual field description.

Field descriptions shall be visible in screen reference topics, in both online help and PDF versions of documents.

In online help topics, field descriptions shall be hidden in online help topics. Instead, field names shall be listed under screen shots. 

When a user points at the name of a field, the description appears. When a user clicks the name of a field, the appropriate screen 

description topic opens.  

In PDF versions of documents, cross-references with page numbers will appear in task topics instead of the list of field names.   

Context

Screen reference topics appear in both online help and PDF versions of documents. These topics describe all the fields that appear on 

one tab or subtab of an application screen. For example, the description of the From Date field is shown in the red box below. 
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Task topics appear in both online help and PDF versions of documentation, but in different ways. 

In online help, task topics include lists of field names below screen shots. When a user points at a field name, the description of the field 

appears as hover text. When a user clicks on a field name, the corresponding screen reference topic opens.  This is a layering 

technique that allows users to access more information when they need it instead of having to take the time to look up information in 

another part of the help system. 

In PDF versions of documents, there are no lists of field names below screen shots. Instead, there is a cross-reference with a page 

number to the corresponding screen reference topic.  
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Instructions

Creating reusable field descriptions requires a glossary entry topic for each field name, a screen reference topic for each tab or subtab on a 

screen, and field lists in various task topics.

Glossary Entry Topic

Create one glossary entry topic for each field name. This topic can contain multiple definitions, one for each contextual use of the field.

1. Create a file named field_field-name.dita and save it to the common folder. 

For example, for the From Date field, create a file named field_from-date.dita and save it to S:\ITS\dita_geta\common.

2. In the glossary entry topic, code one <glossentry> element, as shown below.  

Assign the id=”a” attribute to the <glossentry> element.

Code a <glossterm> element using the name of the field.

For each contextual field description, enter a comment that identifies the screen, tab, and subtab names that contain the field. 

Task Topic in Online Help



For each contextual field description, code a <ph> element with the text of the description. Assign a unique number to the id= attribute.

Screen Reference Topics

Screen reference topics describe fields and buttons that appear on screen. Create one screen reference topic for each tab and subtab on 

an application screen.  

1. Create a file named screen_screen-name_tab-name.dita and save it to the screens folder. 

For example, create a file named screen_my-leave-requests_search.dita and save it to S:\ITS\dita_geta\screens.

2. In the screen reference topic, code one <dl> element for each area of a tab. An area is a clearly identifiable space on the tab. For 

example, fields within labeled boxes, fields grouped together on one part of a tab, or the fields located in rows and columns. Then, 

create one <dlentry> element for each field in the area, as shown below. 

a. Assign a hyphenated version of the field name to the <dlentry> element id= attribute. For example, if the name of the field is From 

Date, code id=”from-date”.

b. Enter the <dt> element with the name of the field, as it appears on the screen.

c. Code a <dd> element that contains a <ph> element with a conref= attribute that references a contextual field description in the 

glossary entry topic. In this example, the third field description for the My Leave Requests screen, Search tab is referenced.

The id= attribute values in glossary entry topics will be referenced by field descriptions in screen reference topics.



d. Assign an id= attribute to the <ph> element, using the hyphenated field name and a desc- prefix. For example, if the field name is 

From Date, code id=”desc-from-date”. 

e. Enter an <indexterm> element using the name of the field, as it appears on the screen. 

Task Topic Field Lists

Field descriptions only appear in task topics when the user points at the name of a field. If the user clicks the field name, the corresponding 

screen reference topic opens. For PDF documents, a cross-reference to the topic that describes the fields appears instead of the field name 

list.

1. Create a task topic. How the topic is named and where it is stored depends on the section of help and the application module (see Fil

e Locations ). 

2. In a task topic, create one <sl> element for each field list to appear below screen shots, as shown below.

a. Code one <sl> element the first time a new screen is introduced in the task topic.  Enter a brief     description of the field list for the id= 

attribute. Enter the platform=”help” attribute to indicate that the field list only appears in online help.

b. Code an <sli> element.

c. Code an <xref> element with an href= attribute that references the <dlentry> id= attribute in the screen reference topic. This will open 

the appropriate screen reference topic if a user clicks the field name in the field list.

d. Enter the name of the field, as it appears on the screen.    This creates the text of the field name in the field list.

e. Code a <desc> element. This will cause the field description to display as hover text when a user points at the field name.

f. Code a <ph> element with a conref= attribute that references the <ph> element in the screen reference topic.

The id= attribute values in screen reference topics will be referenced by field lists in task topics.

The field list code pulls the name and description of a field from a screen reference topic. By referring to the id= attributes defined in 

the screen reference topic, task topic field lists always remain updated if a different field description number is referenced by the 

screen reference topic. The <xref> and <desc> elements in the field list create the hyperlink and hover text needed in the task topic.
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