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INTRODUCING • • • 
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SYS0EM/38 TEXT MANAGEMENT WORKSHOP 
jE COURSE OB.JECTIVES 

Up 0 nco m p l eit ion 0 f t his c las s , the stud e n t s h 0 u l d 
be able to: 

* Understand Basic Word Processing Concepts 

* Correc,t l:7fT Use System/38 work 'sta t ion keyb oards 

* Create/D~lete Text Documents and Files 

* Correctly use System/38 Text Line Commands 

* Create, nevise and delete paragraphs within a text 
document 

* Set up maTg i ns and spac i ng f or paragraphs with ina 
document 

~-: Use S /3 81 ,~T ext Man age men t Com man d Fun c t ion key s t 0 

revise paragraphs 

* Print a~dDcument using 8/38 Text Management 

* Correc t L y- use 5/38 __ Tex t Ma nagement Pr i nt ·Co ntr 0 l 
Commands 

* Merge da*a into a document using S/38 Text 
Management 

* CorrectlY use S/38 Text Management Command Functi·o 
Keys to ~reate forms within a document· 

* Cor r e c t L:y f iLL a for m doc u m 2 n t us i n 9 5/38 T ext 
Management 

Correctl~ use the options on the 5/38 Text 
S e r vic e s 'M e n u 
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L (> DOCUMENTS 

II ========-

~----.... I-

~~ 

Letters 
Outlines 

----C=:i 

Legal briefs __ Contracts 

Office procedures manuals 

- -- - -- -- -- -- -- -- -- -- - -- -- -- - I-- -- - - -
WP-4 Reports 
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Stored on disk 

WORD PROCESSING 

Handwritten or dictated 

l 

•• i 

o 

Processed in memory 
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Keyed 
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INTERACTION WITH TEXT MANAGEMENT 

MENUS 

If ------~~~==~ 
\ ( PRIMARY MENU -...; 

1. Create a document 
2. Browse a document 
3. Print a document 
4. Fill in a form document 

o Ease of use 

• User friendly 

(,..., WP·. 
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INTERACTION WITH TEXT MANAGEMENT 

Display Screen 

V. tV 

__ U,_, ~'~ .. /·TEXT W:l-00cument: LETTERo~I,,~f" Scan: /7 ~ ~ . 1, 
- Fmt: 1 ...... 1 ...... 2 ... < .. I3 ...... 4 .... C.5 ...... 6 ...... >~£)(,ok ~ 

**********BEGINNING********** , -

*************END************* 
Document LETTEROI added to file QTXTSRC.CPW. 

<I Status line 

• Scale line 

• Cursor 

~ t, 
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DOCUMENT CREATION 

. -

• To NAME and TYPE a document for the first time 

( .. WP-11 
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TEXT 
Fmt: 1 

r. 

DOCUMENT CREATION 

W: 1 Document: MEM0001~ Scan:_-=---=-___ ----=-__ _ 
1 ...... 2 ... < .. I 3 ...... 4 .... C. 5 .... .". 6 ...... > 

**********BEGINNING********** 

Office Memorandum 

To: 
From: 

Date: 

Distribution List 
Carol Ward 

October 31, 1983 

Due to the growing amount of interest 

" 

r: 
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DOCUMENT REVISION 
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DOCUMENT REVISION 

Office Memorandum ,..---L[_-----' 

To: Distribution List 
From: Carol Ward -::::::> C.Q.,,v... '1' J)~ 

Date: October 31, 1983 

Due to the growing amount of interest in personal computers, home~ 
~and other systems by the eo Ie on the staff, we have decided to 
order several magazines for dstribution in the office. 

The magazines are: E-.....­

PC World --- J",,--.;t 
Byte £~ 
Business Week 
InforWorld 

If you do not want to be on the distribution list for these magazines, 
please circle the statement below and return this memo to me. 

Also, if you feel other publications should be on this list, write them 
down and return this memo to me. 

~~~-----------------------------Thanks, 

<E:<~--------------------- Carol 

Additional Publications I do not want to be on the Distribution List 

WP-14 . -: 
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Special 
terms 

Typo L 
-..;;;;;::: 

Medical 
dictionary 

PROOFREADING 

./ 

-....., 
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"" 
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e Spell check 

CD Spell verify 

!;J Synonyms 

or 

legal 
dictionary 

I'--

• Addenda dictionaries 

( . WP-15 

Typo 

or 

Terms or 
Proper names 

UNIQUE to 
your office. 
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SPELL CHECK FUNCTION 

TEXT W:1 Document: WPLETTER 
F mt : 1 .. < ••• 1 ... ... 2 ... ... 3 

**********BEGINNING********** 
0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 Office Memorandum 
0007.00 
0008.00 To: Distribution List 
0009.00 From: Carol Ward 
0010.00 
0011.00 Date: October 31, 1983 
0012.00 

Scan: 
. C. 4 .. -. - .. -.-=-5 -.-. -. ----:--6:::--.-.. --.~ > 

0013.00 Due to the growing amount of interest in personal computers, home camp 
0014.00 uters, and other systems by the eo le on the staff, we have decided to 
0015.00 order several magazines for dstriblJtl~ in the office. 
0016.00 
0017.00 The magazines are: 
0018.00 PC World 
0019.00 Byte 
0020.00 Business Week 

r 
,. : .. '~ 



(---

( 

WORD WRAP 

o Unadjusted text 

TEXT '.I: 1 Document: WPLETTER 
F mt: <. .. ... 1 ••• ••. 2 ••• ..• 3 

**·_*****·BEGINNING********** 
0001. 00 
0002.00 
0003.00 
0004.00 
0005.00 Office 
0005.00 
0007.00 To: 
0008.00 From: 
0009.00 
0010.00 Date: 
0011.00 

Memorandum 

Distribution List 
Carol Ward 

October 31, 1933 

Scan: ____ -r ______ ~ __ ------~ 
C •• 4 .••••• 5 •••••• 6 '" .•• 7> 

Due to the growing amount of interest in personal computers, home comp 
uters, and other systems by the people on the staff, we have decided to 
order several magazines for distribution in the office. 

0012 1 
0013.00 
0014.00 
0015.00 
0016.00 The 
0017.00 
0018.00 
0019.00 
0020.00 

magazines are: 
PC World 
Byte 
Business Week 
InforWorld 

TEXT '.1:1 Document: ~?LETTER 
Fmt: <. .. ... 1 ..• ... 2 .•. ... ] 

**********BEGINNING*********· 
0001.00 
0002.00 
0003.00 
0004.00 
0005.00 Office Memorandum 
0005.00 
0007.00 To: 
0008.00 From: 
0009.00 
0010.00 Date: 
0011. 00 

Distribution 
Carol Ward 

October ]1, 198] 

Scan: ____ ~--------~ __ ----~ 
C •• 4 ••• • •• 5 .• , ••• 6 ••. • •• 7> 

0012 1 Due to the growing amount of interest in personal computers, home 
001].00 computers, and other systems by the people on the staff, we have 
0014.00 decided to order several magazines for distribution in the office. 
0015.00 
0016.00 The 
0017.00 
0018.00 
0019.00 
0020.00 

magazines are: 
PC World 
Byte 
Business Week 
InforWorld 

WP-17 
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INSERT 

TEXT W:1 Document: WPLETTER 
F mt : 1 <... ... 1 ... ... 2 ... ... 3 

**********BEGINNING********** 
0001. 00 
0002.00 
0003.00 
0004.00 
0005.00 Office Memorandum 
0006.00 
0007.00 To: Distribution List 
0008.00 From: Carol Ward 
0009.00 
0010.00 Date: October 31, 1983 
0011. 00 

Scan: 
----~------~------~ C •• 4 •.•••• 5 ••••• '. 6 ••••• , 7> 

0012 1 Due to the growing amount of interest in personal computers, home 
0013.00 computers, and other systems by the people on the staff, we have 
0014.00 decided to order several magazines for distribution in the office. 
0015.00 
0016.00 The magazines are: ~.'.:.~ .•.. :'.".! 
0016.01 ~ 
0017.00 PC World 
0018.00 Byte 
0019.00 Business Week 

(,,, 
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CD 
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DELETE 

TEXT 
Fmt: 

W:1 Document: WPLETTER 
1 < ...... 1 ...... 2 ...... 3 

**********BEGINNING********** 
0001. 00 
0002.00 
0003.00 
0004.00 
0005.00 Office Memorandum 
0006.00 
0007.00 To: 

·0008.00 From: 
0010.00 Date: 

Distribution List 
Carol Ward 
October 31, 1983 

Scan: 
-----=------~-------= C •• 4 ••.••• 5 •••••• q ...... 7> 

0011. 00 
0012 1 
0013.00 
0014.00 
0015.00 

Due to the growing amount of interest in personal computers, home 
computers, and other systems by the people on the staff, we have 
decided to order several magazines for distribution in the office. 

0016.00 The magazines are: 
0016.01 
0017.00 
0018.00 
0019.00 
0020.00 

PC World 
Byte 
Business Week 
InfoWorld 

fw 

~ 
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CENTERING 

TEXT W:l Document: WPLETTER Scan: 
----~----~--------~ Fmt: 1 (... ... 1 ... ... 2 ... ... 3 

**********BEGINNING********** 
C •• 4 .••••• 5 ••• 6 •••••• 7> 

0001. 00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 To: 
0008.00 From: 
0010.00 Date: 
0011.00 

Distribution List 
Carol Ward 
October 31, 1983 

Office Memorandum 

0012 1 Due to the growing amount of interest in personal computers, home 
0013.00 computers, and other systems by the people on the staff, we have 
0014.00 decided to order several magazines for distribution in the office. 
0015.00 
0016.00 The magazines are: 
0016.01 
0017.00 
0018.00 
0019.00 
0020.00 

PC World 
Byte 
Business Week 
InfoWorld 

------------------------------------------------------~~ 

r: 
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SCROLL 

You can only view part of the 
document at one time 

PAGE 1 

PAGE 2 

Press SHIFT and ROLL 3-

WP-21 



WINDOWING 

(Horizontal Scrolling) 

~~ l r ~ fr 
\ 

,l , ..l 
l _;I 

t r 
Used for a document wider than 

the display screen 

WP-23 
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BLOCK FUNCTIONS 

G Copy/Move/Delete 

Office Memorandum ...---r-------, 
To: Distribution List 
From: Carol Ward ? c.~(),"" '1' JJF 
Date: October 31, 1983 

Due to the growing amount of interest in personal computers, home(§:omiD 
(Gt'e!S)and other systems by the people on the staff, we have decided to 

order several magazines for dstribution in the office. 

The magazines are: ~ 
PC World ---- J,...~ 
Byte f6~ 
Business Week 
InforWorld Move 

If you d~ nOl want to be on the distribution list ~or these magaZineS,) 
please circle the statement below and return this memo to me. 

Also, if you feel other publications should be on this list, write them 
down and return this memo to me. 

~~~------------------------------Thanks, 

~<:~------------------------------ Carol 

Additional Publications I do not want to be on the Distribution List 

WP-25 



PAGINATION 

xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx 

BEFORE 
PAGINATION 

AFTER 
PAGINATION xxxxxxxxx 

xxxxxxxxx 
xxxxxxxxx 
xxxxxxxxx xxx xxx 
xxxxxxxxx xxxxxx 
xxxxxxxxx xxxxxx 
xxxxxxxxx xxxxxx XXXXXX 
~ __ ---.._----I xxx xxx xxxxxx 

xxxxxxxxx xxx xxx 
xxxxxxxxx xxxxxx 
~ __ ~_~xxxxxx 

WP-27 

xxxxxxxxx 
xxxxxxxxx 



( .. :- BOILERPLATE 

Thank you for 

, 
I'm sorry to Thank you for 

2 

At present 

~ ~f~ 

-= 3 .~ At present 

Please call Thank you for 
4 

Sincerely, 

5 
Sincerely, -

6 
Yours truly Please call 

( >, 

Par 

I'm sorry to .... ,,-

agraphs 1,3,5 Yours truly 

At present 

-. 
Sincerely, .... --Paragraphs 1 A,6 

.. 
Paragraphs 2,3,5 

Standard paragraphs used repetitively 

( . WP-30 
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GLOBAL SCAN/SCAN WITH SUBSTITUTION 

S(38[ Text Management! System 

Learning to Use [Text Management [ 

A file (EXAMPLE) in library (QTXT) has been provided with the 
product. The best way to learn to use [Text Management [ is to 
reference the documents in this file while performing the examples 
in the publication provided. 

[Text Management [ Editing Options 

Some of the editing options include the following: 
Insert, delete; copy, and move words and sentences 
Scan for a word or phrase 
Forms prompting 
Copy data base records into a document 

[Text Management [ Printing Options 

Some of the [Text Management! Printing options include: 
Print a draft or final copy 
Print mUltiple copies 
Include data base fields with totaling options 
Include a Query or other report in the text 

[Text Management! Primary Menu 

The [Text Management [ Primary Menu provides these options: . 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fill in a form document 

Simply key in an option or press CF1 to exit[Text Managementj. 

WP-32 
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TEXT 
Fmt: 1 

0001.00 
0002.00 
0003.00 
0004.00 
0005 1 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011.00 
0012 1 
0013 2 
0014 2 
0015 2 
0016 2 
0017.00 
0018.00 
0019.00 
0020 1 

~ 

~~' . 

HYPHENATION 

W: 1 Document: WPCOMPLEX Scan : __ ---::-__ --'--;::-___ _ 
... < ... 1 ...... 2 ...... 3 .C. 4 .•.... 5 ... 6 ...... > 

**********BEGINNING********** 
5/38 Text Management System 

Learning to Use Text Management 

A file (EXAMPLE) in library (QTXT) has been provided with the pro­
duct. The best way to learn to use Text Management is to 
reference the documents in this file while performing the examples 
in the publication provided. 

Text Management Editing Options 

Some of the editing options include the following: 
Insert, delete, copy, and move words and sentences 
Scan for a word or phrase 
Forms prompting 
Copy data base records into a document 

Text Management Printing Options 

Some of the Text Management Printing options include: 

~ 

~ 

L 



Tabs set 
at 5 spaces 
for entire 
document 

DOCUMENT FORMATTING 

Format of 
original document 

Tabs set 
at 10 spaces 
for entire 
document 

Entire 
document is 
double spaced 

Format of 
revised document 

., Margin sizes 

() Line spacing 

o Paragraph indentation -

WP-35 

} 
This section is 
single 
spaced 
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DOCUMENT FORMATTING 

Before 

( "I 

After 

( 
o Right alignment 

\ . 

WP-36 
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REPETITIVE DOCUMENTS AND UNIQUE DATA 

., Form documents 

Mr. James Smith 
ABC Distribution Company 
1201 Wildwood Drive 
Rolling Meadows I L. 60008 

Dearl Mr. Smith. I 

c:::J1-----

-----c=J 

November 19. 1983 

Thank you for ordering the System/38 Text Management Software 
(5714-TX1) on 111/10/83.1 \Ne know you and your staff at IABC Distribution I 
Company will find many ways of using this software to your advantage. 

In order that you may be productive with this software when 
it arrives. IBM is offering a S/38 Text Management System 
Class at the Rolling Meadows Technical Education Center 
on 12/05/83. It may be to your benefit to come to this class 
or send someone on your staff. 

If you are interested in this class, or would like to have a schedule of 
future classes. please contact Kim Wenzel at 981-4540 or call IBM 
Direct at 800-IBM-2468. 

Sincerely, 

C.P. Ward 
Branch Manager 

WP-41 
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FORM FIELDS 

.date 

.NAME 

.CONAME 

.ADORES 

.CITY .ST .ZIP 

Dear .SNAME 

Thank you for ordering the System/38 Text Management Software 
(5714-TX1) on .ODATE. We know you and your staff at .CONAME 
Company will find many ways of using this software to your advantage. 

In order that you may be productive with this software when 
it arrives, IBM is offering a S/38 Text Management System 
C!ass at the Rolling Meadows Technical Education Center 
on 12/05/83. It may be to your benefit to come to this class 
or send someone on your staff. 

If you are interested in this class, or would like to have a schedule of 
future classes, please contact Kim Wenzel at 981-4540 or call IBM 
Direct at 800-IBM-2468. 

Sincerely, 

C.P. Ward 
Branch Manager 

WP-42 



REPETITIVE DOCUMENTS AND UNIQUE DATA 

l 
John Brown 

Brown 

50.00_ 

• Data merge 

1 
Tom Durn~ 

Sue Jones ~ 

~ Durn------
/ 

Jones / 
./ 48.00_ 

75.00_ 

.. 

Merge text with data from a file 
that already exists on the System/38 

WP-43 

Names and amounts 
are different for 
each letter. 

Text is same for 
each letter. 
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FILE CONCEPTS 

A data base file 

Rec ID TITLE FN MI IN ADDRESS CITY ST ZIP PHONE AMOUNT 

1 Hiss Pam S. Fisher 106 Far West Dr. Columbia SC 29202 783-1921 50.00 

2 Hr. Fred C. Davidson 3056 East 8th St. Spokane WA 99215 428-7137 50.00 

- --- - Mann - ---
- --- - - ---- --- - Benson - ---
- --- - - ---

~ 
\l 
i> 
(Jl 

- --- - Hertz - ---
- --- - - ---
- --- - Watson - ---
- --- - - ---
- --- - Acker - ---
- --- - - ---
- --- - Tweeden - ---
- --- - - ---
- --- - Rhodes - ---

/10 Ms. Eva N. I Kahn 11054 Great Oak Springfield MO 65803 481-2267 175.00 Re cord 
- --- - McNeil - ---
- --- - - ---
- --- - Martin - ---
-- --- - - ---
- --- - Knight - ---
- --- - - ---
- --- - Emerson - ---
- --- - - ---

"- / 
.... F 

" 
.. ' . " 

Field 

'-' \., L 
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PERSONALIZED LETTERS FROM DATA BASE INFORMATION 

JAMES E. FARMER I 
name 

.&name 

.&address 
. - . 

. &city 

.&title 

6522 WINCHESTER PLACE 

address 

-----

--

WP-47 

I MORT 

city 



PERSONALIZED LETTERS FROM DATA BASE INFORMATION 

C·-- .J 

c-! 

( -

() Data merge 

Mr. James E. Farmer 
ABC Distribution Company 
6522 Winchester Place 
Mortenson Groves, MN 30211 

Dear Mr. Smith, 

November 19, 1983 

Thank you for_ ordering the System/38 Text Management Software 
(5714-TX1) on 11/10/83. We know you and your staff at ABC 
Distribution Company will find many ways of using this software to 
your advantage. 

In order that you may be productive with this software when 
it arrives, IBM is offering a S/38 Text Management System 
Class at the Rolling Meadows Technical Education Center 
on 12/05/83. It may be to your benefit to come to this class 
or send someone on your staff. 

If you are interested in this class, or would like to have a schedule of 
future classes, please contact Kim Wenzel at 981-4540 or call IBM 
Direct at 800-IBM-2468. 

Sincerely, 

C.P. Ward 
Branch Manager 

WP-48 
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First print line 

M 
A 
R 
G 
I 
N 

S 
p 
A 
C 
E 
S 

Last print line 

DOCUMENT PRINTING 

o Print options 

Number of copies 

Headings 

Single 
Spacing 

or 

Double/Triple 
- -, 

Spacing 

Footings 

WP-50 
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Example: 

( 

PRINT CONTROL COMMANDS 

• COmmands that perform a function when 
placed in a document 

Key this 

.date 

Page .pn 

WP-55 

Document prints 
like this 

11/19/83 

Page 0001 
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100 
200 

+ 300 
foOO 

PRINT CONTROL COMMANDS 

o Can perform arithmetic functions 

§) 
E = ~ 
-- ------

WP-56 

} 
Add a 
column of 
numbers 

} 
Add a row 
of numbers 
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WORD PROCESSING CONCEPTS 

o Many concepts and terms have been introduced 

o These concepts and terms will be reviewed as we learn 
the Systemj38 Text Management System functions 

WP-63 
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WORD PROCESSING TERMS GLOSSARY 

addenda dictionary. Dictionary of terms or words unique to an 
organization. 

archive. To store documents on a medium such as tape or diskette. 

backup. Duplicate copy of documents, data, or programs; typically 
on diskette or magnetic tape. 

block function. To perform a function against a block of data (e.g. 
copy, delete, move). 

boilerplate. Standard phrases, paragraphs or documents that are 
used repetitively in other documents . 

boldface. Heavy-faced type 

change bar. A short vertical line (I) or other character indicating 
that a line of text has been changed. 

control command. Special phrase or sequence of characters 
embedded in text that tells software to perform a function. 

data base file. File of information stored on a computer system 
(e.g. payroll records). 

data merge. To combine variable data from a file with a shell 
document, the result being a final copy document. 

WP-64 
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WORD PROCESSING TERMS GLOSSARY (continued) 

font. The shape, style and size of type (e.g. gothic, courier, script). 

footer. Constant text printed at the bottom margin of a document. 

format. To arrange text with specific margins, spacing and 
indentations. 

form document. A standardized document which uses variable 
information to complete it (see shell document). 

global function. A function which occurs for the entire document 
(e.g. search for "IBM" and replace with "International Business 
Machines"). 

header. Constant text printed In the top margin of a document. 

hyphenation. Splitting a word between 2 lines with a punctuation 
mark (-). 

justify. To distribute additional spaces within lines of text so that 
each line is the same length. 

pagination. A system function that divides a document into pages. 

pitch. The number of characters on a line one inch long. 

proofread. To review and mark a document with corrections (e.g. 
check for spelling errors). 

WP-65 
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WORD PROCESSING TERMS GLOSSARY (continued) 

proportional spacing. Spacing characters In proportion to their size. 

right align. The process of aligning lines of text at the right margin. 

scale line. A line on a display screen showing margins, tabs, center 
points and character positions. 

scroll. A technique used to move text up or down on the display 
screen. 

shell document. A standard document using variable information to 
personalize or tailor it. 

spell check. A system function that finds and highlights spelling 
errors to an operator. 

text editor. Software that manipulates text. 

widow line. A single line of a paragraph appearing on a different 
page from its related text. 

window. A system function that allows an operator to view text 
wider than the display screen. 

word wrap. A word that starts at the end of one line and ends at 
the beginning of another (also known as unadjusted text). Most word 
processors will adjust the word onto one line. 

WP-66 
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A DOCUMENT can be 

anyone 6f the following: 

"* LETTER "* FORM DOCUMENT 
* .REPORT 
"* MEMO "* CHAPTER IN A BOOK 
* TITLE PAGE . * TABLE OF CONTENTS 

etc. 

_\ __ ~r------~-------I 

I 

1 

L ------~ 

D-l 



Groups of related DOCUMENTS are kept In 

FILES. 

DOCUMENTS can be grouped into fi Les! 

* by person 
* by app l i ca t jon 
* by document-type 

FILEA FILEB 

I 

·_·'10 ..... 

r.::~: I;:: ... 

D-2 



LIBRARY 

DOCUMENTS 
--... ... h •• 

1::::=:: lZ:: ••• 
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Upper Sh if t 
Lower Shift 

r, 

COMMAND FUNCTION KEYS 

CF13 CF14 CF151 CF16 CF17 CF18 CF19 CF20 CF21 CF22/cF23 CF24 

CFl CF2 CF3 I ~F4 CF5 CF6 CF7 CF8 CF9 CF10lcFll CF1:l 
--- - -

C~D I CD rn CD CD CD m CD GJ OJ CD 0 

t:::' 
I 

.C" 

Command 

Shift 

o 

Upper Shift 

r, 
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The Text Management Template ... 

OFFICE/38-Text Management GX21-7756-6 (CF Keys 7-12 and 19-24 cause paragraph adjustment) 

CF13 CF14 CF1S CF16 CF17 CF1S CF1S CF20 CF21 CF22 CF23 CF24 
Display Text Print Print List Paragraph Column Move and Copy and Hyphenate Remove 
Line Definition Document Documents/ Format Move Adjust Adjust and Adjust Spaces and 
Numbers Flies Options Adjust 
On/Off 
CFl CF2 CF3 CF4 CF5 CF6 cn CF8 CF9 CF10 CF11 CF12 
Save/Exit Previous Paragraph Forms Services Display Scan/ Scan/ Create Insert and Delete and Revise 

Display Format Prompting Menu Messages/ Substitute Substitute New Adjust Adjust Paragraph 
Extended On/Off Cancel Forward Backward Paragraph and Adjust 
Options 

-- - -

IS a helpful reference tool. 

l, l,. 
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Use the HELP key to display· three 
types of information! 

* HELP text for messages 

* HELP text for error codes 

* HELP text"for Text Management 
displays 

o 

HELP Key Overview 

r, 
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TEXT - HELP HELP OPTION MENU Next Option: 

1- Introduction 

3-
4-
5-
6-
7-
8-
9-

10-
11-
12-
13-
14-
15-
16-
17-
18-
19-

']'\uilil':j drla fcirl2vi'ilg aGCUiii2nts 

Creating revIsing and browsing documents 
Edit Display 

Line commands that you key in line number fields, (D, tc, ... ) 
Using labeled keys: ROLL, HELP, DELETE, INSERT, PRINT, HOME 
Us i ng CF keys : (CF1, CF2, CF3, ••• : 
Form Fields - Uses and how to use them 
Print control commands in your text (.date, .sk, .tot, ••• ) 

Services Menu - CFS 
Scan and substitute text 
Browsing a print formatted document 
Browsing and copying text from another document 
Getting data into a document from the data base 
Display/Change Dictionary Search List 

Paragraph Format Options and Paragraph Format Extended Options 
Spelling Mode - CF3 
Exit from Edit DispLay 

Printing a document 
(Exit and save document) 

eF1 - Exit Help CF2 - Previous menu ROLL - Forward and baCk 

,4.., l, 

,~ 

~ 
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:: ADDLIBLE (QTXT) 
Library List changed. 

:: EDT TXT 

CF3 - D up l i cat e 

r, 

COMMAND ENTRY DISPLAY 

CF4 - Prompt 

r\ 

CF7 - Low level messages 

If your signon doesn't get you to the Text Primary Menu, 
you wi II have to execute these two commands to get there. 
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TEXT PRIMARY MENU 

SeLect one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fi II ina form document 

Op t ion: 

Name of the document when stored: 
Document (blank for a list of documents): 

File (blank for a list of files): 
Library: 

. Within Text Management: 
Press HELP key to dispLay heLp text. 
Press CFl key to exit. 

DOCNAME 
FILEt~AME 

OFFICE38 

Press CF2 key to back up to the previous dispLay in a series. 

CF6-DispLay messages· 

This is the Text Ma~gement Primary Menu. 

~, 

l,. 
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TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fill ina form document 

Op t ion: 1 

Name of the document when stored: 
Document (b lank for a list of documents): 

F i l e ( b lank for ali 5 t 0 f f i l es) : 
Library: 

~ithin Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

EXAMPLE 
QTXT 

Press CF2 key to baCk up to the previous display in a series. 

CF6-Display messages 

To see a 
leave the 

list of all the documents 
document blank. 

ina text filet 

r 
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TEXT DOCUMENT LIST ~ 
Fi le: EXAMPLE Library: QTXT 
Enter new document name or select document from list below: 
Search description: 
Search from created date: 00/00/00 To created date: 081-16l83 

Locate document name beginning with: 

nOT DOCUMENT DESCRIPTION CREATED Ul I 

COLLIST Simple data base column list 03/23/83 
DBCOPY Document to copy data in direct ly 03/23/83 
FO~MDOC Document with form fields t highlight t underline 03/23/83 
LETHCCL Letter with multicopy ~~d column list 03/23/83 
LINECOH Genera l letter wi th data for line commands 03/23/83 
HULTICOPY Multiple copy-document from data base 03/23/83 
PRTCTL Document with print control commands 03/23/83 
SOURCE Document conta i ni ng Pr i nt Contra l Fi le data 03/23/83 

1 STDLET Standard letter 03/23/83 

l-Select document 8-Copy to new document 9-Remove documentCF16-Print list 

Type In a 1 to ~Lect a document. l.. 



t:::l 
I 

I---J 
N 

r ('~ 

TEXT W: 1 Document: STDLET Sca n: 
F m t : 1 ( .. I ... 1 ••• ••• 2 ... ... C3 ••• ... 4 ... ... 5 ... ..) 6 ... ... 7 

**********BEGINNING********** 
0001.00 July 9, 1981 
0002.00 
0003.00 
0004.00 
0005,00 Mrs. Lawrence Smith 
0006.00 3949 San Marcos Road 
0007.00 Evanston, Illinois 
0008.00 
0009,00 Dear Mrs. Smith, 
0010,00 
0011 1 You may use your CLEARUIEW CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly display the 
0013.00 CLEARVIEH sticker. You wi II be required' to show your card 
0014.00 at the time of purchase. 
0015.00 
00 16 1 Th eli mit set 0, n you r ere d i t w ill b e $ 7 5 0 • 00 • I f you 
0017.00 wish to increase your credit limit beyond $750.00, please 
0018.00 call your CLEARVIEW Accoun{ Representative on (312) 
0019.00 555-1234. 
0020.00 

This is the document you selected. When you have 
finished makinq chanqes, press eFl to exit. 

r~ 
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TEXT PRIMARY MENU 

Select one of the following! 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. FiLL ina form document 

Op i ion: 1 

Name of the document when stored: 
Document (bLank for a List of documents): 

File (blank for a list of files): 
Library: QTXT 

Hithin Text Management: 
Press HELP key to display help text. 
Press CF1 key··to exit. 

-----

Press CF2 key to back up to the previous display in a series. 

CF6-Disptay messages 

~ 

To see alL the files i '-'the tex t library, leave b 0 t~ 
the document rinrl f i I phI rink' rinrl Drroc.;c::: !="t---ITF"R. 
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TEXT FILE LIST 
Library: QTXT 
Enter new fi le or select fi Le from List below: 

OPT FILE DESCRIPTION CREATED 
ACCTFILE . Text Fi le containing Account Fi le Documents 08/22/83 

1 EXAMPLE TEXT Example Source Fi le 03/23/83 
KK~·WILE Text Fi le containing all documents done by KKW 08/22/83 
HB 05/02/83 

t:1 I f 
PAYFILE Text Fi le containIng Payroll documents 08/22/83 

I PERSONNEL Text Fi le containing Personnel documents 08/22/83 ~ 
J::' 

List contains only authorized Source fi Lest 

1-Select fi le 9-Delete file CF2-Previou5 display CF16-Print fi le list 

Type ina 1 to 5e leet the file that you I.JJant. 
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'TEXT DOCUMENT LIST 
Fi Le: EXAMPLE Library: OTXT 
Enter new document name or select document from list below: 
Search description: 
Search from created date: 00/00/00 To created date: 081-16183 
Locate document name beginning with: 

OPT. DOCUHnn· DESCRIPTION CREATED 
COLLIST SimpLe:data base column List 03/23/83 
DBCOPY Document to copy data in directly 03/23/83 
FORHDOC Document with form fields, highlight, underline 03/23/83 
LETMCCL Letter with muLticopy and column list 03/23/83 
L I ~JEC011 Genera L letter wi th data for line commands 03/23/83 
HUL TICOPY Multiple copy document from data base 03/23/83 
PRTCTL Document with print control commands 03/23/83 
SOURCE Doc ume n t con t a i n i n9 Pr i n t Con t r 0 l F i led a t a 03/23/83 

1 STDLET S t a nd a r d t e t t e r 03/23/83 

1-Select document 8-Copy to new document 9-Remove document CF16-Print list 

The Lis t 0 f doc u men t si nth a t f' i lea ret hen dis p lay e d 
'- bee a use you a l sol ef t t hl, doc ume n t . b lank • ~ 
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TEXT li:1 Document: STDLET 
F m t : l' . ( •• I ••• 1 ••• ••• 2 ••• • •• C3 ••• 

**********BEGINNING********** 
0001.00 JuLy 9, 1981 
0002.00 
0003.00 
0004.00 

. 0005.00 Mrs. Lawrence Smith 
0006.00 3949 San Marcos Road 
0007.00 Evanston, Illinois 
0008.00 
0009.00 Dear Mrs. Smith, 
0010.00 

Scan: 
• •• 4 ••• • •• 5 , •• .. ) 6 

0011 1 You may use your CLEARVIE~ CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly display the 
0013.00 CLEARVIE~ sticker. You wi II be required to show your card 
0014.00 at the time of purchase, 
0015.00 
0016 1 The limit set on your credit will be $750.00. If you 
0017.00 wish to increase your credit limit beyond $750.00, please 
0018.OO call your CLEARVIEH Account Representative on (312) 
0019.00 555-1234. 
0020.00 

~ .. • •• 7 

This is the document you cl,ose to revise. Make your 
revisions and then press CFl to exit. 

,..~ 
! 
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, TEXT 'EXIT FROM EDIT 

Exit Editor - Return to Primary Menu 
Update document nam~d below 
Create document named below 

'Print document without formatting 

Document name: 
File containing document: 
Lib r a r y con t a i n i n9 f i l e : 

Description:' Standard letter 

(Y N): Y 
(Y N): N 
(Y N): N 
(Y N): N 

STOLET 
EXAt1PLE 
QTXT 

---------------------------------
,Resequence document by line number 

- or -, 
Resequence document by calculating page/line 

Save temporary dictionary with document 

(Y N): Y 

(Y N): N 

(Y N): N 

,C\ 

~he correct options are alr~pY set up for you when you ~ 
ex it. Un l e s s you wa n t "t 0 c h ~ get h e apt inn s, pre 5 sEN T E R • ." 
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TEXT - HELP EXIT EDITING 

Press CFl to exit from editing. The Exit Edit display will appear. On this 
screen you 

Exit 
Update 
Create 
Pr i nt 

Refresh 

can specify: 
- Exit or return to editing. 

Update document or ignore any changes. 
- Create a new document. 
- Pr i nt the document inc lud i ng aLL pr i nt commands and line 

numbers. There is no formatting and.print coniroL commands 
,=<r~ DriTit'?d ~s H.o\! ;:DD€,?f iT> tL.o ...1(Orllm~n+, Ileo r~1C; (Or 

Option 3 on the Primary Menu for ~ormaL printing. 
Fi lL out another form. You must print or save the form you 
just· fi lLed out or that keying wi II be lost •. (This applies 
only if you entered editing by seLecting Option 4 on the 
Primary Menu.) 

Additional exit functions: 
- Rese~uence document by Line or page/Line number. 

Specify document/fi le/Library to be created or updated. 
- Specify or change document description. 
- Save or not save Temporary Dictionary with document. 

r::;. 
>1 
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TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fill ina' form document 

Op t ion: 1 

Name of the document when stored: 
Document (blank for a list of documents): 

F i l e (b lank for·a lis t 0 f f i l e s) : 
Library: 

Within Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

KK~~FILE 

QTXT 

Press CF2 key to back up to {he previous display in a series. 

CF6-DispLay messages 

To c r ea tea f i L e , type i ~the fiLe name and Library a 
.1_ I ~ ."_ ~ __ __ r- ~ I"T" r- ,...., 

~. 
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TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2~ 
"7 ...J' 
4. 

Browse a document 
Print a document 
Fill ina f arm document 

Op t ion: 1 

Name of the document when stored: 
Document (b lank for a list of documents): 

File (blank for a list of files): KK~'lF ILE 
Library QTXT 

~ithin Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 
Press CF2 key to back up to the previous display in a series. 

CF6-Display messages 
Fi le KKI·lFILE.QTXT does not ex-ish Press ENTER to create. 

r:~ 

Pr ess ENTER toe r ea t e the f i l e. If you had m i ss-sp eLL ed 
you r f i Len a m 2, t his W 0 u l d aLe r t you t 0 fix it. 
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TEXT CREATE TEXT FILE 
Librdry: QTXT 

Enter the following for the new fi le: 
Fi le name: KKWFILE ---------------------------------------
Fi Le description: Text Fi le conia i ni"9 a II documents done by KKW 

A l tow 0 the r 5 tor e a dan d prj n t doc um en t sin t his f i l e 
Allow others to change documents in this file 

(y ~n: Y-"'1K 
(Y N): N 

CF2 - Return CF4 - Prompt for additi~nal command parameters 

r--' 

T y p e ina des c rip t ion 0 fl,.' 0 U r f i l e. Tom a key 0 U r f i l el., 
luic12r than 80 ch:lracters~ press CF4. 
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Create Source Physical Fi le (CRTSRCPF) Prompt ·t+t 
Enter the foLLowing: 

Source fi le name: FILE R KKWFILE 
Library name: QTXT 

Record length (13 or more)! RCDLEN P 92 
Member name, if desired! MER P *NONE 
Expiration date for member: EXPDATE *NONE 
Max imum number ,of members: MAXt1BRS *NmlAX 
Access path ty~e: ACCPTH *ARRIVAL 
Access path maintenance: MAINT *IMHED 
Access path recovery: RECOVER *NO 
Force keyed access path: FRCACCPTH *NO 
Member si ze: SIZE 

Initial number of records: 10000 
Increment number of records! 100 -
Maximum number of increments! 2 -

ALlocate storage (*NO *YES): ALLOCATE *NO 
Contiguous storage? CONTIG *~~O -
Preferred storage unit(Ol-14): UNIT *ANY 
Nbr of reds to force a write: FRCRATIO *NONE 
Max fi Le wait in sec: l-lAITFILE * It1~lED 
Max record wait in sec: WAITRCD 60 
Share open data path? SHARE *NO 

Change the record Length to 133 (or whatever), and 
press ENTER twice. 

r" '. ' 
':, 
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TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document· 
4 • F ill ina for m doc um en t 

Op t ion: 1 

Name of the document when stored: 
Document (b lank for a list of documents): 

Fi le (b lank for a list of files): 
Library: 

Within Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

KK~FILE 

QTXT 

Press CF2 key to back up to the previous display In a series. 

CF6-DispLay messages 
Fi le KKWFILE created and placed in library QTXT~ 

When yo u ret ur n to '-'Ie Pr i mary Menu t no t ice 
+hp mpc-:r:;" .... 

~ 

~ ') 

'-' 



t:::l 
I 

1',,) 
V-J 

(' r~ 

TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fill ina form document 

Op t ion: 1 

Name of the document wheD stored: 
Document (b lank for a list of documents): 

Fi le (b lank for a list of files): 
Library: 

Within Text Management: 
Pre5s HELP key to display help text. 
Press CFl key to ex it. . 

DOCHAME 
KK~LIB 

QTXT 

Press CF2 key to back up to the previous display in a series. 

CF6-Display messaqes 

r: " . 

To create a docu.ment in your new file, type in option 1 
and a name for the new document. 
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TEXT 
Fmt: 1 

• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• · . , .... 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• • • • • • • 

I: . 

~J: 1 Document: DOCNAME 
• •• ••• 1 •••• t. 2 ( •• I. •• 3 ••• 

**********BEGINNING********** 

*************END************* 
Document DOCNAME added to fi Le KKHFILE.QTXT. 

~. 

Sca n: 
• •• 4 ••• C.. 5 ••• • •• 6 ••• ••• 7R 

Notice the message. The L,ts on the left of the scree 
r.lPrin VillI ,rin +VlI!:""\ 'T"'I .... +r.-.-~""'..;. '"'''""' 

, I 
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TEXT - HELP EDIT DISPLAY 

The Edit Display, the primary display of TEXT MANAGEMENT, provides most 
editing operations on I"IT"'I""" J,',-P""\ I ~\I 

UIIC U :::l/-, LeI. The Edit Display consists of: 

STATUS LINE The top line on the screen contains the following 
information: 
- vl:xxx SHOWS THE CURRENT column position of the window' on the data. 
- Na_:li illulIl" ... heing edited (may be replaced by PendD. 
- Pend: 
- Scan: 
- Spell: 
- Form: 

Browse: 

,-LO'l'- all '"' .... ..,J:..,~ I:" .... "'''''''''"'n J ,- (,.. ... ..,,..,...,, I-"I LL rCL) =<n ll::l \-Ie 11'...1 1 tt'....t l I I~':':" l l.'tll~;I("'" It_}=- t - I!I_ r. _ •. III ,I I I • 

allows entry of a scan string. 
indicates spell mode and gives document name • 
indicates form mode and gives document name. 
indicates browse mode and gives document name. 

SCALE LINE The second line is a scaling line. It contains the 
paragraph format identifier. and the following symbols: 

( - left margin. 
) - right margin (R if flush right margin). 
I - indentation for paragraphs « if zero), 
C - center of document. 

r , \ 
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TEXT - HELP EDIT DISPLAY 

TEXT LINES .- There may be up to 21 text lines. They consist of these 
two fields: 

- Line Numbers - Line numbers are se~uencing numbers used internally 
by Text Management. They occupy the 7 left screen pos\~ions of text 
lines. The display of Line numbers can be turned off and on by 
pressing CF13. Line commands are entered in these fields. 

- Data Field - The data field refers to positions 8-80 of text lines. 
This field contains the portion of the text that fits on the screen. 
Portions of the text that do not fit on the initial Edit Display may 
be viewed by using the roll keys or by windowing (see option 5). 

MESSAGE LINE - Line 24 of the screen is reserved for informational or 
error messages. Ordinari ly this line wi II be blank. 

L 

,r--.. 
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H: 1 Document: DOCNAME Scan: TEXT 
Fmt: 1 • •• ••• 1 ••• ••• 2 ( •• I • •• 3' •• ,.... 4 ••• C.. 5 ••• ••• 6 ••• ••• 7R 

**********BEGINNING********** 
0001.00 
0002.00 
0003.00 
0004.00 
0005 1 This is a new document •• 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011.00 
0012.00 
001~.00 

0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

*************END************* 

This is the Edit dispLay where you can type in your 
document. Press CFl to exit. 
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TEXT 'EXIT FROM EDIT 

CJ.il Edi10r - Return tu rl"ililcfY II~IIU 

'Update ~ocument named below 
Create document named below 
Print document witho'ut formatting 

n oc ume nt name: 
Fi l2 (onid i ni ng docu~ent: 

L i,b r a r y con t a i n i ng f i l e! 

Description! 

Rese~uence document by line num~er 

- or-

(Y In; '( 
(Y N): Y 
(Y'N): N 
(Y N): N 

DOCNAHE 
~'VI It:" I LE 
I \ I \ ,'" 

OTXT 

Rese~uence document by calculating page/line 

Save temporary dictionary with document 

(YN)!Y 

(YN):N 

(YN):N 

~h en you. ex i t fro m your ,~c ume nt, 
wi II be displayed. Press~NTER. ' 

this exit screen 

~ 

L 
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TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 

Browse a document r"') 
..:.. 

3. Print a document 
4. Fi II ina form document 

Op t ion: 1 

Name of the document when- stored: 
Document (bLank for a list of documents): 

File (bLank for a list of files): 
Library: 

Within Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

DOC NAME 
KKWFILE 
QTXT 

Press CF2 key to back up to the previous display In a series. 

CF6-DispLay messages 
\]i,,, - ., Document DOCNAME- in fiLe -KKHFILE t QTXT upda ted with 19 ree ords t 

r~ 
I .•• 

"'j' -

Notice the message. Your document has been created with 
10 ~~~ ~& _&~---~ 
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TEXT PRIMARY MENU 

SeLect one of the following: 
1. "Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fill ina form document 

Op t ion: 1 

Name of the document when stored: 
Document (b lank for a list of documents): 

File (blank for a list of files): 
Library: 

~ithin Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

KK~FILE 

QTXT 

Press CF2 key to back up to the previous dispLay in a series. 

CF6-Display messages 

,~ 

'·'1 

'-' Tog e t rid 0 fa,," d 0 ~ u men t t ~t i s not nee d edt fir 5 t dis P \.,1 
all. thp Hnr:tmen~S'ln VOlt, flip ••• 
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TEXT DOCUMENT LIST 
Fi le: KK~~FILE Library: QTXT 
Enter new document name or select document from list below: 
Search description: 

--------------------------------~I~-----Search from created date: 00/00/00 To created dato: 08/30/83 
Locate document name beginning with! 

OPT DOCUMENT DESCRIPTION CREATED 
DOCll Document Number One 08/30/83 
DOCl2· Document Number Two 08/30/83 

~I I 
DOCl3 Document Number Three 08/30/83 

9 DOCNA~lE Document belonging to KKW . 08/29/83 

l-Select document 8-Copy to CF16-Print list 

Type in a 9 to delete your document and press ENTER. 
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TEXT DOCUMENT LIST 
Fi Le: KKWFILE Library: QTXT 
Enter new document name or select document from list below: 
Search description: ----------------------------------------------Search from created date: 00/00/00 To created date: 08/30/83 
Locate document name beginning with: ---------------------------
OPT DOCUMENT DESCRIPTION CREATED 

DOCtl Document Number One 08/30/83 
DOCt2 Document Number Two 08/30/83 
DOCt3 Document Number Three 08/30/83 

9 DOCNAME Document belonging to KKW 08/29/83 

1-Select document 8-Copy to new document 9-Remove document CF16-Print list 
Press ENTER to remove documents with 9 in front of name(s). 

~. 

, 

Yo u get a cha.nce to rec 0 4..,i der. To de Lete the doc umen"--' 
r:J r p ~ c:: !=" ~I T!=" R • 
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TEXT DOCUMENT LIST 
FiLe: KKWFILE Library: QTXT 
Enter new document 
Search description: 

name or select document from list below: 

Search from created date: 00/00/00 To created date: 
Locate document name beginning with: 

OPT DOCUHDH DESCRIPTION 
DOC*l Document Number One 
DOC*2 Document Number Two 
DOC*3 Document Number Three 

08/30/83 

CREATED 
08/30/83 
08/30/83 
08/30/83 

1-Selecf document 8-Copy to new document 9-Remove document CF16-Print list 

The document is gone and there's no way to recover 
it, unless it has been backed up. 

~~ 
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Mu,tipLe fi L~c:; are k.ept in a Library. 
~ 
I 

MYLIB 

FILEA FILEB 

I 
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TEXT - HELP 

(:--, 

LINE COMMANDS 
Introduct i on 

Line commands are keyed over the Line numbers on the Edit Display. 
Line commands can be keyed in any of the 21 line number fields of the 
Edit Display. 

These general rules apply to all line commands: 
- A Line command must begin and end in the line number field. 
- Start line commands in position 1 of the line number field. 
- Line comm~nds ending with a number (example - C3) must be followed 

by a space. 
- If several Line commands are used to perform an operation (example CC 

CC A) the commands do not have to be keyed in a specific order and 
they do not have to be keyed on the same display. 

- Pending (uncompleted) operations may be cancelled by pressing CF6. 
- Line commands can be executed by pressing ENTER, the roll up or down 

keys, or any of the CF keys, except CF6. 
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LINE COMMANDS 

- Deleting line(s) D, Dx, DD 
Copying and moving line(s) C, CC, 

- Copying and moving target line(s) 
- Inserting a new line(s) I, Ix 

CR, Cx, CCR, H, MH, Mx 
I 

A, Ax, AR, B, Bx, BR 

- Inserting a new line using a skeleton Line S, IS, ISx 
- Positioning the dispLay to a new line x, tx, ~x 

- Positioning the display horizontally (windowing) Wx 
- Shifting data right or left on a line(s) Rx, RRx, Lx, LLx 
- Centering data within margins CT, CCT 
- Assigning and adjusting paragraphs P, Px, PP, or PPx 

r~ 
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EDIT SCREEN 

TEXT 
Fmt: 1 

101:1 Document: DOCNAME Scan: _________ _ 
. .. . .. 1 ••• ••• 2{ •• I ••• 3 ••• ••• 4 ••• C ••• 5 •••••• 6 •••••• ) 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011. 00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

**********BEGINNINGI*****I*** 

***I******I**ENDIII*III*II*** 

* HoLds 21 Lines of text 

* Ho ld 80 Characters per L ne 

* Columns 1-8 contain line numbers 
(where Line commands are entered) 

* Status Line across 
Lef t marg i n 
right margin 
center 
co lumn numbers 

top sh 0 IJJS : 

J 

J 

c· J 

L-3 
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TEXT - HELP 
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LINE COMMANDS 
DeLete Lines 

You can delete a line of text by keying a D in the line number field of 
the line of text you wish ·deleted. You can delet~ consecutive lines by 
keying a D followed by the number of lines to be deleted (example - D7). 

You can delete a block of lines by keying DD in the line number field of 
the first line in the block and DD in the line number fieLd of the Last 
line in the bLoCk. 

These generaL ruLes appLy to the delete commands: 
- They are the first Line commands to be executed. 
- Line commands between blOCk deletes (DDs) .wi [l be ignored. 
- Hhen using bLock deletes, the DO commands do not have to be keyed 

on the same dispLay. 
- Other operations are aLlowed with one DD pending, 

If records are deleted by mistake, you can: 
- Exit from editing and specjfy Update=N on the Exit Edit screen. 
- Usi ng the Services Display, choose the Copy/Browse another document 

option, key in your document name, and copy the records back 
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TEXT 
Fmt: 1 

0000.03 
0000.04 
0001.01 
0001. 04 
0006.00 
0007.00 
0010.00 
0011. 00 
0011. 01 
0012.00 
0012.01 
00 1 '1 0'1 .I. ..:.. I ..:.. 

0014.02 
0014.03 
0014.04 
0014.05 
0018.00 
0018.01 
0019.00 

r'\ 

~: 1 Document: DOCNAME Scan: 
• •• • •• 1 •••••• 2( •• 1 ••• 3 • • • ••• 4 ••• C ••• 5 ••• 

**********BEGINNING********** 
VioLets are BLue 

Roses are Red 
So can you! 

*************END************* 

• •• 6 . .. ... ) 

This is our exercise.~cument. Letts get rid of 
the b l a n~: line i n 0 U r poem. 

I~' 
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TEXT 
Fmt: 1 

0000.03 
D 
0001.01 
0001.04 
0006.00 
0007.00 
0010.00 
0011.00 
0011.01 
0012.00 
0012.01 
0012.02 
0014.02 
0014.03 
0014.04 
0014.05 
0018.00 . 
0018.01 
0019.00 

r~ 
,.,' 

~: 1 Document: DOCNAME Scanr ________________________ __ 

• •• • •• 1 ••• ••• 2( •• I ••• 3 • •• ... 4 ... C ... 5 ... • •• 6 ••• ••• ) 

**********EEGINNING********** 
Violets are Blue 

Roses are Red 
So can you! 

*************END************* 

To remove th is Line, type ina "D" 0 n the Line, 
and press ENTER. 
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TEXT 
Fmt: 1 

0000.03 
0001.01 
0001.04 
0006.00 
0007.00 
0010.00 
0011. 00 
0011.01 
0012.00 
0012.01 
0012.02 
0014.02 
0014.03 
0014.04 
0014.05 
0018.00 
0018.01 
0019.00 

~ 

N:1 Document: DOCNAME Scan: 
• •• ••• 1 ••• ••• 2( •• I ••• 3 ••• ••• 4 ••• e ••• 5 ••• 

**********BEGINNING********** 
Violets are Blue 
Roses are Red 
So can you! 

*************END************* 

• •• 6 ••• ••• ) 

No t ice the l i n~ has been removed. 
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TEXT 
Fmt: 1 

0000.03 
0001. 01 
0001.04 
0006.00 
0007.00 
0010.00 
0011.00 

,-I 
0011.01 r 

I 0012.00 '-J 

D2 
0012.02 
0014.02 
0014.03 
0014.04 
0014.05 
0018.00 
0018.01 
0019.00 

('~\ 
. .:' 

W: 1 Document: DOCNAME Sea n: . 
• •• ••• 1 ... ... 2( •• I ... 3 ••• ... 4 ... C... 5 ••• ... 6 ... ... ) 

**********BEGINNING********** 
Violets are Blue 
Roses are Red 
So can you! 

, 

HHHHHH EEEE LL LL 00 00 
HH HH EE LL LL 00 00 
HH HH EE LL LL 00 00 

HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 

HHH HHH EEEEEE LL LL 000000 
HH HH EE LL LL 00 00 
HH HH EE LL LL 00 00 

*************END**x********** 

To remove two consecutive Linest type in HD'J" 
and press ENTER. 

~, 
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TEXT ~:1 Document: DOCNAME Sea n: 
Fmt: 1 ••...• 1 ...... 2( •• 1 ••• 3 •••.•• 4 ... C ••• 5 ...... 6 ...... ) 

**********BEGINNING********** 
0000.03 Violets are Blue 
0001. 01 Roses are Red 
0001.04 So can you! 
0006.00 
0007.00 
0010.00 HHHHHH EEEE LL LL 00 00 
0011.00 HH HH EE LL LL 00 00 
0011.01 HH HH EE LL LL 00 00 

r 0012.00 HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 I 
00 

0014.02 
0014.03 HHH HHH EEEEEE LL . LL 000000 
0014.04 HH HH cc LL LL 00 00 L..L.. 

0014.05 HH HH EE LL LL 00 00 
DD 
0018.01 
DD 

*************END************* 

~ 
To delete a block of Linej- type in a "DD" on both the 
fir s tan d Las t Lin e s , t 0 b ~d e Let e dan d pre ssE ~J T E R • ~ 
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TEXT 
Fmt: 1 

0000.03 
0001.01 
0001.04 
0006.00 
0007.00 
0010.00 
0011.00 

r 
I I 

0011.01 
I 

0012.00 lO 

0014.02 
0014.03 
0014.04 
0014.05 

"'" 
H: 1 Document: DOCNAME Scan: 

• •• ••• 1 ••• ••• 2( •• I ••• 3 ••• ••• 4 ••• C. •• 5 ••• ••• 6 ••• ••• ) 
**********BEGINNING********** 

Violets are Blue 
Roses are Red 
So can you! 

HHHHHH EEEE LL LL 00 00 
HH HH EE LL LL 00 00 
HH HH EE LL LL 00 00 

HHH HHH EC"EC"C"C" 
I.... 1....1....1.... LLLLLLL LLLLLLL 000000 

HHH HHH EEEEEE LL LL 000000 
HH HH EE LL LL 00 00 
HH HH EE LL LL 00 00 

*************END************* 

All lines between and including the two 
pairs of. D's have been removed. 
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TEXT - HELP 

~ 

, LINE COMMANDS 
Insert New Lines 

You can insert a line by keying I in the line number field. If any 
character (including spaces) is keyed into the data field of the inserted 
line, the line wi II be permanently inserted and a new insert line will be 
provided. Key in at least one space on the line to insert a blank line. 
To finish inserting lines, press ENTER when the next blank insert line is 
provided. 

You can insert multiple lines by keying I followed by the number of lines 
desired in the line number field (example'- 16). A re~uest for more insert 
lines than wi il fit on the screen wi II fi II only the current display. ~hen 
you re~uest a specific number of insert lines, only that number wi II be 
provided; for example, 11 wi II insert only one line and wi II not be 
repeated if data is keyed on that line. Insert lines up to the last Line 
that has been keyed into wi Lt be retained and any following lines wi II be 
dropped. 
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TEXT W:1 Document: DOCNAME Scan: 
Fmt: 1 •••••• 1 •••••• 2( •• I ••• 3 •••••• 4 ••• C ••• 5 •••••• 6 •••• t. ) 

**********BEGINNING********** 
0000.03 Violets are Blue 
0001.01 Roses are Red 
0001.04 So can you! 
0006.00 
0007.00 
0010.00 HHHHHH EEEE LL LL 00 00 
0011.00 HH HH EE LL LL 00 00 
0011.01 HH HH EE LL LL 00 00 
0012.00 HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 
0014.02 
0014.03 HHH HHH EEEEEE LL LL 000000 
I HH HH EE LL LL 00 00 

*************END************* 

To i nser tal i ne t t yp e an" I" 0 n ali ne. Th e new line 
wi II be inserted right after the insert command. 

') .~ 
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TEXT 1i:1 Document: DOCNAME Scan: 
Fmt: 1 • •• ••• 1 ••• ••• 2( •• I ••• 3 ••• ... 4 ... C. •• 5 ••• ••• 6 ... ... ) 

**********BEGINNING********** 
0000.03 Violets are Blue 
0001.01 Roses dre Red 
0001.04 So can you! 
0006.00 
0007.00 
0010.00 HHHHHH ECCe" 

1-1-1- LL LL 00 00 
0011. 00 HH HH EE LL LL 00 00 

r 
0011.01 HH HH EE LL . LL .00 00 

I 0012.00 HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 \-& 
f-..... 

0014.02 
0014.03 HHH HHH EEEEEE LL LL 000000 
0014.04 HH HH EE LL LL 00 00 
••••••• 

*************END************* 

~ You are given a temporaryl.ti ne to enter i nformat ion onl., 
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TEXT - HELP LINE COMMANDS 

You can copy a line by keying C in the line number field of that line. 
You can copy a bLock of lines by keying CC into the Line number field of 
the first line in the block and CC in the line number field of the last 
Line in the bLock. 

You can copy multiple :lines by keying C followed by the number of lines 
to be copied (example - C5). 

If you wish to copy a line(s) to more than one place, key a CR orCCR for 
copy repeated, and the CR wi Ll not be removed unti L you cancel with CF6 or 
blank out the CR. 

The rules for moving Lines are the same as for r~pying lines, except that 
the line commands are M and MM. Moved Lines change locations and copied 
Lines remain in their original location pLus a new copy is inserted at 
the new location. 

NOTE: Any copy or move Line command needs a target iff'order 
for the copy or move to be completed. 
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TEXT - HELP 

Copy and move functions re~uire a target line. To copy or move text 
before the target line, enter B in the line number field of the target 
line. To copy or move text after the target line, enter A in the Line 
number field of the target line. 

The A or B Line commands can be followed by digits 1 to 999 to indicate 
muLtiple copies of the record(s) are to be copied. For example, keying 
B12 in the Line number field of a Line wouLd make 12 copies before the 
Line • 

Note that when you complete a copy, both the copy and target line 
commands are removed. If you want the target (A or B) to remain for 
additional copies use the repeated targets: AR or BR • To cancel the . . 

pending AR or BR you can either blank it out or use CF6. 
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TEXT 
Fmt: 1 

C 
A 
0001.04 
0006.00 
0007.00 
0010.00 
0011. 00 
0011.01 

, 0012.00 
0014.02 
0014.03 
0014.04 
,0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

W: 1 D~cument: DOCNAHE' 

" '~ 

Sea n: 
• •• ••• 1 ••• • •• 2( •• I ••• 3 ••• ••• 4 ... C ••• 5 •••••• 6 ...... ) 

**********BEGINNING********** 

HHHHHH 
HH HH' 
HH HH 

HHH HHH 

HHH HHH 
HH HH 

Violets are Blue 
Roses are Red 
So can you! 

t"t"C't" LL LL L...L...L...L... 

EE LL LL 
EE LL LL 
EEEEEE LLLLLLL LLLLLLL 

EEEEEE LL LL 
EE LL LL 

*************END************* 

00 00 
00 00 
00 00 

000000 

000000 
00 00 

There are two par ts to' a copy; the "C" line comma nd and 
also a target (either A-after or B-before). 



~ ~ r". 

TEXT w: ! Document: DOCNAME Scan: 
Fmt: 1 •••••• 1 ...... 2( •• I ••• 3 ....... 4 ••• e ... 5 ...... 6 ...... ) 

**********BEGINNING********** 
0000.03 Violets are BLue 
000L0! Roses are Red 
0001.02 Violets are Blue 
0001.04 So can you! 
0006.00 
0007.00 
0010.00 HHHHHH EEEE LL LL 00 00 
0011.00 HH HH EE LL LL 00 00 

r 
I 0011.01 HH HH EE LL LL 00 00 I-' 

\..N 0012.00 HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 
0014.02 
0014.03 HHH HHH EEEEEE LL LL 000000 
0014.04 HH HH EE LL LL 00 00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

*************END************* 

'-' Notice "Violets ar~BLue" has been copied \, 
_-C...1 ............ v- ~'n.-.,,.-,.......,.- n,..- t" 
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TEXT 
Fmt: 1 

D 
0001.01 
0001.02 
0001.04 
0006.00 
0007.00 
0010.00 
0011.00 
0011.01 
0012.00 
0014.02 
0014.03 
0014.04 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

,.~ (" 

Ii: 1 Document: DOCNAME Scan: 
•••••• 1 •• t .t. 2( •• 1 ••• 3 ••• tt. 4 ••• C ••• 5 ...... 6 .t .... ) 

**********BEGINN1NG********** 
Violets are Blue 
Roses are Red 
Violets are Blue 
So can you! 

HHHHHH EEEE LL LL 00 00 
HH HH EE LL LL 00 00 
HH HH EE LL LL 00 00 

HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 

HHH HHH EEEEEE LL LL 000000 
HH HH EE LL LL 00 00 

*************END************* 

Let's .de lete the first "V i 0 lets are Blue". 
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TEXT W:1 Document: DOCNAME Scan: 
Fmt: 1 • t. ••• 1 ••• ••• 2( •• I ••• 3 ... ••• 4 ... C... 5 ••• ••• 6 ... ••• ) 

**********BEGINNING********** 
0001.01 Roses are Red 
I Violets are Blue 
0001.04 So can you! 
0006.00 
0007.00 

I 

0010.00 HHHHHH EEEE LL LL 00 00 
0011.00 HH HH EE LL LL 00 00 
0011.01 HHHH EE LL LL 00 00 
0012.00 HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 
0014.02 
0014.03 HHH HHH EEEEEE LL LL 000000 
0014.04 HH HH EE LL LL 00 00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.O0 

*************END************* 

Now, let's insert a linr after "Violets are Blue". 
o n w hat lin e d 0 you t Y p~ i nth e ins e r teo m man d 7 
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TEXT W: 1 Document: nOCNAME Scan: 
Fmt: 1 • •• ••• 1 It. ••• 2( •• I ••• 3 ••• It. 4 ••• C. •• 5 ••• ••• 6 ••• ••• ) 

**********BEGINNING********** 
00'01.01 Roses are Red 
0001.02 - Violets are Blue' 
••••••• 
0001.04 So can you! 
0006.00 
0007.00 
0010.00 HHHHHH EEEE LL LL 00 00 
0011.00 HH HH EE LL LL 00 00 
0011.01 HH HH EE . LL LL 00 00 
0012.00 HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 
0014.02 
0014.03 HHH HHH EEEEEE LL LL 000000 
0014.04 HH HH EE LL LL 00 00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

*************END************* 

Notice the temporary line. Use your imaginationt 
what would you put in this line of the poem? 
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TEXT H:1 Document: DOCNAME Sca n: 
Fmt: 1 ... ••• 1 ••• ••• 2{ .. r ••• 3 ••• It. 4 ••• C. •• 5 ••• ••• 6 ••• ••• ) 

**********BEGINNING********** 
0001. 01 Roses are Red 
0001.02 / Violets are Blue 
••••••• If I can do text 
0001.04 So can you! 
0006.00 
0007.00 
0010.00 HHHHHH EEEE LL LL 00 00 
0011.00 HH HH EE LL LL 00 00 

~I I 0011.01 HH HH EE LL LL 00 00 
0012.00 HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 
0014.02 
0014.03 HHH uUH 11111 EEEEEE LL LL 000000 
0014.04 HH HH l EE LL I LL 00 00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

*************END************* 

~ 
Is t his how you f \.,L e din the. m iss i n 9 Lin e 7 ~ 

W hen yoU' vet Y p e din the m iss i n q Lin p. p ,. PC:: c:: F ~I T F R t hI i r: p • 
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TEXT W: 1 Pend: MM MM Sca n: 
Fmt: 1 •••••• 1 •••••• 2( •• 1 ••• 3 •••••• 4 ••• C ••• 5 •••••• 6 •••••• ) 

**********BEGINNING********** 
0001.01 Roses are Red 
0001.02 Violets are Blue 
0001.03 If I can do text 
0001.04 So can you! 
0006.00 
A 
0010.00 HHHHHH EEEE LL LL 00 00 
0011.00 HH HH EE LL LL 00 00 
0011. 01 HH HH EE LL LL 00 00 
0012.00 HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 
0014.02 
tIM HHH HHH EEEEEE LL LL 000000 
MM HH HH EE LL LL 00 00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

*i***********END************* 

There are a Lso two par ts to a move; the "M" Line 
commandCs) and the tarqet. This is a hlnrk mnve. 

r:. 
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TEXT 
Fmt: 1 

0001.01 
0001.02 
0001.03 
0001.04 
0006.00 
0007.00 
0007.01 
0007.02 
0010.00 
0011.00 
0011.01 
0012.00 
0014.02 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

f"\ 

W: 1 Document: DoCNAME Scan: 

• •• ••• 1 r-.. ... 2<'. I ••• 3 ••• ••• 4 ... C. •• 5 ••• ... 6 ••• ••• ) 
**********BEGINNING********** 

HHH HHH 
HH HH 
HHHHHH 
HH HH 
HH HH 

Roses are Red 
Violets are BLue 
If I can do text 
So can you! 

EEEEEE LL 
EE LL 
EEEE LL 
EE LL 
EE LL 

LL 
LL 
LL 
LL 
LL 

HHH HHH EEEEEE LLLLLLL LLLLLLL 

*************END************* 

000000, 
00 00 
00 00 
00 00 
00 00 

000000 

The two Lines were f~ysicaLLY moved from one 
pLace t~another. 
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TEXT 
Fmt: 1 

0001.01 

'1 0001.02 

~ I 0001.03 
r· 

0001.04 t' 
1· 
~ 0006.00 

0007.00 
0007.01 

r C I 
tv B CJ 

0011.O0 
0011.01 
0012.00 
0014.02 
0015.00 
0016.00 

'0017.00 
0018.00 

. 0019.00 

r: I . 

~: 1 Document: DOCNAME Scan! 

. r--.. -'-' ........ ' .. ' 
'. '\ 

• •• • •• 1 t ••••• 2( •• I ••• 3 III .114 ••• C ••• 5.tt t •• 6 .t. tt. ) 
**********BEGINNING********** 

HHH HHH 
HH HH 
HHHHHH 
HH HH 
HH HH 

HHH. HHH 

Roses are Red 
Violets are Elue 
If I can do text 
So can you! 

EEEEEE LL 
EE LL 
EEEE LL 
EE LL 
EE LL 
EEEEEE LLLLLLL 

*************END************* 

LL 000000 
LL 00 00 
LL 00 00 
LL 00 00 
LL 00 00 
LLLLLLL 000000 

Let's do one more copy to make our deslgn, 
picture perfect. 
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TEXT 
Fmt: 1 

0001.01 
0001.02 
0001.03 
0001. 04 
0006.00 
0007.00 
0007.01 

~I I 0007.02 
0007.01 
0010.00 
0011. 00 
0011. 01 
0012.00 
0014.02 
0015.00 

. 0016.00 
0017.00 
0018.00 
0019.00 

~ 

.~ 

W: 1 Document: DOCNAME Scan: 

• •• • •• 1 ... ... 2( •• I ••• 3 ... ... 4 ... C... 5 ••• ••• 6 ••• • II ) 

**********BEGINNING********** 

HHH HHH 
HH HH 
HH HH 
HHHHHH 
HH HH 
HH HH 

HHH HHH 

Roses are Red 
Violets are Blue 
If I can do text 
So can you! 

EEEEEE LL 
EE LL 
EE LL 
EEEE LL 
EE LL 
EE LL 
EEEEEE LLLLLLL 

*************END************* 

Picture-perfect 

LL OOOOOQ 
LL 00 00 
LL 00 00 
LL 00 00 
LL· . 00 00 
LL 00 00 
LLLLLLL 000000 

o 

11 

'-



r 
I 

N 
f-J 

f-J 

CD 

r 

TEXT - HELP 

~ 

LINE COMMANDS 
Centering 

You can only center text that is not in a paragraph. Text wi lL be centered 
within th~ margins of the default paragraph. 

To center a single line, key CT in the line number field. 

To center a block of lines, key CCT in the line numbers of the first 
and last lines in the block. 

r\ 
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TEXT H:1 Document: DOCNAME Scan: 
Fmt: 1 • •• ••• 1 ••• ••• 2( •• I ••• 3 ••• ••• 4 ... C. •• 5 ... ••• 6 ••• ... ) 

**********BEGINNING********** 
0000.01 
0000.02 
CT Roses are Red 
0001.02 Violets are Blue 
0001.03 If I can do text 
0001.04 So can ,'au! 
0006.00 

r 0007.00 I 
tv 
tv 0007.01 HHH HHH EEEEEE LL LL 000000 

0007.02 HH HH EE LL LL 00 00 
0007.03 HH HH EE LL LL 00 00 
0010.00 HHHHHH EEEE LL LL 00 00 
0011.00 HH HH EE LL LL 00 00 
0011. 01 HH HH EE LL LL 00 00 
0012.00 HHH HHH EEEEEE LLLLLLL LLLlLLL 000000 
0014.02 
0015.00 
'0016.00 
0017.00 
0018.00 

\", To center words on aLi nEt"" type ina ttCT" on the Line l, 
and press ~NTER. 
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TEXT 
Fmt: 1 

0000.01 
0000.02 
0001.01 
0001.02 
0001.03 
0001.04 
0006.00 
0007.00 
0007.01 
0007.02 
0007.03 
0010.00 
00 1 1. 00 
0011.01 
0012.00 
0014.02 
0015,00 
0016,00 
0017.00 
0018.00 

r' 

~: 1 DOCNAME Scan: ________________________ ___ 

• •• ... 1 ... ... 2( It I ... 3 ... ... 4 ... C ... 5 ... • It 6 ... ... ) 
**********BEGINNING********** 

HHH HHH 
HH HH 
HH HH 
HHHHHH 
HH HH 
HH HH 

HHH HHH 

Roses are Red 
·Violets are Blue 
If 1. can do text 
So can you! 

EEEEEE LL LL DOOOOD 
EE LL LL 00 
EE LL LL 00 
EEEE LL LL 00 
EE LL LL 00 
EE LL LL 00 
EEEEEE LLLLLLL LLLLLLL 000000 

00 
00 
00 
00 
00 

The phrase is centered according to the margins 
(indicated by the arrows). 

r~ 



r 
1 

N 
.c-

r--. 

r 

TEXT 
Fmt: 1 

0000.01 
0000.02 
0001.01 

~ CCT 
0001.03 
CCT 
0006.00 
0007.00 
0007.01 
0007.02 
0007.03 
0010.00 
0011.00 
0011.01 
0012.00 
0014.02 
0015.00 
0016.00 
0017.00 
0018.00 

~ 

H: 1 Document: DOCNAME Scan: ________________________ ___ 

• •• ••• 1 •••••• 2< •• I ••• 3 ••• ... 4 ... C ... 5 ••• ••• 6 • II It) 

**********BEGINNING********** 

HHH HHH 
HH HH 
HH HH 
HHHHHH 
HH HH 
HH HH 

HHH HHH 

Roses are Red 
Violets are Elue 
If I can do text 
So can you! 

EEEEEE LL LL 
EE LL LL 00 
EE LL LL 00 
EEEE LL LL 00 
EE LL LL Ol 
EE LL LL 00 
EEEEEE LLLLLLL LLLLLLL 

000000 
00 
00 
00 
00 
00 

000000 

Let's center the rest of the poem using the block 

~ 

~ centering ~~mands (CCT). ~ 



r 

r 
I 

N 
V1 

TEXT 
Fmt: 1 

0000.01 
0000.02 
0001.01 
0001.02 
0001. 03 
0001.04 
0006.00 
0007.00 
0007.01 
0007.02 
0007.03 
0010.00 
0011.00 
0011.01 
0012.00 
0014.02 
0015.00 
0016.00 
0'017.00 
0018.00 

r 

~n 1 Document: ·DOCNAME Sca n: 

• •• ••• 1 ••• ••• 2( •• If •• 3 ••• ... 4 ... C ... 5 •••••• 6 •••••• ) 

**********BEGINNING********** 

HUU 
11111 HHH EC"C"C"EC" L-L-L- L-

HH HH EE 
HH HH EE 
HHHHHH EEEE 
HH HH EE 
HH HH EE 

HHH HHH EC"C"C"C'E 
L-L-L-L-

LL 
LL 
LL 
LL 
LL 
LL 

Roses are Red 
Violets are Bl~e 
If I can do text 

So can you! 

LL 000000 
LL 00 
LL 00 
LL 00 
LL 00 
LL 00 

LLLLLLL LLLLLLL 000000 

The whole poem is centered. 

00 
00 
00 
00 
00 

r\ 
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TEXT - HELP LINE COMMANDS 
Shifting Data Right or Left 

You can shift a data Line to the right by keying Rx in the line number 
FIELD (X REPRESENTS THE NUMBER OF positions the data wi II be shifted). 
Non-blank data is not shifted if it wi II be lost. If you req,uest a shift 
val ue t hat will lose d a t a, the d a taw iLL be sh if ted as far asp ass i bl e 
and the word SHIFT wi lLappear in the line number field unti l you modify 
that line. If you do not key a shift value, the line will be shifted one 
position. 

You can shift a block of lines to the right by keying RR in the Line 
number field of the first Line in the block and RRx in the line number 
field of the last line in the block (THE X CAN BE PLACED AFTER EITHER RR.) 

The rules 'tor shifting data to the left are the same as to the right, but 
the line commands are: L, Lx, LL, and LLx. 

l" 

~. 

l., 



r 
I 

I'J 
(JI 

r r (,,, 

TEXT ~: 1 Document: DOCNAME Scan: 
Fmt: 1 • •• ••• 1·... ••• 2( •• I ••• 3 ••• ... 4 ••• c. .. 5 ••• ••• 6 ••• ••• ) 

**********BEGINNING********** 
0000.01 
0000.02 
L10 Roses are Red 
0001. 02 Violets are Blve 
0001.03 If I can do text 
0001. 04 So can you! 
0006.00 
0007.00 
0007.01 HHH HHH EEEEEE" LL LL 000000 
0007.02 HH HH EE LL LL 00 00 
0007.03 HH HH EE LL LL 00 00 
0010.00 HHHHHH EEEE LL LL 00 00 
0011.00 HH HH EE LL LL 00 00 
0011.01 HH HH EE LL LL 00 00 
0012.00 HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 
0014.02 
0015.00 
0016.00 
0017.00 
0018.00 

To shift a phrase on a Line to the Left (or right), type 
In a "L" (or "R") and then the number of spaces to shift. 



r-
I 

N 
'-J 

TEXT 
Fmt: 1 

0000.01 
0000.02 
0001. 01 
LL10 
0001. 03 
LL 
0006.00 
0007.00 
01'10 7 01 v .' .I. 

0007.02 
0007.03 
0010.00 
0011.00 
0011.01 
0012.00 
0014.02 
0015.00 
0016.00 
0017.00 
0018.00 

~ 

H: 1 Document: DOCNAHE Scan: ----------------------------
• •• • •• 1 ••• ••• 2( •• I ••• 3 ••• ••• 4 ••• e ... 5 ••• • •• 6 ••• ... ) 

**********BEGINNING********** 

HHH HHH EEEEEE 
HH HH EE 
HH HH EE 
HHHHHH EEEE 
HH HH EE 
HH HH EE 

HHH HHH EEEEEE 

Roses are Red 

LL 
LL 
LL 
LL 
LL 
LL 

Violets are EL~e 
If I can do text 

So can you! 

LL 000000 
LL 00 
LL 00 
LL 00 
LL 00 
LL 00 

LLLLLLL "LLLLLLL 000000 

00 
00 
00 
00 
00 

~ 

Now, Let's shift the rest 0f the poem, by doing a block 
4. sh i ft (Ll or RR on the be~nn i ng line and end Line). \.. 
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r 
I 

N 
co 

TEXT 
Fmt: 1 

0000.01 
0000.02 
0001.01 
0001.02 
0001.03 
0001. 04 
0006.00 
0007,00 
0007.01 
0007.02 
0007.03 
0010.00 
0011.00 
0011.01 
0012.00 
0014.02 
0015.00 
0016.00 
0017.00 
0018.00 

,r 
" 

li: 1 Document: DOCNAME Scan: 
• •• • •• 1 ••• ••• 2( •• I ••• 3 ••• ... 4 • ftC ••• 5 ...... 6 ...... ) 

**********BEGINNING********** 

HHH HHH 
HH HH 
HH HH 
HHHHHH 
HH HH 
HH HH 

HHH HHH 

Roses are Red 
Violets are Blue 
If I can do text 

So can !'ou! 

EEEt:EE LL LL 
EE LL LL 
EE LL LL 
EEEE LL LL 
EE LL . LL 
EE LL LL 
EEEEEE LLLLLLL LLLLLLL 

r:~" :~'''-',.'., ..... ~ -NtJ 

000000 
00 00 
00 00 
or 00 
00 00 
00 00 

000000 

Now t everyth i ng i 5 bac~: to norma l. 

'" 
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TEXT - HELP LINE COMMANDS 

Windowing is sometimes referred to as horizontal scrolling, 

The Edit Display can be thought of as ~ 71-character-wide and 21-Line-Long 
window (view) of your document. This window can be varied horizontally 
by keying in a wi ndowl i ne command (Wx). 

For example, to start your window at column 6 for all lines of your 
document, key H6 in any of the line number fields on the Edit Display. 
The stariing point of the current window wi lL be displayed following the 
H: on the status line of the Edit Display, 

L 

~ 

~ 
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TEXT 
Fmt: 1 

W40 
0000.02 
0001.01 
0001.02 
0001.03 
0001.04 
0006.00 
0007.00 
0007.01 
0007.02 
0007.03 
0010.00 
0011. 00 
0011.01 
0012.00 

·0014.02 

0015.00 
, 0016.00 

0017.00 
0018.00 

r 

W: 1 Document: DOCNAME Sca n: 
• •• ••• 1 ••• ••• 2( •• I ••• 3 ••• ••• 4 ••• e ... 5 •••••• 6 ...... ) 

**********BEGINNING********** 

UHU 
III II HHH 

HH HH 
HH HH 
HHHHHH 
HH HH 
HH HH 

HHH HHH 

Roses are Red 
Violets are Blue 
If I can do text 

So can you! 

EEEEEE. LL LL 
EE LL LL 
EE LL LL 
EEEE LL LL 
EE LL LL 
EE LL LL 
EEEEEE LLLLLLL LLLLLLL 

000000 
00 00 
00 00 
00 00 
00 00 
00 00 

000000 

('\ 

Now, let' s move the wh 0 le screen h or i Z 0 nta l l Y 40 spaces t. 
Type in a ttN40 tt and press ENTER. 
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W:40 Document: DOCNAME Scan: __________________________ __ 
Fmt: 1 4 ••• C ••• 5 ...... 6 ...... ) •••••• 8 

**********BEGINNING********** 
0000.01 
0000.02 
0001.01 Red 
0001.02 Blue 
0001.03 -text 
0001.04 u! 
0006.00 
0007.00 
0007.01 LL 
00v7.02 Ll 
0007.03 LL 
0010.00 LL 
0011.00 LL 
0011.01 LL 
0012.00 LLLLLLL 
0014.02 
0015.00 
0016.00 
0017.00 
0018.00 

000000 
00 00 
00 00 
00 00 
00 flr] 

00 00 
000000 

000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 

Notice which column ~ now at the Left margin. 

~ 

l. 

~ 
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TEXT W:40 Document: DOCNAME Scan: ____________ _ 
Fmt: 1 4 ••• e ... 5 •••••• 6 ...... ) •••••• 8 

**********BEGINNING********** 
W1 
0000.02 
0001.01 Red 
0001. 02 Blue 
0001.03 text 
0001.04 u! 
0006.00 
0007.00 
0007,01 LL 
0007.0L LL 
0007.03 LL 
0010,00 LL 
0011. 00 LL 
0011.01 LL 
0012.00 LLLLLLL 
0014.02 
0015.00 
0016.00 
0017.00 
0018.00 

000000 
00 00 
00 00 
00 00 
00 00 
00 00 

000000 

000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 
000000 . 
000000 
000000 
000000 
000000 
000000 
000000 

Let's put column 1 back on the left margin 
b y t y pin gin a " v~ 1 ". 
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TEXT 
Fmt: 1 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

~ 

vI: 1 Document: DOCNAME Sca n: 
• •• • •• 1 ••• ••• 2( •• I ••• 3 ••• ••• 4 ••• C ••• 5 •••••• 6 •••••• ) 

**********BEGINNING********** 

HHH HHH 
HH HH 
HH HH 
HHHHHH 
HH HH 
HH HH 

Roses are Red 
Violets are Blue 
If I can do text 

So can you! 

EEEEEE LL . LL 
EE LL LL 
EE LL LL 
EEEE LL LL 
EE LL LL 
EE LL LL 

000000 
00 
00 
00 
00 
00 

HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 

Now, we a r ~b a c k t 0 normal. 

00 
00 
00 
00 
00 

~. 

l, 
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TEXT - HELP 

r 

LINE COMMANDS 
Positioning the Display 

You can change the record positioning on the Edit Display as follows: 

Key in a new line number on top of any existing line number to position 
that line at the top of the display. If the re~uested line is not 
found the line before it wi II be displayed. A line number can be keyed 
In any of the following formats! 

If the document is se~uenced in the page/line format, kex the page 
number followed by j blank to position the top of the page at the top 
of the display. 

Key +12 in a line number to roll up 12 records, or -5 to roll down 5 
records. The limit is 999. 

The ROLL keys wi II roll the Edit Display a full display minus one line. 
Hold the shift key down to use the ROLL keys. 

,.., 
1 ~. 



r 
I 

\..N 
\..N 

-TEXT 
Fmi: 1 

+7 
0002.00 

. 0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011.00 
0012,00 
0013.00 
0014.00 
0015.O0 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

~ 

W:1 Document: DOCNAME Scan: 
• •• ••• 1 ... ••• 2( •• Ii.. 3 ••• .... 4 ••• C. •• 5 ••• • •• 6 ...... ) 

**********BEGINNING********** 

HHH HHH 
HH HH 
HH HH 
HHHHHH 
~4 HH 
HH HH 

HHH HHH 

Roses are Red 
Violets are Blue 
If I can do text 

So can you! 

EEEEEE LL LL 
EE 
EE 
EEEE 
EE 
EE 
EEEEEE 

LL 
. LL 

LL 
LLLLLLL 

LL 
LL 
LL 
LLLLLLL 

000000 
00 

~, 
00 
00 

00 00 
00 00 
00 00 

000000 

To move the document forward 7 L i neSt type ina "+7 ". 

,~ 

l., Notice which line nl,;ber is at the top. \." 



r r r 
'." ..::c" 

TEXT W: 1 Document: DOCNAHE Sca n: 
Fmt: 1 • •• • •• 1 .... ••• 2( •• I ••• 3 ••• ••• 4 ••• e ... 5 ••• • •• 6 ••• ••• ) 
0007.00 
0008.00 
0009.00 HHH . HHH EEEEEE LL LL . 000000 
0010.00 HH HH EE LL LL 00 00 
0011.00 HH HH EE LL LL 00 00 
0012.00 HHHHHH EEEE LL LL 00 00 
0013.00 HH HH EE LL LL 00 00 
0014.00 HH HH EE . LL LL 00 00 

r 0015.00 I HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 
VJ 0016.00 .C" 

0017.00 
0018.00 
0019.00 
0020.00 
0021. 00 

*************END************* 

Now, notice which line is at the top. 



~ ~ 

TEXT W: 1 Document: nOCNAME Scan: 
Fmt: 1 • •• ••• 1 .... ••• 2( •• I ••• 3 ••• ... 4 ... C ... 5 ...... 6 ...... ) 
-4 
0008.00 
0009.O0 HHH HHH EEEEEE LL LL . 000000 
001O.00 HH HH EE LL LL 00 00 
0011. 00 HH HH EE LL LL 00 00 
0012.00 HHHHHH EEEE LL LL 00 00 
0013.00 HH HH EE LL LL 00 00 
0014.00 HH HH EE LL LL 00 00 r 

I 0015.00 \..N HHH HHH EEEEEE LLLLLLL LLLLLLL 000000 
Vl 0016.00 

0017.00 
0018.00 
0019.00 
0020.01' 
0021.00 

*************END************* 

\, To move the document ba 4 l neSt type n H-4 ". l.. 



(' 

TEXT 
Fmt: 1 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 

r- 0011. 00 
I 

\.N 0012.00 m 

0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

. 0021.00 

W: 1 

• •• ••• 

r 
." 

Document: DOCNAME Scan: 
1 ••• ••• 2( •• 1 ••• 3 ...... 4 ... C ••• 5 ••• 

Roses are Red 
Violets are Blue 
If I can do text 

So can you! 

• •• 6 ••• ••• ) 

HHH HHH EEEEEE LL LL 000000 
HH HH EE LL LL 00 00 
HH HH EE LL LL 00 00 
HHHHHH EEEE LL LL 00 00 
HH HH EE LL LL 00 00 
HH HH EE LL LL 00 00 

HHH HHH ECCCCC 
L...L...L...L...L... LLLLLLL LLLLLLL 000000 

*************END************* 

Notice which line is at the top. 

r,\ 
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W: 1 . Document: DOCNAME Sca n: TEXT 
Fmt: 1 • •• • •• 1 •••••• 2< •• 1 ••• 3 ...... 4 ••• C ... 5 •••••• 6 •••••• ) 

0001. 00 
0002.00 
0003.00 
0004.00 
0005.00 

0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011. 00 
0012.00 
0013.00 

. 0014.00 
0015.00 
0016.00 
0019.00 
0020.00' 

**********EEGINNING********** 

HHH HHH 
HH HH 
HH HH 
HHuUUU 111111111 

HH HH 
HH HH 

HHH HUU 11111 

Roses are Red 
. Violets are Blue 
If I can do text 

EEEEEE LL LL 
EE LL LL 
EE LL LL 
EC"C"C" 

L.L.L. LL LL 
EE LL LL 
EE LL LL 
EEEEEE LLLLLLL LLLLLLL 

~. *************END************* 

000000 
00 00 
00 00 
00 00 
00 00 
00 00 

000000 

.,.---....., 

~, 

ve CF12 to revise and adju~one line. Position cursor l", 
someuJhprp n n thp I i T"lP ::I T1rl nrace::" +hrl T"IC!="PT ",...,,, 
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TEXT 
Fmt: 1 

(1001.00 
0002.00 
(, r-.;:,"'Z (, (c, 
vVV...J.vv 

0004.00 
0005.00 

0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0019.00 
0020.00 

~ 

W: 1 Document: DOCNAME Scan: 
• •• • •• 1 •••••• 2( •• 1 ••• 3 •••••• 4 ••• C ••• 5' •••••• 6 •••••• ) 

**********BEGINNING********** 

Roses are Red 
Violets are Blue 
If the i nstructer can do text 

So can you! 

HHH uuu' EEEEEE LL LL 000000 111111 

HH HH EE LL LL 00 
HH HH EE LL LL 00 
HUUUUU 

11111111111 EEEE LL LL 00 
HH HH IE LL LL 00 
HH HH EE LL LL 00 

HHH HUU II II I EEEEEE LLLLLLL LLLLLLL 000000 

. *************END************* 

00 
00 
00 
00 
00 

Type in the text and press ENTER. 

r~ 
, , 

I 
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VJ 
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TEXT 
Fmt: 1 

0001. 00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011. 00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0019.00 
0020.00 

p 

W: 1 Document: DOCNAME Scan: 
• •• • •• 1 •••••• 2( •• 1 ••• 3 •••••• 4 ••• C ••• 5 ••• , •• 6 •• , ••• ) 

**********BEGINNING********** 

HHH HHH 
HH HH 
HH HH 
HHHHHH 
HH HH 
HH HH 

HHH uuu 
111111 

Roses are Red 
Violets are Blue 
If the instructer can do text 

So can you! 

EEEEEE LL LL 000000 
EE LL LL 00 
EE LL LL 00 
EEEE LL LL 00 
EE LL LL 00 
EE LL LL 00 
EEEEEE LLLLLLL LLLLLLL 000000 

·*************END************* 

00 
00 
00 
00 
00 

(.,"?member the CF12 key t yo U wl, l use it more later! 

~ , \ 

\. 
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USES 
OF 

LINE COMMANDS 

* To insert, copy, move, or delete an entire Line 
(or block of Lines) 

* To shift information on a Line (or lines) 

* To type any information that doesn't conform tc 
any paragraph format (columns, short phrases) 



( 
" 

USES' 
OF 

PARAGRAPHS 

* To change multiple paragraphs with one change 

* To copy and adjust information from one paragrap~ 
to another 

* To combine two paragraphs into one 

'. * To divide one paragraph into two or more J 
* To eas i l y type in and adjust mu L tip· Le Lines of 

i nformat ion. 

L -LI4, 2 



DIFFERENCES 
BETWEEN 

LINE AND PARAGRAPH MODES 

* Line commands only affect the line they are on 
(Or a block of lines) 

* A paragraph adjustment automatically adjusts the 
,entir'e paragraph 

* An unlimited amount of words can be added in 
p_aragraph mode 

i 

4.,. '; Ali mit ed numb er 0 f w 0 r d s can be add ed to ali ne 
in Line mode 

* ALL words are separated by 1 space In paragraph mOe 
(2 spaces after a period or colon) 

* Any number of spaces are allowed· b t ' In e ween words 
in line mode 

L -l;4 . 3 
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LINE COMMAND REVIEW 

- Deleting line(s) D, Dx, DD 
Copying and moving line(s) C, CC, CR, Cx, CCR, H, MM, Hx 

I 

- Copying and moving target line(s) A, Ax, AR, B, Bxi BR 
- Inserting a new Line(s) I, Ix 

Inserting a new line using a skeleton line 5, IS, I5x 
Positioning the dispLay to a new line x, tx, -x 
Positioning the display horizontally (windowing) - ~x 

- Shifting data right or left on a line(s) Rx, RRx, Lx, LLx 
- Centering data within margins CT, CCT 
- Assigning and adjusting paragraphs P, Px, PP, or PPx 

l... 

~ 

.. 

l.. 



, 
• • 



( .. ~ 

( . 
-.: 

f 
• • 

SYSTEM/38 TEXT MANAGEMENT PRESENTS ••• 

THE 

p 
A· 

R 
A 

G 
R 

A 
p 

H 

••• AS·AN EASIER ALTERNATIVE TO YOUR 
WORK PROCESSING NEEDS. 

P-l 
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The Converitional Method 

TEXT 
Fmt: 1 

• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• · .... , . 
• •••••• · . . . , .. 
, ..... . 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 
• •••••• 

W: 1 Document: DOCI6 
• •• ••• 1 ••• ••• 2( •• I ••• 3 • • • 

**********BEGINNING********** 

*************END************* 
Document DOCt6 added to fi Le KKWFILE.QTXT. 

Sca n: 
••• 4 ... C ••• 5 ...... 6 ...... ) 

r" 
l, .• ; 

To get a b La nk line t press the space bar wh i le 0 n a II ne. 

.. 
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TEXT 
Fmt: 1 

0001. 00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011.00 

r---. 

lin Document: DOCi6 

• •• • •• 1 ••• ••• 2( •• I ••• 3 

**********BEGINNING********** 

lI:~.lt. *** * ~ * ~lI:.lt..lt.C'~ In.lt. .It..lt.lI:.lt. ~.lt..lt..lt. ~ ll..lt. * nnn ~ ~~~nLhunnnn~~nnn~nn 

..~ 

J 

Sea n: 

• • • ••• 4 ••• e ..• 5 ... ••• 6 ••• ... ) 

~epeat this a few times and ~ess ENTER to get a few lin~ 
.&..,-.. r- ..J... -. ....-.1. ,....., • .1... f., i .l~ 1 

~ 

.. 
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TEXT 
Fmt: 1 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 

W:1 Document: DOCt6 
• •• • •• 1 ••• ••• 2( •• I ••• 3 

1l.1l.ll.lI.ll.ll.ll.ll.ll.ll. D E G I ~ I~ I I '''r:: lL.ll.ll.ll.lI.lL lI.ll.lI.ll. 
1\ " ~ ~ " 1'\ J\ 1\ 1\ f\ .u I ~ I '4 1"1 \J 1\ 1\ 1\ " 1\ 1\ 1'\ " 1'\ 1'\ 

October 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

0008.00 Dear Mr. Rich, 
0009.00 

• • • 
Scan: 

••• 4 ••• e •.. 5 ••• • • • 6 ••• ••• ) 

0010.00 Thank-You very much for answering the personally addressed mai ling • 
• • • • • • • 
0011.00 

*************END************* 

r, 
! .; 

Type the information on the lines you've created. If you 
need more lines. use the "I" line command to insert more. 

• 
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Fmt: 1 
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W: 1 Document: DOCt6 
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**********BEGINNING********** 

October 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Scan: 

• • • ... 4 ••• C ••• 5 ••• • • • 6 ••• ••• ) 

Thank-you very much for answering the personally addressed mai ling. 
We are excited to serve you as your new shoe insurance company. 
He assure you that from now on your shoes wi II have the most 
complete coverage avai labe at this cost. You no longer have to worry 
about uninsured shoe-shiners, or stolen laces and buckles. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

*************END************* 

.~ 

•. / Qui c k l y proof rea d the par a ~'3 ph. 0 0 p s! How d 0 you s pel l «..., 
V"ava i lab le"? . 
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TEXT 
Fmt: 1 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0010.01 
0010.02 
0010.03 
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0010.05 
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H: 1 Document: DOC:i6 
• •• • •• 1 ••• ••• 2( •• I ••• 3 

**********EEGINNING********** 

October 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Sea n: 
• • • ••• 4 ••• C ••• 5 ••• ••• 6 ••• ••• ) 

Thank-you very much for answering the personally addressed mai Ling. 
We are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi II have the most 
complete coverage avai Lable at this cost. You no Longer have to 
about uninsured shoe-shiners, or stolen laces and buckles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

*************END************* 

There's not enough room to insert the missing lettert 
"worry" will have to be moved dOlJJn'to the next Line. 

so 
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W: 1 Document: DOCi6 Sea n: TEXT 
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0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
o f.\ 1':tL 0 0 vvu. 

0007.00 
0008.00 
0009.00 
0010.00 
0010.01 
0010.02 
0010.03 
0010.04 
0010.05 
0010.06 
0011.00 

**********BEGINNING********** 

October 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Thank-You very much for answering the personally addressed mai ling. 
We are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi Lt have the most 
complete coverage avai lable at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen laces and bUCkles. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

*************END************* 

~. 

I .• 

4.". There'S a possibi Lity of. ~ing t~ change 3 Lines just l, 
+(1 inc::pr+ nnp Ip++pr' Rp.:=Jrlv fnr Mn prisipr 'l/riV? 
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TEXT -:- HELP 

CF Key Description 

r 

CF KEY DESCRIPTIONS 
CF9 

Create New Paragraph 

9 Create New Paragraph. Press CF9 to create a new paragraph 
starting at the cursor position. ~hen you press CF9: 

- An input field (underlines) several lines longt, wi ll·be 
provided to allow insertion of text. 

- You need not be concerned about splitting words at the 
end of a line. They wi II be put back together. 

- Everything you key wi II be adjusted when you press ENTER t 
or key into the last position of this area. The paragraph 
wi II be adjusted according to the format indicated by the 
highlighted format number preceding the underlined area. 

- You can change the paragraph format by chan~ing the 
highlighted format number. 

- Press CF9 within a defined paragraph to divide it into 2 
separate paragraphs (at ',the point where the cursor ·js located). 

r, 
-4 
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~: 1 Document: DOCt6 Sea n: 
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Thank-you very much for answering the personally addressed mai ling. 
~e are excited to serve you as your new shoe insurance company. 
~e assure you that from now on your shoes wi II hav~ the most 
complete coverage avai lable at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen laces and buckles. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

*************END************* 

~ 

•.. Th is time we will use the i __ 9 key to create a paragraphl, 
.., We C3n then type in the tex-t' easi ly and quic~~ ly+ 

1 
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TEXT 
Fmt: 1 
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W: 1 Document: DOC=t6 Scan: 
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Thank-you very much for answering the personally addressed mai ling. 
We are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi II have'the most 
complete coverage avai LabLe at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen Laces and buckLes. Take 
every stride in confidence with U-Hear-M Shoe Insurance. 

0011 1 Enclosed are 10 small forms which need to be filLed out before we can In 
sure you completely. Please fi Ll them out and send them back in the same box we 
sent them in as sonn as possibLe. Again, we are LOOking forward to servi8ng yo 

u in hte comming years, donot hesitate to send those forms in NON! 

*************END************* 

r~ 

Type the entire paragraph without ~orrying about margins 
_.1 --1 ""' ,...., , ' I .-- ..- --1 ,- P..-.-;.-.- ~t--IT~P Ilihon of n c::horl. 
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Thank-You very much for answering the personaLLy addressed mai ling. 
~e are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi II hav~ the most 
complete coverage avai lable at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stoLen Laces and buckLes. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be 
fi Lled out before we can insure you completely. 
Please fi Ll them out and send them back in the 
same box we sent them in as sonn as possible. 
Again, we are LOOking forward to servi8ng you in 
hte comming years, donot hesitate to send those 
forms in Nmn 

ll.ll.ll. lUL.IOLll. * ll.ll.ll.ll. C"'''Dll.ll.ll.ll.ll.ll.ll.ll.ll.ll.ll.ll.ll. 
1\1\1'\1'\1\1'\1\1\ 1\1'\r\1\L-1'i "I\I\I\"'''J'\I'\I\r\r\1\1\ 

r'. 

\-,.et's not worry about the m4...,gins for now, let's correct\" 
+ h p c:n p I I i nM pr r ("'I r c: . 
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TEXT - HELP CF KEY DESCRIPTIONS 
CF12 

CF Key 

12 

Revise Paragraph and Adjust 

Description 

Revise Paragraph and Adjust. Press CF12 to move the line of text 
where the cursor is positioned to the second text line of the Edit 
Display, and to revise the paragraph. 

- The paragraph wi II be displayed in a large underlined area. 
- Insert or delete text using the INS and DEL keys. 
- When you have finished your revisions, press ENTER. 

The revised paragraph wi lL be adjusted and you can continue 
with normal editing. 

r-_ 
"j .; 
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Fmt: 1 
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0011 1 EncLosed are 10 small forms which need to be fi LLed out before we can In 
sure you compLetely. Please fi LL them out and send them back in the same box we 
sent them in ~s soon as possible. Again, we are looking forward to servi8ng yo 

u in hte comming years, donot hesitate to send those forms in NOW! 

*************END************* 

~. 

~To revise and adjust 
L~~~r~ +hc orrnr~ in 

the p~3graph,. position the cursor~ 
+hp p~raqraph and press CF1~. 
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TEXT W: 1 Document: DOC:t6 Sca n: 
Fmt: 1 •••••• 1 •••••• 2( •• I ••• 3 •••••• 4 ••• C ••• 5 •••••• 6 •••••• ) 
0010.06 
0011 1 Enclosed are 10 small forms which need to be fi lled out before we can in 
sure you completely. Please fi II them out and send them back in the same box we 
sent them in as soon as possible. Again, we are looking forward to serving you 
in the comming years, do not hesitate to send those forms in NOW! 

*************END************* 

Correct the errors by using the INSERT/DELETE key. The 
rp~t n-f tho tovt It I i I I ho ':::).1 ill~tprl ':::)rrnrrl i nn I v. 

r, 
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Enclosed are 10 small forms which need to be 
fi Lled out before we can insure you completely. 
Please fi II them out and send them back in the 
same box we sent them in as soon as possibLe. 
Againt we are looking forward to serving you in 
the comming years, do not hesitate to send those 

0017.00 forms in NOW! 
IJ 

I *************END************* ~ 
~ 

~ Now Let' 5 fix the marg i ns 4..,:Jress CF17 to d i sp Lay the 
n::'lr::'lllr:::)n~. -Fnrm~+c- -,,...,.~ +~"",,,ir -,+ ... "-jl-.,,+,....,,..... 
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TEXT - HELP CF KEY DESCRIPTIONS 
CF17 

CF Key 

17 

Paragraph Format Options 

Description 

Paragraph Format Options. Press CF17 to display the Paragraph 
Format Options menu. Information entered on this display is 
used to create new paragraph formats or to modify existi.ng 
formats. 

Any change made to an existing format wi II affect alL 
paragraphs of that format in the entire document. ~hen aLL 
changes and additions have been keyed, press CF2 to return to 
the Edit Display. Press CF3 to display Paragraph Format Extended 
Options. 

r~ , . 
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TEXT - HELP PARAGRAPH FORMAT OPTIONS 

Press CF17 to modify: 

Paragraph Format ID - This number identifies the format of a paragraph • 
. Changes made to this format wi lL cause all paragraphs of this format to 

be adjusted. The paragraph ID is estabLished by specific options from 
the paragraph format screen. 

Left/Right Margins - Thes2 entries control the setting of the margins and 
wi II determine the width of the margins when paragraphs are adjusted. 

Right Margin Align - Enter Y to align the right margin when formatting is 
performed. This may cause extra spaces to be inserted between words. 

Paragraph Indentation - This entry controls the amount of automatic 
paragraph indentation when formatting text. 

Blank Line - Enter Y to insert a blank line before the paragraph. 

Automatic Hyphenation - Enter Y for automatic hyphenation. 

~ 
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: 'r-'-\ 
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TEXT PARAGRAPH FORMAT OPTIONS 

PARAGRAPH - - - MARGINS - - - PARAGRAPH BLANK LINE 
FORMAT ALIGN nlDENTATION BEFORE AUTOMATIC 

ID LEFT RIGHT RIGHT SPACES PARAGRAPH HYPHENATION 
(Y N) ·-3 (Y N) (Y N) 

1 21 70 N 3 N N 
-

.-

Any changes made on this display wi II cause the paragraphs in the 
document to be adjusted using the new definition. 

CF3-Paragraph Format Extended Options 
ar'?,{U-<J ~(! _-;' f~u ~v~f. 
~j?a-,~. 

This display shows each format that is set up and its 
,4-+rih,,+oc:-. Tn -f'lfr+hpr rlpfinp vnlll PrilriOIMoh. orpsc; rF3. 
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TEXT - HELP PARAGRAPH FORMAT EXTENDED OPTIONS 

Press CF3 to modify: 

Paragraph Format TO - This number identifies the format of a paragraph 
and is repeated from the Paragraph Format Options display. Hake any 
re~uired changes on the Paragraph Format Options display. 

, 

Left/Right Margins - These entries are also repeated from the Par~graph 
Format Options display •. Hake any required changes on the Paragraph 
Format Options display. 

Lines per inch - This entry controls the number of lines per inch within 
this paragraph when the document is printed on an IEH5219 printer. 

Font - Font(typestyle) selection depends on the fonts available at the 
IBM5219 printer. 

Spacing between each line - With this entry, you can choose single, double, 
or triple spacing within the paragraph when the document is printed. 

~ 

~ 
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TEXT PARAGRAPH FORMAT EXTENDED OPTIONS 

PARAGRAPH 
FORMAT 

ID 

1 

- -MARGINS- - LINES PER 
INCH 

LEFT RIGHT 

21 70 

FONT SPACING 
BET~EEN 

EACH LINE 
(1 2 3) 

1 

Any changes made on this display wi II only be effective at print time. 

CF3-Paragraph Format Options 

Specify individual paragraph spacing, or you can specify 
~ '" ~"'" ,J.."f"'""\'--" ~ 't""'\ _, ___ / _ - , r- - .- • I .,..~ ... A ,......,...-.. ~ .1-\ 
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TEXT PARAGRAPH FORMAT OPTIONS 

PARAGRAPH - - - MARGINS - - ~ PARAGRAPH BLAHK LINE 
FORMAT ALIGN INDENTATION BEFORE 

ID LEFT RIGHT RIGHT SPACES PARAGRAPH 
(Y N) (Y N) 

1 . 2 70 N 0 N 

Any changes made on this display wi II cause the paragraphs in the 
document to be adjusted using the new definition. 

CF3-Paragraph Format Extended Options 
Paragraph format re~uires two spaces on the first Line. 

AUTOMATIC 
HYPHENATION 

(Y N) 
N 

+ 

,~ 
~. 

~hange the margins to match(~,e first paragraph and pres~ 
NTER. Oops--ERROR! Notice tlhe messaqe on the bottom. 
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TEXT PARAGRAPH FORMAT OPTIONS 

ol\oAr.ol\oH 
I nl\ Ul\nl I - - - MARGINS - - - PAol\r.ol\DH 

l\nUI\nl I BLANK LINE 
FORMAT ALIGN INDENTATION BEFORE 

ID LEFT RIGHT RIGHT SPACES PARAGRAPH 
(y ~n (Y N) 

1 3 70 N 0 N~~ 
. 
-

Any changes made on this display wi II cause the paragraphs in the 
document to be adjusted using the new definition. 

CF3-Paragraph Format Extended Options 
BLank line not specified. 

AUTOMATIC 
HYPHENATION 

(Y N) 
N 

th~ problem and press ENTER. Another ERROR! Change 
..l. ,. ~ n I /\'" h' IT" I r:- n '- r:- n n r:- n /\ n /\ r n /\ n, I "" ..... .l. i ,....... .l.,... , tV" 
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Fmt: 1 
0009.00 

Ii: 1 
• (. ... 1 

Document: DOCt6 
• •• ••• 2 ••• • •• 

.~ 

Sea n: 
3 ... C .. 4 ... • •• 5 ••• • • • 6 ...... ) 

0010.00 "Thank-YoU very much for answering the personally addressed mai ling. 
0010.01 ~e are excited to serve you as your new shoe insurance company. 
0010.02 We assure you that from now on your shoes wi II have the most 
0010.03 complete coverage avai lable at this cost. You no longer have to 
0010.04 worry about uninsured shoe-shiners, or stolen laces and buckles. Take 
0010.05 every stride in confidence with U-Near-M Shoe Insurance. 
0010.06 
0011 1 
0012.00 
0013.00 
0014.00 
0015.00 

Ene losed are 10 sma II forms wh ieh need to be filled out before we 
can insure you completely. Please fill them out and send them back 
in the same box we sent them in as soon as possible. Again, we are 
looking forward to serving you in the eomming yearSt do not hesitate 
to send those forms in NON! 

*************END************* 

Notice the Left and~ight margin markings. 
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CF KEY DESCRIPTIONS 
CF10 

Insert and Adjust 

CF Key Description 

10 Insert and Adjust. Press CF10 to insert text within a paragraph. 
When you press CF10: 

- An input field (underlines) several Lines Long, wi llbe 
provided starting at the cursor position. 

- You need not be concerned with splitting words at the end 
of a Line. They will be put back together. 

- The paragraph, including the insertion, wi lL be adjusted 
according to the paragraph format when: 

- you key something in the last position of the inp~t 

area 
- the ENTER key is pressed 
- the Field Exit key is pressed 

~~ 
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TEXT 
Fmt: 1 
0009.00 
0010.00 
0010.01 
0010.02 
0010.03 
0010.04 
0010.05 
0010.06 
0011 1 
0012.00 
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~~: 1 Document: DOC:ti=6 . (. . .. 1 ...... 2 • • • ••• 

/~ 

Sca n: 
3 ••• C •• 4 ••• ••• 5 •••••• 6 •••••• ) 

Tha nk-yo u very much f or answer i ng the perso na lly addressed ma i ling. 
We are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi II have the most 
comp Lete coverage ava i Lab Le at th is cost. You no Longer have to 
worry about uninsured shoe-shiners, or stolen laces and buckLes. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we 
can insure you completeLy. PLease fi LL them out and send them back 
in the same 

-------------------------------------------------

box we sent them in as soon as possible. Again, we are 
-------------------0014.00 
0015.00 

Looking forward to serving you in the coming years, do not hesitate 
to send those forms in NOW! 

~ 

I, 

T 0 ins e r t t ext i n t 0 a, p a ~ rap h t P 0 sit ion the cur S 0 r \.., 
11Ihprp thp i nc:::;prt i nn i c:::; +n hp Mnr-l .=lnr-l p,pc:::;c:::; rF10. 
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Fmt: 1 
0009.00 
0010.00 
0010.01 
0010.02 
0010.03 
0010.04 
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W: 1 Document: DOC:ft:6 . (. . .. 1 • •• ••• 2 • • • • • • 
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Sca n: 
3 ••• C .. 4 ... • •• 5 ••• ... 6 . .. ... ) 

Thank-you very much for answering the personally addressed mai ling. 
We are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi II have the most 
complete coverage avai lable at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen laces and buckles. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

Enc losed are 10 sma II forms wh ich need to be filled out before we 
can insure you camp letely. Please fill them out and send them back 
in the same specially marked 

box we sent them in as soon as possible. Again, we are 
------------------0014.00 
0015.00 

Looking forward to serving you in the coming years, do not hesitate 
to send those forms in NOW! 

r~ 

Type the wordCs) on the Line provided and press ENTER. 
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TEXT 
Fmt: ·1 
0009.00 
0010.00 
0010.01 
0010.02 
0010.03 
0010.04 
0010.05 
0010.06 
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0012.00 
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~: 1 Document: DOCi6 Scan: . ______________ ~ __________ _ 
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Thank-you very much for answering the personaLLy addressed mai ling. 
We are excited to serve you as your new shoe insurance company, 
~'Je assure you that from now on your shoes wi lL have the most 
complete coverage avai Lable at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen laces and buckles. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi LLed out before we 
can insure you completely. Please fi II them out and send them back 
in the same speciaLly marked box we sent them in as soon as 
possible. Again, we are Looking forward to serving you in the 
coming years, do not hesitate to send those forms in NOW! 

*************END************* 

The entire paragraph il"automaticaLLY adjusted. 
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CF KEY DESCRIPTIONS 
CFll 

Delete and Adjust 

11 Delete and Adjust. Press CF11 twice to perform a text 
deletion. You can cancel the delete at any time before 
the second CF1! by pressing CF6. 

7 - Move the cursor to the first position of the text that 
~ you want to delete. Press CFli. The first character wi II 
I-' be reverse imaged and followed by a space. (A reverse­

imaged D wi II also appear in the Pend: field on the status 
line. ) 

lIT! 

- Move the cursor to the last position of the text that you 
want to deLete. Press CFil again. The string wi lL be 
deleted and the paragraph (if the text is in a paragraph) 
wi II be adjusted. 

r" 
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Thank-you very much for answering the personally addressed mai Ling. 
~e are excited to serve you as your new shoe insurance company. 
~le assure you that from now on your shoes wi II have the most 
camp lete coverage ava i lab le at th is cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen laces and buckles. Take 
every stride in confidence with U-Near-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we 
can insure you comp leteLy. Pleas2 fill them out and send them back 
in the same specially marked box we sent them in a soon as 
p 0 5 sib l e • A 9 a in, we are l 0 0 kin 9 for war d t 0 s e r v i '~y a u i nth e 
coming years, do not hesitate to send those form~ 1.11 n. 

*************END************* 

~ 

-------_/ 
~ To deLete words out of a pc(il3graph requires two steps. ~ 

1. Position the cursor at ~e beginning and press CFll. 
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0017.00 
0018.00 
0019.00 
0020.00 

W: 1 Document: DOCt6 
• (. ••• 1 • •• ••• 2 • • • • •• 

f 

Scan: 
3 ... C .. 4 ... • •• 5 ••• ••• 6 ... It. ) 

Thank-You very much for answer i ng the persona L Ly addressed ma i Ling. 
We are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi II have the most 
complete coverage avai lable at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen laces and buckles. Take 

. every stride in confidence with U~Hear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi LLed out before we 
can insure you completely. Please fi lL them out and send them back 
in the same specially marked box we sent them in. Again, we are 
Looking forward to serving you in the coming years, do not hesitate 
t ft ~Mnd ~LO~M ~~p-~ 'In NOI.II V,;jCI \11,;jC IVIIII,:) I n. 

*************END************* 

~. Position the cursor at the end of the phrase or word 
and press CFll. 

r, 
:. 'I.' .~ 
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CF KEY DESCRIPTIONS 
CF21 

Move and Adjust 

21 Move and Adjust( CF21 allows you to move text strings around 
within a document. You must press CF21 three times to compLete 
a move. The steps are: 

-Move the cursor to the first position in the string of text 
that you want to move. Press CF21. The character wi II be 
reverse imaged and preceded and followed 6y a space. A 
reverse imaged M wi II appear in the Pend: field on the 
status line. 

-Move the cursor to the last position in the string. Press 
CF21. The entire string wi II be reverse imaged. There wi LL 
be a reverse imaged MM in the Pend: field on the status line. 

L.-

~ 

\, 
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CF KEY DESCRIPTIONS 
CF21 

Hove and Adjust - Continued 

CF Key Descr i p t ion 

21 -Move the cursor to the location where you want the text 
moved. This Location must be in a paragraph. Press CF21. 
The str i ng of text wi II be moved and th~ paragraph w-i l L 
be adjusted. If the text was moved from a paragraph, that 
paragraph wi Ll also be adjusted. Line adjustment is 
further discussed in Helptext, option 15. 

-Press CF6 to cancel this operation at any time prior to 
its completion. 

r, 
~ 'I ~. 



-0 
I 

N 
.c 

TEXT 
Fmt: 1 
0009.00 
0010.00 
0010.01 
0010.02 
0010.03 
0010.04 
0010.05 
0010.06 
0011 1 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

W: 1 Pend: M . (. ... 1 • II ... 2 • •• 

~, 

Sca n: 
... 3 ... C .. 4 II. • •• 5 ••• • •• 6 . .. ... ) 

Thank-you very much for answering the personally addressed mai Ling. 
We are excited to serve you as your new shoe insurance company. 
t'le assure yo u tha t fr om now 0 n your sh oes will have the most 
complete coverage avai lable at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen Laces and bUCkles. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we 
can insure you compLetely. Please fi LL them out and send them back 
in the same specially marked box we sent them in. Again, we are 
looking forward to serving you in the coming years,l;!,~ot hesitate 

'J.; .... 
to send those forms in NOW! 

*************END************* 

~ 

~o move a phrase from one Pl~e to another. requires thr~ 
r + " ,..., r- 1 P n r- i + i r-. r. r-' , v- r- r'> ..- -. + -1- '- r-. L ~...., i T"'I ~ i T"\,.-. ""' 'r" ~ ,- ~-- r r,., '1 
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TEXT ~: 1 Pend: H H Scan: ____________ ~~ ____________ __ 
Fmt: 1 
0009.00 
0010.00 
0010.01 
0010.02 
0010.03 
0010.04 
0010.05 
0010.06 
0011 1 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017 1 
0018.00 
0019.00 
0020.00 

• (. ••• 1 • •• ••• 2 • • • • •• 3 ••• C .. 4 ... • •• 5 ••• • • • 6 ... ••• ) 

Thank-You very much for answering the personalty addressed mai ling. 
We are excited to serve you as your new shoe insurance company. 
He assure you that from now on your shoes wi II have the most 
complete coverage available at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen laces and buckles. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

Enc lased are 10 sma II forms wh ich need to be filled out before we 
can insure you completely. Please fi II them out and send them back 
~_0_e same spec i a llr_m§~~e.:!.-~~~._~~ __ §~_nt them in. [Aga i n, we are 
looking forward to serving you in the coming years, do not hesitate 
----------.---~- .. -----------r_'-'-.-----~~-. ------------------- ----~------

to send those forms in NOW! 

Thank-you very much for YOL e. 

*************END************* 

2. Position cursor at the end and press CF~l. 
IT' ~ ., , ~ I ~ ~ t ..- ~ ,- r-. , ,,: I I L r-. ,- i ..... L , ; ..... I- .!.,-, -I 'I 
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TEXT 
Fmt: 1 
0009.00 
0010.00 
0010.01 
0010.02 
0010.03 
0010.04 
0010.05 
0010.06 
0011 1 
0012.00 
0013.00 
0014.00 
0015.00 

·0016.00 
0017 1 
0018.00 
0019.0 
0020.0C 

p'. 

W: 1 Pend: M M Sca n: . (. . .. 1 • II ••• 2 ••• • •• 3 ••• C .. 4 ... • •• 5 ••• • •• 6 • II ••• ) 

Thank-You very much for answering the personally addressed mai ling. 
We are excited to serve you as your new shoe insurance company. 
ne assure you that from now on your shoes wi II have the most 
camp lete cQverage ava i lab le at th is cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen laces and buckles. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to· be fi lled out before we 
cen insure you completely. Please fi Ll them out end send them back 
in the same specially marked box we sent them in. Again, we are 
looking forward to serving you in the coming years, do not hesitate. 
to send those forms in NOW! 

Thank-you very much for your time. 

*************END************* 

~ 

3. 
u want the phrase to start ~ Position cursor where 

, , .- -l. , I --, .- - - ~ 
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TEXT 
Fmt! 1 
0009.00 
0010.00 
0010.01 
0010.02 
0010.03 
0010.04 
0010.05 
0010.06 
0011 1 
0012.00 
0013.00 
0016.00 
0017 1 
0017.01 
0017.02 
0018.00 
0019.00 
0020.00 

W! 1 Document: DOCt6 
• (. ... 1 • •• ••• 2 • • • • •• 

r 

Sca n: 
3 ••• C •• 4 ... • •• 5 ••• • •• 6 ... ••• ) 

Thank-you very much for answering the personally addressed mai ling. 
We are excited to serve you as your new shoe insurance company. 
He assure you that from now on your shoes wi II haJe the most 
complete coverage avai Lable at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen Laces and buckles. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

EncLosed are 10 smalL forms which need to be fi lLed out before we 
can insure you completely. Please fi II them out and send them back 
in the same specially marked box we sent them in. 

Again, we are Looking forward to serving you in the coming years, do 
not hesitate to send those forms in NOW!Thank-YoU very much for your 
time. 

*************END************* 

PreS5 CF12 to set up the paragraph 50 you can easi ly 
r2vise .=lnrl art ill~+ ••. 

r:~ 
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TEXT H:1 Document: DOC:i6 Sca n: 
Fmt: 1 . ( . ••• 1 ••• • •• 2 ••• ••• 3 ... C .. 4 ... • •• 5 ••• • •• 6 ••• • •• ) 

0016.00 
0017 1 Again, we are looking forward to serving you in the coming years, do not 
hesitate to send those forms in NON! 

0018.00 
0019.00 

Thank-you very much for your time. 

~, 

"" ~1ow use the INSERT key t a ~lser t the two needed spaces '-­
in hetwppn the spntpnrp~. prp~~ FNTFR. 
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CF Key Description 
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CF KEY DESCRIPTIONS 
CF22 

Copy a nd Ad just 

22 Copy text. CF22 allows you to copy text strings within a document. 
This function is the same as the Move and Adjust function, except 
that copy does not delete the original text string. See Hove and 

~ I Adjust (CF21) for more information. 
I 
~ 
00 

~ 

·IITJ 
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TEXT 
Fmt: 1 
0011 1 
0012.00 
0013.00 
0016.00 
0018 1 
0018.01 
0010 N1 u.v,,:, 

0019.00 
0020.00 
0021. 00 
0022.00 
0023.00 
01:\",)11 1:\0 \I":',.V 

0024.01 

W: 1 Pend: C 

~ 
/ . '\ 

" 

Sca n: 
.( •••• 1 •••••• 2 •••••• 3 ••• C •• 4 •••••• 5 •••••• 6 •••••• ) 
Enclosed are 10 small forms which need to be fi lled out before we 
can insure you completeLy. Pease fi II them out and send them back 
in the same specialLy mar:~~ box we sent them in. 

Thank-you very much for~ur time. Againt we are looking forward to 
serving you in the coming yearSt do not hesitate to send those forms 
" n ~Inl.ll 

I 11Ui" 

Sincerely yours, 

I. ~Jeedmo nel' 

0025 1 PIS. 
*************END************* 

~ 

.. \ :i 

"To copy a phrase from one p~Ce to another, re~uires thr~ 
steps. 1. Position cursor at the beginning and press CF~~. 



r 

--0 
I 

V,J 
CJ 

TEXT 
Fmt: 1 
0011 1 
0012.00 
0013.00 
0016.00 
0018 1 
0018.01 
0018.02 
0019.00 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0024.01 
0025 1 

r 

W: 1 Pend: C C Sea n: 
.( •••• 1 •••••• 2 •••••• 3 ••• C •• 4 •••••• 5 •••••• 6 •••••• ) 
Enclosed are 10 small forms which need to be fi lled out before we 
can insure you completely. IPlease fi II them out and send them bac~ 
in the same specially marked box we sent them in. 

Thank-you very much for your time. Againt we are lOOking forward to 
serving you in the coming years, do not hesitate to send those forms 
in NON! 

P.S. 
*************END************* 

Sincerely yours, 

1. ~J22dmon21' 

/. Position cursor at the end and press CF~~. 
(The whole phrase wi II be highlighted.) 

r~ 



--0 
I 

\..N 
I-' 

TEXT 
Fmt: 1 
0011 1 
0012.00 
0013.00 
0016.00 
0018 1 
0018.01 
0(,\1 0 0'1 v Ut .. 

0019.00 
0020.00 
0021.00 
0022.00 
0023.00 
('\('\'111 (,\0 vv .. ,.v 

0024.01 
0025 1 

H: 1 Document: DOC:jj:6 . (. ... 1 ••• ••• 2 ••• • •• 
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Scan: 
3 ••• C •• 4 ••• • •• 5 I •• ••• 6 I •• . .. ) 

Enclosed are 10 small forms which need to be filled out before we 
can insure you completely. Please fill them out and send them back 
in the same specialty marked box we sent them in. 

Thank-you very much for your time. Again, we are looking forward· to 
serving you .in the coming years, do not hesitate to- send those forms 
in NOW! 

Sincerely yours, 

I. Needmoney 

P.S. Please fill them out and send them back 
..... 

********: 

~\ 

·'l. 

~..... P 0 sit ion cur S 0 r w her e you '-' n t the p h ~ a set 0 S tar tan d l., 
"~press ENTER to COpy the phrase and ad Illst. 
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TEXT 
Fmt: 1 
0011 1 
0012.00 
0013.00 
0016.00 
0018 1 
0018.01 
0018.02 
0019.00 
0020.00 

-0 
0021. 00 I 

\..N 
N 0022.00 

0023.00 
0024.00 
0024.01 
0025 1 

W: 1 Document: DOCi6 . (. . .. 1 ••• ••• 2 ••• • •• 

r 

Sca n: 
3 • II C •• 4 • II • •• 5 ••• • •• 6 • • • . .. ) 

Enclosed are 10 small forms which need to be fi Lled out before we 
can insure you completely. Please fi II them out and send them back 
in the same specially marked box we sent them in. 

Thank-you very much for your time. Again, we are looking forward to 
serving you in the coming years, do not hesitate to send those forms 
in NOW! 

Sincerely yours, 

I. Needmonel' 

P.S. Please fi II them out and send them back immediately. 
*************END************* 

Add the words to finish the new sentence. 

r, 
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TEXT ,- HELP CF KEY DESCRIPTIONS 
CF24 

CF Key 

24 

Remove Spaces and Adjust 

Descr i p t ion 

Remove spaces and adjust. Press CF24 to remove spaces from 
text in a paragraph or between paragraphs. If there is a string 
of spaces in your document that you want to remove, position the 
cursor to the first space that you want removed, and press CF24. 
This wi II cause the spaces to be removed and the remainder of 
the paragraph to be adjusted. If the cursor was located at the 
beginning of a paragraph this wi II cause adjustment of the 
entire paragraph. 

To combine 2 paragraphs t move the cursor to where you want the 
second paragraph to begin. This wi II usually be 2 spaces past 
the end of the first paragraph. Press CF24 t and the 2 paragraphs 
will be merged. 
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TEXT 
Fmt: 1 
0011 1 
0012.00 
0013.00 
0016.00 
0018 1 
0018.01 
0018.02 
0019.00 
0019 1 
0019.02 
0020.00 
0021. 00 
0022.00 
0023.00 
0024.00 
0024.01 
0025 1 

Ii:l Document: DOCi6 
• (. ••• 1 • •• ••• 2 • •• • •• 

(' 

Scan: 
3 ••• C •• 4 ••• • •• 5 ••• • •• 6 ••• ••• ) 

Enclosed are 10 small forms which need to be fi lled out before we 
can insure you completeLy. Please fi LL them out and send them back 
in the same specially marked box we sent them in. 

Thank-you very much for your time. Again, we are tooking forward to 
serving you in the coming years, do not hesitate to send those forms , 

in NOH! 

If you hav ore ~uestions, call me. 

Sincerely yours, 

I. Needmoney 

P.S. Please fi LL them out and send them back immediately. 
*************END************* 

r~ 
I" 

To merge two paragraphs into one (delete blanks between)t 
n fie:' i + i fi n r IIrc:'nr hlht:lrt:l c:'t:lnfpnrp c::h () 11 t r1 stFlr + rl nr1 prpc::C:: r.F?4 .. 
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TEXT 
Fmt: 1 
0011 1 
0012.00 
0013.00 
0016.00 
0018 1 
0018.01 
0018.02 
0019.04 
0020.00 
0021. 00 
0022.00 
0023.00 
0024.00 
0024.01 
0025 1 

~, 

W: 1 Document: DOC:t6 Sca n: 
.( •••• 1 •••••• 2 •••••• 3 ••• C •• 4 •••••• 5 •••••• 6 •••••• ) 
Enclosed are 10 small forms which need to be fi lled out before we 
can insure you. completely. Please fi LL them out and send them back 
in the same specially marked box we sent them in. 

Thank-you very much for your time. 
serving you in the coming years, do 

I 

in NOW! If you have any questions, 

Again, we are looking forward to 
not hesitate to send those forms 
call me. 

Sincerely yours, 

I ~1l"'\eJ",o n'"''' • r~ c:: U III I c:: I 

P.S. Please fj LL them out and send them back immediately. 
*************END************* 

~" 

'.\ 

~ The two paragraphs have be~ merged into one" paragraph.'-
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H: 1 Document: " DOC:fi:6 . (. . .. 1 ••• ••• 2 ••• ••• 3 
.¥.¥.¥.¥.¥.¥* *.¥.¥ neG I kl~J I h Ir.:.¥.¥.¥.¥.¥.¥.¥.¥.¥.¥ 
,,1\1\1\1\1'\ 1\f\J.J'- I~I l"4ul\ " "''' "I\T\ 1\1\ 1'\ 

October 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Sca n: 
••• C.. 4 ••• • •• 5 ••• • •• 6 ••• ••• > 

Thank-you very much for answering the personally addressed mai ling. 
He are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi II have the most 
complete coverage avai lable at this cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen laces and buckles. Take 
~very stride in confidence with U-Hear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lLed out before we 
can insure you completely. Please fi lL them out and send them back 
in the same specially marked box we sent them in. 

c 
1, " 

To put unadjusted text into a paragraph format re~uires 
..... Ly-,.,.....,~ r--+/""",\r"""\"-
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TEXT PARAGRAPH FORMAT OPTIONS 

PARAGRAPH - - - MARGINS - - - pt\ot\r.ot\°H nl\nUl\nl I BLA~~K LINE 
FORMAT ALIGN INDENTATION BEFORE 

ID LEFT RIGHT RIGHT SPACES PARAGRAPH 
(Y N) (Y ~~) 

1 3 70 N 0 Y -
'1 2 70 N 0 Y L 

Any changes made on this display wi II cause the paragraphs in the 
document to be adjusted using the new definition. 

CF3-Paragraph Format Extended Options 

'~ 

AUTOMATIC 
HYPHENATION 

(Y N) 
N 
N 

,-,1. Press CF17 and set up a ,.ew paragraph format to lOOkl" 
e x act l y l ike the una d j 11\ r t ext • ' " 
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LINE COMMANDS 
Paragraph Adjusting 

A highlighted paragraph format number is displayed at the right of the 
line number field of the first line or bloCk of lines that" is recognized 
as a paragraph. To change a paragraph definition, press CF17 to go to 
the Paragraph Format Options Display. 

If you perform a paragraph operation on a line that is not part of a 
paragraph, an attempt is made to assign that line to the default 
paragraph format. 

To define a paragraph enter the Px line command in the line number field 
of the first line of the line(s) to be defined. To define several 
paragraphs, use the PPx line commands on the first and last lines to be 
defined Paragraphs will only"be assigned if tl )y match the format on 
the Paragraph Format Options display. 

If you use the Px or PPx line commands on a currently defined paragraph, 
the lines wi II be readjusted to fit the definition of the specifieq', 
paragraph ~ormat. Change the highlighted paragraph format number to 
provide the same function. 

r 
/'"--....., 
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W: 1 Document: DOC:i6 TEXT 
Fmt: 1 . (. . .. 1 ••• ••• 2 ••• ••• 3 

**********BEGINNING********** 
0001.00 

. 0002.00 October 5, 1982 
0003.00 
0004.00 U. R. Rich 
0005.00 9999 Cash Street 
0006.00 
0007.00 
0008.00 
0009.00 

Penny, IL 60002 

Dear Mr. Rich, 

Sca n: 
• • • C.. 4 ••• • •• 5 ••• • •• 6 ••• ••• ) 

.' ~2 ff 0011.00 . r 

Thank-you very much for answering the personally addressed mai ling. 
We are excited to serve you as your new shoe insurance company. 

I 0012.00 ~'le assure you thdt from now on ,'our shoes l~i II have the most 

4., 

0013.00 
0014.00 
0015.00 
0016.00 

'0017 . 1 

complete coverage'available at this cost. You no Longer have to 
worry about uninsured shoe-shiners, or staten laces and bUCkles. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we 
0018.00 can insure you compLetely. Please fi lL them out and send them back 
0019.00 lin the same specialLy marked box we sent them in. 
0020.00 

2. Assign the new form~ to the unadjusted text. 

,~ 
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W: 1 Document: DOCt6 TEXT 
Fmt: 2 < •• ••• 1 • •• ••• 2 ••• ••• 3 

**********BEGINNING********** 
0001.00 
0002.00 October 5, 1982 
0003.00 
0004.00 U. R. Rich 
0005.00 9999 Cash Street 
0006.00 Penny, IL 60002 
0007.00 
0008.00 Dear Mr. Rich, 
t\0t\0 00 v v I • 

Sca n: 
••• C.. 4 ••• • •• 5 ••• • •• 6 . . . ..) 

Thank-you very much for answering the personally addressed"mai ling. 
We are excited to serve you as your new shoe insurance company. 
We assure you that from now o~ your shoes wi II have the most 

0013.00 complete coverage avai tabte at this cost. You no Longer have to 
0014.00 worry about uninsured shoe-shinerst or stolen laces and buckLes. Take 
0015.00 every stride in confidence with U-Wear-M Shoe Insurance. 
0016.00 
0017 1 
0018.00 
0019.00 
0020.00 

Enclosed are 10 small forms which need to be fi LLed out before we 
can insur~ you completely. Please fi LL them out and send them back 
in the same specially marked box we sent them in. 

Notice that the text is now in paragraph format ~. 

c 
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Fmt: 2 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
IV':.(H 00 vvvu. 

0007.00 
0008.00 
0009.00 
P1 2 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017 1 
0018.00 
0019.00 
0020.00' 

~ 

W: 1 Document: DOCt6 
( .. "' 1 ••• ... 2 ••• ••• 3 

**********BEGINNING********** 

October 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Scan: 

••• C.. 4 ••• • •• 5 • • • • •• 6 ••• ••• ). 

Thank-You very much for answering the personally addressed mai ling. 
We are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi II have the most 

. compLete coverage avai LabLe at this cost. You no Longer have to 
worry about uninsured shoe-shiners, or stoLen laces and buckLes. Take 
every stride in confidence with U-Wear-M Shoe Insurancel 

EncLosed are 10 smaLL forms which need to be fi lled out before we 
can insure you completely. Please fi lL them out and send them back 
in the same speciaLLy marked box we sent them in. 

~ 

l· 

~ 3. Assign the correct par,~raph format to the new ~ 
... paragraph t so it lookS l i ~ the rest of the paragraphs •... 
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Fmt: 1 

0001. 00 

(" 
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~J: 1 Document: DOC:3:6 . (. . .. 1 ••• ••• 2 • •• ••• 3 

**********BEGINNING********** 

Scan: 

••• C.. 4 ••• • •• 5 ••• • • • 6 ••• ••• ) 

0002.00 October 5, 1982 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 

00 

0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017 1 
0018.00 
0019.00 
0020.00 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, . 

Thank-You very much for answering the personally addressed mai ling. 
He are excited to serve you as your new shoe insurance company. He 
assure you that from now on your shoes wi II have the most comp lete 
coverage avai lable at this cost. You no longer have to worry about 
uninsured shoe-shiners, or stolen laces and buckles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we 
can, insure you completely. PLease fi Ll them out and send them back 
in the same specially marked box we sent them in. 

Now the new paragraph Looks Like the other paragraph. 

r r-, 

, ~+, c:: m~l/p thp m~r(l i nc: 'i np 110 '" i th the prev i ous Lines. 
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**********BEGINNING********** 
0001. 00 
0002.00 October 5, 1982 
0003.00 
0004.00 U. R. Rich 
0005.00 9999 Cash Street 
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0007.00 
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. 0011.00 
Thank-you very much for answering the personally addressed mai ling. 
We are excited to serve you a~ your new shoe insurance company. We 
assure· you that from now on your shoes wi II have the most camp lete 
coverage avai lable at this cost. You no longer have to worry about 
uninsured shoe-shiners, or stolen laces and buckles. Take every 

0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017 1 
0018.00 
PP2 
0020.00 

stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we 
can insure you completely. Please fi II them out and send them back 
in the same specially marked box we sent them in. 

~ 

l; Do a b Lock paragraph chans\., and change both paragraphs ~ 
tn p.::lr.::lor.::lph fnrmM+ 1 (the !.pft maroin i~ rnillmn ").) 



-0 
I 

..c-
V1 

r- r, r r---.. 

TEXT 
Fmt: 2 

0001.00 
0002.00 
0003.00 
0004.00 
0005,00 
0006,00 
0007.00 
0008,00 
0009.00 
0010 '1 

~ 

0011. 00 
0012.00 
0013.00 
0014.00 
0015,00 
0016,00 
0017 2 
0018.00 
0019.00 
0020.00 

~: 1 Document: DOCt6 
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**********EEGINNING********** 

October 5,1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Sca n: 
••• C •• 4 It. • •• 5 ••• • • • 6 • II ... ) 

Thank-YoU very much for answering the personally addressed mai ling. 
~e are excited to serve you as your new shoe insurance company. ~e 

assure you that from now on your shoes wi II have the most camp lete 
coverage avai lable at this cost. You no longer have to worry about 
uninsured shoe-shiners, or stolen laces and buckles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we can 
insure you completely. Please fi lL them out and ~end them back in 
the same speciaLly marked box we sent them in. 

~ 0 paragraphs assigned, 2 paragraphs adjusted. 

'Both ~aragraphs are changed. NOWt both adjusted and 
ILnac1 iusted text Lines are Lined up. 
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TEXT PARAGRAPH FORMAT OPTIONS 

PARAGRAPH - - - MARGINS - - - PARAGRAPH BLANK LINE 
FORMAT ALIGN INDENTATION BEFORE AUTOMATIC 

ID LEFT RIGHT RIGHT SPACES PARAGRAPH HYPHENATION 
(Y N) (Y N) 

1 3 70 N 0 Y - - - - -
2 14 70 . Y 0 Y 

Any changes made on this display wi LL cause the paragraphs in the 
document to be adjusted using the new definition. 

CF3-Paragraph Format Extended Options 

(Y N) 
N -
Y 

Change the margins and specifY AUTOMATIC HYPHENATION 
'-s "Y" ·and see what happens.~ 
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**********BEGINNING********** 
0001.00 
0002.00 October 5, 1982 
0003.00 
0004.00 U. R. Rich 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 

,., 0010 ~ 

0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0015.01 
0016.00 
0017 2 
0018.00 
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9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Thank-you very much for answering the personally address­
ed mai Ling. We are excited to serve you as your new shoe 
insurance company. We assure you that from now on your 
shoes wi II have the most comp lete coverage ava i lab le at 
this cost. You no Longer have to worry about uninsured 
shoe-shiners, or stolen laces and buckles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 
before we can 
out and send 

10 small forms which need to be fi lled out 
insure you completely. PLease fi II them 

them back in the same specially marked box 

Notice that "addressed" is automatically hyphenated. 
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TEXT PARAGRAPH FORMAT OPTIONS 

PARAGRAPH - - - MARGINS - - - PARAGRAPH BLANK LINE 
FORMAT ALIm~ HlDENTATION BEFORE AUTOMATIC 

ID LEFT RIGHT RIGHT SPACES PARAGRAPH ,HYPHENATION 
(Y N) (Y N) 

1 3 70 N 0 Y 
--2 25 50 Y 0 Y 

Any changes made on this display wi II cause the paragraphs in the 
document to be adjusted using the new definition. 

CF3-Paragraph Format Extended Options 

Change the marg i ns aga i t\../. 
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Document: DOC#6 Sca n: 
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Thank-YoU very much for 
answEring the personally 
addressed mal ling. He are 
excited to serve you as 
your new shoe insurance 
company. We assure you 
that from now on your 
shoes wi II have the most 
complete coverage 
able at this cost. 
longer have to worry about 
uninsured shoe-shiners, or 
stoLen Laces and buckLes. 
Take every stride in 
confidence with U-Hear-M 
Shoe Insurance. 

Enc lased are 10 sma l L 
need to be 

before we can 
forms which 
filled out 

Now, "ava i lab lett i 5 hyphena ted. 
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**********BEGINNING********** 
0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
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0009.00 
0010 2 
0011.00 
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0014.00 
0015.00 
0016.00 
0017 2 
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October 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Thank-you very much for answering the personally addressed mai ling. 
Weare excited to serve you as your new shoe insurance company. We 
assure you that from now on your shoes wi lL have the most complete 
coverage avai LabLe at this cost. You no longer have to worry about. 
uninsured shoe-shiners, or stolen laces and buckles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi LLed out before we can 
insure you completely. Please fi II them out and send them back in 
the same specially marked box we sent them in. 

No misspeLLed words on this display. 

~ 

To·check for spelling erro~s, press CF3. 
\,. Not ice t hat yoU are now i n '-IS pel L" mod e • Pr ess CF7... \." 
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I. 1 Needm 0 neYJ 

0031 1 P.S. Please fi II them out and send them back immediately. 
*************END************* 

M i sspe lled word. 

CF7 scans forward through your document searching 
for misspelled words. (You can also roll forward.) 

r:~ 
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W:1 Spell: DOC#6 Scan: 
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I. Needmoney 

PIS. Please fi II them out and send them back immediately. 
*************END************* 

Needmoney added to the temporary dictionary. 

Press CF14 to add the w(-d to the temporary 
dictionary stored with ~e document. 
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0029.00 I. Needmoney 
0030.00 
0031 1 P.S. Please fi II them out and send them back immediately. 

*************END************* 

No misspelled words on this display. 

Position your cursor on line 24 and roll forward 
to see the second message. 
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TEXT - HELP SPELLING MODE - CF3 

Description: 

The spelling verification function can be requested by pressing 
CF3 to enter SPELL mode. This wi ll.be noted in the screen 
header line. 

In SPELL mode, all edit lines on the screen wi II have undergone 
spelling verification including any extensions of lines which 
can only be seen through windowing. Any repositioning of the 
screen caused from rolling or line commands wi II result in the 
verification of the new edit lines shown or partly shown on the 
screen. All misspelled words on the screen wi II appear in reverse 
imaging. You can skip from one misspelled word to the next one 
on the screen by using the field advance keys. 
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TEXT - HELP 
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SPELLING MODE - CF3 
Continued 

In SPELL mode, if a word is incorrect because it is nof found 
in any of the dictionaries, you may add this word as-is to 
the Temporary Dictionary by pressing CF14 with the cursor on 
or past the word. Any words added to this dictionary wi LL be 
stored with the document. After a word is in the Temporary 
Dictionary, it wiLL be considered correct when spelling 
verification is performed anywhere within the document. 

In summary, your options are: 

1. To enter SPELL mode: 

a. Press CF3 from EDIT mode (invaLid from FORM mode) 

!~~ 
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TEXT - HELP SPELLING MODE - CF3 
Continued 

CF7 and CFB can be used in SPELL mode to search for the next (CF7) 
or previous (CFB) misspelled word in the document. If the error 
is off the screen, windowin9 and/or rolling wi II take place to 
display the area of the document containing the erroneous word. 
As mentioned before, any vertical repositioning wi II result in 
the verification of the new edit lines on the screen. 

Spelling Aid (CF19) or Synonym Aid (CF20) for selected words 
is accessible in SPELL or EDIT mode. 

Editing functions are limited in SPELL mode. To change a word 
in error, you may key over it but only within the bounds of the 
reverse imaging. To exceed this limit, press CF12 with the cursor 
on the line containing the word in error. 
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TEXT - HELP SPELLING MODE - CF3 
Continued 

2. Within SPELL mode: 

a • 

b • 
c. 

d. 
e. 
f • 

g. 

Press CF7 or CF8 (with the scan line blank) to go to the next 
(CF7) or previous (CF8) misspelled word in the document. 
Press ROLL to verify and see the next screen forward/backward. 
Enter a line number to verify and view the text in another 
position in the document. 
Press CF19 for Spelling Aid to assist in making corrections. 
Press CF20 for Synonym Aid to assist in word selection 
Press CF12 on a line or in a paragraph to make changes to 
the line or paragraph. 
Press CF14 with the cursor located on or past a word to accept 
the word as-is, and add it to the Temporary Dictionary. 

3. To leave SPELL mode: 

a. Press CF3 or CF6 to exit SPELL mode. 

~~ 
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Additional: 
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SPELLING MODE - CF3 
Continued 

a. To add/remove/change any dictionary in the Dictio~ary 
Search List, see option 15 of the Help Option Menu. 

b. To create or delete a dictionary, exit Text Management 
and use the command CRTSPADCT or DLTSPADCT. 
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W: 1 Spe l l: DOC#6 Sca n: TEXT 
Fmt: 2 (.. ••• 1 • •• ••• 2 ••• • •• 3 ••• C.. 4 ••• ••• 5 •••••• 6 ...... ) 
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0002.00 
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0004.00 
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0008.00 
0009.00 
0010 2 
0011. 00 
0012.00 
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0017 2 
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0020.00 

**********EEGINNING********** 

October 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny t IL 60002 

Dear Mr. Rich, 

Thank-You very much for answering the personelLy addressed mai ling. 
We are excited to serve you as your new shoe insurance company. We 
assure you that from now on your shoes wi II have the most complete 
coverage avai lable at this cost. You no Longer have to worry about 
uninsured shoe-shinerst or stolen laces and buckles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we can 
insure you completely. PLease fi II them out and send them back in 
the same specially marked box we sent them in. 

A change has been made on this screen to 
some spelling options. Press CF7. 
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**********BEGINNING********** 
0001.00 
0002.00 October 5, 1982 
0003.00 
0004.00 - U. R. Rich 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010 2 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017 2 
0018.00 
0019.00 

9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Thank-YOU very much for answering the~ersonellYladdre5sed mai Ling. 
~e are excited to serve you as your new shoe insurance company. We 
assure you that from now on your shoes wi II have the most complete 
coverage avai Lable at this cost. You no Longer have to worry about 
uninsured shoe-shiners, or stolen laces and buckles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi LLed out before we can 
insure you completely. PLease fi II them out and send them back In 
the same specially marked box we sent them in. 

0020.00 
Misspelled word. 

To see possible spellings c. 
~ . . 

this word, press CF19. 
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W: 1 Spe ll: DOC#6 
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**********BEGINNING********** 

Dc t 0 b er 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

("\ 

Sca n: 
••• C.. 4 ••• • •• 5 ••• • • • 6 ••• ••• ) 

Thank-you very much for answering thelpersonellyladdressed mai Ling. 
We are excited to serve you as your new shoe insurance company. We 
assure you that from now on your sh •••••••••••••• e most complete 
coverage avai lable at this cost. Y: US : e to worry about 
uninsured shoe-shiners, or stolen 
stride in confidence with U-Wea 

personally: • Take every 
• • • • • • • • • • • • 

Enclosed are 10 small forms which need to be fi lled out before we can 
insure you completely. Please fi II them out and send them baCk in 
the same specially marked box we sent them in. 

Position your cursor on the correct spelling 
and press ENTER. 
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**********BEGINNING********** 

October 5, 1982 

UI R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Thank-you very much for answering the personally addressed mai ling • 
We are excited to serve you as your new shoe insurance company. We 
~ssure you that from now on your shoes wi II have the most complete 
coverage avai lable at this cost. You no longer have to worry about 
uninsured shoe-shiners, or stolen laces and buckles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 smaLL forms which need to be fi Lled out before we can 
insure you completely. Please fi II them out and send them back in 
the same specially marked box we sent them in. 

No misspelled words on this display. 

The misspeLLed word 
correct spelling of 

is ,,,Placed with the 
the~ord. 
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**********BEGINNING********** 

October 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

••• 
Scan: 

c •• 4 ... ••• 5 •••••• 6 •••••• ) 

0010 2 Thank-YoU very much for answering the personally addressed mai ling. 
0011.00 We are excited to serve you as your new shoe insurance company. He 
001~~ __ assure you that from now on your shoes wi II have the most compLete 

00 
0015.00 
0016.00 
0017 2 
0018.0 
0019. 
0020.00 

coverage avai lable at this cost. You no longer have to worry about 
• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 

VERB 
- convince, persuade, satisfy, win over 
- guarantee, cinch, ensure 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 

buckles. Take every 
urance. 

e fi lLed out before we can 
t and send them back in 

e same specially marked box we sent them in. 

To see synonyms of the word "assure", position your 
cursor on the word and press CF20. 
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**********BEGINNING********** 
0001. 00 
0002.00 October 51 1982 
0003.00 
0004.00 U. R. Rich 
0005.00 9999 Cash Street 
0006.00 Penny, IL 60002 
0007.00 
0008.00 Dear Mr. Rich 1 

0009.00 
0010 2 Thank-you very much for answering the personally addressed mal ling. 
0011.00 We are excited to serve you as your new shoe insurance company. We 

00 
0015.00 
0016.00 
0017 2 
0018.00 
0019.00 
0020.00 

, 
guarantee you that from now on your shoes wi II have the most complete 
coverage avai lable at this cost. You no longer have to worry about 
uninsured shoe-shiners, or stolen laces and buckles. 
stride in confidence with U-Wear-M Shoe Insurance. 

Take every 

Enclosed are 10 small forms which need to be fi lled out before we can 
insure you completely. Please fi II them out and send them back in 
the same specially marked box we sent them in. 

~, 
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~ Whatever word you pos it i on,'''our cursor on when you •. ' 
~. press ENTER wi l l rep lace t~ prev i 0 us word. '-' 
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**********BEGINNING********** 

Dc t 0 b er 51 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

.f' 

Sea n: 
• • • C.. 4 ••• ••• 5 •••••• 6 •••••• ) 

Thank-you very much for answering the personally addressed mai ling. • -We ~re excited to ~~. you as your new shoe insurance company. We 
guarantee you that .1 now on your shoes wi II have the most complete 
coverage avai lable at this cost. You no longer have to worry about 
uninsured shoe-shiners, or stolen laces and bUCkles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we can 
insure you compLetely. Please fi II them out and send them back in 
the same specially marked box we sent them in. 

Again, position your cursor on the word you wouLd 
like to see synonyms of. Press CF20. 
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**********BEGINNING********** 

Dc to b er 5, 1982 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002 

Dear Mr. Rich, 

Thank-You very much for answering the personally addressed mal ling. 
We are excited to serve you as your new shoe insurance company. We 
g u •••••••••••••••••••••••••••••••••••••••••••••••••• e most comp Lete 
co : NOUN : 0 worry about 
un 
st 

- comeback, rejoinder, repLy, response, retort 
- resuLt, 
VERB 

En - reJOIn, repLy, r~~j, retort, return 
i n - sa t i sf y, f iLL, f u L f iLL, meet 
th - serve, do, suffice, suit 

• • 
Take every 

: t before we can 
: them back in 
• • 
• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 

~'" P 0 sit ion you. r cur s ~ ron ~ ~r""l", W 0 r d you w 0 U L d L ike 
..., to replace "answering" WI~, and press ENTER. 
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W: 1 Document: DOC*6 TEXT 
Fmt: 2 ( •• ••• 1 • •• ••• 2 • •• • •• 

Scan: 
3 ••• C •• 4 ••• ••• 5 •••••• 6 •••••• ) 

**********BEGINNING***~****** 
0001. 00 
0002.00 October 5 t 1982 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010 "') 

~ 

0011. 00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017 2 
0018.00, 
0019.00 
0020.00 

U. R.Rich 
9999 Cash Street, 
PennYt IL 60002 

Dear Mr. Rich t 

Thank-you very much for reply the personally addressed mai ling. We 
are excited to serwv." ,- , as your new shoe insurance company. We 
guarantee you that ," -- now on your shoes wi l l have the most comp lete 
coverage avai lable Q trlis cost. You no Longer have to worry about 
uninsured shoe-shiners, or stolen laces and bUCkles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we can 
insure you completely. Please fi II them out and send them back in 
the same specially marked box we sent them in. 

You wi II need to use CF1~ to modify your sentence 
so the word fits correctly into the sentence. 

r: 
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TEXT 
Fmt: 2 
0009.00 
0010 2 
"0·· "0 Vl.l..V· 

0012.00 
0013.00. 
0014.00 
0015.00 

\J 0016.00 
I 0017 ') ..t::" 
Vl - 0018.00 1--' 
co 

0019.00 
0020.00 
0021 ') 

0022.00 
0023.00 
0024.00 
0025.00 
0026.00 
0027.00 
0028.00 
0029.00 

" 

W:1 Document: DOC#6 
( •• • .. 1 • •• ••• 2 • • • ••• 

Sca n: 
3 ... C .. 4 ••• ••• 5 •••••• 6 •••••• ) 

Thank-you very much for your reply the personally addressed mai ling. 
We are excited to serve you as your new shoe insurance company. We 
guarantee you that from now on your shoes wi II have t.he most comp lete 
coverage avai lable at this cost. You no longer have to worry about 
uninsured shoe-shiners, or stolen laces and buckles. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enc losed are 10 sma l l forms wh ich need to be f i l led out before we can 
insure you completely. Please fi II them out and send them back in 
the same specially marked box we sent them in. 

Thank-you very much for your time. Again, we are looking forward to 
serving you in the coming years, do not hesitate to send those forms 
in NOW! If you have any questions, call me. 

Sincerely yours, 

I. Needmoney 

Finished! l.r 

"...---, 
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CF KEY REVIEW 

CF 1 - Exit from operation 
CF 2 - Back up to previous dispLay 

- Also: ELiminaie split edit display 
CF 3 - Enter Sp~lL Mode from Edit Display 

- Also: To/From Paragraph Format Extended Options 
CF 4 - Prompt for form fields (On or Off) 
CF 5 - Services Menu (for additional editing functions) 
CF 6 - Cancel pending operations; display messages 
CF 7 - Scan or Scan/Substitute forward 

CF 8 

CF 9 
CF 10 
CF 11 
CF 12 
CF 13 
CF 14 

CF 15 
CF 16 
CF 17 
CF 18 
CF 19 
CF 20 
CF 21 
CF 22 
CF 23 
CF 24 

- Also: Locate misspelled word forward 
- Also: Locate form field forward 
- Scan or Scan/Substitute baCkward 
- Also: Locate misspelled word baCkward 
- Also: Locate form field baCkward 
- Create a new paragraph 
- Insert text into paragraph and adjust 
- Delete text and adjust 
- Revise paragraph/line 
-Display line n~mbers (On or Off) 
- Text definition (underline, highlight and form fields) 
- Also! Add to Temporary Dictionary in Spell Mode 
- Print a document interactively 
- Print a list of documents or fi les 
- Paragraph format descriptions and options 
- Column move 

. - Sp e II i ng Aid 
- Synonym Aid 
- Move text and adjust paragraph 
- Copy text and adjust paragraph 
- ~~ 0 f u nc t ion 
- Remove spaces in text and adjust paragraph 

P-46 
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TEXT - HELP CF KEY DESCRIPTIONS 
CFl . 

EXIT 

CF Key Description 

1 Exit. This key allows you to exit from the function you are 
using, or takes you to a display that wi II allow you to exit. 
ENTER or CF2 is usually better, except when you wish to~o 
to the Exit Edit display. 
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CF KEY DESCRIPTIONS 
CF3 

Spell Mode/Paragraph Format Extended Options 

CF Key Description 

3 1) Spell Mode: From the Edit Display press CF3 to enter 
Spell Mode to verify the spelling of your document. 
From SpelL Modet press CF3 or CF6 to return to the 
Edit Display. See option 17 of the Help Option Menu 
for more detai l on spelling functions. 

2) Paragraph Format Extended Options: From Paragraph 
Format Optionst press CF3 to display Paragraph Format 
Extended Options. From Paragraph Format Extended 
Optionst press CF3 to display Paragraph Format Options. 

r. 
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CF Key Description 
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CF KEY DESCRIPTIONS 
CF6 

CanceL/DispLay Message 

6 CF6 from the EDIT dispLay cancels any pending operations. Pending 
operations are; indicated by PEND: on line 1. 

CF6 from the PRIMARY MENU or the SERVICE MENU wi II display the 
messages from the workstation message queue. 

CF6 from Spell Mode exits SpelL Mode 

CF6 from Form Mode exits Form Mode 
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TEXT 
Fmt: 1 
r..r..r..o 00 vvv I. 
0010.00 
0010.01 
0010.02 
0010.03 
0010.04 
0010.05 
0010.06 
0011 1 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

(' 

~l: 1 Pend: D Sca n: . (. . .. 1 ••• ••• 2 ••• • •• 3 ••• C .. 4 ••• • •• 5 ••• • •• 6 II •• II ) 

Thank-you very much for answering the personally addressed mal ling. 
We are excited to serve you as your new shoe insurance company. 
~Je assure you that from now on your shoes wi l l have the most 
compLete coverage avai lable at thiscost. You no longer have to 
worry about uninsured shoe-shiners, or stolen Laces and buckLes. Take 
every stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we 
can insure you completely. Please fi II them out and send them back , 
in the same specially marked box we sent them in a soon as 
possible. Again, we are looking forward to serving you in the 
coming years, do not hesitate to send those forms in NOW! 

*************END************* 

Press CF6 to cancel a partially completed function 

r: 
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TEXT 
Fmt: 1 
0009.00 
0010.00 
0010.01 
0010.02 
0010.03 
0010.04 
0010.05 
0010.06 

-0 0011 1 
I 

.c- 0012.00 co 

0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

~ 

W: 1 Document: DOCi6 . (. . .. 1 ... • •• 2 ... • • • 

/1 

Sea n: 
3 ••• C •• 4 ... • •• 5 ••• • • • 6 ••• ••• ) 

Thank-you very much for answering the personally addressed mai Ling • 
. ~e are excited to serve you as your new shoe insurance company. 

He assure you that from now on your shoes wi II have the most 
complete coverage available at this,cost. You no longer have to 
worry about uninsured shoe-shiners, or stolen laces and buckles. Take 
every stride in confidence with U-Hear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we 
can insure you completely. Please fi II them out and send them back 
in the same specially marked box we sent them in as soon as 
possible. Again, we are looking forward to serving you in the 
coming years, do not hesitate to send those forms in NON! 

*************END************* 

You are bac~~ to started. 
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CF KEY DESCRIPTIONS 
CF7 

(Scan/Substitute)/Locate Misspelled Word Forward/Locate Form Field Forward 
Continued 

CF Key Description 

7 2) Locate Misspelled Word Forward: Press CF7 in spell mode' 
with no cha~acters in the scan field to initiate Locate 
misspelLed word forward. This function searches for 
the next misspelled word in the document. If the error 
is off the screent windowing and/or rolling wi Ll take 
place to display the area of the document containing 
the erroneous word. Any vertical repositioning of the 
window wi lL also result in the verification of the new 
edit lines on the screen. 

3) Locate Form Field Forward: Press CF7 in Form mode to 
advance to the next form field in the document. Windowing 
and/or rolLing wi II take place when needed to perform 
this function. 
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CF KEY DESCRIPTIONS 
CF8 

(Scan/Substitute)/Locate Misspelled Word Backward/Locate Form Field Backward 

CF Key Description 

8 1) Scan/Substitute Backward: Press CF8 to initiate a backward 
scan or scan/substitute. 

2) Locate Misspelled Word Backward: Press CFB in spell mode 
with no characters in the scan fieLd to initiate locate 

2 I I m i sspe lled word backward. 

, 

'18 L_llJ (,# 

3) Locate Form Field Backward: Press CFB in Form mode to move 
to the previous form field in the document. 

NOTE: In all cases. the only difference between CF7 and CFB . 
is the direction. See option 7 for more detai ls on any 
of the above functions. 

l, 

,-', ," 
/"\, 

'-' 



\J 
I 

.r::­
eo 
I--' 

rrn 

(~ 
\ .~ '-, 
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CF Key Description 
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CF KEY DESCRIPTIONS 
CF9 

Create New Paragraph 

9 Create New Paragraph. Press CF9 to create a new paragraph 
starting at the cursor position. When you press CF9: 

- An input field (underlines)' several lines Long,· wi ll·be 
provided to allow insertion of text. 

- You need not be concerned about splitting words at the 
end of aline. They wilL be put back together. 

- Everything you key wi LL be adjusted when you press ENTER, 
or key into the last position of this area. The paragraph 
wi l l be adjusted accord i ng to the format i nd icated by the 
highlighted format number preceding the underlined area. 

- You can change the paragraph format by changing the 
highlighted format number. 

- Press CF9 within a defined paragraph to divide it into 2 
separate paragraphs (at the point where the cursor -js, located), 
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TEXT - HELP CF KEY DESCRIPTIONS 
CF10 

Insert and Adjust 

CF Key Description 

10 Insert and Adjust. Press CFI0 to insert text within a par~graph. 
When you press eF10: 

- IAn j nput field (under tines) severa t lines long, wi l tbe 
provided starting at the cursor position. 

- You need not ,be concerned with splitting words at the end 
of a line. They wi II be put back together. 

- The paragraph, including the insertion, wi II be adjusted 
according to ,the paragraph format when: 

- you key something in the last position of the inp~t 

area 
- the ENTER key is pressed 
- the Field Exit key is pressed 

'-'" 
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CF Key Description 
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CF KEY DESCRIPTIONS 
CF11 

Delete and Adjust 

11 Delete and Adjust. Press CFll twice to perform a text 
deletion. You can cancel the delete at any time before 
the second CFll by pressing CF6. 

~ - Move the cursor to the first position of the text that 
g you want to delete. Press CFi1. The first character wi II 
VI be reverse imaged and followed by a space. (A reverse­

ima"ged D wi II also appear in the Pend: field on the status 
line. ) 

18 

- Move the cursor to the last position of the text that you 
want to delete. Press CFll again. The string wi LL be 
deleted and the paragraph (if the text is in a paragraph) 
wi l l be" ad jus ted. 
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CF KEY ,DESCRIPTIONS 
CF12 

Revise Paragraph and Adjust 

12. Revise Paragraph and Adjust. ' Press CF12 to move the line of text 
where the cursor is positioned to the second text line of the Edit 
Display, and to revise the paragraph. 

- The paragraph wi tt be displayed in a Large underlined area. 
- Insert or deLete text using the INS and DEL keys • 
- When you have finished your revisions, press ENTER • 

The revised paragraph wi II be adjusted and you can continue 
with normal editing. 

l, 
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CF KEY DESCRIPTIONS 
CF12 

Revise Paragraph/Line - Continued 

CF ~EY Description 

12 2) Revise Line: Pressing CF12 in an unadjusted line of 
tExt works simi lar to CF12 in paragraphs, except that 
the underlined editing area extends only as long as 
the record line length, and the line is not adjusted. 
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CF KEY DESCRIPTIONS 
CF13 

Turn Line Number Display Off/On 

CF Key Description 

13 Turn Line Number Display Off/On. CF13 allows you to decide 
whether or not to display the line numbers for the document. 
You can turn them on or off whenever you choose; there wi l l 
be no change in any function. The only difference', is th'at 
you have more flexibi lity in keying line commandslwhen line 

,~ I I numbers are not displayed • 
..I::" 
C'O 

Vl 

r··~·r ;', 
. r- , ( 
I .. / j L .. J..._~~ 

If line commands are not displayed, you wi II see one of these 
things in the last position of the line number field: 
- the highlighted paragraph format number, if the Line is the 

first line in a paragraph. 
- a ~uotation mark, if the line is in a paragraph but is not 

the first Line of the paragraph. 
- a period, if the line is not part of a defined paragraph. 
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0001.00 
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W:1 Document: DOCt6 
( ••• t. 1 t.f f •• 2 ••• tt. 3 ••• 

**********BEGINNING********** 

Sea n: 
C.. 4 ••• • •• 5 ••• • •• 6 ••• ... ) 

0002.00 October 5, 1982 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010 2 
0011. 00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017 2 
0018.00 

U. R. Rich 
9999 Cash Street 
Penny, IL 60002: 

Dear Mr. Rich, 

Thank-You very much for answering the personally addressed mai ling. 
He are excited to serve you as your new shoe insurance company. We 
assure you that from now on your shoes wi II have the most complete 
coverage avai lable at this cost. You no longer have to worry about 
uninsured shoe-shiners, or stolen laces and buck~es. Take every 
stride in confidence with U-Wear-M Shoe Insurance. 

Enclosed are 10 small forms which need to be fi lled out before we can 
insure you completely. Please fi II th~m out and send them back in 
the same spe~ially marked box we sent {hem in. 

If don~t want the line numbers displayed, press CF13. 
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W! 1 Document: DOCt6 
( •• ••• 1 • •• ••• 2 ••• ••• 3 

**********BEGINNING********** 

October 5, 1982 

U. R. Rich 
9999 Cash Street 
Penn,', IL 60002 

Dear Mr. Rich, 

Scan: 

• • • C .. 4· ••• • •• 5 ••• • •• 6 ••• ••• ) 

2 Thank-You very much for answering the personally addressed mai ling. 
" l--Je are excited to serve you as your new shoe insurance company. He 
" ass u r e yo u t hat f r om no won you r s hoe s w ill have the most com p l et e 
" coverage ava i lab le at th is cost. You no longer have to worry about 
1/ uninsured shoe-shiners, or stolen laces and bUCkles. Take every 
" stride in confidence with U-~'~ear-M Shoe Insurance. 

2 Enclosed are 10 small forms which need to be fi Lled out before we can 
" insure you c'ompletely. Please fill-them out and send them back in 
" the same specialLy marked box we sent them in. 

~ 

.' l, ~, 

If you want the 
press r:F1~. 

Line numb4..,.s d i sp Layed a nd they are no l.. 
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CF KEY DESCRIPTIONS 
CF14 

Text Definition/Temporary Dictionary 
CF Key Description 

14 2) Temporary Dictionary: When using spelling verification, 
you may sometimes find a word in error (because it is 
not found in any of the dictionaries in the dictionary 
search list) that you would like to be considered 
correct. Therefore, at any time in spell mode, you may 
press CF14 to add the word on or before the cursor to 
the temporary dictionary. Any words added to this 
dictionary may be stored with the document on the EXIT 
FROM EDIT display. After words are stored with a particular 
document, they wi II be copied with the document whenever 
the document is copied. All words fn a temporary dictionary 
of a document will be considered correct when spelling 
verification is performed anywhere within the document. 
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CF Key Description 
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CF KEY DESCRIPTIONS 
CF15 

Print Document Interactively 

15 Print a document interactively. Press CF15 to print the document 
using the default print options or the print options currently 
defined for the document. 

To define the print options see HELPTEXT option 17.2. To print a 
document in batch see HELPTEXT option 17.1. 

CF15 can be used to print multiple forms ~UiCklY. 
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TEXT - HELP CF KEY DESCRIPTIONS 
CF16 

Print List of Documents/Fi les 

CF Key Description 

16 Print List of Documents/Fi Lest Press CF16 to print the list 
currently displayed. You can print a Document List or a Fi le 
List. In either case, the list you want to print must b~ 
displayed when CF16 is pressed. If you are printing a Document 
List you can print the complete list, or you may select only a 
particular portion of the list. You can base the selection on 
words or phrases in the document description, a specific creation 
date, or a range of dates. CF16 is only valid from Fi le or Document 
List Displays. If you are printing a Fi le List the complete list 
wi LL be printed. 
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Fi le: KKWFILE Library: QTXT 

~I'-­

• 
Enter new document name or select document from list below: 
Search description: 
Search from created date: 00/00/00 To created date: 
Locate document name beginning with: 

OPT DOCUMENT DESCRIPTION 
Dnr.a.l 
U~T Document Numb~r One 

DOCt2 Document Number Two 
DOCt3 Document Number Three - Names 
Dnr.a.4 
U~T Document Number Four - U-Wear-M 

DOCt5 Document number 5 
DOCt6 Document Number Six 
DOC~~AME Document in KKvPs f i te 
NEWDOC 

i-Select document 8-Copy to new document 9-Remove document 

10/11/83 

CREATED 
08/30/83 
08/30/83 
08/30/83 
08/30/83 
09/30/83 
10/05/83 
08/31/83 
09/08/83 

Press CF16 to print the ~st of documents from the 
DOCUMENT LIST display. 
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TEXT DOCUMENT LIST 
Fi Le: KKHFILE Library: QTXT 
Enter new document name or select document from list below: 
Search description: 
Search from created date: 00/00/00 To created date: 10/11/83 
Locate document name beginning with: 

OPT DOCUMENT DESCRIPTION CREATED 
Dnr~l 
U~T Dl'lcu"''"'nJ. ~IU,..L..., .. One U 'IIC I ~ '"UC' I 08/30/83 

DOCt2 Document Number Two 08/30/83 
DOCt3 Document Number Three - Names 08/30/83 
DOC~4 Document Number Four - U-Hear-M 08/30/83 
DOCt5 Document number 5 09/30/83 
DOCt6 Document Number Six 10/05/83 
DOC~JAME Document in KKvP s file 08/31/83 
NE~DOC 09/08/83 

1-Select document 8-Copy to new docum~nt 9-Remove document CF16-Print List 
Print complete. 

Notice the message. 
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CF Key Description 
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CF KEY DESCRIPTIONS 
CF17 

Paragraph Format Options 

17 Paragraph Format Options. Press eF17 to display the Paragraph 
Format Options menu. Information entered on this display is , 
used to create new paragraph formats or to modify existi.ng 
formats. 

Any change made to an existing format will affect all 
paragraphs of that format in the entire document. When all 
changes and additions have been keyed, press CF2 to return to 
the Edit Display. Press CF3 to display Paragraph Format Extended 
Op t ions. 
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CF KEY DESCRIPTIONS 
CF1S 

Column Move 
CF Key Description 

18 Column move. CF18 allows you to move columns of data around 
within a document. You must press CF1S three times to complete 
a column movement. The steps are: 

- Move the cursor to the first position (upper left) of the 
column of data that you want to move. Press CF1S. A reverse 
imaged L wi II be displayed in the Pend: field on the status 
line. The first character of the move wi II be reverse imaged 
and followed by a spac~. 

- Move the cursor to the Last position (Lower right) of the 
coLumn of data that you want to move. Press eF1B. The entire 
column of data wi II be reverse imaged. A reverse imaged R 
wi II be displayed in Pend: field on the status line • 

r: / , 
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TEXT - HELP CF KEY DESCRIPTIONS 
eFiB 

Column Move - Continued 

CF Key Description 

18 
I 

- Move the cursor to the first position (upper left) of the 
area where you want the column moved. Press CF1B. If~ the 
move would cause any data to be lost, the move wi II not be 
completed. 

- Press CF6 to cancel this operation at any time prior to its 
completion. 
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TEXT 
Fmt: 5 
0009.00 
0010.00 
0011.00 
0012 5 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0025.00 
0026.00 
0027.00 
0028.00 
0029.00 

~i : 1 Document: DOCt5 Scan: 
( .. I • • • 1 ••• ••• 2 ••• • •• C3 ••• • •• 4 ••• ••• 5 ••••• ) 6 •••••• 7 

Dear Mr. Brake, 

Listed below are the members of your company who. have 
outstanding payments. I have listed their name, 
department, and the amount overdue. Please see if you can 
do something to.correct this immediately (if not sooner). 
Thank-you. 

NAME 
BR Devinny 
HG Knuth 
ER Lancaster 
FX Wisdom 

Si ncereLy, 

Mr. Big 

DCD 
L.I 

413 
975 
975 
849 

BALA~~CE 

3.00 
12.00 
25.00 

124.00 

Credit Department, Big Company, Inc. 

To move the BALANCE coLumn over to the right (or anywhere 
on the page), requires three steps. 
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TEXT 
Fmt: 5 
0009.00 
0010.00 
0011.00 
0012 5 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0025.00 
0026.00 
0027.00 
0028.00 
0029.00 
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W:1 Pend: L Scan: 
( •• I ••• 1 ••• ••• 2 ••• • •• C3 ••• ••• 4 ••• ••• 5 ••• ..) 6 ••• ••• 7 

Dear Mr. Broke, 

Listed beLow are the members of your company who ·have 
outstanding payments. I have listed their name, 
department, and the amount overdue. Please see if you can 
do something to correct t~-.immediately (if not sooner) • 

...... .. \.' 
Thank-you. 

~JAME DC"c 
'-I o LA"'CC" u I~ L-. 

BR Devinny 413 3.00 
HG Knuth 975 12.00 
BR La ncaster 975 25.00 
FX Wisdom 849 124.00 

SincereLy, 

Mr. Big 
Credit Department, Big CompanYt Inc. 

~ 

. 1. Pas it i on cu.rsor on the c,0per leftmost post i on of th~ 
l,. co lumn and press CF18. '. 
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TEXT ~:1 Pend: L R Sea n: 
Fmt: 5 ( •• 1 ••• 1 ••• ••• 2 ••• • •• C3 ••• • •• 4 ••• • •• 5 ••• •• ) 6 ••• • .. 7 

0009.00 
0010.00 Dear Mr. Broke, 
0011.00 
0012 5 Listed below are the members of your company who ,have 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0025.00 
0026.00 
0027.00 
0028.00 
0029.00 

outstanding payments. I have listed their name, 
department, and the amount overdue. Please see if you can 
do something to correct this immediately (jf not sooner). 
Thank-you. 

NAME DEP EALANC 
BR Devinny 413 3.00 
HG Knuth 975 12.00 
DO Lan"""''""t'''''" UI\ II..O~ t:'1 975 25.00 
FX ~~ i sd am 849 124.00 

Si ncerely, 

Mr. Big 
Credit Department, Big Company, Inc. 

(' 
(~, 

2. Position cursor on the Lower rightmost position of the 
col urn nand press CF 18 (t h e col urn n i c:; h j 0 h , i C1 h + PM ) .. 

.'" 
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TEXT 
Fmt: 5 
0009.00 
0010.00 
0011.00 
0012 5 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0025.00 
0026.00 
0027.00 
0028.00 
0029.00 

(i'-

W: 1 Document: DOCI5 Scan: 
( •• I ••• 1 • •• • •• 2 ••• • •• C3 • •• • •• 4 ••• • •• 5 ••• • .) 6 ••• ... 7 

Dear Mr. BrOke, 

Listed beLow are the members of your company who have 
outstanding payments. I have Listed their name, 
department, and the amount overdue. Please see if you can 
do something to correct this immediateLy (if not sooner). 
Thank-you. 

~ '''MI:" 11n ~ 
nLD 
L.I L.I BALA~~CE 

BR Devinny 413 3.00 
HG Knuth 975 12.00 
BR Lancaster 975 25.00 
FX Wisdom 849 124.00 

Sincerely, 

Mr. Big 
Credit Department, Big Company, Inc. 

r----.. 

~ 3. Po sit ion cur 5 0 r w her e y'-' l\.J ant the up per L eft m 0 5 t L 
rh~r~r+pr tn hp ~n~ prp~~ ~F1R tn move the coLumn. . 
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TEXT - HELP 

CF Key Description 

r 

CF KEY DESCRIPTIONS 
CF19 

Sp ell i ng Aid 

19 Spelling Aid is accessible in SPELL or EDIT mode. To invoke 
SpeLling Aid, pLace the cursor on or past any word and press· 
CF19. If the indicated word is found in a dictionarYt a 
message wi II be presented at the bottom of the screen to 
indicate that this word is correctly spelled. If the indicated 
word is not found in a dictionary, a panel will appear on 
the screen with a selection of possible words that might 
have been intended. Sets of words are Listed under headings 
showing the dictionaries they were taken from. Within each 
heading subset, the words are further ordered according to 
the most LikeLy intent. The misspeLled word under consideration 
wi lL have high intensity added to its reverse-imaging for 
the duration of the speLLing aid presentation. 
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TEXT - HELP CF KEY DESCRIPTIONS 
CF19 

Spelling Aid - Continued 

CF Key Description 

19 Your options in Spelling Aid are: 

1. Replace the misspelled word. 
a. Press ENTER to replace with a word from ihe panel 

b. 

c. 

as indicated by the cursor. 
Key over the misspelled word (only within the reverse 
image field); then press ENTER. 
Press CF12 on a misspelled word to correct the word and 
revise the line or paragraph. 

2. Accept the misspelled word as-is. 
a. If in SPELL mode, press CF14 to accept the misspelled 

word as-is, and add it to the Temporary Dictionary. 

~ 

,r:---.,. 
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TEXT - HELP CF KEY DESCRIPTIONS 
CF19 

Spelling Aid - Continued 

CF Key Description 

19 3. SKip the misspeLled word. 
a. Press CF6 to exit Spelling Aid (and SPELL mode) 

with no changes. 
b. Move the cursor outside the panel and press ENTER. 
c. Press CFl to go to the EXIT FROM EDIT menu. 
d. Move the cursor to another word and press CF19 again. 
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TEXT - HELP CF KEY DESCRIPTIONS 
CF20 

CF Key 

20 

Synonym Aid 

Description 

Synonym Aid is accessible in SPELL or EDIT mode. To invoke 
Synonym Aid, place the cursor on or past any word and press 
CF20. The Dictionary Search List wi II be used to find the 
first dictionary which supports synonyms and contains the 
word. If the word is misspelled or if the word occurs only 
in dictionaries without a thesaurus, or if the word is 
found but there are no synonyms, an appropriate message wi II 
be given at the bottom of the screen. Otherwise, a panel 
wi II appear containing a list of synonyms for the seLected 
word from the dictionary consulted. Since only base synonyms 
are given, you may need to add an appropriate suffix to the 
desired replacement synonym. 

The synonyms found are listed under headings representing 
different parts of speech. 
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TEXT - HELP 

CF Key Description 

r 

CF KEY DESCRIPTIONS 
CF20 

Synonym Aid Continued 

20 Your options in Synonym Aid are: 

1. Replace the word. 
a. Press ENTER to replace with a word from the panel 

iP as indicated by the cursor. 
~ b. Key over the selected word (only within the reverse 
~ image field): then press ENTER. 

ITb 

c. Press CF12 on a word to change the word and revise 
the line or paragraph. 

r 
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TEXT - HELP CF KEY DESCRIPTIONS 
CF20 

CF Key 

20 

Synonym Aid Continued 

Descr ipt i on 

2. Keep the original word. 
a. Move the cursor anywhere outside the paneL and press 

ENTER to exit Synonym Aid without changing originaL word. 
b. Press CF6 ~to cancel Synonym Aid and exit SPELL mode 

with no changes. 
c. Press CFl to go to the EXIT FROM EDIT menu without 

changing the word. 
d. Move the cursor to another word outside the paneL 

and press CF20 again. 
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TEXT - HELP CF KEY DESCRIPTIONS 
CF21 

CF Key 

21 

Hove and Adjust 

D2scr i p t ion 

Hove and Adjust. CF21 allows you to move text strings around 
within a document. You must press CF21 three times to complete 
a move. The steps are: 

-Move the cursor to the first position in the string of text 
that you want to move. Press CF21. The character wi II be 
reverse imaged and preceded and foLlowed by a space. A 
reverse imaged M wi II appear in the Pend: field on the 
status line. 

-Move the cursor to the last position in the string. Press 
CF21. The entire string wi II be reverse imaged. There wi II 
be a reverse imaged MM in the Pend: field on the status Line. 

r 
!' ----
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TEXT - HELP 

,/J' 

CF KEY DESCRIPTIONS 
CF21 

Hove and Adjust - Continued 

CF Key Description 

21 -Move the cursor to the location where you want the text 
moved. This Location must be in a paragraph. Press CF21. 
The string of text will be moved and the paragraph w-ill 
be adjusted. If the text was moved from a paragraph. that 
paragraph wi II a lso be adjusted. Li ne adjustment is 
further discussed in Helptext. option 15. 

-Press CF6 to cancel this operation at any time prior to 
its completion. 

~ 
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TEXT - HELP 

CF Key Description 

r 

CF KEY DESCRIPTIONS 
CF22 

Copy and Adjust 

22 Copy text. CF22 allows you to copy text strings within a' document. 
This function is the same as the Move and Adjust function, except 
that copy does not delete the original text string. 
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TEXT - HELP 

CF Key Description 

~' 

CF KEY DESCRIPTIONS 
CF23 

No Funct i on 

23 Before release 6 of Text Management, CF23 was used to manually 
hyphenate text, and adjust. Now this function is replaced with 
an automatic hyphenation option on the Paragraph Format Options 
menu (CF17). CF23 has' no function at this time. 
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TEXT - HELP CF KEY DESCRIPTIONS 
CF24 

CF Key 

24 

Remove Spaces and Adjust 

Descr ipt i on 

Remove spaces and adjust. Press CF24 to remove spaces from 
text in a paragraph or between paragraphs. If there is a string 
of spaces in your document that you want to remove, position the 
cursor to the first space that you want removed, and press CF24. 
This wi II cause the spaces to be removed and the remainder of 
the paragraph to be adjusted. If the cursor was located at the 
beginning of a paragraph this will cause adjustment of the 
"e n t ire par a g rap h • 

To combine 2 paragraphs, move the cursor to where you want the 
second paragraph to begin. This will usually be 2 spaces past 
the end of the first paragraph. Press CF24, and the 2 paragraphs 
wi II be merged. 
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DOCUMENTS 
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STEPS TO PRINT A DOCUMENT 

1. SeLect Option 3 of the Primary Menu 

2. Select Print Mode - Interactive 

7. 
..J. 

- Batch 

Select Print Options - System printer options 
- 5219 Printer options 
- Displaywriter options 
- 6670 Information Distributor options 

PRT-6 
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TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fi II ina form document 

Op t ion: 3 

Name of the document when stored: 
Document (b lank for a list of documents): 

Fi la (b Lank for a list of files): 
Library: 

Within Text Management: 
Press HELP key to display help text. 
Press CF1 key to exit. 

STOLET 
EXAMPLE 
QTXT 

Press CF2 key to back up to the previous display in a series. 

CF6-DispLay messages 

r: 

Type in option 3 to print a document. Type in the document 
name, fiLe and Library t aLso. 
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TEXT - HELP PRINT MODE MENU 

The Print Mode Menu allows you to 1) choose between printing a document 
interactively or in batch, 2) optionally' view the Print Options 
and related displays, and 3) make changes to the displays for 
either one printing or for more than one printing of the document. 

Select Option 3 from th~ Primary Menu to display the Print Mode Menu. 

Option 1 prints the selected document interactively whi le you are signed on 
to the terminal. Option 2 submits a batch job to do the printing. 
You may perform other operations or sign off the terminal after 
the batch job is submitted. 

Along with this mode seLection, you may choose to display or change the 
Print Options display by selecting one of three values: 
*NO to bypass the print option display. 
*PERM to display the print options and to save any changes with 

the document. 
*TEMP to display the print options without saving the changes 

-- only use the changes for this printing. 

L, 
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TEXT 
Document: STDLET 

Select document print mode: 
1. Interactive 

. 2. Batch 

Op t ion: 2 

r 

PRINT MODE MENU 
File: EXAMPLE 

Display/change print options (*NO *TEMP *PERM): 

Library: QTXT 

*TEMP 

You can select either Interactive print or Batch print. 
Most of the time you wi LL select Batch print mode. 

r: 
";.\ 



-0 
::0 
-1 
I 

00 

~ 

CIb,-, 

0' 

TEXT - HELP PRINT OPTIONS 

SeLect Option 3 in the PRIMARY MENU. Respond to the Prompts to specify 
the options to be used when the document is printed. 

DISpLAY/CHANGE 
Printing device options - Key Y to dispLay the options for the printing 

device. 

Page headings and footings - Key Y to display the PAGE HEADING AND 
FOOTING OPTIONS. 

For either HEADINGS or FOOTINGS you can: 
- Print them on all pages after the first 
- Print them on the first page 
- Specify a document to be used as a Heading or footing 
- Key the Heading or Footing to be used 
- Print page numbers using a .pn print control command 

Data fi les that control printing - Key Y to display or change the list 
of fi Les that control printing. 

Draft copy options - Key Y to display the DRAFT COpy OPTIONS. 

'--
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TEXT - HELP ·PRINT OPTIONS 

PRINT CONTROL 
Printer device type - Valid device types are SYSTEM PRINTER(*SYSPRT), 

5219(*5219), DISPLAYWRITER(*6580), and 6670 INFORMATION 
DISTRIBUTOR(*6670). 

Pr inter file name - Any pr inter file name or a ESC file name for 
Displaywriter or 6670 Information Distributor. 

Print selected pages - Specify the numbers of the pageslYou wish to print. 

Number of copies - This is independent of a Multi-copy document. 

Non-print character (Use for required spacing) - If you need to keep words 
together that may get separated due to line adjusting, select a 
character to place between the words. The word and the character 
between them wi II be regarded as one word. At print time, the 
non-print character will be left bLank. For example, if you have 
selected * as the non print character, you can key JULY*29,*1944 
and it wi l l pr j nt as JULY 29, 1944 0 none Line. 
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TEXT -' HELP PRINT OPTIONS 

Job description name - This field is designed for the batch printing 
option. This and the library fields that follow wi II only 
be displayed when a user choose batch' printing and specifies 
*PERM or *TEMP on the print mode screen. 

l, 
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TEXT 
Document: STDLET 
Enter temporary changes: 

Dil'"'" l~\!/CL~",..I'"\ 
I~I"' C, IICII'::jC 

r 

PRINT OPTIONS 
Fi le: EXAMPLE 

Printing device options (Y N): 
Page headings and footings (Y N): 
Data f i tes that contro l pr i nt i ng (Y N): 
Draft copy options (Y N): 

Print control 
Printer device type: 
Printer file name (blank for a list): 

Library: 
Number of copies: 
Print pages 

From: 
To: 

Non-print character! 

Library: QTXT 

N 
N 
t~ 

N 

*SYSPRT 
OSYSPRT 

*LIEL 
1 

Job description name: QBATCH 
Library! OGPL ----=---

r 

Most of the time, just press ENTER on this display. By 
doing that you.wi II submit a job to print your document. 

/ 
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TEXT PRIMARY MENU 

Select one of the folLowing: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fi II in a form document 

Opt ion: _ 

Name of the document when stored: 
Document (blank for a list of documents): 

File (blank for a list of files): 
Library: 

Within Text Management: 
Press HELP key to display heLp text. 
Press CFl key to exit. 

STDLET 
EXAMPLE 
QTXT 

Press CF2 key to baCk up to the previous display in a series. 

CF6-Display messages 
~JOb QTXT_00001,QSECOFR,010091 submitted. 

~-

, I 

'" Notice the message. Your ~111~rk station wi II buzz, whic~ 
means your document is r~y to print. Press CF6 ••• " 

" 
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MESSAGE QUEUE - LWS01 Delivery: *NOTIFY Hsg~ sev: 00 
ITocument STDLET in fi le EXAMPLE.QTXT printed. 1 messages produc~d. 
Job QTXT_00001.QSECOFR.010091 completed normally on 10/12/83 at 15:21:30. 

CF6 - Remove a message CF7 - Display alL CF8 - Remove all 

to see if your print job "completed normally". Press CF8 
to remove the messages and return to the Primary Menu. 
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Step 1. SeLect'··uption 3 to print. 

TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fi II ina form document 

Op t ion: 3 

Name of the document when stored: 
Document (blank for a list of documents): 

F i l e ( b lank for ali s t 0 f f i l es) : 
Library : 

Within Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

STDLET 
EXAMPLE 
QTXT 

Press CF2 key to back up to the previous display in a series. 

CF6-Display messages 

l-, 
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Step 2. Select a print mode--Interactive. 

TEXT PRINT MODE MENU 
Document: STDLET FiLe: EXAMPLE Library: QTXT 

Select document print mode: 
1. Interactive 
2. Batch 

n", ~ 'J " '" • 1 Ur" VII • .L 

Display/change print options (*NO *TEMP *PERM): *TEMP 

ALso make temporary changes to the Print options. 

1 
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Step 3. Select print options. 

TEXT 
Document: STDLET 
Enter temporary changes: 

D ',~ ... I "\"jr-h"\ "'ge ::It'La! \,,1 a" 

PRINT OPTIONS 
FiLe: EXAMPLE 

Printing device options (Y N): 
Page headings and footings (Y N): 
D • • . l • L.j. • l 't ' (Y 1..') I a I a 1 I es III a I con I r 0 p r ,n ,ng 1'1 I 

Draft copy options (Y N): 

P"",' ... • ~on.j.""ol I II I\" 1 'I 

Printer device type: 
Printer file name (blank for a list): 

Library: 
Number of copies: 
Print pages 

From: 
To: 

Non-print character: 

Library: QTXT 

y 
N 
N 
N 

*SYSPRT 
QSYSPRT 

*LIBL 
1 

~. 

Type in a tty" to display/cr;. ..... nge the print device option\-, 
~for the System printer (*S~RT). 
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TEXT - HELP SYSTEM PRINTER OPTIONS 

First and last print Line - This incLudes the Heading and the Footing. 
It wi Ll be interpreted asa physical distance (inch) from the 
top of the form based on the number of lines per inch selected. 

Length of printer form - In number of lines for the paper on p~inter. 

Lines 

Lines 

It wi lL be interpreted as a physicaL distance (inch) from the 
top of the form based on the number of lines per inch selected. 

per inch - Number of lines per inch to be printed. 

spacing - Allows single, double, or triple spacing. 

Forms type - The name of the paper forms on which the document wi II be 
printed. 

Additional left-margin space - Allows alignment of the text on the paper 
without moving the data in the document. 

Characters per inch - Number of characters per inch to be printed •. 

r 
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TEXT - HELP SYSTEM PRINTER OPTIONS 

Output fi Le name - An alternate name for the printer fi Le which appears 
on the output ~ueue. 

Output ~ueue - The output queue for the spooled printed'fi Le. 

L 
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TEXT 
Document: STDLET 

SYSTEM PRINTER OPTIONS 
FiLe: EXAMPLE 

Enter temporary changes: 

First pr i nt Line: 
Last pr i nt Line: , 

Length of printer form'(lines)! 
Lines per i nc h (4 6 8 9): 
Line spacing (1 2 3): 
Forms type: 
I\dd'~' L L f~ . • n 1,lona e ,-margin space. 
Characters per inch (10 15): 
Output file name! 
Output queue: 

Library: 

Library: aTXT 

3 
60 
66 

6 
1 
*STD 
6 

10 
*FILE 
*FILE 

When you have made your changest press ENTER to print 
your document. 

r 
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TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
A FI' LLI 'n ~ ~o~m J~~U~~"~ '"T' a I I UU\,. 11It:'1J' 

Opt i on: 

Name of the document when stored: 
Document (b Lank for a List of documents): 

File (blank for a list of fiLes)! 
Library: 

Within Text Management: 
Press HELP key to display heLp text. 
Press CFl key to exit. 

STDLET 
EXAt1PLE 
QTXT 

Press CF2 key to back up to the previous display in a seriesl 

CF6-Display messages 
Print complete. 

~, 

~ Notice the message. Yo u~ oc ument is ready to pr i nt. '-' 
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Step 1. Select d~tion 3 to print. 

TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fill ina for m document 

Op t ion: 3 

Name of the document when stored: 
Document (b lank for a list of documents): 

F i l e (b lank for ali s t off i l e 5) : 

Library: 

Within Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

STDLET 
EXAMPLE 
QTXT 

Press CF2 key to back up to the previous display in a series. 

CF6-DispLay messages 

r 
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Step 2. Select a print mode --Bat~h 

TEXT 
Document: STDLEr 

Select document print mode: 
1. Interactive 
2. Batch 

O .' ." pIlon. ~ 

PRINT MODE MENU 
File: EXAMPLE 

Display/change print options (*NO *TEMP *PERM): 

Library: arxr 

~, 

" :_'1 

*TEMP 

~ Also make temporary ch(;geS to the print options. ~ 
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Se lee t PI tnt options. 

TEXT 
Document: STDLET 

PRINT OPTIONS 
File: EXAMPLE 

Enter temporary changes! 

Disp lay/change 
Printing device options'(y N): 
Page headings and footings (Y N): 
Data fi les that control printing (Y N)! 
Draft copy options (Y N): 

Print control 
Printej device type: ' 
Printer file name (blank for a list): 

Library! 
Number of copies: 
Print pages 

From: 
To: 

Non-print character: 
Job description name: 

Library: 

Library: aTXT 

N 
Y 
N 
N 

*SYSPRT 
QSYSPRT 

*LIEL 
1 

QEATCH 
QGPL 

r 
" ._l 

This time let's change the page headings and footings. 
Type in a "y" where indicated by the arrOlaJ. 
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TEXT 

Headings: 
Pr i nt head i ngs 

Document: 
or key head i ng : 

F 00 t i ngs: 
Print footings 

Document: 
or key footing: 

r~ 

PAGE HEADING AND FOOTING OPTIONS 

1ST PAGE 
(Y N): N 

File: 

1ST PAGE 
(Y N): Y 

File: 

Page - .pn 

AFTER 1ST PAGE 
Y 

Librar'y: *LIEL 

AFTER 1ST PAGE 
Y 

Library: *LIEL 

/~. 

Type in the foot i ng that ~'/ou want. Th is foot i ng will ~ ... 
\,. d i sp Lay the page number ~s d i sp Layed) 0 n aLL pages. '" 
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Step 3. Selec\ a print option. 

TEXT PRINT OPTIONS 
Document: STDLET 
Enter temporary changes: 

D'II'""" l"'lV I,..L"'I"'''''''' 
~r' 0r l l.. IIOIl ':jC' 

Fi le: EXAMPLE 

Printing device options (Y N): 
Page head i ngs and foot i ngs (Y N): 
Data files that controL printing (Y N)! 
Draft copy options (Y N): 

0 .. 'I". f'"ro n·" 0 l I I II \ l.. V I \ I 

Printer device type: 
Pr i n t er f i lena me (b Lank for aLi s t ) : 

Library: 
Number of copies: 
Print pages 

From: 
To: 

Non-print character: 
Job description name: 

Library: 

Library: OTXT 

N 
N 
Y 
N 

*SYSPRT 
QSYSPRT 

*LIBL 
1 . 

OBATCH 
OGPL 

Letts select another print option. Type in a HyH to 
display the data fi les that control printing. 

r 



-0 
:;:0 
--l 
I 

N 
N 

'-:--. 0' 

TEXT PRINT CONTROL FILE LIST 

Select either a data base fi le or a document containing a field list that has 
fields whose names are in your document: 

OPTION DB MEMBER/DOCUMENT 
1 ACCOUNT 

OPTION 

FILE 
ACCOUNT 

LIBRARY 
QTXT 

1 - Select a II the records in the Fi le/Document. 

TYPE 
2 

3 - Prompt for seLection of records and setting seLection ruLes. 
9 - Delete this Member/Document from the Print ControL Fi Le List. 

TYPE 

SEL COND 

1 - Column List - a simple column Listing of fields within a document. 
2 - MuLtiple Copies - each record selected wi LL generate another·document. 

CF2-Return Enter-Perform any selected option 

~\ 

From this display you can '1se data from a data base fi Le 
'-' i n you r doc um e n t. We w iLL ~s c us s t his i n d eta ilL ate r .l, 



--0 
:;;0 
--l 
I 

N 
\...N 

r r 
Step 3. Select a print ription. 

TEXT 
Document: STDLET 

PRINT OPTIONS 
File: EXAMPLE Library: QTXT 

Enter temporary changes: 

D i sp lay /cha nge 
Printing device options (Y N): 

, 

Page headings and footings (Y N): 
Data files that control printing(Y ~n: 
Draft copy options (Y N): 

Print control 
Printer device type: 
Printer file name (blank for a list): 

Library: 
Number of copies: 
Print pages 

From: 
To: 

Non-print character: 

N 
N 
N 
Y 

*SYSPRT 
QSYSPRT 

*LIBL' 
1 

Job description name: QEATCH 
Library: .=Q.=..:GP-.:L=--__ 

Let's see what you can do in a draft copy. 

r 

Type in a "Y" next to Draft copy options (as indicated). 

• I 
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TEXT - HELP DRAFT COPY OPTIONS 
-

Print line numbers for draft - ALLows you to print the Line numbers from 
the EDIT DISPLAY to the printed document for ease of editing, 
or draft copy referencing. 

, 
Editing-change flag - You can specify up to 10 characters to be used to 

mark a printed line that has been change after the specified date. 
If this field is left blank and a string column is given, then 
the change flag wi II be the date the line was changed. 

Starting column - You can specify the column where you want the flag 
characters printed. 

Flag changes after this date - You can specify the date to be used for 
cha nge-f lagg i ng. 

l., 

.~" 

L 
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PRINT CONTROL COMMANDS 

P . -l. C t I r ..J + 'f' rln~ on rOL ~ommanus perlorm speCl Ie 
print functions from within a document. 

All print control commands begin with a 
period (;), and are not printed. 

Listed below are some of the 
print control commands! 

COMMAND FUNCTION 

.date 

.docid 

.hO thr u .h6 

.tc 

• i m 
.kp on/off 

• n 
.pa 
• p n 
.sk x 
.tot/.xtot 
.* 
.&name 

prints the date 
p r· i n t s the doc ume n t /f i L e/ Lib r a r y 
prints headings 
prints the table of contents 
imbeds another document 
keep Lines on the same page 
numbers coLumns or pages 
starts a new page 
prints the current page number 
sk.ip lines at print time 
totals and cross-totals 
comment line (not printed) 
prints the contents of this field 

PRT-33 



\J 
;:0 
---1 

I 
N 
.c-

/--:-....... 

l, 

TEXT 
Document: STDLET 
Enter temporary changes: 

Print line number (Y N): 

r 

DRAFT COPY OPTIONS 
FiLe: EXAMPLE 

Editing-changes flag (characters): 
Start i ng co Lumn! 

FLag changes after this date: 

~. 

Library: QTXT 

N 

02/07/83 

From this display you can ~rint out line numbers (just 
l ike 0 n you r s ere en) 0 r f "'9 c han 9 e sin you r doc u men t • l, 
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AJ 
--i 
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VJ 
VJ 

~ 

CD 

r 
( " 

TEXT - HELP 

COMMAND 

.date 

J . d 
• u oc I 

('~ 
.,.;' 

PRINT CONTROL COMMANDS 

FUNCTION 

Print the current system date in the document. The date is 
edited using the system date format. 

Print the documentt fiLet and Library"name on the document. 
You may want to print this as a footing on the fi~st or 
Last page of the document for future reference. 

r 

Let's see how these two print controL commands work ••• 



u 
;0 
-l 
I 

V.J 
.c 

TEXT 
1:"",,,,. 
I III' • 

1 
J. 

0000.01 
0000.02 
0000.03 
0001. 00 
0002.00 
0003.00 
0007.00 
Ot:'lt:'lO t:'IO vvu.v 

0009.00 

Browse! 

/'----........ 

W! 1 Document: DOC:jj:7 
• •• • •• 1 '")1 T "'Z 

••• ••• "'\ •• J. ••• -.J ••• 

**********BEGINNING********** 

I.If 1 n. Page: 1 Line: 3 

**********BEGINNING********** 

.~ 

Sea n! 
••• 4 ••• C ••• 5 ••• L • •• u ••• . .. ) 

.date 

Sea n: 

10/12/83 

On the top is the print control command and on the 
~ bottom is the printed ~uLt. ~ 



U 
:::0 
-t 
I 

V.J 
Ul 

r 
I " 

TEXT 
F'"''''· III \ • 1 

0000.01 
0000.02 
0000.03 
0001.00 
0002.00 
0003.00 
0007.00 
0008.00 
0009.00 

(', 
,~ 

W: 1 Document: DOC!7 
• •• ••• 1 ••• ••• 2( •• I ••• 3 • • • 

**********BEGINNING********** 

Browse: H: 1 Page: 1 Line: 3 
**********BEGINNING********** 

Sca n: 
••• 4 ••• C ••• 5 •••••• 6 •••••• ) 

.docid 

Sca n: 

DOC#7/KKWFILE/QTXT 

Again, the printed result is shown on the bottom 
half of the screen. 

r: 
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TEXT - HELP 

COMMAND 

.exc (command) 
and 

.excf (file) 

FUNCTION 

/-~ 
I 

PRINT CONTROL COMMANDS 

Key a command in parentheses after the .exc· to cause that 
command to be executed, and the printed output from the 
command.to be placed in the document. You may need to 
pLace an .excf command in front of the .exc to identify 
the print fi le if it is not QSYSPRT. For example: 

.excf (QQRYPRT) 

.exc (QRYDTA APP(ORDQRY) OUTPUT(*LIST)) 

l, 

~ 

l., 



r: 

-0 
;:0 
-l 

I 
v.I 
V1 -
N 

co 

TEXT 
c"'.· I III \ • 

1 
.I. 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
f.lt.-.t.-.O r..r.. 
VVVU'VV 

0009.00 
0010.00 
t.-.t.-.11 Or.. 
vVJ..I.. v 

0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 

(,,, 

W:l Document: DOC:JF9. Sea n: 
1 ~I T , 
.I, •••• t. "-",.1, ••• ...J • •• 4 ••• C ••• 5 ••• ••• 6 ••• ••• ) • •• ••• • • • 

~*********BEGINNING***'****" 

***""*'*"*******""*'*****"***"***'*'**"'***'""*****'**** . . 
* This command wi LL display the output queue to see if there is * 
* anymore documents to be printed at the end of the business day.* 
*******************'*********************************************' 

• excf (QSYSPRT)· 
.exc (DSPOUTQ OUTQ(QPRINT) output(*LIST)) 

*************END************* 

To execute a command within a documentt use print 
control command .EXCF and .EXC. 

r 



-0 
:::0 
-; 

I 
\..N 
VI -
\..N 

10/12/83 20:05:03 
Output queue- QPRINT 

FILE NBR JOB NAME 
QSYSPRT 0083 U~S01 
ncycoor 
~..J ~I 1\ 0084 U'~S01 

QSYSPRT 0085 LWS01 
QSYSPRT 0070 LWS01 
ncycoRT 
UI..J ..JI I 0(,',71 Ll.lc01 , V/J. n..J I 

QSYSPRT 0073 U~SOl 

'--I -

.c 

OUTPUT QUEUE 
Library- QGPL 

USER NBR PTY RCO/PAG STS CPY FORMTYPE 
QSECOFR 009961 5 lP ROY 1 *STO 
QSECOFR 009961 5 1P ROY 1 *STO 
QSECOFR 009961 5 1P ROY l*STO 
QSECOFR 009961 5 1P HLO 1 *STO 
QSECOFR 009961 5 10 U10 I III.... 1 *5TO 
QSECOFR 009961 5 lP HLO 1 *STO 

,~ 

_-6./ 

~ . As a result of the command. in the documentJ this was alro 
L-llJ l., prj n t ed 0 u t wit h the doc um"-fl t • \..t 
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TEXT - HELP 

COMMAND 

.hO-.h6 

• tc 

.dh to 

r~ 

PRINT CONTROL COMMANDS 

FUNCTION 

Use the commands on this display to define sections in a 
document and to automatically create a table of contents. 

Precede headings throughout the document with one of 
these heading LeveL commands. These commands cause 
different printing characteristics for eacb heading 
level. For example, .h1 causes a capitaLized, numbered, 
underscored heading to be put at the top of a page. 

Use .tc to print a tabLe of contents with page numbers • 
The table of contents wi II inClude only .hO to .h3 
Leve L head i ngs. 

Use .dh to to define headings that are not numbered 
automaticaLLy, and print only the text. 

r 



HEADING FORMAT CHARACTERISTICS 

.hO .h1 .h2 .h3 .h4 .h5 .h6 
( 
"", .! Page eject before heading N Y N N N N N 

Line spaces after heading 1 5 2 2 2 0 0 
Heading underlined N Y Y N Y Y Y 

Heading Capitalized N Y Y Y N Y N 

Table of Contents entry Y Y Y Y N N N 

Table of Contents entry only Y N N N N N N 

Skip before T.O.C. entry N Y N N N N N 

/ , 
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TEXT 
c .... ",· 
1111\. 1 

0001.00 
0001.01 
0001. 02 

N: 1 Document: DOC:JI:9 
• •• ••• 1 ••• ••• 2( •• I ••• 3 

**********BEGINNING********** 

0001.03 .hl h1 causes thIs 
0001.04 .h2 h2 causes this 
0001.05 .h3 h3 causes this 
0001.06 .h4 h4 causes thIs 
0001.07 .h5 h5 causes this 
0001.08 .h6 h6 causes this 
0001.09 
0001.10 
0001.11 
0001.12 
0001.13 
0001.14 
0001.15 
0001.16 
0001.17 
0001.18 

*************END************* 
Print complete. 

.::.,. 

• •• 

(' 

Sca n: 
• •• 4 ••• C ••• 5 II •• II 6 II. II. ) 

If yo u press CF15 to pr i nt th is doc ument, yo u wi L L get 
t his me s sag e and you r doc um e n t liJ iLL L 0 0 k l ike t his. • • 



Results of the previous 6 statements. 

(- j 

1.1 H1 CAUSES THIS 

1.1.1 H2 CAUSES THIS 

1.1.1.1 H3 CAUSES THIS 

1.1.1.1.1 H4 causes this 

1.1.1.1.1.1 H5 CAUSES THIS 
1.1.1.1.1.1.1 H6 causes this 

PRT-38 
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--0 

TEXT 1.1'1 fl. nO"u'"~n"" nnr47 U I.. lilt:: ,. uU\.JV 

(" 

S,. ... n· 1..0 • 

Fmt: 1 ( •••••• 1 •••••• 2 •••••• 3 ••• C ••• 4 •••••• 5 •••••• 6 ...... ) 
**********BEGINNING********** 

0001. 00 
de 
.dh to 
.hl hl 

0005.00 .h2 h2 
0006.00 .h3 h3 
0007.00 .h4 h4 
0008.00 .h5 h5 

causes this 
causes this 
causes this 
causes this 
causes this 

r: 

~ 0009.00 .h6 h6 causes this 
~ 0010.00 
LD 

0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 
Print complete. 

This time two new commands were added. Press CF15 to print 
this document ••• 



(-- CONTENTS 

hl causes this • • • • • • • 2 

• • • • • • 2 
h3 causes this • • • • • • 2 

J 
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Hl CAUSES THIS 

H2 CAUSES THIS 

H3 CAUSES THIS 

,. H4causesthis 

H5 CAUSES THIS 
H6 causes this 

PRT-41 



u 
;0 
--l 
I 
.c 
I---' 

I--' 

[TI)",-

TEXT - HELP 

COMMAND 

• i m( name) 

.kp on/off 

• n 

.;: 

PRINT CONTROL COMMANDS 

FUNCTION 

Imbed (copy) the named document before printing. The 
command must be in this format: 

.im (document file library) 
!.im (document file.library) 

Use this function to keep paragraphs and data on the 
same page when the document is printed. All Lines 
between .kp on and .kP off wi Ll be on the same page. 

Use this command to print the next sequential number 
where the .n is keyed. For exampLe, use .n to number 
Lists of items so you do not have to renumber if you 
rearrange, add, or deLete items in the List. 
Key a value after the command to start numbering at 
that vaLue or to reset the vaLue. .n 1 wi LL reset the 
vaLue to 1. 

'-' 

/'-"-, 

~ 



-u 
;::0 
---l 
I 

.c:­

.c:-

\ , 
4 

TEXT 
C" ...... 
I III \ • 1 
0003.00 

000~ 1 
0005.01 
0005.02 
0005.03 
0005.04 
0005.05 
0005.06 
0005.07 

0010.00 
0011. 00 
0012.00 

r 

W: 1 Document: DOC#8 
.( •••• C1 ••• ) ... 2 •••••• 3 

.I<p on 

Th is wi L L 
keep 
everyth i ng In 
between these 
two commands 
on the ""''''',",1'''\ 

:JOllie 

page. 

.kp off 

*************END************* 

Sea n: 

• •• ••• 4 •••••• 5 •••••• 6 •••••• 7 

Everything in between these two print control commands 
w iLL be k ep ton the sa me p age at p r i n t time. 

r , '\ 

. ~ 
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TEXT 
L,., ~ • 
I III \ • 1 

0000.01 
0000.02 
0001.00 
0002.00 
~(VY1 1.\1 
vVV":".VJ.. 

0002.02 
0002.03 
0002.04 
0002.05 
0002.06 
0002.07 
0002.08 
0002.09 
0002.10 
0002.11 
0002.12 
0002.13 
0002.14 
0002.15 
0002.16 

r". 

.:; 

~: 1 Document: DOC#8 Sca n: 
• (. ••• C1 \,.., 3 

• •• I • •• .;. ••• ••• • •• • •• 4 ••• • •• 5 ••• ••• 6 ••• • •• 7 
**********BEGINNING********** 

• n .c.:name 

To automat i ca lly numbe~ items ina co lumn, if you 
are cons tan t l y i nser t i ~ and deL e t i ng items. 

~ 

l, 



This list IS a result of this Print Control Command! 

• n .&name 

1 FG Brady .L • 

'1 BR Devinny ~ . 
3. AB Harmes 
11 HG Knu th ,. 

5. BR La ncaster 
6. R Peabody 
7 PL D . t L d 
/ . I r I Cllar 

( 

8. RR Rogers l,,'! 
9. MS Sa ndee 
10 .L • RB v~ i t so n 
1I. FX Wisdom 

I 
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co; 

TEXT - HELP 

COMMAND 

.pa 

• p n 

• p n x 

.sk x 

-~ 

PRINT CONTROL COMMANDS 

FUNCTION 

Start a new page if the next Line does not aLready 
start on a new page. 

Print,page number. This command can be used to print 
the page number anywhere in the document. incLu~ing 

page headings and footings. 

Reset page number to x and print. The value of x must 
be 0 or greater. ALL .pn commands after a .pn x command 
wi II reflect the resetting of the page number. 

Skip x Lines when printing. This function will skip the 
number of lines specified by x before printing the next 
line of the document. If x is 0, the line will be 
printed on top of the previous line. 

L 

r" 

'-' 
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TEXT 
Fmt: 

W: 1 Document: DOC#6 
7 (.. ••• 1 • •• • •• 

0008.00 
0009.00 Dear Mr. Rich 
0010.00 

2 ••• • •• 

'-

Scan: 
3 c •• • •• 4 ••• ••• 5 •••••• 6 ) ••••• 7 

0011 7 Thank-you for answering the personally addressed mai Ling. We 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 

are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi II have the most 
comp lete coverage ava i lab le at th is cost. You no longer have 
to worry about uninsured shoe-shiners, or stolen laces and 
buckles. Take every stride in confidence with U~~ear-M Shoe 

0017.00 Insurance. 
0017.01 Page - .pn 

... "" 00 17 (,\'1 pa 
vu~u· o 

Enclosed are 10 forms which need to be fi lled out before we 
0020.00 can insure you completely. Please fi II them out and send 
0021.00 them back in the same box we sent them in as soon as 
0022.00 possible. Again, we are looking forward to serving you in 
0023.00 the coming years, do not hesitate to send those forms in NO~! 

0024.00 
0024.01 Page - .pn 
0025.00 
Print complete. 

" 

To sk ip to a new page, you can use the ".pa" command. 
To consecutively number pages, yoU can use ".pn". 

, '. 
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II 0 
U .1\ • 

O'f'"L 
1\ I 1..11 

9999 Cash Street 
Penni less t IL 60001 

Dear Mr. Rich 

11/15/83 

Thank-you for answering the personally addressed mai ling. He 
are excited to serve you as your new shoe insurance company. 
1.1", "''''''''u'''e \If'lU .L .... .& ... ",.. TI"'" """ """ ... ,..LO"'''' '"'"I L' L"'''e ·he mo"'· ne O;:J;:J I IV \110\ IIUIII IUW VII lVUI ;:JII C::.:=> W L IIOV \1 II':=>\ 

complete coverage avai lable at this cost. You no lon"ger have 
to worry about uninsured shoe-shinerst or stolen laces and 
buckles, Take 
I nsur a nee. 

,...v,... ... \1 ,.. ..... iJ'" in conf,"J"'n'-c::! 'W i • L U-L1 e"'r-M e ell ~\I lue I UC:: '-_ I1II n C I 

Page - 1 
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Enclosed are 10 forms which need to be filled out before we 
can insure you camp lete ly. Please fill them out and send 
.Lh""''''' b"".-I? 'I" "he S"""'''' b"v ., .... ,...-.",.1. t L ,..,,... ',n "",.. "'oon as \I CIlI 01....... II II OIlIC UA wc ::>CII \ IICIlI I 0::> ::> 

possible. Again, we are Looking forward to serving you in 
the coming years, do not hesitate to send those forms in NOW! 

Page - 2 

Sincerely yours, 

J ... .-k 0 '" 'I "'b l"'" C I.. !J. r~ III C 
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, TEXT 
Fmt: 1 

0000.01 
0000.02 
0000.03 
0000.04 
0000.05 
0000.06 
0000.07 
0000.08 
0000.09 
0000.10 
0000.11 
0000.,12 
0000.13 
0000.14 
0000.15 
0000.16 
0000.17 
0000.18 
0000.19 
0000.20 

/ 

.~' 

W:1 Document: DOCiS 
• (. ••• Cl ••• ) ••• 2 •••••• 3 

**********BEGINNING********** 

This 
.5k 1 is the way skip 
.sk 2 works t 

is n' tit? • sk 2 

This is how sk 0 works 
.5k 0 
.sk 0 

This 
your 

IS what these skip 
screen.. ~ 

~ 

Scan: 
••• • •• 4 ••• ••• 5 •••••• 6 •••••• 7 

c omina nds Look Like 0 n L) 



"\ ~ 

\ 

\J 
;0 
-1 
I 

.e-
N 

TCYT 
IL-.I\I 

Fmt: 5 

0004.00 
0005.00 
0006.00 
r:.r:.r:.7 r:.r:. 
VVVI tVV 

0008.00 
0009.00 
0010.00 
0011. 00 
0012 5 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0032.00 

1.1 • 1 n. D""'u-"""''''. nnr-ll-Q UI- 1111::"11\' LJU~'II'U 

• •• ••• ( .1 •••• 2 ••• , •• 3 

r~·, 

• • • 
Scan: 

.C. 4 ... ••• 5 ...... 6 .. R ... 7 
**********BEGINNING********** 
.im (Lettrhead.kkwfiLe qtxt) 

TO: Perriann Mettlemann 
SIlO IcrT' ~I",,""" C""'-"''''' M""""'" ," "''"' ~"'L'"'dul'"'.1 ULJ-.JL-.~' I1I::"W U UI::l1::" 11::"1::" \ 11,::/ -.JI-III::" I::"U 

DATE: October 31, 1983 

This is to let you know about the Social Development 
meeting on ThursdaYt October 31. It wi II be in Room 902 
at 1:30 p.m. Attendees are julie Schi lLing, Greg 
Adams, Mary P, and hopefully, Connie Brandt, if she 
comes back in time. I am also meeting with Ron Tarka 
today, October 30, to discuss the material because he 
wi II be busy at the scheduled meeting time tomorrow. 

Print complete. 

You can use the ". i m" pr i nt contra L command to br i ng 
other documents into your document at print time ••• 

(:, 
~.J 



( 

ceccc SSSS A 
C S A A 
C S AAAAA 
C S A A 
CCCCC SSSS A A 

CHICAGO SOCIALITES ASSOCIATION 

TO: Perriann Mettlemann 
SUBJECT: New Course Meeting Scheduled 
DATE: October 31, 1983 

This is to let you know about the SociaL Development 
meeting on Thursday, October 31. It wi LL be in Room 902 
at 1:30 p.m. Attendees are JuLie SchilLing, Greg 
Adams, Mary P, and hopefuLLy, Connie Brandt, if she J 
comes back in time. I am also meeting with Ron Tarka 
today, October 30, to discuss the material because he 
wi Ll be busy at the scheduLed meeting time tomorrow. 

Kimberlee Wenzel 
CSA SociaL DeveLopment 
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This is what what happens 
on your printed document. 

This 
is the way skip 

workS t 

isn't it? 

~ .. ! 

This IS how sk 0 works 
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TEXT - HELP 

COMMAND 

.pa dx 

~ 

.~ 

PRINT CONTROL COMMANDS 

FUNCTION 

Start a new page if the next tine does not'already 
start on a new page. dx aLlows you to seLect paper 
supply from the lower drawer(x=l) or the upper drawer 
(x=2) for this new page. 

~. 

This print control ~omml:~s ~orks just like the, •. 
".pa" command, but IS u 8 with the IBM 5':>19 Prlnter~ 
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TEXT - HELP 

COMMAND 

.tot and 

.xtot 

. * 

r> 

PRINT CONTROL COMMANDS 

FUNCTION 

.tot causes the coLumn of numbers directLy above the 
command to be totalled. Totalling stops ~t the first 
non-aLigned number or at the first non-numeric entry. 
Blank Lines will not stop the totalling • 

• xtot causes the row of numbers to the left of the 
command to be totaLLed. TotalLing stops at the first 
non-numeric entry or at the beginning of the line. 

You can place a name after a .tot/.xtot command to 
associate the total with the name. Put the name in 
parentheses and begin it with an ampersand. For example: 
.xtot (.~cost) Use .~cost later in the document to print 
the total at that point. 

This entire Line is an editing comment and wi Ll not print • 

r~ 
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TEXT - HELP 

COMMAND 

.~name 

.c 

PRINT CONTROL COMMANDS 

FUNCTION 

The name can be any field name in a data base fi le or 
ina source document used l ike a data base file. The 
data in that field will be printed wherever .&name is 
keyed. :For example, if the field name is ADDRESS, key 
.&ADDRESS in the document wherever you want the data 
for the address field printed. 
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TEXT 
Fmt: 1 

0000.01 
0000.02 
0000.03 
0000.04 
0000.05 
0000.06 
0001.00 
(.\0f.\'1 f.\f.\ v v.:..vv 

0003.00 

Browse: 

W: 1 Document: DOC#7 
• •• ••• 1 ')/ T -z 

• •• ••• ..:. \ •• .1. ••• ..J 

**********BEGINNING********** 

T.",,.. 1 
.I. \ t: III 

Customer 1: 10 
Customer 2: 20 
Customer 3: 30 

.tot 

W: 1 Page: 1 Line: 3 ---
**********BEGINNING********** 

Item 1 
Customer 1: 10 
Customer 2: 20 
Customer 3: 30 

60 

.~ 

• • • 
Sca n: 

••• 4 ••• C ••• 5 •••••• 6 •••••• ) 

Sea n! 

You can total columns of numbers. 

~, 
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TEXT W: 1 Document: DOC#7 Sea n: 
C" t' 1m. 1 

J. • •• • •• 1 '11 I -z 
• •• ••• "'- \ • • • •• ...J ••• ••• 4 ••• C •• -. 5 •••••• 6 •••••• ) 

**********BEGINNING********** 
0000.01 
0000.02 Item 1 Item 2 Item 3 
0000.03 Customer 1: 10 10 40 ·.xtot 
0000.04 Customer 2: 20 20 50 • x tot 
f:lf:If:Itl 05 C"""·"'"''"'r " ,tl 
VVVV, U.~\UIIIt: -.I' -.IV 

I1tl ::;tl v"",,,," 
"TV -..JV • A \ U \ 

0000.06 
0001.00 , tot • tot • tot .xtot Uxtotal) 
0002.00 Grand total= ,&total 
0003.00 
- - - - - - - - - - - - - -

Br owse: ~-l! 1 Page: 1 3 Scan: --
**********BEGINNING********** 

Item 1 Item 2 Item 3 
Customer 1: 10 10 40 60 
Customer 2: 20 20 50 90 
Customer 3: 30 40 50 120 

60 70 140 270 
Grand total= 270 

You can also tol,l across the page! 

~ 
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TEXT 
Fmt: 1 
0007.00 

W: 1 

• •• • •• 
Document: DOCi7 

1 ••• ••• 2( •• I ••• 3 

r< 
v;,::' 

Scan: 

• • • • •• 4 ••• C ••• 5 ••• • •• 6 . .. ... ) 

~'iiii,':r""0008.00 .~ This line is a comment line and it won't show up at print time. 
0008.01 
0008.02 
0008.03 
1.'11.'11.'10 1.'1/1 vvvu.v, 

'0008.05 
0009.00 
0010.00 
0011. 00 

Browse: 

This line wi II show up at print time. 

1.1 • 1 fl. Page: 2 Line: 9 Sea n: 

This Line wi II show up at print time. 

This comment Line wi LL not. show up at print time. 

r~ 
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TEXT 
C",..J,' 
I III' • 

W: 1 
1 I 
J. \... • •• 

/'---. 

Document: PRTCTL Sca n: 
1 '1 "'l r II 

• t. '. t t ~ • t t • t. w • t. \Jt .,. t. 

0001.00 
**********BEGINNING********** 
.5k 6 

0002.00 S/38 Text Management 

• t t 5 •••••• 6 ...... 7) 

·0003.00 
0004.00 

How to Use Print Control Commands When Creating Documents 
.date 

0005.00 
0006.00 

J,,.. . ,~ 
.h1 Introduction 

0007.00 
0008.00 
0009.00 
0010.00 

This sample document shows you how ·print control commands can be 
used in document creation. The sample document shows a document 
containing print control commands. Compare this to the printed form, 
which shows the document after the commands have been executed. 

0011.00 .h1 Parts of a Document 
0012.00 .h2 The Automatic Table of Contents 
0013.00 Text Management has provided an easy way to get a table of 
0014.00 contents in your document. You just insert a table-of-contents 
0015.00 command ( tc) into the document where you want the tabLe of contents 
0016.00 .5k 0 
0017.00 to go. 
0018.00 .h2Major Chapter Headings 
0019.00 Major chapter headings are located at the beginning of each 
0020.00 chapter and you define them with an h0 print control command. 

The doc ument t PRTCTL t looks 

'-' 
like this on your 

screen ••• 

~ 

.1, 

'-
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TEXT W: 1 Document: PRTCTL Sca n: 
Fmt: 1 ( ...... 1 ...... 2 ...... 3 ... C .. 4 ...... 5 ...... 6 •••••• 7) 
0020.00 chapter and you define them with an hO print control command. 
0021.00 .5k 
0022.00 These chapter headings are for the major subjects in your document. 
0023.00 They are so important that they are capitalized and underlined, 
0024.00 and each one begins on a new page. 
0025.00 .h2 Minor Headings 
0026.00 There are up to five levels of additional headings within any 
0027.00 document. Each 'one is set off by slightly different techni~ues 
0028.00 to allow that level to be identified. 
0029.00 The first minor heading under a chapter heading is defined 
0030.00 by an hi print control command in front of the heading. The heading 
0031.00 .sk 0 • 
0032.00 is capitalized when printed and is included in the table of contents. 
0033.00 As you may have guessed, the five levels of minor headings are 
0034.00 defined with the h1 through h6 print control commands. 
0035.00 .sk 0 
0036.00 .h3 Heading Example 
0037.00 This shows you a third level heading. 

*************END************* 

And like the following pages after printing~ 
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5/38 Text Management 
How to Use Print Control Commands When Creating Documents 
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CONTENTS 

1.1 Introduction. 

1.2 Parts of a Document 
1.2.1 The Automatic TabLe of Contents. 
1.2.2 Major Chapter Headings. 
1.2.3 Minor Headings 

1.2.3.1 Heading ExampLe. 

PRT-58 

3 
3 
3 

3 



( 

1.1 INTRODUCTION 

This sample document shows you how print control commands can be 
used in document creation. The sample document shows a document 
containing print control commands. Compare this to the printed form, 
which shows the document after the commands have been executed. 

PRT-59 
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1.2 PARTS OF A DOCUMENT 

1.2.1 THE AUTOMATIC TABLE OF CONTENTS 

Text L~.- ..,.-""i..1,..,..1 ~n e-''-'' W'~" "-,, g"'. -. ·-'b l ,", of IIC;:'/"'IV\lIUC;I.JOI 0::;)101 IV 1::10 10 ~I:: 

contents in your document. You just insert a table-of-contents 
command (,tc) into the document where you want the table of contents 
to go. 

MAJOR CHAPTER HEADINGS 

Major chapter headings are located at the beginning of each 
chapter and you define them with an :hO print controL command. 
These chapter headings are for the major subjects in your document. 
They are so important that they are capitalized and underlined t 

and each one begins on a new page. 

PRT-60 
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1.2.3 MINOR HEADINGS 

There are up to five levels of additionaL headings within any 
document. Each one is set off by slightly different techni~ues 
to allow that level to be identified. 

The first minor heading under a chapter heading is defined 
by an ,h1 print control command in front of the heading. The heading 
IS capitalized when printed and is included in the table of contents. 

As you may have guessed t the five levels of minor headings are 
defined with the ,h1 through .h6 print control commands. 

1.2.3.1 HEADING EXAMPLE 

This shows you a third Level heading. 

PRT-61 
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REVIEW OF PRINT CONTROL COMMANDS 

Can be used in 
Command paragraphs headings & footings 
.date yes yes 
.docid yes yes 
.excf no no 
.exc no no 
.h no no 
.tc no no 
.dh to no no 
.im no no 
.kp no no 
.n yes yes 
.& yes yes 
.pa -. no no 
.pa dx no no 
.pn no yes 
* no yes 

.sk no yes 

.tot no no 

.xtot no no 

PRT-62 
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The Characteristics of a Form Document: 

* User fills in input fie Lds ca L Led FORM FIELDS 

* Each FORM FIELD can have preassigned attributes 
prompt i ng i nformat i on 
numer .i c i np u ton l y 
underlining 
h i 9 h L i 9 h t i ng 

* User works on a copy of the 0 rig i na L 

F-l 
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TEXT W:l Document: FORMDOC Scan: 
Fmt: 1 ( .. I ••• 1 ••• • •• 2 ••• ••• 3 ... C.. 4 ••• ... 5 ... ••• 6 ••• ••• 7) 
0001.00 .Name Catalog Service Co. 
0002.00 .Address "Guaranteed Sat isfact ion" 
0003.00 .City 

----~----------------0004.00 
0005.00 Dear .TitLe ----------
0006.00 
0007 1 We were pLeased to receive your order. A new catalog is enclosed 
0008.00 for your future orders. May we have an opportunity to serve you again 
0009.00 in the very near future. Your order a5 we received it was! 
0010.00 
0011. 00 ITEM NUMBER QUANTITY DESCRIPTION COST 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 Tota L .tot 
0018.00 
0019.00 Sincere Ly, 
0020.00 
0021.00 Howard Davis, Pres. 

This is a form document. 
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TEXT 
Fmt: 1 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007 1 

2: I I 0008.00 
0009.00 
0010.00 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

r---, 

W:1 Pend: FORM Scan: 
( •• I ... 1 ••• ••• 2 • •• ••• 3 ••• C.. 4 ••• • •• 5 ••• ••• 6 ••• • •• 7) 

**********BEGINNING********** 
Cindy West Catalog Service Co. 
910 W. Decorah Rd. "Guaranteed Sat isfact ion" 
West Bend, WI 53095 

Dear Ms. West 

We were pleased to receive your order. A new catalog is enclosed 
for your future orders. May we have an opportunity to serve you again 
In the very near future. Your order as we received it was: 

ITEM NUMBER 
5001 
5026 

QUANTITY DESCRIPTION 
12 Thinga-m~jigs 

10 Whatcha-ma-callits 

SincereLy, 

COST 
15.99 
20.00 

Total .tot 

~ 

Fi II in the input fields and then press CF15 to print 
l, the form interactively. " \., 

" 



Cindy West 
910 W. Decorah Rd. . 
West Bend, WI 53095 

Dear Ms. West 

Catalog Service Co. 
"G ua ran teed Sa t i sf ac t ion" 

. We were pleased to receive your order. A new catalog is enclosed 
for your future orders. May we have an opportunity to serve you again 
In the very near future. Your order as we received it was: 

ITEM NUMBER 
5001 
5026 

QUANTITY 
12 
10 

DEseR IPTIO~J 
Th i nga-ma jigs 
Whateha-ma-eallits 

S i neere ly, 

Howard Davis, Pres. 

F-4 

To ta l 

COST 
15.99 
20.00 

35.99 



Completed application Should Be Sent To: 
The Pudentiat Insurance Company 
P.O. Box 2000 
Parsippany~ NJ 02154 

The pLan provides c~verage for reasonable and customary charges as 
determined by K and W Company in conjunction with 
Pudential. 
To App(y for Benefits 
1. Complete and sign application and send with original supporting 

bills. 
2. Each bill must contain date of care, nature of condition or 

treatment and patient's name. Bi lls for prescription drugs and 
other eligi'ble supplies must show prescription number or full 
name of drug or supply and date of purchase. 

1. EmpLoyee's Name(please print) Total Charges 

Fischer,Brian R. $150.00 

2. Other Medical Coverage Information: Are any submitted charges 
eligible for medicaL benefits under any plan for which another 
group pays all or part of the cost? Yes X No 
If yes, complete remafnder of Section 2 on the back of this 
form. 

3. Medicare Eligibi lity: Is any individu~l for whom'charges are 
being submitted elibiblefor Medicare? Yes X No 
If yes, please indicate the name(s) of the individual(s) 
incurring the expenses in the spaces below. 

4. I certify that the statements in this application are correct 
and the attached bi lls are eLigibLe for medical expenses 
incurred by myself or eligible members of my family. 

10/13/83 
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TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fi II ina form document 

Op t ion: 1 

Name of the document when stored: 
Document (blank for a list of documents): 

File 
Library 

( L La ,,1/ .& or a I i,-.1 ".c .c: l,....,-\· 
U "" I LI::lt VI I I C::l/. 

Within Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

FORMDOC 
KKWFILE 
QTXT 

Press CF2 key to back up to the previous display in a series. 

CF6-Display messages 

r 
~ 

.. -~, 'j 

To create a form document, type in option 1 and a document 
name, fi Le and Library. 
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TEXT 
Fmt: 

0001 
0002 
0003 
0004 

1 

1 
1 
1 
1 

0005.00 
0006 2 
0007.00 
0008.00 
0009.00 
0010 4 
0011.00 
0012 4 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

r-o, 

H:1 Document: FORMDOC Sca n: 
• •• • •• 1 ,,1 I"l 

•••••• " ••• , •• ...J • • • • •• 4 ••• • C. 5 II •••• 6 II •••• ) 

**********BEGINNING********** 
Completed application Should Be Sent To: 
The Pudential Insurance Company 
P.O. Box 2000 
Parsippany, NJ 02154 

The plan provides coverage for reasonable and customary charges as 
determined by XXXXXXXXXXXXXXXXXXXXXXXXXX in conjunction with 
Pudential. 
To Apply for Benefits 
1. Complete and sign application and send with original supporting 

b iLls. 
2. Each bill must contain date of care, nature of condition or 

treatment and patient's name. oBi lls for prescription drugs and 
other eligible supplies must show prescription number or full 
name of drug or supply and date of purchase. 

Type in the information using CF9 (create a new 
paragraph). The X's d~Jte a future input field. 

~ 

~. 
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TEXT 
Fmt: 

0001 
0002 
0003 
0004 

1 

1 
1 
1 
1 

0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010 4 
0011.00 
0012 4 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

r If" 
. ..t" 

W:1 Document: FORMDOC Sca n: 
• •• ••• 1 •••••• 2 ••• (.~I 3 ••• • •• 4 ••• • C. 5 ...... 6 ...... ) 

**********BEGINNING********** 
Completed application Should Be Sent To: 
The Pudential Insurance Company 
P.O. Box 2000 
Parsippany, NJ 02154 

The plan provides coverage for reasonable and customary charges as 
determi ned by in conjunct ion wi th 
Pudential. 
To Apply for Benefits 
1. Complete and sign application and send with original supporting 

bills. 
2. Each b ill must conta i n date of care, nature of cond i t i on or 

treatment and patient's name. Bi lls for prescription drugs and 
other eligible supplies must show prescription number or full 
name of drug or su~ply and date of purchase. 

Replace the X's with blanks and press ENTER, 
to set up for the form field. 

(' 
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TEXT - HELP 

CF Key Description 

~. 

CF KEY DESCRIPTIONS 
CF14 

Text Definition 

, 

14 Defining Form Fields - Key f immediately before and after the 
text you want to define as a form field. Press CF14. The 
form field is defined. To further define this field, place 
the cursor anywhere within the field and press.CF14 a~ain. 
The Text Definition screen wi II be displayed, allowing you 
to specify additional parameters for the field. 

DeLeting Definition Characteristics - You can remove underlining, 
highLighting, or form field definitions from the text by ~eying 
d or a space immediately before the text field. You must actually 
key a space even if it appears that there is already a space 
before the field. Press CF14. The special characteristic will 
be deleted, but the text will remain unchanged. 

l, 
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TEXT 
Fmt: 

0001 
0002 
0003 
0004 

1 

1 
1 
1 
1 

0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010 4 
0011.00 
0012 4 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

t 
,,-~ 

W: 1 Document: FORMDOC Scan: 
• •• ••• 1 ...... 2 ... ( •• I 3 ••• • •• 4 ••• • C. 5 ...... 6 ...... ) 

**********BEGINNING********** 
Completed appLication Should Be Sent To: 
The Pudential Insurance Company 
P.O. Box 2000 
Parsippany, NJ 02154 

The plan provides coverage for reasonable and customary charges as 
determined by f 
DuJenJ. " ~ l 
I U " C • 

To Apply for Benefits 

fin con j u nc t ion wit h 

1. Complete and sign application and send with originaL supporting 
b'l I , ~ ~ 5. 

2. Each bi II must contain date of care, nature of condition or 
treatment and patient's name. Bi Lls for prescription drugs and 
other eligible supplies must show prescription number or full 
name of drug or supply and date of purchase. 

Type in two f's on'both ends of the form field and 
then press CF14 to create the form field. 

r 
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TEXT - HELP USING FORM FIELDS 

Form Fields are predefined text fields. You can proceed from one form field 
to the next using field advance Keys. 

Form fields can save a Lot of tedious Keying and aligning when: 
-Keying columns of text or numbers. 
-Keying text that is centered, edited, or aligned on a decimal point. 
-Keying, repetitive text where only parts of the document are updated. 

DEFINING FORM FIELDS. 
To define any text field as a form field, Key an f before and after 
it, and press CF14. If you wish to further define the form field, 
move the'cursor into the field and press CF14 again. This wi II 
cause the Text Definition screen to be displayed. You can define the 
characteristics of the form field by responding to prompts on this 
screen. 

, 
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TEXT - HELP USING FORM FIELDS 

Using Form FieLds - Continued 

Among the characteristics that you can specify are: 

VALUE - You can specify either an initiaL value or a prompt 
value for the field. An initial value is displayable, 
printable; and can be modified. A prompt value is 
displayable but not printabLe and can be overkeyed 
when the form field is fi Lled in. Begin a prompt- value 
with a period followed by the text to be displayed in 
the field. A database fieLd name preceded by .& can be 
used as a form field. 

UNDERLINING/HIGHLIGHTING - You can specify that the form field 
be underlined or highlighted when it is printed. 

r 
r'-
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TEXT - HELP USING FORM FIELDS 

Using Form Fields - Continued 

POSITIONING - You can specify that extra spaces foLLowing the text 
within form fieLd be removed before the document is printed. 
If the form fieLd is within a paragraph, the paragraph 
wi II be adjusted prior to being printed. 

You can specify that the data in the field be ~entered. 
This wi II be ignored if the form field is in a paragraph. 

You can specify that the data in the field be aligned on 
the right boundary of the form field and any portion of . 
the field that is not newly keyed be fi lled with spaces. 

You can specify that the data in the field be aligned on 
the left boundary of the form field and any pprtion of 
the field that· is not newly keyed be filled wi th zeros. 

'-
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TEXT - HELP USING FORM FIELDS 

Using Form Fields - Continued 

NUMERIC OPTIONS - You can specify that the field is to contain 
only numeric values, If the field is numeric you can 
also specify the following functions: 

- System-defined edit codes to edit the form field 
before displaying or printing • 

- Replacement of leading zeros in the field with 
asterisks • 

- Replacement of leading zeros with a floating currency 
symbol. The currency symbol wi LL immediately precede 
the value in the field regardless .of how much space 
is actually filled by the vaLue. 

- Alignment on the decimal point and the number of 
decimal positions to be shown. 

r 
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TEXT - HELP USING FORM FIELDS 

Using Form Fields - Continued 

USING FORM FIELDS. 
After the form fields have been defined, you can press CF4 to turn 
on Forms Prompting or to turn it off again. In this mode, press 
field advance keys to move the cursor from one form field to the 
next (onLy within the screen boundary). Press CF7/CF8 to move to 
the next (CF7) or previous (CF8) form field in the document. 
Press ENTER when your keying into the form field is complete and 
those functions associated with the form field wi Ll be performed. 
You cannot define or delete form fields whi le in Form mode. 

DELETING FORM FIELDS. 
To delete a form field, key either a d or a space immediately before 
the form field and press CF14. The form field wi II be deleted whi le 
the data in the field wi Ll be unchanged. 

l.,. 

:::0 

\v 



11 
I 

f---' 
o 

f' ('\ 

TEXT TEXT DEFINITION 

Field length: 024 
Field location Line! 0007.00 CoLumn! 019 
Value (initial period indicates value that wi II not print): 
.your company 

Underline/HighLight 
Underline this field when printing 
Highlight this field when printing (overprint) 

Positioning 
Remove extra spaces after fieLd when printing 
Center field after keying 
Right adjust and blank fi lL field 
Rig h tad jus t and z er 0 f iLL fie l d 

Numer i c Op t ions 
ALLow only numeric value 

. 

(Y N): Y 
(Y N): N 

(YN):N 
(Y N): N 
(Y N): N 
(Y N): N 

(YN):N 
Edit fieLd with this Edit Code 

Replace leading zeros with asterisks 
( A-D, J-M, Y, Z, 1-9 ) : 

(YN):N 
RepLace Leading zeros with floating currency symbol (Y N): N 
Provide decimaL aLignment (1-9): 

CF2-Return to Edit Display ENTER-Next Form Field 

To further define your form field, position your 
cursor somewhere in the form field, and press CF14. 

r ,,---, 
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TEXT 
Fmt: 

0001 
0002 
0003 
0004 

1 

1 
1 
1 
1 

0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010 4 
0011.00 
0012 4 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

;1'-, 

W:1 Document: FORMDOC Sca n: 

• •• • •• 1 •••••• 2 ••• ( •• 1 3 • • • • •• 4 ••• • C. 5 ••• • •• 6 ••• ••• ) 

**********BEGINNING********** 
Completed application Should Be Sent To: 
The PudentiaL Insurance Company 
P.O. Box 2000 
Parsippany, NJ 02154 

The plan provides coverage for reasonable and customary charges as 
determined by .your company in conjunction with 
PudentiaL. 
To Apply for Benefits 
1. CompLete and sign application and send with original supporting 

b iLls. 
2. Each bill must contain date of caret nature of condition or 

treatment and patient's name. Bi lls for prescription drugs and 
other eligible supplies must show prescription number or full 
name of drug or supply and date of purchase. 

The initial prompt value is displayed on the screen, 

,~ 
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'-' but wi II not be disPLaye\.,when printed. l,., 



r 
/~~ 

.,., 
I 
~ 
N 

TEXT 
Fmt: 

0002 
0003 
0004 
0005 

1 

1 
1 
1 
1 

0006.00 
0007 '") 

.:.. 

0007.01 
0007.02 
0008.00 
0009 4 
0009.01 
0009 4 
0009.03 
0009.04 
0009.05 
0011. 00 
0012.00 
0014.00 
0015.00 
0016.00 

~ 
/1,"" 

W:1 Document: FORMDOC Scan: 
• •• • •• 1 ...... 2 ... ( .. 13 ....... 4 ... • C. 5 ...... 6 ... . .. ) 

**********BEGINNING********** 
Completed application ShouLd Be Sent To: 

, 

The Pudential Insurance Company 
P.O. Box 2000 
Parsippany, NJ 02154 

The plan provides coverage for reasonable and customary charges as 
determined by .your company in conjunction with 
o j .j.' l 
I Uu 2 n I I a • 
To Apply for Benefits 
1. Complete and sign application and send with original supporting 

b i Us. 
2. Each bill must contain date of care, nature of condition or 

treatment and patient's name. Bi lls for prescription drugs and 
other eligible supplies must show prescription number or full 
name of drug or supply and date of purchase. 

1. Employee's Name(please print) Total Charges 

This line requires two form fields ••• 

r 
~ 

:.', 
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TEXT 
F J,' m \ • 

0002 
0003 
0004 
0005 

1 

1 
1 
1 
1 

0006.00 
0007 2 
0007.01 
0007.02 
0008.00 
0009 4 
0009.01 
0009 4 
0009.03 
0009.04 
0009.05 
0011. 00 
0012.00 
0014.00 
0015.00 
0016.00 

;l"\ 

W: 1 Document: FORMDOC Sca n: 
• •• • •• 1 ••• f •• 2 ••• ( •• 13 ••• • •• 4 ••• • C. 5 •••••• 6 •••••• ) 

**********BEGINNING********** 
CompLeted appLication ShouLd Be Sent To: 
The PudentiaL Insurance Company 
P.O. Box 2000 
Parsippany, NJ 02154 

The plan prov(des coverage for reasonable and customary charges as 
determi ned by .your company 
PudentiaL. 
To Apply for Benefits 

in conjunction with 

1. Complete and sign appLication and send with originaL supporting 
biLLs. 

2. Each bilL must contain date of care, nature of condition or 
treatment and patient's name. Bi LLs for prescription drugs and 
other eLigibLe suppLies must show prescription number or fuLL 
name of drug or suppLy and date of purchase. 

1. EmpLoyee's Name(please print) Total Charges 
f f f f 

and you can create them both at the same time. 
(Make sure they ~~ in sets of two.) 

" 
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l, 



11 
I 

f--' 
..c-

r 
/ 

r ,----.. 
" -

<".' 

TEXT TEXT DEFINITION 

Field length: 029 
Field location Line: 0014.00 Column: 007 
Value (initial period indicates value that wi LL not print): 
• last,first,M.I. 

UnderLine/Highlight 
Underline this field when printing 
HighLight this field when printing (overprint) 

P G sit ion i ng 
Remove extra spaces after field when printing 
Center field after keying 
Right adjust and blank fill field 
Rig h tad jus t and z er 0 fill fie l d 

Numer ic Opt ions 
Allow only numeric value 

Edit field with this Edit Code 
Replace Leading zeros with asterisks 

( A-D , J-M, Y, 

RepLace Leading zeros with fLoating currency symbol 
Provide decimaL alignment 

CF2-Return to Edit DispLay ENTER-Next Form Field 

(Y N): Y 
(YN):N 

(Y N): N 
(Y N): N 
(Y N): N 
(Y N): N 

(YN)!N 
Z, 1-9): 

(Y N): N 
(Y N): N 
( 1-9) : 

Af ter f ill i ng in the in it i a L va l ue t press ENTER 
-+ '" r"'o ,--.. ..... --1-"...., -1. I _ ,......., .. I r _ ,_ r ~ 

r 
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TEXT TEXT DEFINITION 

Field length: 012 
Field location Line: 0014.00 Column: 052 
Value (initiaL period indicates value that wi LL not print): 
.totcharge 

Underline/Highlight , 

Underline this field when printing 
Highlight' this field when printing (overprint) 

Pos it ion i ng 
Remove extra spaces after field when printing 
Center fieLd after keying 
Rig h tad jus t and b lank f ilL of i e l d 
Right adjust and zero fiLL field 

Numer i c Op t ions 
Allow only numeric value. 

Edit field with this Edit Code 
Replace leading zeros with asterisks 

(A-D, J-M, 

Replace leading zeros with floating currency symboL 
Provide decimal alignment 

CF2-Return to Edit Display ENTER-Next Form Field 

(Y N): Y 
-

(Y N): N 
--

(Y N): N 
(Y N): N -
(Y N): N 
(Y N): N 

-

(Y N): Y 
Y, Z, 1-9): ~ 

(Y N): N 
(Y N): Y -
(1-9): 2 

T his for m fie l d r e ct u i r ~", bot h n u mer i con l y and a 
S/38 Edit Code to defin it correctly. 

/':' 
' .... :'i 

\., 



r ,--..... 

11 
I 

N 
'J 

TEXT 
Fmt: 4 
0020.01 
0021.00 
0022.00 
0023.00 
0023.01 
0023.02 
0024.00 
0025. 4 
0025.01 
0025.02 
0026.00 
0027.00 
0028.00 
0029.00 
0030.00 

r -, 
...... 

W:1 Document: FORMDOC 
•• 1.(.1 " '"Z ••• ••• "" •••••• -.J ••• 

Sca n: 
.. C 4 ••• • •• 5 ••• ••• 6 ••• 

being submitted eLibibLe for Medicare? Yes No 
If yes, pLease indicate the name(s) of the individuaL(s) 
incurring the expenses in the spaces below. 

. .. ) 

4. I certify that the statements in this appLication are correct 
and the attached bi lls are eligible for medicaL expenses 
incurred by myself or eligible members of my fami Ly. 

.EmpLoyee's signature 

.date 

.pa 
*************END************* 

r 
~ 

'-:.' . 

Finished! Press CFl to exit and create the form document. 
Or you can just press CF4 to fi II in the form document. 
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TEXT - HELP 

CF Key Description 

~ 

CF KEY DESCRIPTIONS 
CF4 

Form Prompting On/Off 

4 Form Prompt. Press CF4 to prompt for form fields. When you 
ask for Form Prompti~g, these things wi II be different from 
normal editing: 

- The only fields on the Edit Display where you wi II be abLe 
to key are: the scan fieLd on the status line; the first 
line number field on the display; and the underlined form 
fieLds on the display. 

- FORM (for Form Prompting) wi II be in the Pend: field on 
the status line. 

- Press the field advance key to automatically move the cursor 
from one form field to the next. 

Press CF4 again to switch out of Form Prompting. (CF6 wi II 
cancel Form Prompting and any other pending operations.) 

" 

r:-
',; :,'. 
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TEXT 
Fmt: 4 
0020.01 
0021.00 
0022.00 
0023.00 
0023.01 
0023.02 
0024.00 
0025 4 
0025.01 
0025.02 
0026.00 
0027.00 
0028.00 
0029.00 
0030.00 

r 
.-~ 

~:1 Pend: FORM Sca n: -------------------------•• 1 .(. 1 •••••• 2 ...... 3 ..... C 4 ...... 5 ~ ••••• 6 •••••• ) 
being submitted elibible for Medicare? Yes No 
If yeSt please indicate the name(s) of the individual(s) 
incurring the expenses in the spaces below. 

4. I certify that the statements in this application are correct 
and the attached bi lls are eligible for medical expenses 
incurred by myself or eligible members of my fami ly. 

.Employee's signature 

.date 

.pa 
*************END************* 

r 
~ 
. , .. ~ " 

You are now in HFORMH mode which means -tha-t all you can do 
is f iLL in the doc ument and pr i nt it us i ng CF15. 
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TEXT PRIMARY MENU 

Select one of the foLLowing: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. F ilL ina for m doc ume n t 

Option: 

Name of the document when stored: 
Document (blank for a list of documents): 

File (blank for a list of files): 
FORM DOC 

KK~'WILE 

Library QTXT 

Within Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

----

Press CF2 key to back up to the previous display in a series. 

CF6-Display messages 
;.'h ......... Document FORMDOC in fiLe KKWFILE.QTXT updated wi th 41 records. 

~ 
~ " 

• When yo u ex i t fr om yo ur d o\)ment, tex t te lls yo u tha t y~'­

~ document has been created. 
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TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4 • F ill ina for m doc ume n t 

Op t ion: 4 

Name of the document when stored: 
Document (b lank for a List of documents): 

Fi le (b Lank for a List of files): 
FORMDOC 

KKWFILE 
Library QTXT 

Within Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

----

Press CF2 key to back up to the previous display in a series. 

CF6-DispLay messages 

r 
~ 

".~ .: 

Instead of using CF4 right from the edit display, you can 
aLso fill in yo ur form doc ument by tak i ng op t ion 4. 
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TEXT 
Fmt: 1 

0001 1 
0002 1 
0003 1 
0004 1 
0005.00 
0006 2 
0007.00 
0008.00 
0009.00 
0010 4 
0011.00 
0012 4 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

~ 

W:1 Pend: FORM Sca n: 
• • • • •• 1 ••• ... 2 ••• ( •• 13 ••• • •• 4 ••• • C. 5 ••• • •• 6 ••• • •• 

**********BEGINNING********** 
Completed application Should Be Sent To: 
The Pudential Insurance Company 
P.O. Box 2000 . 
ParsippanYt NJ 02154 

The plan provides coverage for reasonable and customary charges as 
determined by .your company in conjunction with 
Pudential. 
To Apply for Benefits 
1. Complete and sign application and send with original supporting 

b ills. 
2. Each bill must contain date of caret nature of condition or 

treatment and patientts name. Bi lls for prescription drugs and 
other eLigible supplies must show prescription number or full 
name of drug or supply and date of purchase. 

1. Employeets Name(please print) 
• lasttfirst,M.I. 

Total Charges 
.totcharge 

2. Other Medical Coverage Information: Are any submitted charges 

r:-

) 

Notice that you are then in"FORM" mode and can only enter 
~data into the underlined i4J.t fields. ~ 
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TEXT 
Fmt: 1 

0001 1 
0002 1 
0003 1 
0004 1 
0005.00 
0006 2 
0007.00 

~ II 
0008.00 
0009.00 
0010 4 
0011. 00 
0012 4 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

f:. 
.;;. 

W: 1 Pend: FORM Sca n: 
• •• • •• 1 •••• It 2 ••• ( •• I 3 ... ... 4 It •• C. 5 ...... 6 ...... ) 

**********BEGINNING********** 
Completed application Should Be Sent To: 
The Pudential Insurance Company 
P.O. Box 2000 
Parsippany, NJ 02154 

The plan provides coverage for reasonable and customary charges as 
determined by K ~ W Company in conjunction with 
Pudential. 
To Apply for Benefits 
1. Complete and sign application and send with original supporting 

bi lls. 
2. Each bi Ll must contain date of caret nature of condition or 

treatment and patient's name. Bi lls for prescription drugs and 
other eligible supplies must show prescription number or full 
name of drug or supply and date of purchase, 

1. Employee's Name(please print) 
Fischer,Brian R. 

Total Charges 
150 

2. Other Medical Coverage Information: Are any submitted charges 

F iLL in the f i'e Lds and press ENTER. 

r 
r:-.. 
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TEXT - HELP 

CF Key Description 

~ 

CF KEY DESCRIPTIONS 
eF1S 

Print Document Interactively 

15 Print a document interactively. Press CF15 to print the document 
using the defau(t print options or the print options currently 

. defined for the document. 

To define the print options see HELPTEXT option 17.2. To print a 
document in batch see HELP TEXT option 17.1. 

eF15 can be used to print multiple forms ~uiCklY. 

l, 
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TEXT 
Fmt: 

0001 
0002 
0003 
0004 

1 

1 
1 
1 
1 

0005.00 
0006 2 
0007.00 
0008.00 
0009.00 
0010 4 
0011. 00 
0012 4 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

r /I"" 

W:1 Pend: FORM Scan: 
• •• • •• 1 ...... 2 ... (..1 3 .~. • •• 4 ••• .C. 5 ...... 6 • • • . .. ) 

**********BEGINNING********** 
Completed application Should Be Sent To: 
The Pudential Insurance Company 
P.O. Box 2000 
Parsippany, NJ 02154 

The plan provldes coverage for reasonable and customary charges as 
determined by K ~ ~~ Company in conjunction with 
Pudent i a L. 
To AppLy for Benefits 
1. CompLete and sign application and send with original supporting 

bills. 
2. Each bill must contain date of care, nature of condition or 

treatment and patient's name. Bi lls for prescription drugs and 
other eLigible suppLies must show prescription number or full 
name of drug or suppLy and date of purchase. 

1. Employee's Name(please print) Total Charges 
Fischer,Brian R. ~ $150.00 

2. Other Medical Coverage Information: Are an~lbmitted charges 

Press CF15 to print this whole document. 

r 
r-. 
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TEXT 
Fmt: 4 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0025.00 
0026.00 
0027.00 
0028.00 
0029.00 
0030.00 
0031. 00 
0032.00 
0033.00 
0034 4 
0035.00 
0036.00 
0037.00 
0038.00 
0039.00 
0040.00 

~. 

,. 

W: 1 Pend: FORM Scan: 
•• 1.(.1 •••••• 2 •••••• 3 ••• tiC 4 •••••• 5 •••••• 6 ...... ) 

2. Other MedicaL Coverage Information: Are any submitted charges 
eLigible for medical benefits under any plan for which another 
group pays alL or part of the cost7 Yes X No 
If yes, complete remainder of Section 2 on the back of this 
form. 

3. Medicare E~igibi lity: Is any individual for whom charges are 
being submitted elibible for Medicare? Yes X No 
If yes, please indicate the name(s) of the individual(s) 
incurring the expenses in the spaces below. 
.eligible medical recipient 

4. I certify that the -statements in this application are correct 
and the attached bills are eligible for medical expenses 
incurred by myself or eLigible members of my fami ly. 

.Employee's signature 

.date 

Print compLete. 

Your document is ready \: print. Press CFl to exit. 

r;., 
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TEXT EXIT FROM EDIT 

Exit Editor - Return to Primary Menu 
Edit another new form 
Create document named below 
Print document without formatting 

Document name: 
F i l e con t a i n i ng doc ume n t : 
Library conta i ni ng fiLe: 

(Y N): li .. ~---­
(Y N): Y ~---­
(Y N): N 
(Y N): N 

FORMDOC 
KK~FILE 

QTXT 

Descr i pt ion: Form document - medical 

Rese~uence document by Line number 
-or-
Rese~uence document by calculating page/line 

(Y N): Y 

(Y N): N 

r 
~ 

The options are set up to take you back into your form to 
fi Ll it again. But, if you don't want to ••• 

"' 
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TEXT EXIT FROM EDIT 

Exit Editor - Return to Primary Menu 
Edit another new form 
Create document named below 
Print document without formatting 

Document name: 
F i l e con t a i n i ng doc ume n t : 
L 'IL"''''r'' cl'\n~'" 'I nl' n'"' f'lle t u, C I U I 'Q '':l t 

/;r_~ 

(Y N): Y 
(Y N): N 
(Y N): N 
(Y N): N 

FORMDOC 
KK~JFILE 

QTXT 

Description: Form document - medical 

Rese~uence document by line number 
- or-
Re5e~uence document by calculating page/line 

(Y N): Y 

(Y N): N 

change them to~oOk Like this. 

r: 
'. '" 

l, 
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Form Doc ument Review 

Create t 
US I ng option 

TEXT W: I Prnd: rOlm Sc.n: 
rat: 1 ( .. I ... 1 ...... 2 .... :.1 

•• • .. ····.SEGHoNING··· •• •• ••• 
Ci ndy ~E'Sl 0001.00 

C .. 4 ... 5 .. , ... " ...... 7l 

C.tJIGq Ser .... ic~ Co. 
0002.00 
000).00 
0.)04.00 
coes.co 
0006.00 
0007 I 
C:-CS.~J 

Oi)C~.OO 

0010.00 
OO!! .CO 
001".00 
001).00 
0014.00 
001~.00 

0016.00 
0017.CO 
one.co 
0019.CO 
0020.00 

910 ~. Decor.'" Ref. "Guu,nleed SOItISf.ctlonO
' 

~.<I e.nd. WI 53095 

W, loIef. Pl,.:;,d to receive your ordEir. A n\?w (.UI09 is er.close3 
for your ftoture crJ£ri. M~Y we h~\:E' H o;:portu:'IIt)" t:J sirve YOU .;il1n 
In t!;, \lery nur 'uIUrt. Your order ~; we reCell/E'd It w.as: 

I TEll I.U1ElR 
5'.01 
~076 

QUililTlTT DESCRIPTIOII COST 

.J.L Thi nq~~J~___ ~ 
-.!L i-Ih.atchil-lIIa-ca t I i IS i0.CO 

Tot.1 .IDI 

Sincerely, 

Pr nt it 
CF15. US I ng 

TEXT 
r.t: 
0001.00 
0002.00 
C~O).OO 

0004.00 

wa 
( .. I ... 

.Addrf~'i 

Doc ••• nt: rORMOOC SOl n: 
•••••• ~ ••• 1 ••• C •• 4 , ••••• :5 •••••• 0 •••••• 7) 

C,Ulo, S,rvic, Co. 

OOOS.OO 000' .:.:T...:'..:.t.:.;I1:..-. ___ _ 
OC·~6.00 

oe07 1 Wi \,oer. plNsed to rreelv, )'Our orelI'r, A ft,lII c",'t, is '1I(:1ou4 
OC03.00 for )'our tulur. ord.". MJY "'4t hJv' In ol'Putunlt1. to ur ..... you. 19.1ft 

OCC9.C'J In thl V¥f'1 :liH f",tur •• fa"" ordif if WI nC'lv.d it wn: 
OC10.CO 
OII.CO 
O~l:'.C' 

0013.CO 
C;)H.CO 
C~I~.CO 

0016.00 
0011 .00 
00IB.CO 
0019.Cl 
00,0.00 
00"1.00 

ITEM NUMEER OUAIITITY OESCR IPTIOH (CST 

hili • t. t 

Si l'I(,r,ly, 

Hcwilrcf D~VIS, Prn. 

F ill t 
using opt 
CF4 from 
screen 

Ion 
the 

4 or 
edit 

CI ndy ~est CiutDq SfrVICI' Co. 
910 W. Decor., Rd. 
'-'es t Bend, ~ 1 53095 

Ceil' Ms. West 

"Guuint,,,,, Sit ishc:t ion" 

"'~ lrJer. PIE>iSt>d 10 receive yaur orcf(lr •. A I'\(lW Ciilto. is ,nClos.~ 
lor your future orders. MiY we h~Vf iln opportunity to serve you .9i11" 

in tl\, very neit I u fure. lour order ~i we reel i\led it !IIU: 

ITEM MJNBER 
5001 
50:6 

QUANTITY 

12 
10 

DESCRIPTION 
Th I nq~-ItI. J 191 

~:hj tchJ-m.-c ~ L 't t I 

COST 
15.99 

20.00 

htll 35.99 

F-37 
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USE THE 

SYSTEM/38 TEXT MANAGEMENT 

SERVICES MENU 
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TEXT H: 1 Document: STDLET SUBST Scan: 
Fmt! 1 ( •• I ••• 1 ••• ~ •• 2 •••••• C3 •••••• 4 •••••• 5 ••••• ) 6 •••••• 7 

**********BEGINNING********** 
0001.00 JuLy 9, 1981 
0002.00 
0003.00 
0004.00 
0005.00 Mrs. Lawrence Smith 
0006.00 3949 San Marcos Road 
0007.00 Evanston, Illin~is 

0008.00 
0009.00 Dear Mrs. Smith, 
0010.00 
0011 1 You may use your CLEARVIEW CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly display the 
0013.00 CLEARVIE~ sticker. You wi lL be required to show your card 
0014.00 at the time of purchase. 
0015.00 
0016 1 The limit set on your credit wi LL be $750.00. If you 
0017.00 wish to increase your credit Limit beyond $750.00. pLease 
0018.00 call your CLEARVIEW Account Repr~sentative on (312) 
0019.00 555-1234. 
0020.00 

Press CF5 to get the Services Menu. 

r 
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TEXT - HELP 

CF Key Description 

';~ 

CF KEY DESCRIPTIONS 
CF5 

Services Menu 

5 Services Menu: Press CF5 to display the editing functions 
avai lable through the Services Menu. 

~ I I For more details, see options 10 to 15 on the Help Options menu.· 
I 
~ 

~ 
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TEXT -·HELP SERVICES MENU 

Press CF5 to go to the SERVICES MENU. This menu provides editing and 
printing services. These services include: 

1. 
2. 
3. 
4. 
5. 
6 • 
7. 
8. 
0 
/ . 

Display/change scan/substitute options' 
Display current document in printed format on split display. 
Display another document on split display. 
Copy another document to edit display. 
Display fields from data base member on split display. 
Copy fields from data base member to edit display. 
Display/change list of data fi les that control printing. 
DispLay/change print opt inns. 
Display/change dictionary search list. 

See Options 11 through 15 for more detail. 

NOTE: CF2 from the split edit display will return to the edit dispLay. 

,f' 
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TEXT SERVICES MENU 

C""l""'".j. -.it: t:'-' one of the following: 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

Display/change scan/substitute options 
Display current document in printed format on split display 
Display another document on split display 
Copy another document to edit display 
Display fields from data base member on split display 
Copy fields from data base member to edit display 
Display/change list of data files that control printing 
Display/change print options 
DisplaY/i~flge dictionary search list 

Opt ion: 

Document/member: File! Library: ------

CF6-Display messages 

-, 
.~ 

' ... - ~ " 

Depending 0 nwh i ch op t ion I.v,o u are performing, you may 4.., 
need to f i L Li n the four f'ife Lds i nd i ca ted by thp. rlrr nlJl~ 



OPTION 1.: 

& 

SUBSTITUTE 
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TEXT Ion 1 Document: STDLET SUBST Scan: 
Fmt: 1 ( •• 1 ••• 1 •••••• 2 •••••• C3 •••••• 4 •••••• 5 ••••• ) 6 •••••• 7 

**********BEGINNING********** 
0001.00 July 9, 1981 
0002.00 
0003.00 
0004.00 
0005.00 Mrs. Lawrence Smith 
0006.00 3949 San Marcos .Road 
0007.00 Evanston, Illinois· 
0008.00 

'i I I 0009.00 Dear Mrs. Smith, 
~ 0010.00 

0011 1 You may use your CLEARVIEW CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly display the 
0013.00 CLEARVIEW sticker. You wi II be re~uired to show your card 
0014.00 at the time of purchase. 
0015.00 
0016 1 The Limit set on your credit wi LL be $750.00. If you 
0017.00 wish to increase your credit Limit beyond $750.00, pLease 
0018.00 caLL your CLEARVIEW Account Representative on (312) 
0019.00 555-1234. 
0020.00 

~ 

On this documentt we wouLd Like to replace "Smith" with 
~ "MaxweLL H each time it aVars. \.... 
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TEXT - HELP SCAN AND SUBSTITUTE TEXT 

This function allows you to Look for a particular text stringJ and J if you 
like, to replace that string with another one. Key in these.parameters on 
the Scan/Substitute Options Display prior to beginning the:scan: 

Scan String - Can b~ up to fifty characters. If you want one or more 
spaces at the beginning or end of the string y~u must 
put apostrophes around the string. 

Substitute String - Can be up to 50 characters. Apostrophes are only 
necessary when you want spaces at the beginnin~ or end. 
The string need not be the same length as the scan string. 
If the SUbstitution takes place within a paragraph, the 
paragraph wi II be adjusted. 

r 
~ 
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TEXT - HELP SCAN AND SUBSTITUTE TEXT 

Display Befofe Substitute - Key Y in this field to display each"scan . 
string before doing the substitution. Press CF7 or CF8 
to start the scan. The cursor wi LL be p:laced at the 
beginning of the string when it is displayed. Press 
ENTER: to perform the substitution. Press CF6 to cancel 
the SUbstitution. Press CF7 or CF8 to perform the 

Line 

Co L umn -

subst i fut i on and restart the scan/subsU tute operat ion. 

Key N in this fieLd to perform aLL substitutions when 
CF7 or CF8 is pressed. 

Key in the beginning and ending line numbers of part of 
a document to restrict the scan to that area. 

Key in the beginning and ending coLumn numbers to restrict 
the scan. 

Ignore upper Lower case differences on scans -Key Y for yeSt N for no. 

l, 

" ~ 

l, 
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Step 1 

TEXT SERVICES MENU 

Select one of the following: 
1. Display/change scan/substitute options 
2. Display current document in printed format on split .display 
3. Display another document on split display 
4. Copy another document to edit display 
5. Display fields from data base member on split display 
6. Copy fields from data base member to edit display 
7. Display/change list of data files that control printing 
8. Display/change print options 
9. Display/change dictionary search List 

Op t ion: 1 

Document/member: File: Library: -----

CF6-DispLay messages 

All you need to do is type in a "i"t text will not look 
at the remaining input fieLds on a c;'rrin/c;'lIhc:-+i+lt+n 
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Step ? 

TEXT SCAN/SUBSTITUTE OPTIONS 

Scan: Smith -------------------------------------------Substitute: Maxwell --------------------------------------------Display before sUbstitution (Y N): 
Ignore upper/Lower case on scan (Y N): 
From/to liner .00 9999.99 From/to coLumn: 

CF7-Scan forward CFB-Scan backward 

Y 
Y 

1 80 

~ 

Fi LL in what you want to scan for and a Lso what to '-' 
~ sub s tit ute i t wit h. Not i c Lt h e 0 t h er 0 p t ions a va i Lab L e. .. 
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TEXT - HELP 

CF Key Description 

r 

CF KEY DESCRIPTIONS 
CF7 

Scan/Substitute Forward 

7 Scan/Substitute Forward. Press CF7 to initiate a forward scan or 
scan/substitute, starting at the current location of the cursor. 
Key the string you want to Locate on the scan line of the Edit 
Display or on the Scan/Substitute Options Display. See the 
Scan/Substitute Options Display to re~uest various types of scans 
and substitutions. 
When the string is found during a scan operation, it wi Ll be 
displayed. The cursor wi II be at the first position of the 
string. Press CF7 to scan again from that point. 

r 
r 

If a scan/substitute is re~uested and the string is to be 
displayed before the substitution is done, the cursor is placed 
at the first position of the string and you are notified that 
a substitution is pending. Press CF6 to cancel the substitution. 
Press ENTER to cause the substitution to take place or Press CF7 
to perform the SUbstitution and proceed with the scan. 

r 
~. 
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TEXT - HELP 

CF Key Description 

~ 

CF KEY DESCRIPTIONS 
CF7 

Scan/Substitute Forward - Continued 

7 To start your scan or scan/substitute at some line other 
than the line currently al the top .of th~ display, key the 
desired starting Line in any Line number and press CF7. 

Scan and scan/substitute operations: 
- ALLow hyphenated text in the string 
- Allow for continuation of the string from one 

next 
, , 

- Work despite upper and lower case differences 

Line to the 

Work despite spacing differences between words in defined 
paragraphs. 

4. 
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TEXT - HELP 

CF Key Description 

(' 
/.,i: ' 

CF KEY DESCRIPTIONS 
CFB 

Scan/Substitute Backward 

8 Scan/Substitute Backward. Press CF8 to initiate a backward 
scan or scan/substitute. The only difference between CF7 
and CF8 is the direction. 

r 
~, 
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TEXT H:1 Document: STDLET SUBST Scan: Smith 
~~~----------------------Fmt: 1 ( •• 1 ••• 1 •••••• 2 •••••• C3 •••••• 4 •••••• 5 •• , .,) 6 •• , ,., 7 

**********BEGINNING********** 
July 9, 1981 

0004.00 
0005.00 Mrs. Lawrence Smith 
0006.00 3949 San Marcos Road 
0007.00 Evanston, Illinois 
0008.00 
0009.00 Dear Mrs. Smith, 
0010.00 
0011 1 You may use your CLEARVIEW CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly display the 
0013.00 CLEARVIEH sticker. You wi LL be required to show your card 
0014.00 at the time of purchase, 
0015.00 
0016 1 The Limit set on your credit wi Ll be $750.00. If you 
0017.00 wish to increase your credit Limit beyond $750.00, pLease 
0018.00 call your CLEARVIEW Account Representative on (312) 
0019.00 555-1234. 
0020.00 

.~ 

Make sure that ·your cursor is positioned in the upper 
Leftmost corner and press CF .... 7 to scan/substitute forwar~ .... 

~ ~ ~ 
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TEXT W: 1 Document: STDLET SUBST Scan: Smith 
~~--------------

F m t : 1 ( •• I ••• 1... ••• 2 ••• • •• C3 ••• ••• 4 •••.••• 5 ••• ..) 6 ••• ••• 7 
**********BEGINNING********** 

0001.00 JuLy 9, 1981 
0002.00 
0003.00 
0004.00 
0005.00 Mrs. Lawrence Smith 
0006.00 3949 Sa n_Js Road 
0007.00 Evansto~inois 
0008.00 
0009.00 Dear Mrs. Smith, 
0010.00 
0011 1 You may use your CLEARVIEH CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly display the 
0013.00 CLEARVIEH sticker. You wi lL be re~uir~d to show your card 
0014.00 at the time of purchase. 
0015.00 
0016 1 The limit set on your credit will be $750.00. If you 
0017.00 wish to increase your credit limit beyond $750.00, please 
0018.00 call your CLEARVIEW Account Representative on (312) 
0019.00 555-1234. 
0020.00 
Scan string found. Substitute pending. 

Notice the message. Press ENTER. 
If YOU don't want to substitute~ press CF6. 
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TEXT Ji: 1 Document: STDLET SUEST Scan: Smith --------------------F m t : 1 ( •• I ••• 1 ••• ••• 2 ••• • •• C3 ••• ••• 4 ••• ••• 5 ••• ..) 6 ••• ••• 7 
**********BEGINNING********** 

0001.00 JuLy 9, 1981 
0002.00 
0003.00 
0004.00 
0005.00 Mrs. Lawrence Maxwell 
0006.00 3949 San Marcos Road 
0007.00 Evanston, Illinois 
0008.00 
0009.00 Dear Mrs. Smith, 
0010.00 
0011 . 1 You may use your CLEARVIEW CARD at any of thousands of 
0012.00 merchants in th-e Chicago area who proudly display the 
0013,00 CLEARVIEW sticker. You wi lL be re~uired to show your card 
0014.00 at the time of purchase. 
0015.00 
0016 1 The limit se't on your credit wi II be $750.00. If you. 
0017.00 wish to increase your credit limit beyond $750.00, please 
0018.00 call your CLEARVIEW Account Representative on (312) 
0019.00 555-1234. 
0020.00 

preSSC;F7. 

.~ 

l, 



TO SCAN FOR A WORD OR PHRASE 

WITHOUT SUBSTITUTION ••• 
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TEXT 

F ·' 
m, • 

~nl 

1 (..1 ••• 1 
Document: STDLET 
• f' ••• 2 ••• • •• C3 

**********BEGINNING********** 
0001.00 July 9, 1981 
0002.00 
0003.00 
0004.00 
0005.00 Mrs. Lawrence Smith 
0006.00 3949 San Marcos Road 
0007.00 Evanston, ILlinois 
f:lf:It.-.o f:lt.-. vvvu.vv 

0009.00 Dear Mrs. Smith, 
0010.00 

• •• 
Scan: Sm i th ---------------------------••• 4 •••••• 5 ••••• ) 6 f ..... 7 

0011 1 You may use your CLEARVIEW CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly display the 
0013.00 CLEARVIEH sticker. You wi lL be re~uired to show your card 
0014.00 at the time of purchase. 
0015.00 
0016 1 The Limit set on your credit wi Ll be $750.00. If you 
0017.00 wish to increase your credit Limit beyond $750.00, pLease 
0018.00 call your CLEARVIEH Account Representative on (312) 
0019.00 555-1234. 
0020.00 

~ 

Type the word or phrase into the space provided 
must be enclosed in apostri;hes.) 

(phrases 

l, 
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W: 1 Document: STDLET TEXT 
Fmt: 1 ( •• I ••• 1 ••• ••• 2 ••• • •• C3 ••• 

**********BEGINNING********** 
0001.00 JuLy 9, 1981 
0002.00 
0003.00 
0004.00 
0005.00 Mrs. Lawrence Smith 
0006.00 3949 San Marcos 
0007.00 Evanston, ILLinc 
0008.00 
0009.00 Dear Mrs. Smith, 
0010.00 

Scan: Smith ----------------------------••• 4 •••••• 5 ••••• ) 6 ...... 7 

0011 1 You may use your CLEARVIEW CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly display the 
0013.00 CLEARVIEW sticker. You wi II be re~uired to show your card 
0014.00 at the time of purchase. 
0015.00 
0016 1 The Limit set on your credit wi LL be $750.00. If you 
0017.00 wish to increase your credit limit beyond $750.00, pLease 
0018.00 calL your CLEARVIEW Account Representative on (312) 
0019.00 555-1234. 
0020.00 
Scan character string found. 

r 
.~\ 

Make sure the cursor is positioned in the upper Leftmost 
position dnd press CF7 to scan forward. 
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OPTION 2: 

DISPLAY THE 

CURRENT DOCUMENT 

IN PRINTED FORMAT 

ON SPLIT DISPLAY 

A-16 
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WHAT IF YOU WANTED TO SEE WHAT YOUR 

PRINTED DOCUMENT LOOKS LIKE WHILE 

YOU ARE STILL WORKING ON IT 777777 

~\'. 
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TEXT - HELP BROWSING IN PRINT FORMAT 

Key a 2 in this option of the SERVICES MENU to browse a document as it 
would appear in printed form. 

The screen wi LL be spLit into two dispLays. The document being edited wi LL be 
above the dividing Line, land the document as it would appear in printed form 
wi L l be below the Line. 

To position the document to a specific point, change the page, line number, 
or window fieLd in the bottom display and press ENTER • 

To roll through the formatted document place the cursor belOW the dividing 
line and press ROLL' keys. 

To scan the formatted document place the cursor below the line, key in the 
scan string and press CF7 or CFB. 

~ 

,~ 

~ 
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TEXT 
Fmt: 1 

0001.00 
0002.00 
0003.00 
0003,01 
0003.02 
0003.03 
0004.00 
0007.00 
0008.00 
0009.00 
0010 1 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018 1 
0019.00 

r: 
Step 1 

W:1 Document: DOC*4 Sca n: 
( ..... 1 " . .. ... "'" ... . .. 3 C .. • •• 4 ••• 

**********BEGINNING********** 

U.R. Rich 
9999 Cash Street 
Penni Less, IL 60001 

Dear Mr. Rich 

... 5 ...... 6 ) ..... 7 

.date 

Thank-you for answering the personaLLy addressed maiLing. He 
are excited to serve you as your new shoe insurance company. 
~e assure you that from now on your shoes wi Ll have the most 
complete coverage availabLe at this cost. You no longer have 
10 worry about uninsured shoe-shiners, or stoLen laces and 
buckLes. Take every stride in c~nfidence with U-Wear-M Shoe 
Insurance. 

EncLosed are 10 forms which need tobe fi LLed out before we 
can insure you completeLy. Please fi Ll them out and send 

To see what this document will look like after 
i tis prj n t ed, press CF5. 

r 
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Step 2 

TEXT SERVICES MENU 

Select one of the foLlowing: 
1. Display/change scan/substitute options 
2. Display current document in printed format on spLit display 
3. Display another document on split dispLay 
4. Copy another document to edit display 
5. DispLay fieLds from data base member on split display 
6. Copy fields fro~ data base member to edit display 
7. Display/change list of data fi les that control 'printing 
8. Display/change print options 
9. Display/change dictionary search list 

Option: 2 

Document/member: File: Library: 

CF6-DispLay messages 

Type in op.tion 2 to dil,lay the document in 
"""'~ ....... -I-r-"I +,-.. ___ .1 .. 

~ .. ----.., , 

f , . \,i 
... ' .~ . 
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Step 3 

TEXT W:1 Document: DOC:l:4 Sca n: 
Fmt: 1 ( ••••• 1 •••••• 2 ••••• ·.3 C •••• 4 •••••• 5 •••••• 6 ) ••••• 7 

. **********BEGINNING********** 
0001.00 
0002.00 
0003.00 
0003.01 
00rn. 0~ v...J • .L. 

0003.03 
0004.00 
0t..07 t..t.. v .vv 

0008.00 

Browse! 

U.R. Rich 
9999 Cash Str,eet 
Penni Less, IL 60001 

Dear Mr. Rich 

~.~ : 1 Page: 1 
**********BEGINNING********** 

U.R. Rich· 
9999 Cash Street 
Penni Less, IL 60001 

Line: 3 

.date 

Sca n: 

09/30/83 

Press CF2 to return to full screen edit. 

r r-:, 
'" 



l:> 
I 

N 
o 
I-' 

/-­
;:..:---.. 

[Jj)4w 

,0' 

TEXT - HELP CF KEY DESCRIPTIONS 
CF2 

Previous Display/Eliminate Split Edit Display 

CF Key Description 

2 1) Previous display: If you have worked through a series of 
displays, press CF2 to back up, one screen at a time, to 
the original screen. The current screen wi II be processed 
before the previous screen is d~splayed. CF2 is not 
supported from the Edit Display. 

2) Eliminate split edit display: CF2 from the split edit display 
will return to the edit display. 

~ 

~ 
'.,.-; .... 
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OPTION 3: 

DISPLA',( 

ANOTHER DOCUi1Et-~T 

O~~ SPL lTD I SPLAY 

A-21 
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TEXT 
F ",. m, • 1 

0001.00 
0002.00 
0003.0" 
0004. ,_. 
/:\ /:\ rv:;, .. 
vVV...J.V 

0007.00 
0008.00 
0009.00 
0010 1 
0011. 00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018 1 
0019.00 
0020.00 

c' 

W: 1 Document: DOC:t4 Scan: __________________________ __ 

(. • •• 1 •••••• 2 •••••• 3 C ••••• 4 •••••• 5 ....... 6 ) ••••• 7 
**********BEGINNING********** 

.date 

Dear 

Thank-you for answering the personally addressed mai Ling. We 
are excited to serve you as your new shoe insurance company. 
~e assure you that from now on your shoes wi Ll have the most 
complete coverage available at this cost. You no Longer have 
to worry about uninsured shoe-shiners, or stolen Laces and 
buckles. Take every stride in confidence with U-Hear-H Shoe 
Insurance. 

Enclosed are 10 forms which need to be fi lled. out before we 
can insure you completely. PLease fi LL them out and send 
them back in the same box we sent them in as soon as 

To fi lL in this space~ w~need to reference another 
_I 1"\ ,... I I ~ ,....., 'r"\ ~ ..(: i , I,.....,..J I. I i ~ L 'r"\ '"" "'" ~ ,.... '"" 'r"\ ...J -....J ...J .,... r'"\ <:"" ,.... r-> r-

~. 
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TEXT 
F ". m \ • 1 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010 1 
0011.00 
0012.00 
0013.00 
0014.00-
0015.00 
0016.00 
0017.00 
0018 1 
0019.00 
0020.00 

c, 
Step 1 

W! 1 Document: DOC:B:4 Scan! ____________________ ~ ____ ___ 
( .. . .. 1 ...... 2 ...... 3 C •• • •• 4 ••• ••• 5 ••••••. 6 ) ••••• 7 

**********BEGINNING********** 

.date 

Dear 

Thank-you for answering the personally addressed mai ling. We 
are excited to serve you as your new shoe insurance company. 
We assure you that from now on your shoes wi lL have the most 
compLete coverage avai lable at this cost. You no longer have 
to worry about uninsured shoe-shiners, or stolen laces and 
buckles. Take every stride in confidence with U-Wear-M Shoe 
Insurance. 

Enclosed are 10 forms which need to be fi lled out before we 
can insure you completely. Please fi lL them out and send 
them back in the same box we sent them in as soon as 

PressCF5 to get to the Services Menu. 
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TEXT - HELP COPY/BROWSE ANOTHER DOCUMENT 

. 
Choose this option on the SERVICES MENU to browse or copy another document. 
There are two. ways to use this function: 

- Enter 3 in the To Option fieLd. Press ENTER. 

The screen wi LL be divided into two dispLays. The document being edited 
will appear above the dividing Line, and the document being browsed wi Ll 
appear below the line. You can position the browse document the same way 
that you position the document being edited. Scan for a string in the 
browse document by keying the string in· the scan: field on the browse 
heading line. To invoke the scan press CF7 or CFB. To copy all or part of 
the browsed document into the document being edited key either C or C 
line commands in the browsed document, and an A or B line command in the 
document being edited. To return to the EDIT DISPLAY press CF2. 
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TEXT SERVICES MENU 

Select one of the following: 
1. Displa'y/change scan/substitute options 
2. "Display current document in printed format on split dIsplay 
3. Display another document onsplit display 
4. Copy another document to edit display 
5. Display fields fr~m data base member on split display 
6. Copy fields from: data base member to edit display 
7. Display/change list of data files that control printing 
8. Display/change print ~ptions 
9. Display/change dictionary search List 

Opt ion: ~ 

Document/member: DOC~3 Fi le: KKWFILE Library: QrXT 

CF6-DispLay messages 

Type in option 3 t and then the namet fi Le and Library of 
the document that contains the list of names. 

r: 
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TEXT 
Fmt: 1 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 

~' 

Step 3 

W:l Document: DOCt4 Scan: __________________________ _ 
/I . .. , ... I 

\ .. . .. 1 •••••• 2 •••••• 3 C •• ••• 5 ...... 6 ) ..... 7 
**********BEGINNING********** 

.date 

Dear 

- - - - - - - - - - - - - -
Browse: DOC:::3 

0016.00 
W: 1 Sea n: 

0017.00 
0018.00 
0019.00 
0020.00 
0021.00 
0022.00 

U.R. Rich 
9999 Cash Street 
Penni less, IL 60001 

*************END************* 

~. 

• Position your cursor in t~e bottom half of the split .'. 
~ screen and roll forward ~r the name you desire. ~ 



r: 

:t:> 
I 

N 
en 

c 
Step 4 

TEXT W: 1 Document: DOCI4 Sca n! 
Fmt: 1 ( ••••• 1 •••• t. 2 •••••• 3 C ••••• 4 •••••• 5 •••• ~. 6 ) ••••• 7 

**********BEGINNING********** 
0001.00 
0002.00 
A 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 Dear 
0009.00 

- - - -
Br OWS2: DOC#:3 1.1 • 1 t 1 • J. 

0016.00 
CC 
0018.00 
CC 
0020.00 
0021.00 
0022.00 

U.R. Rich 
9999 Cash Street 
Penni Less, IL 60001 

*************END************* 

.date 

Sea n: 

r 
/~ 

~ , .. -' , 

Once you've found the name you wantt use the "COpy" line 
command with a target to copy it into your document. 



TEXT 
Fmt: 1 

0001.00 
0002.00 
0003.00 
0003.01 
0003.02 
0003.03 
0004.00 

:t> 0007.00 
I 

I'-' 0008.00 '-J 

0009.00 
0010 1 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018 1 
0019.00 

l,. 

C'. 

Step 5 

" W: 1 Document: DOCt4 
( .. . .. 1 ••• ••• 2 ••• • •• 

**********BEGINNING********** 

U.R. Rich 
9999 Cash Street 
Penni les~, IL 60001 

Dear Mr. Rich 

3 C •• 
Scan: 

• •• 4 •• • ... 5 • • ••• 6 ) ••••• 7 

.date 

Thank-you for answering "the personally addressed mai ling. He 
are excited to serve you as your new shoe insurance company. 

. He assure you that from ~ow on your shoes wi II have the most 
complete coverage avai lable at this cost. You no longer have 
to worry about uninsured shoe-~hiners, or stolen laces and 
buckles. Take every stride in c~nfidence with U-Wear-M Shoe 
Insurance. 

Enclosed are 10 forms which need to be fi LLed out before we 
can insure you completeLy. PLease fi lL them out and send 

Press CF2 to retur~ to full screen edit. 

~. 
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ANOTHER DOCUMENT 
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CURRENT EDIT DISPLAY 
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TEXT W: 1 Document: DOCIl Sca n: 
F m t : 2 < •• I ••• 1 ••• ••• 2 ••• • •• C3 ••• ••• 4 ••• ••• 5 ••• ..) 6 ••• ••• 7 

'**********BEGINNING********** 
0002.00 December 8t 1983 
0003.00 
0004.00 

, 0005.00 
0006.00 Hr. I.M. Broke 
0007.00 0000 Cash Street 
0008.00 Pennies, IL 60094 
0009.00 
0010.00 Dear Mr. Broke, . 
0011. 00 
0012 2 You may use your CLEARUIEW CARD at any of thousands of 
0013.00 merchants in the Chicago area who proudly display the 
0014.00 CLEARVIEW sticker. You wi II be re~uired to show your card 
0015.00 at the time of purchase. 
0016.00 
00 17 2 The Lim its e ton yo II r c red i t w .. i L l b e $ 7 5 0 • 00 • I f you 
0018.00 wish to i.ncrease your credit limit beyond $750.00 t please 
0019.00 call your CLEARVIEW Account Representative on (312) 
0020.00 555-1234. 
0021.00 

a nd yo u wa nt to Ie opy a no ther let ter i nt 0 th Is emp ty 
document to give you a Hbase H to start with. 
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TEXT - HELP COPY/BROWSE ANOTHER DOCUMENT 

- Enter 4 in the To Option field. Press ENTER. 
The entire browse document wi Ll be copied into the document being edited. 
To copy the browse document into the edited document ata specific point, 
you must key an A or B Line command at that point before going to the 
SERVICES DISPLAY to select this option. If there is nOltarget specified, 
the browse document wi lL be copied at the end of the edited document. 

- When the copying is complete, you wi LL return to the Edit Display • 

l... 
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TEXT 
Fmt: 1 

0001.00 

r: 
Step 1 

W: 1 Document: OOC~l 

• •• ••• 1 ...... 2 ••••• ( 3r ••• 

**********BEGINNING********** 

.lol,lt * lL lllL lllllL lllL lL lL C-.. 'OlL lL lL lL lL lL lL lL lL lL lL * * A~ n~XK~nXnnn~11 nnAnnnnnnnn 

Scan: 
• •• 4 ••• • •• C5 ••• ••• 6 ••• ••• 7R 

Press CF5 to get to the Services Menu. 

r-
.~ 
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Step 2 

TEXT SERVICES MENU 

Select one of the following: 
1. DispLay/change scan/substitute options 
2. Display current ,document in printed format on split ~isplay 
3. Display another document on split display 
4. Copy another document to edit dispLay 
5. Display fields from data base member on split display . 
6. Copy fieLds from data base member to edit dispLay 
7. Display/change list of data files that contr"oL printing 
8. Display/change print options 
9. DispLay/change dictionary search List 

Opt i on: ~ 

Document/member: FiLe: EXAMPLE Library: QTXT ..=..:...:..:....:.---

CF6-Display messages 

Type in option 4. This ti\.j you cantt recall the name l, , 
oft h e doc u men t. ~ n 'p ~ "p + h t=l rl n r- ,', m 0 T"I + T'\ '"' ",..,.... L' .... ~'''' 
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Step 3 

TEXT DOCUMENT LIST 
File! EXAMPLE Library: aTXT 
Select document from list below: 
Search description! 
Search from created date: 00/00/00 To created date: 09/30/83 
Locate document name beginning with: 

OPT DOCUMENT DESCRIPTION CREATED 
COLLIST Simple data base coLumn list 03/23/83 
DBCOPY Document to copy data in directly 03/23/83 -
FORMDOC Document with form fields, highlight, underline 03/23/83 
LETMCCL Letter with multicopy and coLumn list 03/23/83 
LINECOM General letter with data for line commands 03/23/83 
MULTICOPY Multiple copy document from data base 03/23/83 
PRTCTL Document with print controL commands 03/23/83 
SOURCE Document containing Print Control Fi le data 03/23/83 

L STDLET Standard letter 03/23/83 

1-SeLect document CF16-Print list 

Ali st of a II documents in the file is shown. From that 
list 1 you~can select which document you want (as shown). 
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TEXT W:1 Document: DOC:l:l Scan: 
Fmt: 2 ( .. I ... 1 ... ... 2 •••.••• C3 ,.,. ... 4 ... 

**********BEGINNING********** 
0001,00 
0002.00 
0003,00 
0004,00 
0005.00 
0006,00 
0007.00 
0008.00 

. 0009,00 
0010,00 
0011. 00 

July 9, 1981 

Mrs. Lawrence Smith 
3949 San Marcos Road 
Evanston, Illinois 

Dear Mrs, Smith~ 

, ., 5 , , . II) 6 .. , , .. 7 

0012 2 You may use your CLEARVIEW CARD at any of thousands of 
0013,00 merchants in the Chicago area who proudly display the 
0014,00 CLEARVIEH stiCker. You wi II be re~uired to show your card 
0015.00 at the time of purchase • 

. 0016.00 
0017 2 The limit set on your credit will be $750.00. If you 
0018.00 wish to increase your credit limit beyond $750,00, please 
0019.00 call your CLEARVIEW Account Representative on (312) 
0020.00 555-1234. 
26 lines copied from document STDLET fi le EXAMPLE.QTXT. 

~: 

The; ent ire contents of the ,~.oc ument yo u ch ose, will be \., 
'-' cop jed· i nt 0 yo ur new d oc um~t. Then, make yo ur cha nqes. 
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TEXT H:1 ' Document: DOC*S 
Fmt: 5.< •• 1 ••• 1 ••• f •• 2 •••••• C3 

**********BEGINNING********** 
0022.00 
0023.00 December 8, 1983 
0024.00 
0025.00 
0026.00 
0027.00 Hr. I.M. Broke, 
0028.00 0000 Cash Street 
0029.00 Pennies, IL 60094 
0030.00 
0031.00 Dear Mr. BrOke, 
0032.00 

~ 

Scan: 
• • • ••• 4 •••••• 5 ••••• ) 6 •••••• 7 

0033 5 Listed below are the members of your company who have 
0034.00 outstanding payments. I have listed their name, 
0035.00 department, and the amount overdue. Please see if you can 
0036.00 do something to correct this immediately (if not sooner). 
0036.01 Thank-you. 
0037.00 
0042.00 
0043.00 Sincerely, 
0044.00' 

r 
~ 

What if you needed aLi st of names from a data base fiLe 
right in your document? 
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TEXT W: 1 Documeni! DOCtl Sca n: 
Fmt: 2 ( •• ! ••• 1 •••••• 2 •••••• C3 •••••• 4 •••••• 5 ••••• ) 6 •••••• 7 

**********BEGINNING********** 
0001.00 December 8, 1983 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 Dear 
0010.00 
0011 2 You may use your CLEARUIEW CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly display the 
0013.00 CLEARUIEW sticker. You wi II be re~uired to show your card 
0014.00 at the time of purchase. 
0015.00 
0016 2 The limit set on your credit w,jll be $750.00. If you 
0017.00 wish to increase your credit limit beyond $750.00, please 
0018.00 call your CLEARVIEW Account Representative on (312) 
0019.00 555-1234. 
0020.00 

~ 

• Or w~a t if y? u n~eded ~ to' iC?ference a da ta' base f i te t 0l,. 
'" put I nformat I on Into your'-r:etter? . . 



INCLUDING DATA INTO THE DOCUMENT 

To request this functiont key a 5 
or 6 i nth e Op t ion fie l d t the f i l e 
member name in the spaces provided, 
and press ENTER. The following three 
d i s'p lay s w ill a p pea r be for e the 
requested action is taken: 

The FIELD SELECTION/ORDERING display 

The FIELD SPACING display 

The RECORD SELECTION TEST display 

A-37 



OPTION 
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DISPLAy' 

D /'> --/' r4iri 

FR Oi1 

O~·~ SPLIT DISPLAY 

A-38 



r 
(' 

» 
I 

'-"l 
LD 

r 
Step 1 

TEXT H:1 Document: DOCIl 
Fmt: 2 ( •• 1 ••• 1 • •• ••• 2 ••• • •• C3 

**********BEGINNING********** 
0001.00 December 8, 1983 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 Dea r 
0010.00 

••• 
Sca n: 

• •• 4 •• • ... 5 ..... ) 6 ...... 7 

0011 2 You may use your CLEARUIEW CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudLy dispLay the 
0013.00 CLEARUIEH sticker. You wi II be re~uired to show your card 
0014.00 at the time of purchase. 
0015.00 
0016 2 The limit set on your credit w) II be $750.00. If you 
0017.00 wish to increase your credit Limit beyond $750.00, please 
0018.00 call your CLEARVIEW Account Representative on (312) 
0019.00 555-1234. 
0020.00 

To reference a da ta base fiLe, press CF5. 

r 
~ 
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TEXT SERVICES MENU 

Select one of the following: 
1. Display/change scan/substitute options 
2. Display current document in printed format on split disptay 
3. Display another document on split display 
4. Copy another document to edit' display 
5. Display fields from data base member on split display, 
6. Copy fields from data base member to edit display 
7. Display/change list of data fi les that controL printing 
8. Display/change print options 
9. Display/change dictionary search list 

Opt i on: ~ 

File: ACCOUNT Library: QTXT ----'--'----Document/member: ACCOUNT 

CF6-DispLay messages 

Type in opt i on 5 and the q~tc3 base member name, fiLe, 
and library. Press ENTER.~ 

~, 

'" 
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TEXT - HELP INCLUDING DATA BASE DATA 
The FIELD SELECTION/ORDERING dispLay 

The FIELD SELECTION/ORDERING display lists alL of the fields in the specified 
data base fj Le member. If a + appears on the lower right corner, press the ROLL 
keys to see the fields not on the initial display. Select the fields you want 
to appear in the document. You can put them in any order. 

The display consists of :these fields: 

ORDER - Enter a number in this field to select a field for inclusion; the 
number wi II specify where in the order the field wi II be placed. 

FIELD - The name of the fieLd in the data base fi le member or the data 
document. 

LENGTH - The length, or length and number of decimaL positions, of the 
field. 

DESCRIPTION - The text description of the fieLd in the data base. 

Press ENTER after selecting and ordering the fields. This wi II take you to 
the FIELD SPACING display. 

r 
r'> 
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Step 3 

TEXT FIELD SELECTION/ORDERING 
File: ACCOUNT Library: QTXT Member: ACCOUNT 
Select the fields to be displayed in the browse area by numbering them: 

ORDER FIELD LENGTH DESCRIPTION 
1 NAME 16 NAME 

DEPT 3 DEPT 
BALANCE 7,2 BALANCE 
JOBCODE 2 JOBCODE 

2 ADDRESS 20 ADDRESS 
3 rITv Iw I I 14 CITY 

STATE 2 STATE 
4 TITLE 16 TITLE 

. CF2-Serv~ces Display CF1-Edit Display 

Select the fields you ~1t to see, as well as, the ~ 
sequence YOU want to spp thpm in. 
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TEXT - HELP 

(, 

INCLUDING DATA BASE DATA 
. The FIELD SPACING display 

After you have selected the fields to be copied from the data base and their 
order, you can decide the spacing between them. There wi II a~tomaticallY be 

.two spaces between the fields, but this can be modified. The FIELD SPACING 
display consists of the following fields: 

Column - Indicates the starting position of the field on the bro.wse line. 
Enter a new starting colu~n number for each field you want to change. 
You can arrange them in any order. They will be allowed to overlap. 

Field - The names of the field in the data base file or data document. 

Length - The length, or length and number of decimal positions, of the field. 

Description - The text description of the field in the data base. 

Press ENTER after reviewing this dispLay anglor making any changes. This wi II 
take you to the RECORD SELECTION TEST dispLay. 

r: 
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Step 4 

TEXT FIELD SPACING 
F i l e : ACCOUNT Lib r a r y: QTXT Memb er : ACCOUNT 
You can change starting column of the field as it appears on the browse line: 

COLUMN FIELD LENGTH DESCRIPTION 
-L NAME 16 NAME 
..1L ADDRESS 20 ADDRESS 
41 CITY 14 CITY 
57 TITLE 16 TITLE 

CF2-SeLection/Ordering Display CF1-Edit Display 

Do yoU need to chang~ the columns and spacing? 
If not, press ENTER. 

~, 

~ 
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TEXT - HELP INCLUDING DATA BASE DATA 
The RECORD SELECTION TEST display 

The data base fi le may contain more data than you want to include in your 
document. You can specify seLection criteria to decide which data is to be 
included. You may need to find out field names and their pqssible values. 
Test values that have- blanks in them must be inclosed in apostrophes; an 
example is 'New York'. Upper ~nd lower case values must match. 

Here are some examples: 
All customers ~ho live in New York t Iowa or Texas and who have a balance due. 

AND/OR FIELD REL TEST VALUE 
STATE LS 'New York' 'Iowa' 'Texas' 

AND BALDUE GT 0 

All employees between 45 and 65 years old t or who have more than 20 years of 
servicet or who are retired: 

AND/OR FIELD REL' TEST VALUE 
AGE RG 45 65 

OR YRSERV GT 20 

" STATUS EQ R 

r 
'~" 
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TEXT - HELP 

AND/OR Relationships 

/~I-

INCLUDING DATA BASE DATA 
RECORD SELECTION TEST - Continued 

The difference between the AND and OR tests is: 
AND - the data wi LL be incLuded only if aLL the conditions are met. 
OR - the data wi II be included if any of the conditions ~re met. 

There is no space to change the AND to OR on this display. To specify a complex 
test re~uiring both AND ~nd OR tests you must specify more than one group of 
tests. To do this, specify all the tests in one group on the disp~ay. Then 
determine how this group of tests relates to the next groUR. Key AND or OR on 
the prompt beLow. Press ROLL for another bLank dispLay, and key the next group, 

FieLd Names 
The nam2S of the fieLds in the specified file are dispLayed on the bottom 
lines. Position the cursor at one of these Lines and press ROLL to LoOk at all 
of the fieLd names and descriptions. 

~, 

~ 

~ 
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Step 5 

TEXT RECORD SELECTION TEST 
File: ACCOUNT Library: QTXT Member: ACCOUNT 
Enter tests to determine if a record is to be selected: 

AND/OR FIELD REL TEST VALUE 
BALANCE r - -

GT ~50~' ____________________________ __ 

" 
" 
" 

Relationship of test in this group to all additional groups: (AND OR): 
For additional tests, press ROLL. 

AND: Include records only if all tests are true. 
OR: Include record if any test is true. 

REL: EQ, NE, GT, LT, GE, LE, RG, LS 

Position cursor below and press ROLL to display all fields. 
FIELD LENGTH DESCRIPTION 
DEPT 3 DEPT 
BALANCE 7,2 BALANCE 
JOBCODE 2 JOBCODE 
STATE 2 STATE 

Do yo u wa nt 0 n Ly spec if i c rec ords in the da ta base f i Le7 
Tf not. cress FNTER. 
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Step 6 

TEXT W: 1 Document: DOCtl Sea n: 
Fmt: 1 •••••• 1 •••••• 2 ••••• ( 31 ••• • •• 4 ••• • •• C5 ••• ••• 6 ••• ••• 7R 

*****~****BEGINN1NG********** 
0001.00 December 8, 1983 
0002.00 
0003.0 
0004AO 

Dear 
---- ------- ---------- ----

r owse: ACCOUNT W: 1 Sea n: 
**********BEGINNING********** 

"0 NAME ADDRESS CITY TITLE 
1378 Don Mi L ls Road Toronto Mr. Wisdom 

*************END************* 

Now you can type in the data where" you want it. 
To return to full scree~edit, press CF2. 

.~ 
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TEXT wn Document: DOell Sca n: 
F m t : 2 ( •• I ••• 1 ••• ••• 2 ••• • •• C3 ••• ••• 4 ••• ••• 5 ••• ..) 6 ••• ••• 7 

**********BEGINNING********** 
0001.00 December 8, 1983 
0002.00 
0003.00 
0004.00 FX Wisdom 
0005.00 1378 Don Mi lLs Road 
0006.00 Toronto, Canada 
0007.00 
0008.00 
0009.00 Dear Mr. Wisdom, 
0010.00 
0011 2 You may use your CLEARVIEW CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly display the 
0013.00 CLEARVIEW sticker. You wi II be re~uired to show your card 
0014.00 at the time of purchase. 
0015.00 
0016 2 The Limit set 'on your credit wJ II be $750.00. If you 
0017.00 wish to increase your credit limit beyond $750.00, please 
0018.00 call your CLEARVIEH Account·Representative on (312) 
0019.00 555-1234. 
0020.00 

The Letter is comp le'tet press CF15 to pr i nt. 
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OPTION 6: 

FROM A 

"DATA BASE MEMBER 

TO THE 

CURRENT EDIT DISPLAY 

A-46 
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TEXT 
Fmt: 5 
0031.00 
0032.00 
0033 5 
0034.00 
0035.00 
0036.00 
0036.01 
0037.00 
r...r:. ... n 01 
VV-.JI. '" 

0037.0 
0037.0 
0037.0 
0037.05 
0042.00 
0043.00 
0044.00 
0045.00 
0046.00 
0047.00 
0048.00 

f 
!, . .;. 

W:l Document: DOCt5 
( •• I ••• 1 ••• ••• 2 ••• • •• C3 
Dear Hr. Broke, 

Sca n: 
• • • • •• 4 ••• • tt 5 tt ... ) 6 ... 

Listed below are the members of your company who have 
outstanding payments. I have listed their name, 
department, and the amount overdue. Please see if you can 
do something to correct this immediately (if not sooner). 
Thank-Yo~ ~-. 

NAME DEP BALANCE 
BR Devinny 413 3.00 
HG Knuth 975 12.00 
BR Lancaster 975 25.00 

849 124.00 

Sincerely, ~ 

Mr. Big 
Credit Department, Big Company, Inc. 

*************END************* 

~. 

• •• 7 

How did we get· ~his information from our' data base fi le 
into our document? 
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TEXT W: 1 Document: nOCI5 
F m t : 5. < •• I ••• 1 ••• ••• 2 ••• • •• C3 

**********BEGINNING********** 
0022.00 
0023.00 December 8, 1983 
0024.00 
0025.00 
0026.00 
0027.00 Hr. LH. Broke ~ 

0028.00 0000 Cash Street 
0029.00 Pennies, IL 60094 
0030.00 
0031.00 Dear Hr. BrOke,' 
0032.00 

Scan: 
• • • • •• 4 ••• • •• 5 ••••• ) 6 ••• tt. 7 

0033 5 
0034.00 
0035.00 
0036.00 

Listed below are the members of your company who have 
outstanding payments. I have Listed their name, 
department, and the amount overdue. Please see if you can 
do something to correct this immediately (if not sooner). 

0036.01 Thank-You. 
0037.00 
0042.00 
0043.00 Sincerely, 
0044.00 

Press CF5 to get (,0 the Serv ices Menu. 

/' 

r. 

l,. 



r 

l> I I I 
.;...-
ill 

r . I) "' 

St~p 2 

TEXT SERVICES MENU 

Select one of the following: 
1. Display/change scan/substitute options 
2. 
3. 

Display current document in printed format on split display 
Display another document on split display 

4. 
5. 
6. 
7. 
8. 
9. 

Copy another document to edit display 
Display fields from data base member on split display 
Copy fields from data base member to edit display 
DispLay/change list of data fi les that control printing 
Display/change print options 
Display/change dictionary search list 

Op t ion: 6 

Document/member: ACCOUNT File: ACCOUNT Library! QrXT 
~..:...:.-.---

CF6-DispLay messages 

Type in optfon 6 and the data base membe~ name, fi Le, 
and. library. Press ENTER. 

/r 
,.-----... 
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StE:P 3 

TEXT FIELD SELECTION/ORDERING 
File: ACCOUNT Library: QTXT Member: ACCOUNT 
Select the fields to be displayed in the browse area by numbering them: 

ODDt:"D 1\ LoI\ FIELD LENGTH DESCRIPTION 
1 NAME 16 NAME 
2 DEPT 3 DEPT -
"'Z 0"1 " ... ,rE 7,2 o"LM,rc-...J .unLonl'IJ LJn nl'IJL. 

JOB CODE 2 JOBCODE 
ADDRESS 20 ADDRESS 
CITY 14 CITY 

» STATE 2 STATE I 
Vl TITLE 16 TITLE 0 

CF2-Services Display CF1-Edit Display 

Select the fields you wantt as well aSt the se~uence you 
~. wa nt the fie lds d i sp layed i(. a nd press ENTER. ~ 
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Step 4 

TEXT FIELD SPACING 
Fi Le: ACCOUNT Library: QTXT Member: ACCOUNT 
You can change starting column of the field as it appears on the browse line: 

COLUMN 
5 
24 
29 

FIELD 
NAME 
DEPT 
o"LA ... ,rC' un • ,\oJ!... 

LENGTH 
16 
3 

7,2 

CF2-Selection/Ordering Display 

DESCRIPTION 
NAME 
DEPT 
BALA~4CE 

CF1-Edit Display 

Do you need to change the 'co Lumn spac i ng? 

r 
~ 
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Step 5 

TEXT RECORD SELECTION TEST 
Fi le: ACCOUNT Library: QTXT Member: ACCOUNT 
Enter tests to determine if a record is to be selected: 

AND/OR FIELD 
BALANCE 

REL TEST VALUE 
GT 0 ----------------------------------

" 
" 
" 

Relationship of test in this group to all additional groups: (AND OR): 
For additional tests, press ROLL. 

AND: Include records only if all tests are true. 
OR.: Include record if any test is true. 

REL: EQ, NE, GT, LT, GE, LE, RG, LS 

Position cursor below and press ROLL to display all fields. 
FIELD LENGTH DESCRIPTION 
NAME 16 NAME 
DEPT 3. DEPT 
BALANCE 7,2 BALANCE 
JOBCODE 2 JOBCODE 

.r-': 

'"' Se Lee t the ree ords tha t YLU wa nt by set t i ng up a test tl, 



r 

l> 
I 

Vl 
\t-J 

TEXT 
Fmt: 5 
0030.00 
0031.00 
0032.00 
0033 5 
0034.00 
0035.00 
0036.00 
0036.01 
0037.00 
0042.00 
0043.00 
0044.00 
0045.00 
0046.00 
0047.00 
0048.00 
0049.00 
0050.00 
0051.00' 
0052.00 
0053.00 

( 

W: 1 Document: DOCIS Sca n: 
( .. 1 ••• 1 ••• • •• 2 ••• • •• C3 • •• • •• 4 ••• ... 5 tt ••• ) 6 tt •••• 7 

Dear Mr. Broke, 

Listed below are the members of your company who h~ve 

outstanding payments. I have Listed their name, 
department, and the amount overdue. Please see if you can 
do something to correct this immediately (if not'sooner). 
Thank-you. 

Sincerely, 

Mr. Big 
Credit'Department, Big Company, Inc. 

NAME DEP BALANCE 
BR Devinny 413 3.00 
HG Knuth 975 12.00 
BR Lancaster 975 25.00 
FX Wisdom 849 124.00 

r 
~ 

Th e d a taw ill. bee 0 pied i n toy 0 ur doc ume n tat the end. 
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TEXT 
Fmt: 5 
0031.00 
0032.00 
0033 5 
0034.00 
0035.00 
0036.00 
0036.01 
A 
0042.00 
0043.00 
0044.00 
0045.00 
0046.00 
O047.00 
0048.00 
MM 
0050.00 
0051.00 
0052.00 
MM 

~ ~ 

Step 6 

H:1 Document: DOel5 Sca n: 
( .. 1 ... 1 '"~ ••• 2 
Dear Mr. Broke, 

• • • ••• C3 ••• • •• 4 ••• ".5 ." .. ) 6 ...... 7 

Listed below are the members of your company who have 
outstanding payments. I have listed their name, 
department, and the amount overdue. Please see 'if you can 
do something to correct this immediately (if not "sooner), 
Thank-you. 

Sincerely, 

Mi. Big 
Credit Department, Big Company, Inc. 

NAME DEP BALANCE 
BR Devinny 
HG Knuth 
BR Lancaster 
FX Wisdom 

413 
975 
975 
849 

*************END************* 

3,,00 
12.00 
25.00 

124.00 

Move the lis t wh er e you wa n tit. If" you w 0 u l d ' ve put ina 
~target before pressing CF5,\.,his step would not be neede~ 
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. TEXT 
Fmt: 5 
0031.00 
0032.00 
0033 5 
0034.00 
0035.00 
0036.00 
0036.01 
0037.00 
0037.01 
0037.02 
0037.03 
0037.04 
0037.05 
0042.00 
0043.00 
0044.00 
0045.00 
0046.00 
0047.00 
0048.00 

, 
li:1 Document: DOCt5 Scan: --------------------------( •• I ••• 1 • •• ••• 2 ••• • •• C3 ••• • •• 4 ••• ... 5 ••••• ) 6 ...... 7 

Dear Mr. Broke, 

Listed below are the members of your company who have 
outstanding payments. I have listed their name, 
department, and the amount overdue. Please see if'you can 
do something to correct this immediately (if not sooner). 
Thank-you. 

~~AME 

BR Devinny 
HG Knuth 
ED Lanc"'l'-~I"'I'" 1\ 1 C;:) \·CI 

FX Ylisdom 

Sincerely, 

Mr. Big 

DEP BALANCE 
413 3.00 
975 12.00 
975 25.00 
849 124.00 

Credit Department, Big Company, Inc. 
*************END************* 

The finished document; press CF15 to print it. 

r 
/~ 
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RR ROgers sW 
652 '(or\<. ~aoe 
Ph\\ade\ph1a 

R Peabody 
344 Knoll Street 
Green Bay 

Dear Ms. Peabody, 

We were pleased to receive your order. A new catalog 
is enclosed for your future orders. May we have an 
oprr~_ .. ni~\I 'tn ~prvP. vou aqain in the near future. 

Sir 

RB Wilson 
2 Every Street 
Brampton 

Dear Mr. Wilson, 

yve were pleased to receive your order. A new catalog 
IS enclos?d for your future orders. May we have an 
opportunity to serve you again in the near future. ~n ROgers. 

oear ,,/If. 

p\eased to rece 

We were d ~or 'lour ~utur 
\s eoc\os~ ser"e 'loll 

rtU01t'{ to 
oppo 

Sincerely, 

B. J. Thomas 
President 

S\Ocere\Y. 

B. J. 'Thomas 
pres\deot 
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OPT IOt'--J 7: 

DISPLAY OR CHANGE 

THE 
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Step 1 

TEXT W:l Document: DOCi9 Scan: 
Fmt: 5 ( •••••• 1 •••••• 2 •••••• 3 •• C ••• 4 •••••• 5 •••••• 6 ••••• ) 7 

**********BEGINNING********** 
01 .~NAME 

.lxADDRESS 
3 .lxCITY 

0000.04 
0000.05 Dear .lxTITLE, 
0000.06 
0000 5 
0000.08 
0000.09 
0000.10 
0000.11 
0000.12 
0000.13 
0000.14 
0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 

We were pleased to receive your order. A new catalog is enclosed 
for your future orders. May we have an opportunity to serve you 
again in the near future. 

Sincerely, 

B. J. Thomas 
President 

~ 

Put all the data base fiel9 names (with an .& in front) 
~ i nth e p lac est hat you ~ a n\... the va r yin gin for mat ion. l" 

I 

~ I 
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TEXT W: 1 Document: DOCi9 Sea n: 
Fmt: 5 (... ••• 1 ••• ••• 2 ••• ••• 3 •• C ••• 4 ••• ••• 5 ••• • •• 6 ••• ..) 7 

**********BEGINNING********** 
0000.01 .txNAME 
0000.02 .&ADDRESS 
0000.03 .&CITY 
0000.04 
0000.05 Dear .&TITLE f 

0000.06 
0000 5 We were pleased to receive your order. A new catalog is enclosed 
0000.08 
0000.09 
0000.10 
0000.11 
0000.12 
0000.13 
0000.14 
0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 

for your future orders. May we have an opportunity to serve you 
again in the near future. 

Sincerely, 

B. J. Thomas 
President 

Press CF5 to get to the Services Menu. 

r' 
~\ 
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S t e:.',-, 3 

TEXT SERVICES MENU 

Select one of the following: 
1. 
'J _I 

3. 
4. 
5. 
6. 
7. 
8. 
9. 

Display/change scan/substitute options 
Di~?lay current document in printed format on split display 
Display another document on split display 
Copy another document to edit display 
Display fields from data base member on split display 
Copy fields from:data base member to edit display 
Display/change list of data fi les that control printing 
Display/change print options 
Display/change dictionary search list 

Opt ion: 2 

Document/member: File! Library: 

CF6-Display messages 

Typ e i n 0 p t ion C and press ENTER. 

~ 
\ 

.~ . 

.~ 
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TEXT - HELP 

r / .. { "\ 

INCLUDING DATA BASE DATA 
SampLe MULTIPLE COPY DOCUMENT 

A MuLtipLe Copy List is another way to use fi Le c~ntroL printing. This 
function aLso repLaces fieLd names with data from the data base or from a 
data document. However, a MultipLe Copy List prints a sep~rate document 
for each selected entry, whi le a Column List does not affect the number of 
copies made of the document. 

Here is a sample of a MuLtiple Copy document: 

.~name 

.~address 

• ~c i t y, • &s tat e 

Dear .txsaLname 

.~zip 

Howard Davis & Associates 
1123 Elm Street, 
Rockville, Tn 33214 

.date 

We were pLeased to receive your ord~r. A new cataLog is encLosed for your 
future orders. May we have the opportunity to serve you again in the very 
near future. 

SincereLy, 
Howard Davis, President 

(' 
/-, 
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TEXT - HELP 

Ie' 

INCLUDING DATA BASE DATA 
Sample COLUMN LIST 

A column List is one of two ways to use fi Le control printing for documents. 
See option 6 for the other way. Just as the name implies, when you use a 
Column List the data fieLds from the data base are printed in columns. 

As an examp Le, if the text in your document is: 

This is your order as we received it: 
ITEM NUMBER QUANTITY DESCRIPTION 

• & item .&q,uant .&desc 
COST 
.&cost 

Total Order .tot 
TL' 
"IS 15 how TEXT MANAGEMENT would print it: 

This is your order as we received it: 
ITEM NUMBER 

4RCC2 
25545 
3332X 

QUANTITY 
12 
1 
2 

DESCRIPTION 
Decorator hinges, black 
Green spray paint, 16oz. 
Brass tacks, 24/card 

Total Order 

~ 

COST 
12.48 
3.27 
1.84 

17.59 

~ 

~. 
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St~r' 4 

TEXT PRINT CONTROL FILE LIST 

SeLect either a data base fi Le or a document containing a field list that has 
fields whose names are in your document: 

OPTION DB MEMBER/DOCUMENT 
1 ACCOUNT 

OPTION 

FILE 
ACCOUNT 

LIBRARY 
QTXT 

1 - S8 lee tel l the records in the F i l2/Document. 

TYPE 
2 

3 - Prompt for selection of records and setting selection rules. 
9 - Delete this Member/Document from the Print Control Fi le List 

TYPE 

SEL COND 

1 - CoLumn List - a simple column listing of fields wit~a document. 
2.- MuLtiple Copies - each record selected wi II ge~e another document. 

~ 

CF2-Return Enter-Perfbrm any selected option 

r 
.~ 

Type in opt i on 1 and the data base member name, fiLe, 
and Library. The TYPE option is 2, for muLtiple copies. 
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TEXT W:1 Document: DOCt9 Scan: 
Fmt: 5 (... ••• 1 ••• • •• 2 ••• ••• 3 •• C ••• 4 ••• ••• 5 ••• • •• 6 ••• ..) 7 

**********BEGINNING********** 
0000.01 .txNAME 
0000.02 .~ADDRESS 

0000.03 .txCITY 
0000.04 
0000.05 Dear .~TITLE, 

0000.06 
0000 5 We were pleased lo receive your order. A new catalog is enclosed 
0000.08 for your future orders. May we have an opportunity to serve you 
0000.09 again in the near future •. 
0000.10 
0000.11 Sincerely, 
0000.12 
0000.13 B. J. Thomas 
0000.14 President 
0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 . 

.~. 

When xo u ret ur n to the e(: t screen, press CFl to ex i t~. 
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TEXT PRIMARY MENU 

Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4 C"', II ',n '" .t 0 r m J 0" u'·,,'" " J. • I a I I U .... IIle III 

Op t ion: 3 

Name of the document when stored: 
Document (blank for a list of documents): 

Fi le (blank for a list of fi les): 
Library: 

Within Text Management: 
Press HELP key to display help text. 
Press CFl key to exit. 

DOC=#:9 
KKWFILE 
QTXT 

Press CF2 key to back up to the previous display in a series. 

CF6-DispLay messages 

r 
,/""', 



( 
R Peabody 
344 Knoll Street 
Green Bay 

Dear Ms. Peabody. 

We were pleased to receive your order. A new catalog 
is enclosed for your future orders. May we have an 
op ............ i ... \1 tn c:prvp. vou aqain in the near future. 

Sir 

RB Wilson 
2 Every Street 
Brampton 

Dear Mr. Wilson. 

'!"Ie were pleased to receive your order. A new catalog 
IS enclos~d for your future orders. May we have an 
opportuOlty to serve you again in the near future. 

Sincerely. 

B. J. Thomas 
President 

J' 
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TO: Perriann MettLemann 
SUBJECT: Neeting Scheduled 
DATE: October 31, 1983 

This is to Let you know about the Social Dev"elopment 
meeting on Thursday, October 31. It wi Lt be in Room 902 
at 1:30 p.m. Attendees are JuLie Schilling, Greg 
Adams, Mary P, and hopeful Ly, Connie Brandt, if she 
comes back in time. I am also meeting with Ron Tarka 
today, October 30, to discuss the material because he 
will be busy at the scheduled meeting time tomorrow. 

ALso, I have enclos2d the updated materiaL from our 
discussion on October 11,1982. 

Kimber lee lienzel 
ASK SociaL Development 

Confidential 

You can permanently put headings or footings into your 
document. 

A-55 
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DISPLAY OR CHANGE 

THE 
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TEXT 
Fmt! 6 
0009.00 
0010.00 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 

~ I I 0018.00 
0019 6 
0020.00 
0021. 00 
0022.00 
0023.00 
0024.00 
0025.00 
0027.00 
0028 6 
0029.00 
0030.00 

r 
Step 1 

W: 1 Document: DOCt10 Scan: 
• •• • •• ( • I. ••• 2 • •• ••• 3 •••• C. 4 •••••• 5 •••••• 6 •• R ••• 7 

TO: Perriann MettLemann 
SUBJECT: New Course Meeting ScheduLed 
DATE: October 31, 1983 

This is to Let you know about the SociaL DeveLopment 
meeting on Thursday, October 31. It wi II be in Room 902 
at 1:30 p.m. Attendees are Julie SchiLling, Greg 
Adams, Mary P, and hopefulLy, Connie Brandt, if she 
comes back in time. I am also meeting with Ron Tarka 
today, October 30, to discuss the materiaL because he 
wi LL be busy at the scheduled meeting time tomorrow. 

ALso, I have encLosed the updated materiaL from our 
discussion on October 11,1982. 

Press ;CF5 to get to the Services Menu. 

r 
,--', 
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* Under lin j ng 
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TEXT - HELP 

CF Key Description 

C' 

CF KEY DESCRIPTIONS 
CF14 

Text Definition 

14 Text Definition. Press CF14 to specify speciaL characteristics 
for text. You cannot continue these special characteristics 
beyond the end of a screen line. The characteristics you can 
specify are: 

Underlining - Key u immediately before and after the text you 
want to underline. Press CF14. The text wi II be underlined both 
when it is displayed and when it is printed. If you key in only 
one u, the underlining will begin with the position after the u 
and continue to the end of the display line. 

Highlighting - Key h immediately before and after the text you 
want to highlight. Press CF14. The text wi Ll be highLighted both 
when it is displayed and when it is printed. If you key in onLy 
one h, the highlighting wi II begin with the position after the h 
and continue to the end of the display Line. 

~ 

~,~ 
, . \ 

" .. 

~ 
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TO UNDERLINE OR HIGHLIGHT A WORD IN 

A TEXT DOCUMENT, DO THE FOLLOWING: 

1. Press ENTER at least once to 
Make all changes permanent. 

Typ e ina HUH for u nd er line 
or a HhH for highlight 
in the space before the word. 

3. Type in either a HUH or a "hH 
at the end of the word or 
phrase. 

4. Press CF14. 

A-76 
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TEXT W: 1 
F,.. ... • III l • 6 • •• • •• 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0025.00 
0026 6 
0027.00 
0028.00 
0029 6 
0029.01 
0030,00 
0031.00 
0032.00 
0033.00 
0034.00 
0035.00 
0036.00 
0037.00 
0038.00 
0039.00 

~, 
I 

Step 1 

Document: DOCi10 

~, 
, '--

Scan: 
( .I •••• 2 •••••• 3 •••• c. 4 ... ••• 5 • II ••• 6 IIR ••• 7 
at 1:30 p.m. Attendees are Julie Schi lLing, Greg 
Adams, Mary P, and hopefully, Connie Brandt, if she 
comes back in time. I am also meeting with Ron Tarka" 
today, October 30, to discuss the material because he 
wi II be busy at the schedulea meeting time tomorrow. 

Also, I have enclosed the updated material from our 
discussion on October 11,1983. 

I want to impress upon you how important it is that 
you attend this meeting. 

Kimberlee Wenzel 

Press ENTER at 
"important". 

least 0 nCR,"". We wi l l under line the word, , 
l, ~ 
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TEXT 
Fmt: 6 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0025.00 
0026 6 
0027.00 
01.'\'10 00 v"'-u. 

0029 6 
0029.01 
0030.00 
0031. 00 
0032.00 
0033.00 
0034.00 
0035.00 
0036.00 
0037.00 
0038 t 00 
0039.00 

W:1 
• •• ••• 

Steps 2 t 3 t 4 

Document: DOC#10 Sca n: 
( .1 .... 2 ...... 3 .... e. 4 ••• ... 5 ...... 6 .. R ••• 7 
at 1:30 p.m. 
Adams, Mary P, 
comes back in 
today, October 
wi l l be busy at 

Attendees are JuLie Schi Lling, Greg 
and hopefully, Connie Brandt, if she 

time •. I am also meeting with Ron Tarka 
30, to discuss the materiaL because he 

the scheduled meeting time tomorrow. 

Also, I have enclosed the updated material from our 
discussion on October 11,1983. 

I want to impress upon you howuimportantuit is that 
you attend this meeting. 

Kimberlee Wenzel 

/ 

Type in a HUH in .the space before the word and also in 
the space immediatelY after the word. Press CF14. 

-



TEXT 
Fmt: 6 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0025.00 
0026 6 
0027.00 
0028.00 

:t:> 0029 6 I 
'-J 0029.01 ~ 

0030.00 
0031.00 
0032.00 
0033.00 
0034.00 
0035.00 
0036.00 
0037.00 
0038.00 
0039.00 

L, 

W:1 
• •• • •• 
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Document: DOC#10 Scan: 
( .1 •••• 2 ...... 3 ... • C. 4 ••• ... 5 ...... 6 •• R ... 7 
at 1: 30 p. m. 
Adams, Mary P, 
comes back in 
today, Dc t ober 
will be busy at 

Attendees are Julie Schi LLing, Greg 
and hopefully, Connie Brandt, if she 

time. I am also meeting with Ron Tarka 
30, to discuss the material because he 

the scheduled meeting time tomorrow. 

Also, I have enclosed the updated material from our 
discussion on October 11,1983. 

I want to impress upon you how important it is that 
you attend this meeting. 

KimberL'ee Henzel 

The word "i mp or \."T1t" is u nd er Lined. 

r' -, 

~ 
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TEXT W: 1 
[:",...&.' 
I III \ • 6 • •• ••• 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0025.00 
0026 6 
0027.00 
0028.00 
0029 6 
0029.01 
0030.00 
0031. 00 
0032.00 
0033.00 
0034.00 
0035.00 
0036.00 
0037.00 
0038.00 
0039.00 

r 

Document: DOCI10 Sca n: 
( .1 •••• 2 •••••• 3 •••• C. 4 ••• ••• 5 ••• It. 6 •• R ••• 7 
at 1:30 p.m. 
Adams, Mary P, 

Attendees are julie Schi lling, Greg 
a.nd hopefully, Connie Brandt, if she 

comes back in time. I am also meeting with Ron Tarka 
today, October 30, to discuss the material because he 
wi II be busy at the scheduled meeting time tomorrow. 

Also, I have enclosed the updated material from our 
discussion on October 11,1983. 

I want to impress upon you howdimportant it is that 
you attend this meeting. 

Kimberlee Wenzel 

~ 
.. ,"--

To de lete a n under line or high l j gh t t type ina "d" 
before the· word and press CF14. 
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TEXT 
Fmt: 6 
0020.00 
0021.00 
0022.00 
0023.00 
0024.00 
0025.00 
0026 6 
0027.00 
0028.00 

» 0029 6 I 
00 0029.01 f-' 

0030.00 
0031.00 
0032.00 
0033.00 
0034.00 
0035.00 
0036.00 
0037.00 
0038.00 
0039.00 
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Document: DOCI10 Scan: 
( .1 •••• 2 •••••• 3 •••• c. 4 •••••• 5 ••• " ••• 6 •• R ••• 7 
at 1:30 p.m. Attendees are Julie Schi lLing, Greg 
Adams, Mary P, and hopefuLLy, Connie Brandt, if she 
comes back in time. I am also meeting with Ron Tarka 
today, October 30, to discuss the material because he 
wi II be busy at the scheduled meeting time tomorrow. 

Also, I have enclosed the updated material from our 
discussion on October 11,1983. 

I want to impress upon you how important it is that 
you attend this meeting. 

Kimber'lee Wenzel 

' .. 

The word ~~importanttt is not underLined. , '-' 
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SYSTEM/38 
TEXT MANAGEMEhlT' j,-~ORKSHOP 

( 

LAB EXERCISE 1 

PAGE - 1 



LAB EXERCISE 1 

Step 1: 

SIGN ON TO YOUR WORK STATION WITH THE PASSWORD: 

TEXTx (REPLACE THE X WITH YOUR TEAM NUMBER OR LETTER) 

PRESS ENTER. 

THE TEXT MANAGE~ENT WORKS~OP MENU WILL APPEAR O~ YOUR 

SCREEN 

TAKE OPTION 1 

PR.ESS ENTER 

PAGE - 2 



Step 2: 

THIS IS THE PRIMARY MENU. 

SELECT OPTION 4J USING THE FOLLOWING INFORMATION: 

DOCUMENT: 

FILE: 
LIBRARY: 

LABI 

TEXTFILE 

TEXTLIB 

TEXT PRIMARY MENU 

Select one of the fa Ilo",i nq: 
1. Cre;te or revise; docu"enl 
2. Browse; document 
3. Print; document 
4. fi II in ~ form document 

Option: .!. 

N;me of the document when stored: 
Document (bl~1\I( for ~ list of docuo,ents): 

File (bl~nK for ~ list of fil~5): 

LibrHY : 

Within Text Management: 
Pre;; HELP key to dispUy help text. 
Press CFl Key to exit. 

LABI 
TEXTFILE -----
TEXTUS 

Press CF2 Key to b~Ck lIP to the previous display in a series. 

, Ct6-D I SP U Y lIIess; 9 es 

PRESS ENTER. 

PAGE - 3 



CHECK 

EACH 

ONE OFF 

AS YOU 

Step 

TEXT Wll Pend: FORM Sc,n: 
fmt: 1 •• C ... 1 ...... 2 ...... J ... IC, 4 .tI I" ~ I', tt. 6 •••••• 7) 

...... • ... BEGINNlNGtIllllI •• , 
0001.00 !.-'.n:.=:.:am:-.:.e ____ _ 
0002.00 .::..~:;.dd:.:.r.::,:~;:.:.i ___ _ 
0003.00 .c I ty/!h tl 
0004.00 
000:1.00 
COOO.OO 
0007.00 
0008.00 
0009 1 
0010.00 
0011.00 
0012.00 
0013.00 
0014.00 
COl5 1 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

Deir .title 

lie ore very pleaed to hive had you in our System/38 Telt t1i"iQement 
~orkshop the weeK of .month/year You were a elCellent 
student in class ad 1 am sure that .hen YOU return 10 
.:..;.c,-,-om",",-,p~an-,,-Y _____ you will amale your associates wilh your 
new found ta le"Is. 

Durin9 the tillle you _en in class, you met olhers like yourself, who 
had jusl as lIuch to learn as you did. You have all worked hud ind 
successfullY completed all required exercises.- Listed below He the 
names of Ihe me .. bers of Team!!. who should be highly commended for 
work well done. 

EACH TEAM MEMBER SHOULD TAKE A TURN TO PRACTISE USING 

ALL OF THE FOLLOWING KEYS: 

DELETE/INSERT KEY 

POSITION CURSOR KEYS 

ROLL KEYS 

FIELD ADVANCE KEY 

FIELD BACKSPACE KEY 

BACKSPACE KEY 
COMPLETE 

FIELD EXIT KEY 
IT 

NEW LI NE KEY 

PAGE - 4 
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Step 4: 

WHEN YOU ARE FINISHED PRACTICING J PRESS THE CMD KEY AND 

RELEASE IT. PRESS THE 1 KEY (ON THE TOP ROW OF NUMBERS) 

TO EXIT. 

Step 5: 

CHANGE THE "EXIT FROM EDIT" DISPLAYJ SO THAT IT LOOKS 

LIKE THE FOLLOWING PICTURE: 

TEXT EXIT FRON EDIT 

Exll Editor - Return to Prilluy Henu 
Edll another ne .. form 
Crute document named belo .. 
Print document without for.uttlng 

Document name: 
File containin9 document: 
Library containing file: 

Oeser Ipt ion: 

(Y H): 1. 
(Y Nl: l!.. 
(YNl:.!! 
<Y Ill: Il 

LABI 
TEXTFILE ----
TEXTLI B 

Resequence document by II ne number • (Y Nl: Y 
-or-

Resequence document by calculating page/line (Y Nl: N 

PRESS ENTER. 

***** You HAVE SUCCESSFULLY COMPLETED LAB I! ***** 

GOOD JOB! 
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TEXT MANAGEMENT WORKSHOP 

LAB EXERCISE 2 
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LAB EXERCISE 2 

Step 1: 

SIGN ON TO YOUR WORK STATION WITH THE PASSWORD: 

TEXTx (REPLACE THE X WITH YOUR TEAM NUMBER OR LETTER) 

PRESS ENTER. 

THE TEXT MA~'AGEr1ENT MENU WI Ll_ APPEA.R O~I YOliR SCREEN 

TAKE OPTI O~I 1 

PRESS ENTER 
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Step 2: 

CREATE A TEXT FILE TO HOLD THE DOCUMENTS YOU CREATE. 

USE OPTION 1 OF THE PRIMARY MENU TO CREATE THE FILE 

AND MAKE THE FILE 132 CHARACTERS WIDE. 

(HINT: USE CF4 FOR EXTENDED FILE DEFINITION.) 

NAME YOUR TEXT FILE TEXTFILEx AND PUT IT IN THE EXISTING 

LIBRARY, TEXTLIBX (REPLACE THE XiS WITH YOUR TEAM NUMBER 

OR LETTER). 

FILE: 
LIBRARY: 

TEXTFILEX 

TEXTLIBx 

TEXT PR I HAR Y MENU 

Select one of the following: 
1. Create or revise a document 
2. BrolJse a document 
3. Pr i nt a document 
4. Fi II ina forlll document 

Opt ion: 1. 

Name of the document when stored: 
Document (blanK for a list of documents): 

File (blak for a list of files): 
Library: 

Withi" Text Management: 
Press HELP Key to display "elp text. 
Press CFl Key to exit. 

TEXTFILEX 
TEXTLlBX 

Press CF2 key to baCk uP to the prl1vious display In i serle •• 

CF6-Display cessage. 
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Step 3: 

CREATE A DOCUMENT AND PUT IT IN THE NEW FILE YOU 

JUST CREATED, NAME THE DOCUMENT "NAMEADDR", 

TYPE THE FOLLOWING ABOUT EACH TEAM MEMBER) JUST LIKE IN 

THE EXAMPLE ON THIS PAGE, 

BLANK LINE. 

NAME 
ADDRESS 

SEPARATE EACH GROUP WITH A 

CITY) STATE ZIP CODE 

TEXT H:1 Document: DOCI3 Scan: _=-___ _ 
Fm.t: 1 ., •••• 1 ft' ••• 2 , ••• ,C 3rt ••••• 4 •••••• C5 , •• '" 6 'f ••• , 7R 

If .1. f .IIIEEGIMHNG* f .,1111" 

0001.00 Joseph P. Blast 
0002.00 9090 Hinche;ter Circle 
0003.00 Sch.,ttorte, IL 68354 
0004.00 
0005.00 J,hnny Mathis 
0006.00 525 Slalom Street 
Oe07.00 Scha"'t or Ie, IL 60001 
00e9.00 
0009.00 
0010.00 
0011.00 
0012.00 

. 0013.00 
0014.0~ 

0015.00 
0016.00 
0017.00 
0019.00 
0019.00 
0020.00 
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Step 4: 

CREATE ANOTHER DOCUMENT AND PUT IT IN YOUR FILE. NAME THE 

DOCUMENT "SUPPLIES"J AND MAKE IT LOOK LIKE THE DOCUMENT ON THE 

FOLLOWING PAGE. 

WHILE YOU ARE TYPING THE INFORMATION INJ USE THE FOLLOWING 

LINE COMMANDS AND CHECK THEM OFF AS YOU USE THEM: 

INSERT 

DELETE 

COpy (REMEMBER THE TARGET COMMAND) 

MOVE (REMEMBER THE TARGET COMMAND) 

WINDOW 

SHIFT LEFT OR RIGHT 

CENTER 
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THE EXAMPLE FOR STEP 4. 

The Johnson Supply Co. ~td 
15006 Main Street 
Rolling Meadows. IL 60008 

At the present time. we are mdking pldn~ for next year'~ supplip~. In 
eXc':lmining 0\1\- sto(::lc, we have dI5COVt::'\~f."d gh()1·tcl9t~S in i-he items Li~1ted 
b~~l()w. 

F'1.Ci:l5f;' notify us iJ$ soon ~~5 possible whetht.?'· you eeln suppLy U~ with 
thE-~e it£'m~; in HIe "'luantitie5 we necej, dnd ddvise u~~ when we can ")(PE.'c-t 
de 1 i Vel"Y. 

Quant i ty 
10 

C. FW<1ndt 
P,"oject Mand9""" 

20 
30 
40 
50 

Item 
Penc i ls 
Pens 
Tablets 
El· cJ sp.r s 

Ink Flot I-les 
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Step 

REVISE THE DOCUMENTJ "SUPPLIES" USING THE FOLLOWING 

DIAGRAr1: 

The .Johnson Supp Ly Co. Ltd 
15006 Haln Street 
1':0 1 1 i n9 Headow5. IL 60008 

Ileal" ~ m(. 1110i\'-PSL\N 

At the present time. we dr~ m~king pLan'3 for next yedr'~ 5uppli~'3. In 
eXdmining our '3tock. we have dl~cover.d shortaycti in th~ Items li5ted 
be low. £..,. 

,ftc.- ~vJ\ 
F'lea5~ notify U!5 d!5 soon as possible wheth~l" YOU cl5n suppLy us with VD~ 
ihl~9ec-' it"ms in the ·'ludntitie~ we need. I5nd advi~e U!5 wilen we"can expect 
delivel"Y. 

C. rWc1 nd t 

Quant i ty 

-710 
20 
30 
40 
50 

PI" 0 jec t Ma n .. g£"u 

Item 
Pene j l5 
Pens 
Tablet", 
El-d'5el-~ 

Ink r10ttles 
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Step 6: 

REVISE THE DOCUMENT) "NAMEADDR" TO INCLUDE THE 

PERSON'S TITLE IN EVERY GROUP. EACH GROUP OF 

SHOULD NOW CONTAIN THE FOLLOWING: 

NAME 

ADDRESS 

CITY) STATE lIP CODE 

TITLE 

C" ~ 

Step 7: 

PRINT THE LIST OF DOCUMENTS IN YOUR FILE. 

(HINT: USE CFl6) 

***** You HAVE SUCCESSFULLY COMPLETED LAB 2! ***** 

GOOD JOB! 

PAGE - 13 



SYSTEM/38 
TEXT MANAGEMENT Ir~ORKSHOP 

LAB 

PAGE - 14 



LAB EXERCISE 3 

·Step 1: 

SIGN ON TO YOUR WORK STATION WITH THE PASSWORD: 

TEXTx (REPLACE THE X WITH YOUR TEAM NUMBER OR LETTER) 

PRESS ENTER. 

THE TEXT MANAGEMENT VlOR.KSHOP MENU \~I LL APPEAR m.l YOUR SCREEN ...J 

TAKE OPTION 1 

PRESS ENTER 
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I S~ep 
I 
I 

REVISE YOUR DOCUMENT NAMED "SUPPLIES", 

PUT ALL THE PARAGRAPHS INTO A PARAGRAPH FORMAT, 

CHANGE THE LEFT MARGIN TO 12 AND THE RIGHT MARGIN TO 68, 
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/ ~':'~. 

l'~ii 

Step 3: 

CREATE A NEW DOCUMENT AND NAME ITJ HHOWTOMEMO H, 

MAKE IT LOOK LIKE THE DOCUMENT ON THE FOLLOWING PAGE J 

BUT ADD THIS FINAL PARAGRAPH AT THE END: 

If you have any problems, 
Located next to the printer, 
it. Go 0 d Luck! 

consult the printer manual 
or find me a nd I wi l L fix 

PUT BOTH THE PARAGRAPHS AND THE STEPS INTO A PARAGRAPH 

FORMAT THAT YOU CREATE. 

(HINT: . You WILL NEED TWO DIFFERENT FORMATS. REMEMBERJ 

YOU CAN USE NEGATIVE MARGINS!) 

PAGE - 17 



~, 
, .,"'/ THE EXAMPLE FOR STEP 3. 

~.:."'-- . 

. ~ : . 

TO: Ronald r,eagel-
SUBJECT: How to Start thm IBM 5224 Line Printer 

October 25, 1983 DATE: 

This is to let YOU know how to ~tdrt up the IBM 5224 
Printer in c~5e yoU are the first purson that needs to 
use it in the m(ll- n i nq. 

Here ~re the four easy steps that you ~hould follow: 

1. Flip the Power-On switch up to the On position. 

2. Wait ~ few minutes until the wal-ninq beep i~ heal-d. 

3. Press the RE.'~et and then the Ruady button~. 

4. Print your document 115in9 
Text Management Package. 

If you have any problema. 
located next to the printer, 
it. Good Luc~cl 

PAGE 18 

consult the printer manual 
or find me and I wi II fix 

I, i mbel- 1e(~ Wenze 1 
ASC Illstl-uctOl-



_ .. _ •• ___ .~:',.-':"-I :".....;..:..:. ...... :_ .. __ , .• __ ~ ~_.:''''.', ....:. _ •.. ~ ... ~.:. ••• 'z..' .• ,.,.;...- -.~ ~- .-.- __ ...... __ .•. _~.~ ....... ' - .~.*.-......... -.-~ .. '~"-'" .. -

Step 4: 

MAKE THE INDICATED REVISIONS ON YOUR DOCUMENT "HOWTOMEMO u • 

TRY TO MAKE EACH REVISION USING THE CF KEYS THAT WERE 

DISCUSSED IN CLASS. 

TO: () 
SUBJECT: How to Stal-t th(~ IBM 5224 ~ F'r Inter 
DATE: Oct "be,· '-''ej, 

This 15 to let you 
FTinter in case you aro 
use I tin the mo,- n j n9 /1 

--------------------~ Ge,-e ~re the four ea~y St~P5 that you should follow: 

V\.O 
V" 

1. Flip the Power-On 5wih:h f to -the On position. 

2. Wait" few minwh~$ until the w .. ,-ning beep i-:> hee,-d. 

3. PrDS~ the RC5Dt and then the Re~dy bu1ton~.-

4. Print your document u&in~ 

Text H~n~gefne'lt F'acf:agu. 

If yo u h.:!ve a nY:T'- b l<:.>m5, 
located next to th printer. 
j t. Good LUCI-,"f. 

'r\ \.:t., 
ffJ~\ . 

\ 

){)[Y\ 5dd.\- chO 
c 0 "~IU L t the~ f;\- i nte,- M~ nue 1 

or find me and I will fi~ 

I'illlbe,·lf?'~ Wenzel 
( ... ~;C I n'5 t ,- uc t 0 ,-

CHANGE THE LEFT MARGIN TO 15 AND THE RIGHT MARGIN TO 50. .~ 
Do YOUR STEPS STILL INDENT LIKE THEY SHOULD? 
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~ , ~ 
Step c:. II -....J • 

I 

CREATE ANOTHER DOCUMENT AND NAME IT "OUTLINE". 

IN OUTLINE FORMJ DESCRIBE THE STEPS INVOLVED IN A 

PROCEDURE THAT YOU KNOW VERY WELL. (KEEP IT SIt1PLE.) 

LISTED BELOW ARE SOME TOPIC EXAMPLES THAT YOU MAY 

CHOOSE FROMJ OTHERWISEJ THINK OF ONE OF YOUR OWN. 

I 

FILING A DOCUMENT 

BALANCING YOUR CHECKBOOK 

PREPARING A MEAL FOR GUESTS 

STARTING UP A S/38 COMPUTER 

GETTING READY FOR WORK 

PERSUADING YOUR CHILD TO CLEAN THEIR BEDROOM 
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***** OPT I o N A L ***** 

Stew I 6: 

CREATE ANOTHER AND NAME IT "QOHMEMO". 

MAKE IT LOOK LIKE THE 

-xxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxx 

Dear XXXXXXXXXXXXXXXXXXXX: 

EXM~PLE : 

F'leol~e chech the '\uantity on hollld -(01- th~~ folLowinq sup lies dnd 
det~'''l1Iine if we have ,-cceived ':t"y of ~-he!.!h~ ~luppLie5 yet. 
the first review of the new o)"del-in') fl)"oc~.'du,-e and YOUI"P ,-!\onal­
dttention wouLd be olppreciated. 

Item NUlIlbel" 

XXXX 
XXXX 
XXX X 
XXXX 

51 ncer~ly, 

XXXXXXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXXXX 
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XXX XXX 
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~'1 Step 7: 

PRINT THE LIST OF DOCUMENTS IN YOUR FILE. 

***** You HAVE SUCCESSFULLY COMPLETED LAB 3! ***** 

GOOD JOB! 
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. SYSTEM/38 
TEXT MANAGEMENT k~ORKSHOP 

LAB EXERCISE 4 
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LAB EXERCISE 4 

·Step 1: 

SIGN ON TO YOUR WORK STATION WITH THE PASSWORD: 

TEXTX (REPLACE THE X WITH YOUR TEAM NUMBER OR LETTER) 

PRESS ENTER. 

THE TEXT MANAGEMENT WORKSHOP MENU WILL APPEAR ON YOUR SCREEN 

TAKE OPTION 1 

PRESS ENTER 
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l 

Step 

REVISE THE DOCUMENT NAMED "OUTLINE", 

USE THE FOLLOWING PRINT CONTROL COMMANDS 

IN YOUR DOCUMENT AND THEN PRINT THE DOCUMENT 

USING OPTION 3 ON THE PRIMARY MENU . 

. DATE 

.DOCID 

.HO .H3 .H6 

.Hl .H4 

.H2 .H5 

. 1M 

, KP ON/.KP OFF 

.N 

,PA 

.PN 

,SK X 

,TOT/.XTOT (OPTIONAL) 

* 

NOTE: To USE THE IMBED PRINT CONTROL COMMAND J YOU 

MAY WANT TO CREATE A "QUICK" LETTERHEAD IN A SEPARATE 

DOCUMENT. USE THE IMBED COMMAND TO PRINT YOUR LETTERHEAD 

AT THE TOP OF YOUR OUTLINE. 
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Step 3: 

USE OPTION 3 ON THE PRIMARY MENU TO PRINT 

THE FOLLOWING DOCUMENTS: 

SUPPLIES --
HOWTOt1EMO 

QOHMEMO (OPTIONAL) 

WHEN PRINTING THE PREVIOUSLY LISTED DOCUMENTS~ 

USE THE FOLLOWING PRINT OPTIONS: 

PRINTING DEVICE OPTIONS --
PAGE HEADINGS AND FOOTINGS --

____ DATA FILES THAT CONTROL PRINTING (OPTIONAL) 

__ DRAFT COPY OPTIONS 

__ NUMBER OF COP I ES 

TURN TO THE NEXT PAGE FOR A "PRINT OPTION" HINT ... 
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STEP 3 CONTINUED 

TEXT 
Document: STDLET 
Enter tempor~ry changes: 

Dls?taylchange 

PR INT OPTIONS 
Filii: EX';:1PLE 

Printing device options (Y m: 
Page headings and footings (Y Ill: 
Data files that control printing <Y til: 
Dratt copy options (Y NI: 

Prii'll ccn!rcl 
Printer device type: 
Printer file name (blar.k for a list): 

Library: 
Number of cop ies: 
Pr i nt pages 

Fro.~: 

To: 
Non-print character: 
Job description 00".2: 

library: 

Llbruy: alxr 

N 
N 

.!! 
N 

*SYSPRT 
QSYSPR T 

fUEL 

Q8ATCH 
QGFL 

***** You HAVE SUCCESSFULLY COMPLETED LAB 4 ***** 

GOOD JOB! 
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. SYSTEM/38 
TEXT MANAGEMENT WORKSHOP 

LAB EXERCISE 5 

I\.,- . 
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LAB EXERCISE 5 

I 
Step 1: 

SIGN ON TO YOUR WORK STATION WITH THE PASSWORD: 

TEXTx (REPLACE THE X WITH YOUR TEAM NUMBER OR LETTER) 

PRESS ENTER. 

THE TEXT MANAGEMENT WORKSHOP MENU WILL APPEAR ON YOUR SCREEN 

TAKE OPTION 1 

PRESS ENTER 
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I 
Step 2: 

CREATE A NEW DOCUMENT AND NAME IT "DBSUPPLY", 

USING THE SERVICES MENUJ COPY THE DOCUMENTJ "SUPPLIES" 

INTO YOUR NEW DOCUMENT. 

USING THE DOCUMENT J "NAMEADDR"J AS REFERENCEJ TYPE IN 

ONE OF THE NA!1ES INTO THE NAME/ADDRESS LINES AS SHOWN BELOW, 

TEXT DOl:ur.\ent: CBSUPPLY SI:~n: _..,,-____ _ 

Fmt: 1 (If .... 1 .1' ... 2 I" fl. 3 ... e .. 4 .... If 5 ••• ,tt 6 •• , ••• 7) 
111.f. f ••• EEGlt-.:NING ••• " II •••• 

0001.00 The Johnson Supply Co. Ltd 
0002.00 15006 M~in Street 
0003.00 Ro II i n9 Meado"s, IL 60008 
OOO~ .00 
0005.00 CeH Mr. Tho~pson, 

0006.00 

.date 

0007 1 At the present tiM, ;;. ue ma~in9 plans for next year's supplies. In 
0008.00 el.~inir •• our stce~, ~e have discovered short~ges in the items listed 
0009.00 below. 
- - - - - - - - -- - - - - -- - - - - - - - - - - - - - - - - - - - - -.- - -

Browse: tJAMEADCR 11:1 Scan: 
lilt •••••• EEGnINn~G'*'II.llt' 

0001.00 Joseph P. Bla;t < 

0002.00 9090 Hi nchester Cire le 
0003.00 Senatlltorte, IL 68354 
0004.00 
0005.00 John E. Mathis 
0006.00 525 Mar lboro Street 
0007.00 Sehaotorle, IL 69334 
0008.00 

STEP 2 IS CONTINUED ON THE NEXT PAGE." 
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STEP 2 CONTINUED 

DELETE THE TWO COLUMNS LISTING QUANTITY ON HAND AND ITEM. 

IN PLACE OF THOSE TWO COLUMNS J WE ARE GOING TO PUT DATA 

FROM THE DATA BASE FILEJ ITEM IN THE LIBRARY J QTXT. 

FILL IN THE SERVICES MENU AS INDICATED IN THE FOLLOWING 

DIAGRAM (THE OPTION NUMBER IS UP TO YOU TO FILL IN). 

TEXT SERV ICES t:WU 

Select one of the following: 
1. Dis~liy/,hange scan/.ubstltute oPtions 
2. DispliY current document in printed format on split display 
3. Display another dacument on split display 
4. COpy another document to edit display 
5. Display fields from data base mE~,ber on split d{spliY 
6. COpy fields from data base member to edit display 
7. DiSPlay/change list of data files that control printing 
8. Display/change print options 

Op t ion: 

Document/member: .:..:IT.:::;£H"----_ ~~_ Library: O,,-,-T::.:.XT __ _ 

CFb-Display lIlessiges 

WHEN YOU GET TO THE FIELD SELECTION DISPLAYJ SELECT 

THE DESCRIPTION OF THE ITEM (DESCR) AND THE QUANTITY 

ON HAND (QTYOH) FIELDS. 

WHEN YOU GET TO THE RECORD SELECTION TEST DISPLAY J 

SELECT ONLY THE RECORDS WITH THE QUANTITY ON HAND (QTYOH) 

LESS THAN (LT) 30. 

STEP 2 IS CONTINUED ON THE NEXT PAGE ... 
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STEP 2 CONTINUED 

ONCE THE DATA HAS BEEN COPIED INTO YOUR DOCUMENTJ YOU MAY 

NEED TO MOVE IT AROUND TO MAKE THE DOCUMENT LOOK NICE. 

WHEN FINISHED) YOU DOCUMENT SHOULD LOOK SIMILAR TO THE 

FOLLOWING PRINTED DOCUMENT: 

The Johnson Supply Co. Ltd 
15006 Main Street 
Roll ing Meadows. lL 60008 

Dear Mr. Thompson. 

12/05/83 

~t the present time. we are making plans for next year's supplies. In 
examining our stock. we have discovered shortages in the items 1 isted 
below. 

Please notify us as Soon as possible whether you can supply us with the 
following items in the quantities we need. dnd advise us when we can 
expect del ivery. 

Yours trUly. 

C. Brandt 
Project Hanager 

QUANT IT Y 

28 
25 
23 
20 
23 
25 
28 

I TEM OESeR IPTION 

Hacksaw - a inch 
PaInt white (gdl) 
PaInt - blue (gal) 
Paint - red (gal) 
Paint - green (gal) 
Decorator hinges black 
Decorator hinges silver 
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~~~------ ------~------ ------------------~~-

S~tep 3: 

CREATE A NEW DOCUMENT AND NAME IT "FORM". 

IF YOU DID THE OPTIONAL STEP IN LAB 3 AND CREATED 

THE DOCUMENT J "QOHMEMO"~ COPY THAT DOCUMENT INTO YOUR 

NEW DOCUMENT TO REVISE IT. 

IF YOU DID NOT DO THE OPTIONAL STEP IN LAB 3 (STEP 6)J 

COpy THE DOCUMENT "QOHMEMO" FROM THE FILE "TEXTFILE" 

IN LIBRARY "TEXTLIB" INTO YOUR NEW DOCUMENT TO REVISE IT. 

CREATE A FORM DOCUMENT. EACH GROUP OF XiS SHOULD BE 

A FORM FIELD WITH A "PROMPT WORD" DISPLAYED. 

TEXT U:1 - Docu",i!nt: FORM Sc. n: _-=-__ -:----,---:: 
Fmt: 2 ( ...... 1 ...... 2 ft .... 3 fe .... 4 •• , .f, 5 ...... 0 ••• ) ... 7 

.......... BEGWNING ......... . 
e003.0G .:..:..n""a':;.::.-e ___ _ 
e004.CG .:..::.C..:.;;o'",,?ol:..:;nL-Y __ _ 
eoo~.eG .:..:.d'-='ep:c.;.' ___ _ 
0006.00 
0007.00 D2.r ,:...:.tc.:...It:...:;12=---__ 
0008.00 

.dolte 

0009 2 Plea,e check 'he ~uontlty cn h.nd for the following supplies '.nd 
OOIO.CO determine If ~2 h.ve received olny of th~se supplies yet. This is 
0011.00 the first review of the new orderin~ procedure Hd your person. I 
0012.00 ,attention would be olpprecl.ted. 
C013.00 
0014.00 Item Number 
COIS.OO ~ 
0015.01 ~ 
0015.02 ~ 
C015.03 • i 111 
0019.CO 
0020.00 SI ncerely, 
0021.00 

Descr iplion 
• desc 
.dese 
• desc 
.desc 

(lOn.oo J E Molthls, Director of Purch •• lng 
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Step 4:' 
I 
I 

FILL IN THE FORM DOCUMENTJ uFORM U J WHICH WAS CREATED 

IN STEP 3 AND PRINT IT USING CF15. 
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CREATE A NEW DOCUMENT AND NAME IT "MERGE". 

IF YOU DID THE OPTIONAL STEP (STEP 6) IN LAB 3 

AND CREATED THE DOCUMENT) "QOHMEMO") COPY THAT 

DOCUMENT INTO YOUR NEW DOCUMENT TO REVISE IT. 

IF YOU DID NOT DO THE OPTIONAL STEP (STEP 6) IN LAB 3) 

COpy THE DOCUMENT "QOHMEMO" FROM THE FILE "TEXTFILE" 

IN LIBRARY "TEXTLIB" INTO YOUR NEW DOCUMENT TO REVISE IT. 

REPLACE THE TOP THREE LINES (THE NAMES AND ADDRESSES) ETC.) 

WITH THE DATA BASE FILE FIELD NAMES FROM THE FILE "ACCOUNT" 

LIKE THE FOLLOWING EXAMPLE: 

TEXT H:t Documenl: MERGE Scan: 
fmt:- 2 ( ....... 1 It, .. !, 2. I •• It. 3 .C. tt. 4 '" ... 5 ...... 6 ... ) ••• 7 

...... 'u .ISEGINNHJG •• lllffl.1 

~OOl. 00 • MIME 
0002.00 ·Supp ly Coord I nH I on 

.t.DEPT .d~le 

0007 2 Please check lha \u;o111y on hand for lhe 10110l<lln9 suppLle!i and 
0008.00 d212r,~ina If we have received ay of lhese sUPPlie. yel. This ii 
0009.00 lhe firsl review of the new ordering procedure ;od your personal 
0010.00 aHention would be appreclaled. 
0011.00 
0012.00 Item Number Description Cuantlly on Hand 
0013.00 • .l.ITMNBR • .l.DESCR • WTYOH 
0014.00 
0015.00 Sincerely, . 
0016.00 
0017.00 J E Hathls, Director of Purcha!ilng 

... IIII 1'111 IIENDII •• 1,1111' I' 

STEP 5 IS CONTINUED ON THE NEXT PAGE ... 
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STEP 5 CONTINUED 

REPLACE THE COLUMNS OF X'S IN THE MIDDLE OF THE DOCUMENT 

WITH THE DATA BASE FILE FIELD NAMES FROM THE FILE "ITEM" 

LIKE THE FOLLOWING EXAMPLE: 

TEXT Ha Document: MERGE Sca: , 
fat: 2 ( .. t' ••• 1 ... "I, 2 ...... 3 .C .... 4 • It '1' 5 ...... 6 ••• ) ••• 7 

.I ....... IBEGI~I~ ... II .. II. 
, 0001.09 .I.NAliE 

9092.00 ·Supp ly Coordl~t Ion 
0003.00 .I.DEPT 
0004.0G 
OOOS.OO D2.r .Um.E 
0006.00 
0007 2 Please cheCk the ~ulntlty on han. for the following supplies ind 
OOOS.OO det2r,~in01 if we havl received any of thesr! supplies; yilt. This ii 
0009.00 the first review of the ne .. ordering procedure an. your perso!l.1\ 
0010.00 Htention would be appreCiated. 
0011.00 
0012.00 Itom Number 
0013.00 .I.ITt'.NBR 
0014.00 
001S.00 Si ncerely, 
0016.00 

Doscr ipt I on 
.I.tESCR 

0017.00 J E Hathls, Director of Purchulng 
1.1 ••••••• ,. -END.' I' 't.lll. I. 

Quantity on Hand 
.l.anCH 

PRINT MULTIPLE COPIES OF THE DOCUMENT~ ONE FOR EACH NAME 

IN THE "ACCOUNT" FILE, 

HINT: ONCE YOU HAVE PUT THE DATA BASE FILE FIELD NAMES 

INTO THE DOCUMENT~ YOU CAN EITHER USE THE SERVICES 

MENU TO MERGE THE DATA~ OR MERGE THE DATA AT PRINT 

TIME (OPTION 3 OF THE PRIMARY MENU), 

STEP 5 IS CONTINUED ON THE NEXT PAGE", 
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STEP 5 CONTINUED 

HERE IS SOME EXTRA INFORMATION ABOUT THE DATA BASE FILES: 

THE "I TEf1" F I L!: : 

DOCUMENT/MEMBER: ITEM 
FILE: ITEM 
LIBRARY: QTXT 

GOOD LUCK! 
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THE "ACCOUNT" FILE: 

DOCUMENT/MEMBER: 
FILE: 
LIBRARY: 

Accou~n 

ACCOUNT 
QTXT 



CT~Cl 6: ....) L-l 

CREATE A PERMANENT USER DICTIONARY, 

CALL THIS DICTIONARY IBMDCTX (WHERE X IS YOUR TEAM #) 

You FIRST NEED TO CREATE YOUR SOURCE DICTIONARY, INCLUDE THE 

FOLLOWING WORDSJ YOUR NAMEJ AND ANY OTHER WORDS YOU WOULD LIKE 

TO PRACTICE WITH, 

NMD SWEENEY MARCUS NON-PROGRAMMERS 

BSCA CPF IDU QTXT 

You CAN USE OPTION 1 OFF OF THE PRIMARY MENU, 

WHEN YOU HAVE FINISHED THE SOURCE DOCUMENTJ YOU NEED TO 

CREATE YOUR DICTIONARY, You CAN USE OPTION 2 OFF OF THE TEXT 

MANAGEMENT WORKS~OP MENU TO CREATE A SPELLING AID DICTIONARY, 
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NOTE*** 

eTC-D 7· 1 .....; I 1..-1 /. 

i 
~--------------~ 

CREATE A DOCUMENT THAT LOOKS LIKE THE ONE ON THE FOLLOWING 

PAGE. 

PLEASE INSERT YOUR NAME AS ONE OF THE PEOPLE ENROLLING 

IN THE EDUCATION COURSES. 

WHILE ENTERING THE DOCUMENT MAKE SOME TYPOGRAPHICAL 

ERRORS. 

AFTER THE DOCUMENT HAS BEEN KEYED IN J BEFORE ENDING THE 

DOCUMENT USE THE SPELL CHECK FUNCTION OF TEXT MANAGEMENT 

TO CORRECT ANY ERRORS YOU MAY HAVE MADE WHILE KEYING. 

DON'T FORGET TO ADD YOUR NEWLY CREATED DICTIONARY TO 

THE LIST OF DICTIONARIES TO BE SEARCHED FOR THIS DOCUMENT. 

ANY WORDS THAT ARE NOT IN EITHER THE IBM SUPPLIED 

DICTIONARY OR YOUR DICTIONARY SHOULD BE ADDED TO THE 

TEMPORARY DICTIONARY THAT IS STORED WITH THE DOCUMENT. 

WHEN THERE ARE NO MISPELLINGS IN THE DOCUMENT PROCEED TO STEP 8. 

PAGE - 39 



r·, r. ;'''' i c hoe 1 Jon e 5 

ISH 
One IP,M Plaza 
9th F 100 r j\Wd) 

Chicaqo, III inois 60611 

o ear t~ r. Jon e s 

I just received the Custo~er Education Schedule that 
you sent to me. After revlewing it I have decided to 
enroll some of my personnel in cl ass. I have 1 isted thE' 
peoDle and the classes. I would appreciate if you would 
enroll them in the cl asses for the dates that I have 
listed. If the classes on the dates I have listed are 
already full olease enroll in the first available class 
date. 

The followina oeople 
Ju 1 i a 
"1arcus 
Jim 

need to be enrolled. 
Sm i t h 
Allen 
Sweeney 

The classes an~ their dates that I would like my peoDle 
to be enrolled in are: 

S/33 DFU/QUERY for Non-Programmers 08/22 
.,. 5 / j 8 T ext. ,"'I a n a;) e men t \~ 0 r k 5 hop 1 G / 'J 1 

5/38 ~SCA Implement.ation 06/28 

I will be wait.inq for confirmation on the aDove class 
enrollments. Thank-You for your help in this In.Jtter. 

Sincerely, 

Sus an 1-/ i 1 son 
nata-Process ina ~an3aer 
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CTC-D O. 
~ I 1....1 W .. 

PRINT THE LIST OF DOCUMENTS IN YOUR FILE. 

*****You HAVE SUCCESSFULLY COMPLETED THE COURSE!***** 
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~~ ... ', 
. . 

LAB c 1""'11 t J "'I'" "1" I"MJ' t, I C ... W_ .... _ ... ...... ~, ... J F--O F' 

[ Step 2: 

TYPE IN OPTION I. 

TEXT PR ltlARY IIENU 

Select one of the followin9: 

1. Create or revise a documenl 
:!. 8rowse a docult.ent 
3. Pr I nl a document 
4. Fill ina form docu~enl 

Opt Ion: ....!.-

Name of the documenl ~hen stored: 

Docu',ent (blanK for a list 0/ documents): 
Fi le (blanK for a list of. Ii les): 

Library: 

Within Telt MJnaqement: 

Press HELP key to display help te.l. 
Pre,s en key to e.il. 

E-XERCISE 

TEXTF I LE2 
TEXTLl62 

Press CF2 key to baCk UP to the previous display in a series. 

CF6-Display messages 

LEAVE THE DOCUMENT NAME BLANK . 

... TYPE I N THE NAME OF THE FILE. 

2 

TYPE IN THE NAME OF THE LIBRARY (WHICH HAS ALREADY BEEN CREATED). 

SECTION 7 - 2 



TEXT PRIMARY MENU 

Selecl onR of lhe followinl: 
1. CreHe or revise ~ docur.lent 
2. Browse ~ document 
3. Print i document 
4. fi It In ~ form docu.,anl 

Name of' l~e document "hen slored: 
Document (blink for I li51 of documenU): 

File (blHk for ~ list of .files): 
library: 

Hithin Telt Management: 
Press HELP ~ey 10 disptay ~etp telt. 
Press CFl key to elit. 

IPTFIHL 
lEX TLIBc 

Press Cf2 I:ey to baCk UP to the previous display in a series. 

CF6-Display messages 
File TEXTflLE2.TEXTLlB2 does not elist. Press EtHER to create. 

NOTICE THE MESSAGE. PRESS ENTER TO CREATE 'THE FILE. 

TEXT CREATE TEXT FILE 
Library: TEXTLlB2 

Enler lhe followin~ for the ce'" fi Ie: 
f i lena ~e : ,;.:T E::...;Xc;.;T F--=I.::;L E=-="_.,---__ 
file descr ip t ion: :.:Te:..:a:::"'...:"~Te:..:'.:..,t ..:,'.:..,1:..::1 e _______ _ 

Allow others 10 read .r.d ;:r i nl documenls In lhis fIle 
Allow others 10 change documents in lhls file 

(Y N): Y 
(Y NI: .!i. 

cn - Return Cf4 - Pro •. pt for additIonal command parameters 

.. 

TYPE IN A DESCRIPTION OF YOUR TEXT FILE ON THE LINE PROVIDED. 

SELECT THE SECURITY OPTIONS THAT YOU WANT. 

DO NOT PRESS ENTER! PRESS CF4. 
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,-"r Create Saurce PhYslca I File t CR TSRCPF) Pr amp t H+ , ~ 
Enler the followin,: 

\.. : Source file name: FILE 
Library name: 

Record len,th (13 or r..~,<) : RCCLEII P I" 
Member name, if desirEd! tlBR P 
EXPiratIOn date for me~ber: EXPOATE 
Marir.:u:n nu;.,ber of ~Er,;!:;Ei";: tlAHISRS 
Acces; path type: ACCPTH .':'?R I ""'L 
Access path ma i ntenance: tlAlilT ~!!i!:!~ 
Acces:; path recover'!: RECOVER 'liD 
Force ~eyed access palh: FRCACCPTH .tlO 
Member size: SIZE 

I ni I i a I number of records: 10000 
Increment number of records! 1000---
Max i mum number of increments: ~--Allocate storage (wllO 'YES): ALLOCATE _'llQ.. 

Contiguous storage? COtITIG *110 
Preferred slorage uniI(01-14): UNIT .ANY 
Nbr of reds 10 force a write! FRCRATIO .!!!Q!!L 
l1al file wail in sec:: IIAITFILE IIMllEO 
l1al reeDrd wail in sec! flAITRCD 60 
Share open data palh? SHARE *tlO 

TYPE 144 ON THE LINE NEXT TO RCDLEN (132 + 12 CONTROL CHARACTERS). 

PRESS ENTER. 

Create Source Physical Fi Ie (CRTSRCPF) Promp I 

Max X deleted records allowed: DLTPCT .tlmL 
Public authority PUBAUT 

~L 
Tell'descriplion': TEXT 'TeOlm 2 Telt Management Fi Ie' 

PRESS ENTER AGAIN. 
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'(( 
.' . 

II 3 ·.-1 Step 
I I L-________________ ~J 

To CREATE A DOCUMENT: 

TEAT PRll1ARr MEIIU 

SeleCI one .f Ihe foll.win9: 
I. Creale or revise, docu".nt 
2. 8ro .. ,e a document 
3. Pr, nl a docu •• nt 
4. fill in a fm' docu~~nl 

Option: .L 

Name of the document when stored: 
Docu.ent (blank for a list of documents): 

F,le Ibl",,, for, I,st of files,: 
Libruy: 

IIi Ih' n Tell Management: 
Press kELP key to display help tut. 
Press erl key 10 nit. 

NAHEAOOR 
TEX IF ILE2 
TEXTLl82 

Press CF2 key t. bitk UP to the prevIOus display in a series. 

efa-DISPlay lIIess'9lS 

TYPE 1 IN THE OPTION. 

TYPE NAMEADDR ON THE DOCUMENT NAME LINE. 

PRESS ENTER. 

TEXT 
fmt: I 

Oocumenl: NAMEAOOR Scan: _______ _ 

( ...... 2 ...... J .... C. 4 ...... S ...... a .. R ... 7 
•• ........ 8EGIIlIlItJG ........ .. 

.. ••• .. ··' .. ·010 ... 11 ....... . 

Document 11r.IIEADDR added to I i Ie IEXIFlLE2.IEXTLl82 

• 

..J 
THE LINES DISPLAYED ARE TEMPORARY ONLY. IF SOMETHING IS TYPED ON THEM 
THEY WILL REMAINJ OTHERWISE THEY WILL DISAPPEAR. 
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~' .. ' .. ' 
'-. : 

TEXT 
fmt: 1 

Document: flAI1EADDR 
...... 2 ...... 3 

... ·······EEGlIlIlItIG ......... . 
....... Joseph P. Elast 
....... 9090 ~inchester Circle 
....... Schamtorte. IL 68354 

'''1'"' Johnny Hathi; 
....... 525 Sia 10m Street 
....... Schamtorte, lL 600001 

....... 

·············EHC·· .. · ....... . 

Scan: _________ _ 

.C. 4 '" ... 5 ...... 6 .. R ... 7 

Document IIAtlEADDR added to file TEXTFIlE2. TEXTLlE2. 

TYPE IN THE INFORMATION ABOUT EACH TEAM MEMBER AS SHOWN. 

PRESS, ENTER. PRESS CFl TO EXIT. 

THIS IS THE EXIT MENU. 

TEXT EXIT FROM EDI T 

Elit Editor - Return to Primary Ilenu 
Update doc.ument named below 

Create document named belOW 
Print document without formatting 

Document name: 
file containing document: 
Library conta i ni ng file: 

<Y II) !. 
(y II) Y 

(y III II 
(Y tl) II 

Desc r ; p t ion: flame and Addre;s docL!~,ent-T'?.lr:'l ~ 

Resequence document by line nu,".ber 
- or --

Res2quence document by calc"I~!ir'9 Pl;2/11ne 

(1 Ill: Y 

IY til: II 

TYPE IN A DESCRIPTION OF THE DOCUMENT I~ THE SPACE PROVIDED. 

PRESS ENTER. 

SECTION 7 - 6 
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TEXT PR IrlAQY MENU 

Select one 01 th.'followinq: 
1. Crea te or revi st' a document 
2. Browse a docu",ent 
3. p" nt a document 
4. fill In a forlll docu"'2nt 

Opllon: J.. 

Uame of the document wht'n stored: 
Document (blank lor a list 01 documents): 

fi Ie (bla"k for a (ist of fi les): 
Library: 

Ili thi n Telt Managt'ment: 
Press HELP key to dispUy help tell. 
Pre~s eFt key to elit. 

SUPPLIES 
TEXlFILE2 
TEXTLlE~ 

Press CF2 key 10 baCk UP 10 Ihe previous dispUy in a series. 

Cf6-Dis~ lay messages 

TYPE 1 FOR THE OPTION. 

TYPE SUPPLIES FOR THE NAME OF THE DOCUMEN~ 

MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT . 

. PRESS ENTER. 

SECTION 7 - 7 
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IEXI 1l:1 Docu.ent: SUnpLlES Scan: _______ _ 

rot: 1 ( ...... : ...... 3 .... C. 4 ...... 5 ...... 6 .. R ... 7 
......... ·BEGItUIIllG ......... . 

•···· .. ······ErlO .. ·· .... ·.·., 
Document SUPPLIES added to I i Ie TEXTfILE2.TEXTLlB2. 

To GET A FULL SCREEN OF BLANK LINES O~ WHICH YOU CAN TYPE~ PLACE 
YOUR CURSOR ON THE FIRST LINE AND PREpS THE SPACE BAR~ 

PLACE THE CURSOR ON THE LAST TEMPORARY LINE (BEFORE THE ."END" LINE)~ 

AND PRESS ENTER. 

TEXT H: I Document: SUPPLIES Scan: _______ _ 
Fmt: 1 ( ...... ~ ...... 3 .... C. 4 ...... 5 ...... 6 .. R ... 7 

•• lIu.IIII1"SEGIIHlltJG- II ... ' ... 

0001.00 The Johnson SUPpI~ Co. Ltd. 
0002.00 15006 Nain SIrE2t 
0003.00 Roll i ng Neadows, IL 60008 
0004.00 
oeos.oo DeH Sir, 
0006.00 
0007.00 At the present time, 'Ie are mJI '"1 plans for nell year's supplie:;, In 
0008.00 e".,n,ng our stoc~, 1012 have discovered shortages in the ite",s listed 
0009.00 be low. 
0010.00 
0011.00 Please notily us H ,oon as pos;ible whether you con supply us with 
0012.00 these items in the ~uatities we need. and advise uS when we can elPeel 
00\3.00 del ivery. 
0014.00 
0015.00 Quantity . Itelll 
0016.00 
0017.00 
0018.00 
0019.00 

'''1' f. f'" •• EtIO. If .... Ut. II 

TYPE THE CONTENTS OF THE DOCUMENT ON THE BLANK LINES. 

WHEN MORE LINES ARE NEEDED, USE THE INSERT LINE COMMAND TO INSERT 

ENOUGH LINES TO COMPLETE THE DOCUMENT. 

(You MAY NEED TO ROLL FORWARD TO INSERT MORE LINES.) 

SECTION 7 - 8 
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'C .... 

TExT H:I 
Fait! • " ,',. ~ II. , •• 3 

•• ". fl." I. E~Glta~ ING. 'I. I., ••• 
0001.00 The Johnson Supply Ca. ltd. 
0002.00 15006 MaIn Stre.t 
0003.00 Ro II i ni t:~ado~., IL 60009 
0004.00 
OOOS.CO DeH Sir, 
0006.00 

Scan: ________ _ 

,c. 4 ••••• I 5 • It ••• 6 •• R t •• 7 

0007.00 At tn. pr.sent I,,,,., we ue ", .. ,ng pLans for next year's suppLies. In 
0008.00 elamlning our stack, we have discovered shortage. in the items listed 
0009.00 below. 
0010.00 
0011.00 Please notify us U SDon a PDssible whether you can supply us with 
0012.00 these items In the ,\uinti1les we need, and advise us when we Cin elpect 
0013.00 delivery. 
0014.00 
0015.00 
S 16.00 
0017.00 
0018.00 
0019.00 

Quantity 
10 

Item 

••••• • •• • •••• ENO'·.·.· ••• III. 

To INSERT COLUMNS OF INFORMATIONJ YOU CAN USE THE SKELETON LINE COMMAND. 

FIRST DEFINE THE SKELETON LINE AS INDICATED. 

(REMEMBER TO HAVE THE CURSOR UNDER THE 10 BEFORE PRESSING ENTER.)' 

TEXT H:I Docu,.ent: SUPPLIES 
r,tt: I ...... " ...... 3 

II' t." •••• EEGItmlt:GIf. , •••••• It 
0001.00 The Johnson Supply Ca. Ltd. 
0002.00 15006 Mairr Streel 
0003.00 Ro II i n9 tleadows, IL 60008 
0004.00 
0005.00 De" Sir, 
0006.00 

Scan: ~ _______ _ 

.C. 4 ...... 5 ...... 6 .. R ... 7 

0007.00 At the prnent time, we are ma~in9 plaos far nell year's supplies. In 
OOOS.OO exam,ning lur st;c~, "a have discovered shortages in the items listed 
0009.00 below. 
0010.00 
OOll.OO Please notify uS as soon .s possible whether you can supply us with 
0012.00 these items in Ihe ~uant'lies we need, and advise us when we can expect 
0013.00 delivery. 
0014.00 
0015.00 QUintity Itel 
IS 0.00 10 
0017.00 
0018.00 
0019.00 

" It.'" _ ••• i: •• Et!D'" f.I ....... 

USE THE V'INSERT SKELETON" TO INSERT MORE SKELETON LINES. 
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W: I Document: SUPPLIES Sca n: TEXT 

F~t: ... OO' '" .oo ... 3 .C. 4 oo .... 5 'OO oo. 6 ooR ... 7 
••••• • .... SEGHJIlltIG· .... ••••• 

0001.00 The Johnson Supply Co. Ltd. 
0002.0015006 Main Street 

0003.00 Rolling Heado~s. IL 60009 
OOO~.OO 

COOS.OO Dear Sir, 
0006.00 
0007.00 AI Ihe present tIme. we are ma~.lng plans for next year's supplies. In 
0008.00 elamlnlng our stOCk. we havl! discovered shortages in the items listed 
0009.00 below. 
0010.00 
0011,00 Please nollfy us U loon U pouible whether YOU can supply us wllh 
0012.00 Ihese ilems in the ~uanloties ~e need, and advise us when we can expect 
0013.00 delivery. 
0014.00 
0015.00 
0016.00 
0016.01 

0017 .00 
0018.00 

Quantity 

10 
:20 
10 

Item 

Pencils 
Pens 

FILL IN THE COLUMNS OF INFORMATION. 

(SPACE OVER TO TYPE IN THE SECOND COLUMN OF INFORMATION.) 

TEXT 11:1 DOcu.7,2nl: SL:O'PLIES 
Fot: ...... 2 .oo ... 3 
.000\.00 The Johnson Supply Co. Ltd. 
0002.00 15006 tla i n Slr.21 
0003.00 Rolling Meadows. IL 60003 
0004.00 
0005.00 Dear Sir, 
0006.00 

Scan: ________ _ 

.C. 4 .... oo S ...... 6 .. R ... 7 

0007.00 AI Ihe presenl I,me. we are maKing plans for nelt year's supplies. In 
0008.00 e,amining our stOCk. WI! h~vl! discovered shortage~ in the items listed 
0009.00 below. 
0010.00 
0011.00 Please notify us as soon as pOSSIble "helher you can supply us with 
0012.00 these items in the ~uantilies we need • .od advise us when we can 2xpect 
0013.00 delivery. 
0014.00 
0015.00 
0016.00 
0016.01' 
0016.02 
0016.03 
0016.04 

Quonlity 
10 
20 
30 
40 
50 
10 

I te~ 
Penc i Is 
Pens 
Tab lets 
Era5~r5 

Ink Bottles' 

WHEN YOU ARE FINISHED TYPING IN THE COLUMNS, PRESS ENTER TO GET RID 

OF THE NEXT INSERTED SKELETON LINE. 
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ROLL FORWARD TO THE NEXT SCREEN, 

TEXT Scan: _____ _ 

Ft.t: I ...... ( ...... Z ...... 3 .... C. 4 ...... 5 ...... 6 .. R ... 7 
C 

•

..... On8.00 
.... AIO ····.········ENCIll ...... llfI> •••• 

To CREATE MORE LINES TO TYPE ONJ USE THE COpy LINE COMMAND 
WITH THE NUMBER OF TIMES TO COpy ON THE TARGET LINE COMMAND. 

TEXT II:! DOCU<.2nt: SUPPLIES Scan: _____ _ 
Fmn I ...... ( ...... Z ...... 3 .... C. 4 ...... 5 ...... 6 .. R ... 7 
0017.00 
0018.00 
110 

.1 •••••• ·.···Eun··· .. ········ 

OR" TO INSERT MORE LINES TO TYPE ON J USE THE INSERT LINE COMMAND, '..J 

SECTION 7 - 11 



~;: , . 

TEXT 11:1 O;cuc .• nt: S'JPPLIES Scan: 
F"mt: I ...... ( ...... ::' ...... 3 .... C. 4 ...... 5 ...... 6 .. R ... 7 
0017.00 
0018.00 
0019.00 

'1 "111' .* ... ENOI.I.', tl'l, 1* 

WHEN YOU USE THE INSERT LINE COMMAND J ONLY TEMPORARY LINES ARE GIVEN 

TO YOU. You MUST TYPE SOMETHING ON THE LINES TO MAKE THEM STAY. 

TEXT 
Fmt: 1 
0017.00 
0018.00 
0019.00 

H: 1 D~CU,7< nt: SuPPLIES 
It' ••• ( •• I •• , ~ •• , ••• 3 ••• 

Yours truly, 

C. Brandt 
Project Mana'ler 

II'" f' lUI' .EtlD"'I ••• H. "'I' 

S:an: ~ _____ _ 

.C. 4 ...... 5 ...... 6 .. R ... 7 

TYPE TilE REST OF THE LETTER ON THE NEW LINES AS INDICATED. 

SECTION 7 - 12 
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.~r.~ .. 
"~--:'" 
~- .tj 

. ~ 
V.··.~ ,,--: 

TEXT 11:1 Ooc.:ant: SUPPLIES Scan: ______ _ 
F~t: I ...... ( ...... ~ ., .... 3 .... C. 4 ...... 5 ...... 6 .. R ... 7 
C017.00 
C018.00 
0)19.00 
0020.(,0 Yours; trult. 

CO~2.00 

O~3.0" C •. Erandt 
"V~ •• OO Project MaoiiH 

.............. £f:O •••••••• , •••• 

WHEN YOU PRESS ENTER~TEXT ONLY KEEPS THE LINES WITH INFORMATION ON 
ON THEr1 . 

TEXT 
Fmt: 1 
-15 
0018.00 
0019.00 

H:I Document: SUPPLIES Scan: . 
•••••• ( •••• ,. :! •••••• 3 ••.. C. 4 ••.• ,.5, .. t.t 6 •• R .,. 7 

0020.00 Yours truly, 
0021.00 
0022.00 
0023.00 C. Brandt 
0024.00 Project Manaqer 

,t •• f •• "" I.ENO""'" 1"1" 

To SEE 15 LINES OF THE PREVIOUS SCREEN~ USE THE -15 LINE COMMAND, 
(you CAN REPLACE THE 15 WITH ANY NUMBER,) 
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Doc U~,E n t: S'JPPllES Scan: __________________ ___ 

\,. 2 •. 1 ••• 3 .C.4 ••• 5 •••••. 6 •• R ••• 

,00 At the present ti:::e • • e are makin~ plans for nelt year's supplies. In 
our st=;:~, .e have discovered shortages in the items listed 

0011.00 Plelse notify us.s soon as possible whether YQU can supply us with 
OOle.OO these items in Ihe ~uanlllies we need, and advise us when we can e.peet 
0013.00 delivery. 
0014.00 
0015.00 Ouant i ty Item 

0016.00 10 Penc i Is 
0016.01 20 Pens 
0016.02 30 Tab lets 

0016.03 40 Er as"rs 
0016.04 50 Ink eo" les 
0017,00 

tru Iy, 

Now} MORE OF THE DOCUMENT CAN BE SEEN. 

TEXT 
ht: 
('006.00 

11:1 DO(I,;.7.2nt: S!..:PPLl£S , 
t, ... ... ... 3 

Scan: ____________________ __ 

.C. 4 ... 5 '" ... 6 .. R ... 

C:07.C') At the present tic,e ••• are ma':rng plans (or ne.t year's SUPplies. In 
00)8.00 elamlnlng our st:n:, .e hav2 discovered shortac;es in Ihe items lIsted 
0·~)9.00 below. 
("il0.~1 

0011.00 Please notIfy us a; soc' a:; po;3Ible w'.\f,er lOU can supply US with 
001e.00 these items in Ihe ~u.nlllies we need, and adVise us when we c;an E1Peet 
0013.00 del ivery. 
0014.00 
0015.00 
0016.00 
0016.01 
0016.02 
0016.03 
0016.04 
0017.00 
o 
0019.00 
0020.00 Yours truly, 

0021.00 
0022.00 

Cuanlily 
10 

30 
40 
50 

Item 
Penc;ils 
Pen; 
Tab lets 
Er asers 

Ink 80'-t les 

THE DELETE LINE COMMAND CAN BE USED TO DELETE EXTRA LINES. 

SECTION 7 14 
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.~ ". 
Ii'- -" 
I.' -al 

"C ....... -" .... :: 
~ .... 

TOT 
f"'t: 
0006.00 

Docu.t.nt: SuPPLIES 5CH: 
It' ~ ••• • II 3 .c. ~ ... 5 ..... , 6 .. R ... 7 

0007.0J AI the presenl li< .•• we HI! mal<ln1 plans for next year's supplies. In 
ov08.01) eld~lnln~ our stoCk. ~e have discovered shortages 1ft the Items listed 
0009.00 below. 
0010.00 
0011.00 Pl~lie notdy Uli .i ;o~n i> pOi5ible \oI~.e:her YOU can supply us with 
0011.00 thes2 Items in Ihe ~uHtlties ~e need, and advise us when we can ~xpeci 
01)13.00 dQIIVHY. 
0014.00 
RRS 
0016.00 
0016.01 
0016.02 
0016.03 
RR 
0017.00 
0019.00 
0020.00 Yours Iruly. 
0021.00 
00~2 .00 
0023.00 C. Brandt 

Cuantity 
10 
20 
30 
40 
50 

Item 
Perc liS 
PH. 
Tab lets 
Era;ers 
InK Boltle. 

To SHIFT 
SHIFT 

INFORMATION ON A 
LEFT OR SHIFT RIGHT 

LINEJ OR A BLOCK OF 
LINE COMMANDS. 

Docu~i1nt: SUPPLIES Sea n: 
,,, 2 •. t '1' 3 .C. 4 .. , 5 ...... 6 .. R ... 7 

0006.00 
0007.00 At the present time. we are maKIng Plans for next year's supplies. In 
0008.00 examining our stoc~, we have d,scovered shortages ,n the items l .. ted 
0009.00 below. 
0010.00 
0011.00 Please notify u; as ;oon .5 pOSSible whether you can SUPPly US with 
0012.00 these items ,n the ~uantities we nee~, and advise us when we can expect 
COI3.CO del,ver,. 
O~14.00 

0015.00 
0016.0:> 
:117 
0016.02 
0016.03 
0016.04 
0017.00 
0019.00 
0020.00 Yours truly. 
0021.00 
00:12.00 
0023.00 C. Brandt 

Cuant i ty 
10 
:0 
30 
40 
50 

Item 
Pencils 
P~n; 

rab lets 
Er .;ers 
Ink Eolt les 

USE THE 

THE WINDOW LINE COMMAND WILL ALLOW YOU TO VIEW BEYOND COLUMN 72. 
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TEXT 

Fmt: I 
0006.00 

Ii: 17 

" .. ... 
Ooe~~,cnt: S~PPLlES Sea n: 

... 3 ... ' .C. 4' ...... ...... 6 .. R ... 

C007.00 im2, we are ma~ln9 plar.; for nett year's supplies. In 

, 0008.00 on. we have dl;eovE;ed ;hoftages in the ite"s listed 

0009.00 
COIO.CO 
00ll.~il as soon as possible ~hether you ean supply us with 

OOI~.OO he ~uant I ties we need, and adVise us when we can e,peet 

0013.00 
0014.00 
0015.00 Quantity Item 

0016,00 10 Pene i IS 
0016.01 20 Pens 

0016.02 30 Tab lets 

0016.03 40 Ef a;ers 

0016.04 SO InK Bottles 
0017.00 
0019.00 
0020.00 
0021.00 
0022000 
0023.00 

... 8 ..... 

NOvl, YOU ARE VIEWING COLUMNS 17 THROUGH 87, INSTEAD OF 1 THROUGH 72. 

TEXT 11:17 Doeu~er.t: SUPPLIES Scan: 
Fnt: I 2 ...... 3 .... C.4 5 ...... 6 .. R ... 7 ...... 8 .... , 
C006.00 
0007.00 ime. ~e afe maKing pl.n; for nelt year's supplies. In 

00')8.00 oe~, we have diSCOVErEd shortages in the item; listed 
0'009.00 
0010.0) 
OC11.00 as soon a; PO;iibt~ :";~cther you can su/:plj' us with 
0012.00 he quantities we need, and advise us when lie can e.peet 
0013.00 
0014.00 
0015.00 Quantity Item 

0016.00 10 Pene i Is 
0016.01 20 Pen; 
HI 30 Tab lets 
0016.03 ~O Era5ers 
0016.04 50 InK Bott les 
0017.00 
0019.00 
00:0.00 
00:? 1. 01) 
0022,00 
0023.00 

To GET BACK TO COLUMN IJ USE THE INDICATED COMMAND. 

PRESS CFl TO EXIT. 
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6l!i 

~~-. 
.. . TEX T EX IT fROIl EOI T 

Exit Editor - Return to Primuy Ilenu 

UpJlte document ni~~d b;;:c~ 

Create docu .. ent r.iAl~~ t~ID~ 

Print docu •.• nt without formattln9 

Document name: 
Fi le containing dOCU,-:1£lilt: 

Library contalnlnq file: 

Description: Supply document - Team 2 

Resequence doc ument by Ii ne number 

-- or -

(y til: Y 

(y Ill: Y 
(Y 1Il:.~ 
(Y til: II 

Re;equence document by calculatin9 page/line 

!Y N): Y 

<Y til: II 

MOST OF THE TIMEJ YOU WILL NOT NEED TO CHANGE THE TOP FOUR OPTIONS. 

'. ~ 

FILL IN THE DOCUMENT DESCRIPTION AND PRESS ENTERJ TO RETURN TO THE 

PRIMARY MENU. 
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-..~ 
i-- Step 5:-1 

I L ___ _ __ ~~ _ __1 

TYPE 1 FOR THE OPTION, 

TEXT 

Select ooe of Ihe fOllo~iq: 

1. Crea te or rev i se a document 
:,?, 9rot·;;e a docurr,::'nt 
3. p, I nl a docue,ent 

4. Fill In a form document 

0;> I Ion: I 

tl';r.'.e of H.2' docu::\e"t \I,;~.en stored! 
DJCumenl (bI3M: for a 11:;1 of documents): 

File (bla",: for. IISI of files): 
Library: 

Ullhin Tell 11an.gemenl: 

Pre;:; HELP ley to dl;Pla)' f,elP tell. 

PrE'55 CFl H?y to elit. 

SUPPl [ES 

_~~~F[LE~ 
TEXTLl9~ 

P(e~; CF2 ~ey to bao: lOp to the previous display in a series. 

CF6-0ISpl.y mes<;.ge<; 

TYPE SUPPLIES FOR THE DOCUMENT NAME, 

{\ 
I 

(THE FILE SHOULD BE TEXTFILE2 AND THE LIBRARY SHOULD BE TEXTLIB2,) 

n~ 
pil11 
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SECTION 7 - 18 



6lS 
~ ... 
~ .. 

, . 
T;:XT U: 1 Docur-ent: SUPPLIES 

Fm.t: (...... • ••• I. 2 •••••• 3 
11 tf ... t.t"EEGlwJl~:G ...... tt ... 
00;)1.00 Tho Johnson SUPPly Co. Ltd. 
OC02.00 1~006 Mlln Street 
Oil03.00 Ro II, n9 Ne.do"', IL ~oooa 

O~C~.OO 

O~05.oJ Dur S,r, 
CO~6. OJ 

Se.n: 
C .. 4 ...... 5 ... 6 ...... 7 

0;17.0 "'t tho pre"nt t':.i, •• He .... 'n9 pl.ns for nell year's supplies. In 
CO,Ja.O\) f'UlIlnln9 our staClI:, .... h.ve disCDVere.3 shQrtages in the Items listed 

(,009 .O~ below. 
OOIO.¢O 
0011.(,0 Pie". notify- uS a sun u poss,ble whether you can supply us with 
0012.00 then ,te,ns ,n the \u .. tit, •• we need, and adv'lii U5 when Wi con .'pect 
0013.00 delivery. 
0014.00 

0015.00 Quantity Item 
0016.00 10 Penc i 15 
0017.00 20 Pens 
0018.00 30 Tablets 
0019.00 40 Erasers 
0020.00 50 In. Bottles 

INSERT 3 LINES SO THE DATE CAN BE ADDED TO THE DOCUMENT. 

TEXT U:J Doc •. ",nl: SUPPLIES 
Fmt: ( ............ 2 ...... 3 

f ttl ••• It •• 6EGU:t:1I:S' •• t II •••• 

OOOl.Oil The Johnson Su~Ply Ce. Ltd. 
CCC2.00 15006 111,n Stre.t 
O~03.00 Roll,r.g Meadous, IL ~~'~Og 

NO';. VO 
0005.00 Dear 5", 
000~.OO 

Sca n: __ ;:-__ --; ___ -:;-
C •• 4 .1.S •• , ••• 6'"I"'~ 

.da te 

0007.0' HI 'he present ":.2, wi! ire ma.ing plans for nell year's supplies. In 
OC'JB.CO el.,,,n,n9 our SIOC~, we have discovered shortages in the ,tems listed 
0009.00 be low. 
0010.00 
0011.00 Please notify us a5 soon '.5 possible \.Jhether you can supply us with 

0012.00 these ,tems In :"2 ~u.~tlties we need, and advise us when we can elpect 
0013.00 del,very. 
0014.00 
0015.00 
0016.00 
0017.CO 

Qu.nlily 
10 
20 

I telll 
Pencils 
Pens 

3 TEMPORARY LINES ARE ADDED) YOU MUST TYPE EITHER A BLANK SPACE OR 
SENTENCE OR WORD TO KEEP THOSE LINES. 
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TYPE MR, THOMPSON RIGHT OVER THE TOP OF SIR, 

TEO 11:1 DOCC,7,2r.:: S~~PLlES Scan: 
Fot: I ( ...... I ...... :t ...... 3 ... C .. 4 ...... 5 ...... 6 ...... 7 

000;).01 
000;).02 
00)0.03 

t '" .t.tl.6EGItHnt~G."u tf "1 

COv\.C0 ihe JOhnson Suppl,. 
00,):.00 150010 Hai n Str~<t 
OCC3.'~O Rollin} rl<adowi. IL 
o OJ •• ,,0 
0005.00 Dear Mr. Thompson, 
OOc~.OO 

,da te 

'00'7.00 At tll@ presllnt tl~" ~i HI! "'a~in~ plan. 'or next year's supplies, In 
000a.OO e'amlnln~ our ;tot<, we have diSCOvered shartages ,n the items listed 
0009.00 below. 
0010.00 
0011.00 Please notify uS as soon as POSSible whether YOU can ·supply us with the 

0012.00 these, tems in the ~uant i t ,es we need , and adv,se us when we can 
0013.00 elpect delivery. 
OOH.OO 
0015.00 
0'll6.00 
0017.00 

auant i ty 
10 
20 

I telll 
Penci IS 
Pens 

To ADD THE WORDS "THE FOLLOWING", YOU WILL HAVE TO MODIFY THE SECOND 
AND THIRD LINES OF THAT PARAGRAPH. 

START BY MOVING THE WORD "EXPECT" TO THE THIRD LINE TO MAKE ROOM ON 
THE SECOND LINE FOR "FOLLOWING", 
(ADD THE WORD "THE" ON THE END OF THE FIRST LINE,) 

TEXT H:I Docu<,,,nt: S~PPLlES Scan: 
rmt: 1 ( ••• till .t. t •• 2 ••• ,.13·'"1 C •• 4 ••• 5 •••• ,.6 tt •• 1,7 

0000.01 
0000.02 
0000.03 

1.1 .... I •• EEGIt!HUJGIt t. t Iltll' 

0001.00 ihe Johnson Suppl)' Co. Ltd. 
000:2.00 15006 tlain Street 
0003.00 Roll,ng M~ado,,;. IL 60008 
ON~.OO 

0005.00 near Mr. Thompson, 
OOO~.OO 

.date 

0007.vO At the present 11,':':2, ~e are m~1(iT1g plans for -r.E'lt year's suppt'ies. In 
O')~9.00 el,Jllunlnq our S.tO(K, we have ~Iscover£ld shorUqes in the items listed 
0009.00 belo~. 
0010,00 
(>011.00 Pt •• se notily us IS soon as possible whelher YOU can sUPPI'y us with the 
0012.00 folio Items In t!o\p qllanl..ties we need. dnd adVise us when we (an 
0013.00 ~IP<ct d~llvery. 

au~ntity 

10 
Item 
Pe 'C i Is 

•
,.,. •.... 1 

.' ' ) , 20 Pens 

'--~-----------------------------------------------

START TYPING THE WORD "FOLLOWING" RIGHT OVER THE TOP 
WHEN YOU HAVE TYPED "FOLlO", YOU MUST STOP AND PRESS 
ON YOUR KEYBOARD, 
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10' '111 

CONTINUE TYPING THE REST OF THE WORD AND PRESS THE ERROR RESET KEY 
ON YOUR KEYBOARD TO TAKE YOU OUT OF HINSERT MODE H, 

TExT W: I ODeu~2nt: ~~PPLIES Se. n: 
Fmt: I C ..... •••••• 2 •••••• J ••• C •• 4 ...... 5 ...... 6 ...... 7 

0000.01 
0000.02 
0000.03 

• If ••• It •• 6EG Itu~lljG •••••• I.', 

oeOI.CO Th, Johnson Supply Co, Ltd, 
0002.C~ 15~06 IIi I n Strfet 
OS3.00 Roiling tI2.do~;, lL ,,0009 

~OjS.vO D2lf Mr. Th,..pson, 
CO)o.OO 

.da te 

0';1)7.,)0 At Ihe presenl 11:,2, "e ore •• ¥.ing pl.n. for cext year's supplies. In 
ooca.co e .. .,nlng our stoe~, .e have dIScovered shortages In the Ilems listed 
0009.00 below. 
0010.00 
0011.00 Please nollfy us as soon.s possible ~helher you can supplY us with the 
0012.00 lollo\.llng Ilems in Ihe ~uanlilies we need, and adVise uS "hen we can 
C013.00 expect delivery. 
C 
A 
0016.00 
0017.00 

Ouantity 
10 
20 

Ilem 
Pe nc I Is 
Pens 

To ADD THE BLANK LINE AFTER THE COLUMNS HEADINGS, USE THE COpy AND ~ 
AFTER LINE COMMANDS, 

TEXT 11:1 Oo"u~ent: SuPPLIES Scan: 
Fmt: 1 (.t. ••• .1 •••• 2 tt •••• J ••• Ct. 4 .0, ••• 5 I ••• t. 6 .,. 1.17 

0000.01 
0000.02 
0000.03 

I ...... '.1 BEG lru:lt:G. II II ..... 

0~01.C0 The Johnson :;uPPly Cc. ltd. 
0002.00 15006 Main Streel 
0~03.00 Ro II i ng Hea~ow;, IL 60008 
0004.00 
OOOS.CO Dear Mr. TholllPson, 
0006.00 

.dale 

C~07.CO AI the pres~nt II:.~, ,.~ He maKing Plas for nexl yelr's supplies. In 
0008.00 elO",nlng O"r sloc" we have discovered shortages In the ilems lisled 
0009.00 below. 
O~IO.OO 

0,,\1.00 Please notify uS as soon as POSSible ~helker YOU can supply us wilh Ihe 
0012.00 follOWing ilems In the quanlilies we need, and .dvlse uS when we can 
0013.00 e.pecl delivery. 
0014.00 
0015.00 Quanllty Ilem 
0015.01 
110 10 PenCils 

To SEE THE NEXT 10 LINES OF YOUR DOCUMENT, USE THE +10 LINE COMMAND, 
(ANY NUMBER CAN BE USED AFTER THE +,) 
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TEXT II: I Doce".?n:: S~?PLlES Sca n: 
Fmt: (...... • ..... 2 .. , ... 3 C .. 4 ...... 5 ...... 6 ...... 7 
00)7.00 At the present II ',e. we are mating plan; for nell year's supplies. In 
00C8.0~ eI.~lnlng our ;t"'~' .2 have discovered shortages In the oIems Ilst.~ 

0000;.00 below. 
0010.0,) 
001l.CO Please notify us as soon as possible'whether you can Supply uS with the 
0011.00 10110w""g Items In t"e ~uantities we need, and advise uS when we can 
0013.00 e'pect deliver),. 
0014.00 
e015.00 
0015.01 
OOlo.OJ 
0017.00 
0018.00 
0019.00 
002v.00 

OO~I.OO 

0021.00 
0023.00 Yours truly, 
0024.00 
0025.00 

Oua nli ty 

10 
20 
30 
40 
50 
65 

Penc i Is 
Pens 
Tab lets 
Erasers 
In. 80" les, 
Rulers 

Now YOU CAN SEE THE ENTIRE COLUMN OF INFORMATION. 

INSERT THE INDICATED ITEM USING THE INSERT LINE COMMAND. 

• : '-i'ic,e 

TEXT H!I 00c""2nt: 5~PPLIES Sca n: 
Fmt: (...... .. .... 2 ...... 3 C .. 4 ... : .. 5 ...... 6 ...... 7 
(10:;7.(0 At tf,e present tlc.e. ". are ma.in, plans for ne,t year's supplies. In 
0008.00 ",.minong our ;Icc,:. ,,? have dIscovered' shortages in the items listed 
0009.00 below. 
0010.00 
0011.00 Please notify us as s"n as possible whether yau can supply us with the 
OOI~.OO lollo.;ng ilems in the ~uantilies we need, and advise us when we can 
0013.0~ expect dellveq'. 
OOI~.OO 

0015.00 Quantity It em 
0015.01 
0016.00 10 PenCIls 
0017.00 20 Ppns 

0018.00 30 Tablets 
0019.00 40 Erasers 
0010.00 50 In. 80tlle • 
0020.01 65 Ru lers 

0021. 00 
0022.00 
0023.00 Yours tru ly, 
0024.00 

PRESS ENTER TO GET RID OF THE EXTRA TEMPORARY LINE. 

PRESS CFl TO EXIT. 
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TEXT EX IT FROM EDIT 

E.it Editor - Rllturn to PflmHY Menu 
Upd~te dec.',ent n.',ed belO~ 
Create docu'.en! na.ed below 
PrInt docu .. enl ",,,hou! fcr:oalling 

Document n~)!T12: 

IY m: y 
(Y lll:Y 
(Y II):H 
(Y Ill: II 

SUPPL TES 
File containing docu~ent: 
Library containing file: 

TEXT, ILE~ 
TEX!~~~ __ 

Destr Ipt Ion: 

Rei.~uenci document by II r,1 number 
-- or -

Rese~uence document by calCu lot I n, page/i i ne 

You WILL NOT NEED TO CHANGE THIS SCREEN, 

(Y N):.!. 

(Y N): II 

ALL OPTIONS ARE AUTOMATICALLY SET FOR YOU, 
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'-.. 

Step 6: I 
PRW~Rr ~nlU 

Select one of the foIl",,";: 
t. Crel te Dr rev,se a docu~ent 

3. Pr, nt a jocij~.nt 
4. Foll ,n a form document 

flame of If.e document "'hen stored: 
Docu:r.2nt (btar,~' for a list of documents)! 

Fote Iblan~; for a list of files): 
L,brary : 

~Iith,n Te.t Ilana~ement: 
Pre;'i ~tLP 'ey to d,s~lay help telt. 
Pre:; crl .ey to ellt. 

IlAHEAODR 
TEXTFILE2 
TEXIU82 

Pre:; CF2 'ey to baCK U? to the previous diSPlay in a seroes. 

To REVISE A DOCUMENT~ TYPE 1 FOR THE OPTION, 

TYPE NAMEADDR FOR THE DOCUMENT NAME, 

(MAKE SURE THE FILE IS TEXTFILE2 AND THE LIBRARY IS TEXTLIB2,) 

r EXT H:I Docuoent: f:~I~E~DOR 
Fmt: 1 •••••• ( ••••• I ~ ., •••• 3 ••• 

. • .... f., ... EEC II ~~!lt~G.,t., It , •• 
0001.00 Jo;,,,h P. 81a;t 
0002.09090 III nche;ter C,rc Ie 

"''''IM .. I (,}.~j SCf.;.T.tortE. lL te354 
C : •. : j 
l)j~·51(? j('!'ln;)i 11,1"'5 
0'):'6.')') 5:5 SI31c.n Strtot 
0(,,07.00 SC~l,lItortE, IL t.'J';O,)l 

II············EQO············· 

Sca n: 
.e," 4 • It • "' 5 I" ••• 6 •• R ••• 7 

To INSERT A LINE~ USE THE INSERT LINE COMMAND, 
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" J 

\(. 

TEXT 
Fmt: 

11:1 
•••••• ::! ••• "" l 

II •• , ••• 1. 6EGiHHIt!GI 1"1 ..... 

0001.00 JO>EPO P. BUst 
0002.00 9090 HI ncoester Cire le 
COOl.OO 5:hatorte. lL ~e;~4 
0003.01 Mr. 
0004.00 
GO~5.GO Johnny Mathis 
0006.005:5 Slalo,," Str.et 
0007.00 Seh.mtGrte, IL 600001 

Hr. 
fl. ""1' ft •• EtlO. It t. t f ••••• ' 

Scan: 
.C.4 ...... 5 ...... 6 .. R ... 7 

TYPE IN THE TITLE ON THE TEMPORARY LINES. 

TEXT 
Fmt: 1 

Doeur-en:: IIAHEAODR 
..... , : ...... 3 

......... ,EEGU:UIrlSIf •• I ..... 
COOI.CO JOSEph P. Blast 
0002.009090 Hlnchesler Circle 
C003.0? Sehamtor te. IL 6!B5~ 
0003.01 Mr. 
0004.00 
0005.00 Johnnl Mathis 
C006.00 525 Slalo" StrEet 
0007.CO Sch,mlorte. lL 600001 
0008.00 tlr. 

··········'.,·EtlO.· ...... ~ ... . 

Sca n: 
.C. 4 ...... 5 ." ". 6 .. R ... 7 

,PReSS ENTER AGAIN TO GET RID OF THE EXTRA TEMPORARY LINE. 

PRESS CFl TO EXIT. 
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TEXT EXIT FROll EDIT 

Ellt Editor - Return :c P7i~.ry Menu 
Updlte document nl"ed <2Io~ 
Crolt! document nam.d below 
Print document without Icr,~,.ttin9 

DO':\,j:~,2nt n,;;:,;C': . 

File containing dOC"C,2nt: 
library containin~ lile: 

D~;crip'ion: 

Re5e~uence document by I i no nu<,ber 
-- or --

(YII):Y. 
CY III: T j 
fY II): II ":. , 

n Ill: II . 

r::XTF ILE~ 
lUlL IE~ 

(y N):.r. 

Resequence document by ca Iculat i ng pagel I i ne (y til: N 

You WILL NOT NEED TO CHANGE THIS SCREEN. 

ALL OPTIONS ARE AUTOMATICALLY SET FOR YOU, 
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~"-. i . _,'_' . ,-',-~: 

,,--_S_t_e_p __ 7_:---,1 

TEXT PR HI~R r MENU 

Selecl oni! of Ihe fOllc~ln~: 

1. Creale or revise a documenl 
2. erow.e a docu"~nl 
3. p" nl a docu,",ent 
4. Fill In a form document 

Op Ii 0 n: ...!. 

tlame of H.e docu,~enl ~h.n ;t~red: 
Docu,rent (blank for a list of documents): 

Fi le (blank for a list of fi les): 
Library: 

Hithin Tell Manaqement: 
Press HELP'~ey to display help lell. 
Press en ~ey to elil. 

TEXTFILE2 
TEXTLl8~ 

Pre;s CF2 key to baCk UP 10 Ihe previous display in a series. 

CF6-Display messages 

To PRINT THE DOCUMENTS IN YOUR FILEJ TYPE IN OPTION I. 

BLANK OUT THE DOCUMENT NAME. 

MAKE SURE THE FILE AND LIBRARY ARE CORRECT. 
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TEXT OOC~t:EtH Ll S T 
Fi Ie: TEXTFILE2 Libr.r'y: TEXTLlB2 
Enter ne", dOCU.2nt n.r.,£ or ;el£::1 docu',2nl from t isl betow: 
Search descrIption: 
Search fro~ created dale: 00/00/00 To trealed dale: 

OPT OOCUtlDH DESCRIPTIOlI 
tlAttEAOCR 
SUPPLIES 

~Jame a;".:! A.:!':rl?;; dacu:':',en1-Team 2 
Supp Iy docu,.n! - T.am 2 

Oln3i84 

CPEATED 
01120/84 
01/20/84 

I-Setect docuoenl a-COpy to new document 9-Remove document CFlb-Print tist 

PRESS CF16 TO LIST THE DOCUBENTS, 

TEXT DOCU~EtH LIST 
Fi I,: TEXTFILE2 Library: TEXTUS" 
Enler new decument name ~r select dceument from list below: 
S~drch description: 
Search from created dale: OO/OO/CO To creat~d dale: 
Locate docuo,enl nae,e bE,innir.q With: 

OFT DOCUIlEIH DESCRIPTIOII 
fl;'IIEACOR 
SUPPLIES 

tJame an.;! A~~re;s docur.lent-Team 2 
Supp ty docucQnt - Team 2 

011:'3184 

CREATED 
01/:'0/84 
01/20/84 

I-S.lecl docUM.t a-Copy to now docum •• t 9-Remov. docum.nt CFl6-Print tlst 
Frlnt cOr.',jJteIP, 

PRESS CFl TO EXIT, 
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615 
.~( 
.~ 

YOUR LIST SHOULD LOOK SIMILAR TO THIS. 

TEXT MANAGEMENT DOCUtlENT LI ST 
Fi le: TEXTFILE~.TEXTLIB2 

DOCUMENT 
NAMEADDR 
SUPPLIES 

DESCRIPTION 
Name and Address document-Team ~ 

Supply docu~ent - Team ~ 
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C ""J l L 1'"1''' 'T' ("'\ ~\I ('''' 'M-' L __.... ..I.. ~ .. " I . ...:) EXEHCISE 

Step 2: 

To REVISE THE DOCUMENT SUPPLIES J TYPE 1 FOR THE OPTION. 

TEXT PRHIARY tlEIIU 

S91~ct o'~ 01 t~~ /ollo:.li,,: 
1. Crf!8'e- or r@vISt' , daculflent 
2. Ero .... ;e.1 docu~C?n' 
3. Pr j nt a document 
4. Fill In a form docu'.ent 

Opt ion: ..!., 

Ilame of Ihe d,cu."enl ~h~n stored: 
Docu'ent (blaw for a list of docu·'ents)! 

File (hlao'. for a lisl 01 files): 
Library: 

flithin Te,I !1ana,eTenl: 
Pre;; ~ElP ley 10 display hel~ texl. 
Press CFI ley I. etll. 

SUPPLIES 
TEXfFILE2 
TEXTUE2 

Press CF2 ~ey I. bac~ U~ I. Ihe preVIous di:;play In. serle:;. 

CFb-Display messa,es 

TYPE SUPPLIES FOR THE DOCUMENT NAME. 

~AKE SURE.THAT THE FILE AND LIBRARY ARE CORRECT. 
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'&:(~,' ~"" 

j, .. 

~ \(' ,,~.: 
~:.-

TEXT H:J Doc.",ent: SUPPLIES Scan: 
f'mt: 1 ( ...... 1 .. , ... 2 ...... 3 ... C .. 4 ...... 5 ...... 6 ...... 7 

..... It.tI ~EG lIitllt:G ••• tI.II •• 
000\.00 
0002.00 
00)3.00 
0004.00 Tha Johnson Supply Co. Ltd. 
0005.00 15006 lI.in Street 
0006.00 Roll. og Headows, IL 60008 
0007.00 
0008.000e .. t1r. Thompson, 
0009,00 
OOIO.C~ AI Ihi! present I.~,,,. ~i He mly.iq plHi for rell yeu's supplies. In ft'II"I'"!'1m!! • 

•

• , .'.; ezam.nin9 our stoc~, we h~Vi d.scovered short.,es .n the l1ems listed 
I " , below. 
~"" ) 

" ',0 Please notify uS as soon as possible whether yOU can supply uS with the 
' ,IlI5.CO followin9 ilems tn Ihe ,uanlities we need, .nd advise us when we con 

0016.00 elpect delivery. 
0017.00 
0018.00 
0019.00 
0020.00 

Quantity 

10 

Item 

Penc i Is 

. I 

THE FIRST STEP TO PUTTING UNADJUSTABLE TEXT INTO PARAGRAPH FORMATS~ 

IS TO CREATE A PARAGRAPH FORMAT THAT LOOKS EXACTLY LIKE THE UNADJUSTABLE 
TEXT. 

PRESS CF17 TO CREATE A PARAGRAPH FORMAT. 

TEXT PARAGRAPH FORHAT OPT 10115 

PARAGRAPH -'- - MARGltlS - - - PARAGRAPH BLAtiK LitlE 
FORIIAT ~LlGtl ItICEIlTATIOtl EEFOP.E 

10 LEFT RIGHT RIGHT SPACES PARAGRhPH 
(Y III () In 

-1 _1 ...J.l !! _0 .!. 

Any changes made on th.s display will cause the paragraphs in the 
document to be ad}u;teJ using the new defin.t.on. 

en-Paragraph Format E.tended OptlOn5 

THE Lr:FT MARGIN IS 1. 
THE RIGHT MARGIN IS 72. 

WE AR[ NOT RIGHT ALIGNING~ INDENTING~ AND WE DO WANTA BLANK LINE. 
(WHE~ YOU ARE NOT INDENTING A PARAGRAPH~ YOU MUST SPECIFY nyn FOR 
A BLANK LINE BEFORE THE PARAGRAPH.) 
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TEXT Il: I Ooeu".ent: SUPPLIES 
Fmt: I ( ...... ...... ~ ...... 3 

• •••• .... ·BEGIIIIIlIJG· .... •• ••• 
0001. CO 
0002.00 
0003.00 
0004.00 The Johnson Su.ply Co. Ltd. 
0005.00 15006 llaon Street 
0006.00 Rolling Ileadows, IL 60008 
0007.00 
00')8.00 DeH Mr. If,ompson, 
0009.00 

Sea n: 
C •• 4 •••• " 5 .,. I •• 6 , •• , •• 7 

Ida te 

0010 I At the present tlr::~, we are m3~ing plan:; for nell year's supplies. In 
0011.00 lumlning our &tocr., 1111 hI V!! discovered shortages in the items listed 
0012.00 below. 
0013.00 
PI Please notify us as soon as possible whether you can supply us with the 
0015.00 following items in the ~uantities \oJe need, ad advise us when we can 
0016.00 expect delivery. 
0017.00 
0018.00 
0019.00 
0020.00 

Duantity 

10 

Item 

Penc i Is 

To PUT UNADJUSTABLE TEXT INTO THE PARAGRAPH MODEJ USE THE LINE COMMAND 
"PX U WITH THE X REPRESENTING THE PARAGRAPH FORMAT DESIRED. 

PRESS ENTER. 

TEXT H:l Docuc.en!: SUPPLIES 
rmt: (. ..... 1 ...... 2 ...... 3 

•• "".uII1I8EGlwHtJGIH., 'Uf. 
ooo\. 00 
OC02.00 
0003.00 
0004.00 The John:;on Supply Co. Ltd. 
0005.(,0 15006 Na i n Streel 
0006.00 Ro III ng Meadow;, IL 60008 
0007.00 

00 Dear Mr. Thompson, 
00 

Sea n: 
C .. 4 ...... 5 ...... 6 ...... 7 

.da t e 

\l:e are ma~inq Pldn:; fOT nett rear's supplies. In 
aur stOCI<, we nave discovered shortages in the items Listed 

(·014 I Ple.se notify uS as soon as possible whelher you can supply us with the 
.00 following itellls in the ~u.nlities we ~eed, and adVise U5 when we can 

~rli~~'rf16.00 expect delivery, 
017.00 

Ouant i ty lIe", 

10 Pencils 

THE LEFT MARGIN. 
,1 •. ,1 

NOTICE BOTH PARAGRAPHS NOW HAVE A HIGHLIGHTED "IU AT 

THIS MEANS THE PARAGRAPH IS IN PARAGRAPH FORMAT I. r-;~ 
r· 
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TEXT P~RhGR~PH FORMAl OPIlOIIS 

PARAGRAPH - - - MARGH!S -' - - FARAGP.AFH ELAIIr. LlIIE 
FORltAT ~cIGII ItiCE/ITATIO~1 BEFOP.E 

10 LEFT RIGHT RICHT SPACES PAf'AGRHPH 
(Y Iii I Y II i 

1 12 .E. II _0 .!.. •. :'~.-'-
'. ~-

;i:\!'. _ 

- -

Any changes made on this display ~ill cause the paragraphs in the 
document to be adjusted using the new definition. 

Cn-Paragraph Farma t E. tended OPt i ens 

To CHANGE THE MARGINS TO 12 AND 68, USE CFI7. 

TEXT 
f'mt: 

0001.00 
0002.00 
0003.00 

11:1 Doc .;r.e n t: S~PPL1 ES 
( ..... ~ ...... 3 

.......... SEGIIUHr:G·.········ 

0004.00 The Johnson SuP" 1;- Ce. Ud. 
0005.00 15006 Main Street 
0006.00 Rol \I n9 Meadows, IL 6CCOS 
0007.00 
0008.00 Dear Hr. Thompson, 
0009.00 

5:.; n: 
.. , C .. , ... 5 ...... 6 .. , .. i 7 

.da te 

0010 1 
0011.00 
0012.00 
0013.00 

At the: j:r~s2;,\! ti:.el ~;e or2 r.:.i"ln~ ~lons for nl2d rear's 

suPPlle;. In E"(amlnlrd~ our stcc:t, we ha\le dlscoveled 

Shortages In the iteIT.s lISted belew. 

0014 1 
0015:00 
0016.00 
0017.00 
0018.00 
0019.00 

Please nctify us as seon as Pos51ble whether yau can 
suppl,. U5 ""tf. t~,e fellewln, In t~e ,.anillies 
we need, ind aduis. U5 when we can elpect delluerr. 

O._nlily I I e~ 

WHEN YOU RETURN TO THE EDIT SCREEN, NOTICE THAT YOUR MARGINS HAVE 

BEEN CHANGED. 

PRESS CFl TO EXIT. 
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TEXT EXIT ,ROM EDIT 

Elit Editor - Return to Pri~ary Henu 
Updi til documllnt namld billow 
ern" dotum,nt nued bolow 
Print document Without lormattin9 

Doc: ume nt name: 
File containing docu,er,t: 
Library containing lile: 

Description: 

Rese~uence document by line nu:,ber 
- or --

(y til: y 

(Y ~/): y 

(Y 10: II 
(Y Ill: N 

SUPPLIES 
~~ 

TEXTLl8~ 

CY II): y 

Rese~uence dQcu~ent by cillculating pagelline 

You WILL NOT NEED TO CHANGE ANYTHING ON THIS SCREEN., 

PRESS ENTER. 
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"."" ( ,.c. . 
~.,..., 

. Step -z • 
....J+ 

To CREATE THE DOCUMENT HOWTOMEMO~ TYPE 1 FOR THE OPTION. 

TEXT PRIMARY MEIIU 

Select one 01 the followir.~: 
1. Creale or rev,se a document 
'2. Ercwie a docur..ent 
J. Pr, nt a docu.7enl 
4. F,ll in a form document 

Op t Ion: .J... 

lIame 01 the document w' .• n stored: 
Document (blan~ lor a I,st 01 documents): 

Fi Ie (blan< fer a l,st of files): . 
Library: 

Hithin Tell Management: 
Press hELP key 10 d ,;~ lay he lp tel t. 
Press CFI <er to ex,t. 

HOllTOnEMO 
TEXTFILE2 
TEXTLlE2 

Press CF2 key to baCk up to the previous display in a series. 

CF6-D,sp lay messages 

TYPE HOWTOMEMO FOR THE. DOCUMENT NAME. 

MAKE SURE THAT YOUR FILE AND LIBRARY ARE CORRECT. 
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TEXT 1-1:1 DOCU~.2nt: HQIITOtIEriO Sea n: 
Fmt: 1 (oo .... I ...... ~ ....... 3 ... C .. 4 ...... 5 ...... 6 ...... 7> 

••• UI' i .. BEGIt~~lltJG" f .. f' I" 

TO: 
SUBJECT: 
C~TE: 

Ronlld Ril~er 
How to Slort t~e IBM 5~~4 Lir.e Printer 
October :5. 1~e3 

TYPE THE TOP THREE LINES OF THE DOCUMENT IN WITHOUT USING CF9 
BECAUSE THEY CONTAIN MULTIPLE IMBEDDED BLANKS. 

MOVE YOUR CURSOR DOWN TO THE BOTTOM LINE AND TYPE IN A SPACE. 

PRESS ENTER TO KEEP THE ENTIRE SCREEN OF LINES. 

TEXT H:l Doetic.,"t: HQ:ITOI:UIO Scan: 
Fmt: 1 ( ...... I ...... 2 ...... 3 ". C .. 4 ...... 5 ...... 6 ...... 7> 

.. II .. fl •• EEGIWI It~S' f'" u ••• 

0001.00 
0002.00 TO: Ronald Reager 
OOO}.OO SUBJECT: How to St,rt the IEM 5224 Line Printer 
OOC4.00 DATE: October 25. 1983 
0005.CO 
0006.00 
0007 I 

0008.00 
0009.00 

To TYPE IN THE FIRST PARAGRAPH, USE CF9 . 
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TEXT H:I Docut:\2nt: HOIilOMEMO Sta n: 

r~t: ( ...... 1 ...... 2 ...... 3 C .. 4 ...... 5 ...... 6 .. , ... 7l 

0001.00 
0002.00 
0003.00 
0004.00 
OOr,S.QO 
0006.00 

1I1 ....... BEGltIUING· .. • .. •••• 

TO: 
SUBJECT: 
DATE: 

How to 5tHt the IEM 5224 L,ne Printer 
October 25, 1983 

0007 I ln,s ,. to let ;'~" I",::. nCOl to start c_ H,e I~II 5"24 Pronter ,n case YOU 

are th~ first PElrSQn that n:,:?ds to 'Ee It In 1t.e morr'llr.1. 

0008.00 
0009.00 

TYPE IN THE PARAGRAPH WITHOUT WORRYING ABOUT WORD WRAP. 

PRESS ENTER. 

TEXT U:I Dotu:,,,,,t: HOIIrQ;tEI10 Sca n: 
r",t: (...... .. .... 2 ...... 3 C .. 4 ...... 5 ...... 6 ...... 7J 

• I ••• t t'!II t 8EG !UtUtJS' 1: ..... U'I 

0001.00 
0002.CO TO: Ron'ld Re,qtr 
0~03.00 SUEJECT: How to Start the IEM ~2:4 Line Printer 
O~O~.OO DATE: October 25, 1983 
eC05.00 
0006.00 
0007 1 This is to let you ~nc~ how to start UP the IEH 5224 Printer in case 
0007.01 you are the first person that needs to use It In the morn'nq. 
00~8.00 

0009 I 

0010.00 
0011.00 

TYPE THE SECOND PARAGRAPH IN USING CF9 AGAIN. 
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TEXT H:I Docu~ent: HOIITCIlEtlO S~a n: 
Fml: 1 ( ...... • •• '" :! • I. til 3 C .. 4 ...... 5 ...... 6 ...... 7) 

..... .. • .. SEGIIINltiG ......... . 
0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0006.00 

TO: 
SUEJECT: 
MTE: 

Rona ld Reager 
How to Start the IBM 5224 Li ne Pr Inter 
October 25. 1983 

0007 1 This is 10 let )·ou .now how 10 slarl up the Iel1 5:!24 Prinler in case 
0007.01 you are the first persan that needs to use It in the mornln91 

0009.00 
0010 1 Here are the (our ea;)' 5te~s that YOU ;hculd follow: 

PRESS ENTER. 

0011.00 
0012.00 

TEXT ~: I Docu",en:: ~81ITOI:EMO 

Filii: ( ............ :! ...... 3 
••••••••• *BEGlf;:lI:I~" If •• ,. \I.' 

0001.0 
0002.00 TO: Ronald Reagor 

Scan: 
C .. 4 ...... 5 ...... 6 ...... 7) 

0003.00 SUEJECT: Ho~:o Start the IEM S:!~4 Line Printer 
0004.00 DATE: October :~. 1983 
0005.00 
0006.00 
0007 1 This is 10 tot you \·noll how to start UP the IEH 5~c4 Prinler in case 
0007.01 you are Ihe (lfst person Ihat needs to uso il in Ihe mornihq. 
00C8.00 
COlO \ Here are the four ea5Y 5Ie.; that you should (allow: 
0011.00 
0012 1 1. Flip the PO~2r-On 5:.1'tch UP 10 If.o On pOSItIOn. 

0013.00 
0014.00 

CONTINUE TO CREATE THE REST OF 
USING THE SAME PARAGRAPH FORMAT 
LATER WE CAN. 

THE PARAGRAPHS OF THE DOCUMENT 
(1) . I F WE NEED TO CHANGE THEM 
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:~ 
,~ .' . 

1l:1 Ooc ••. ont: ImllTOllEllO Sc. n: TEXT 
Fmt: ( ...... ... ... " ...... 1 C .. 4 ... 5 I ••••• b •• I ••• 7) 

0001.00 
0002.00 
0003.CO 
0004.00 
0005.00 
0006.00 

•••••• " •• SEGllll! ItlG"tI.' •••••• 

TO: 
SUBJECT: 
DATE: 

Ronald RU9.r 
How to SIHt the leM 5224 Line Printer 

Ocloter ~5. 1983 

0007 I This is to let yo. ~no" how to stHt UP the IBM 51:'4 Printer ,n ose 
0007.01 yo. He Ihe first person that needs to .se It In the mornln9. 

ooce.oo 
0010 I Here .re Ihe hur ea5Y slep; th.t you should follow: 

0011.00 
0012 11. Flip the Power-On switch up to the On posrtlon. 

con.oo 
0014 1 2. Hait a few minutes until the warnin9 beep IS heard. 

0015.00 
0016.00 

TEXT H: 1 Dacument: I'mITOI1EtiO Sea n: 
Fmt: ( ••• "' tl' ••• ~ 1.1 '" 3 C .. 4 ... 5 .. , ... 6 ..... , 7) 

C015.00 
0016 I 3. Press the Re,et and then 'he Readt buttons. 

0017.00 
0018.00 

TEXT 
Fmt: 1 
0015.00 

W:l 
(. .. '" 

0016 I 3. Press 
0017.00 

1 
Document: HOiITOtlH:O Sea n: ... •• 1 2 • o. '" 3 ... C .. 4 '" .. . 

the R.iel • nd then the Ready button~, 

5 .. , '" 6 .. , '" n 

0018 I 4. Pr i nt 'tour iiOCU;';";2nt us I ng the E,,)-to-use SYste,J38 Tex t Hana,e,T,?nt 

Pac:v3ge, 

0019.00 

•• • ••••• • ..... EtJQ ••••• •••••••• 

C'r: rT T ('\~I 7 ~() 



~, 
" 

0002.00 
0003.0~ 

0004.00 
0005.00 
0006.00 

Document: H811:011E:IQ ~ca n: 
••••• , :2 • I ••• I 3 C •• 4 •••• ,,5 1.1 .0.6 "~I 1ft 7) 

TO: Ronald Reager 
SUBJECT: How to St.rt "2 IEM 5~~4 Lir,e Printer 
OATE~ Oetcoer ~5. 1983 

0007 1 This is to let you Ynow how to start UP the IBM 5:::4 Printer In Case 
0007.01 you are Ihe first person that needs to use II In the lIIornlng. 
0008.00 
0010 I Here H9 the four ;a.y il;p. that yoa .hould follow! 
0011.00 
0012 I 1. Flip the Power-On switch up to the On posllion. 
0013.00 
0014 12. Hail a few IIIlnutes unlil the warning beep is heard. 
001S.00 
0016 I 3. Pre .. the Reset and then the Ready buttons. 
0017.00 
cOle I 4. Print your docu",2nt using the easy-to-use Syste,n/38 Telt Hanage.,enl 
0018.01 PaCkage. 
0019.00 

LET'S LINE OUR PARAGRAPHS UP WITH THE TOP THREE LINES. 

PRESS CF17 TO REVISE THE PARAGRAPH FORMAT I. 

TEXT PARAGRAPH FORHAT OPT IOI,~j 

PARAGRAPH 
FORIIAT 

10 

- - - HARGlt~S - - -
AUGII 

LEtT RIGHT RIGHT 
(Y II) 

•i~';;" 3 
i~M":'i' _ 

-

II 

PARAGRAPH 
!tJCEI:TATIO~1 

SPACES 

_0 

BLAIII: LIIIE 
EEFORE ' 

PARAGRAPH 
(y II) 

Y 

Any changes made on this display will cause the paragraphs 10 the 
document 10 be adjusl2d u:;ir.g the new definition. 

CHANGE THE LEFT MARGIN TO 3. 

PRESS ENTER. 

SECTION 7 40 
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TOT 11:1 Docum""t: HDI:rollfllO Sc~n: 

Fm.: I .<. ". I " .... ~ ...... 3 ... C". 4 ...... 5 ." ".6 ... ,,),' 
... II ••• ueEGlIltHt:G.II ..... II 

OOO\. 0') 

O~03.00 SUBJECT: Ho~ to S"r t the IBM 5~:4 Line Pr inter 
()')O,l, CO 0.1 TE: Oct ober CS. 1983 

O'l05. ('0 
Gj06.0~ 

C007 1 Th.s.s to let ,'JU ~nJ~ how to st.rt up the leM 5:24 Pronter .n 
0007. ljl c.se YOU arp the first pprson that needs to U.SE! it In the tIIornln9. 

C008.00 

0010 I Hue .re the four easy steps that you should follow: 

COIl. 00 
Flip the Po ... r-On sw.tch uP to the On positIOn. 

1 t .a few ml nutes unt i 1 the w,arnl r,q beep IS heard. 

Press the RE •• t .nd then the Ready button:;. 
0017.00 
0018 I 4. Pr int your docum.nt uSing the .asy-to-use Srstem/38 Te.t 
0018.01 Manag ... ent Pao'age. 
0019.00 

NOW J NOTICE IN STEP 4 THAT THE SECOND LINE OF THE PARAGRAPH STARTS 
RIGHr U~DER THE NUMBER 4. 

LET'S CHANGE IT SO THAT THE SECOND LINE STARTS RIGHT UNDER THE WORD 
"PR I NTII • 

PRESS CF17 TO CREATE A PARAGRAPH FORMAT DIFFERENT THAN FORMAT l~ 

TEXT PARAGRAPH FOR/tAl OPT 10tiS 

PARAGRAPH - - - MARGII:S - - - P!.RAGRAPH BLA/IK LItlE 
FORIIAl i<UGtl IliCEt:T AT lD~1 eEFORE 

10 LEFT RIGHT RIGHT SPACES PARAGRAPH 
(Y II) (y tl) 

...J 3 e8 .!.! _0 !... 
-1 _7 .....@. !J.. .1 

Any changes made on this display will cause the paragraphs In the 
document to be adju:;te~ u:;ir.:; the new definition. 

eF3-Paragraph Format Elfended Options 

PARAGRAPH FORMAT 2 WILL HAVE A LEFT MARGIN OF 7 (WHERE THE WORDS 

"PRINT" AND "MANAGEMENT" WILL LINE UP), 

BECAUSE ONLY THE FIRST LINE WILL BE DIFFERENTJ LET'S THINK OF IT 
THE SAME WAY AS WE THINK OF A PARAGRAPH INDENTATION, THIS TIMEJ 
HOWEVER J INSTEAD OF INDENTING THE FIRST LINE WILL "EXDENT" OR 
EXTEND BEYOND THE LEFT MARGIN. 

To DO THIS TYPE IN A "_4" FOR PARAGRAPH INDENTATION SPACES. 
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TEXT 
Fmt: 

0001.00 
0002.00 
00~3. 00 
0004.00 
00(,5.00 

00%.00 
OC07 1 
0007.01 
00C8.00 
0010 1 

0011.00 
PP2 
0013.00 
0014 I 
0015.00 
0016 1 
0017.00 
PP2 

0018.01 
0019.00 

H:I Docu~ant: HOIITGrIENO Sea n: 
.<.... .. .... 2 ...... 3 ... e ... 4 ...... 5 ...... 6 .. , .. ) 7 

.. I." •• "". 8EGlt:NItJStt tl I."" II 

TO: 

SUBJECT: 
DATE: 

Ronald Reagor 

How to Start the leN 5224 Line Printer 
October :5. 1ge3 

This 'S to let /ou U~\.I how to ;tart UP the IElt S:!:!4 Pronter in 
os. you He the first person that needs to use it ,n the mon,.g. 

Hero are the four eo;i' sl<ps thaI you should follow: 

1. Flip the Power-On switch up to the On position. 

2. H.lit.1 few minutes unti l the warning beep IS heard. 

3. Press the Reset and then the Ready buttons. 

4. Print your docu",onl USing the easy-to-use Syslem/38 Te,t 
Hanagement PaCkage. 

PUT ALL OF THE STEPS INTO PARAGRAPH FORMAT 2 BY USING THE BLOCK 
PARAGRAPH LINE COMMAND AS INDICATED. 

TEXT H: I Doeum'?nt: ~DIIIOIIEIIO Scar,: 
Fmt: .( .......... 2 ...... 3 ... C ... 4 ...... 5 ...... 6 ..... )7 

OOO!. 00 
000:' .CO 
0003.00 
0004.00 
OvOS.OO 
0006.00 
0007 I 
0007.01 
cove.oo 
0010 I 
0011.00 
0012 2 
0013.00 
0014 2 
0015.00 
0016 2 
0017.00 
0018 2 
0018.01 
0019.00 

..... II, "'SEGIIJlIItJG.II. II""" 

TO: Ronald Reager 
SUBJECT: Ho", to Slart Ihe IBM 5~~4 Line Prinler 

DATE: Oelo'.r 25. 1983 

Thi:; i; 10 leI )'OU I'n,~ ho\.l to star I UP the 1211 5~~4 Pronter in 
case you He the firsl person Ihat neejs to use it in the morning. 

Here He the 'ou~ f;:;Y st.;::; th.l you should folio,,: 

the Po~er-On swileh up to the On position. 

few m; nutes unt i ( the warnl nq beep is heard. 

the Reset and Ihen the Ready buttons. 

4. Pr i nt your doeu"ent usi ng the easy-Io-use Sys!em/38 Tetl 
H~naqement P,ac~.~e .. 

NOTICE THE MESSAGE AND ALSO 
WILL NOT LOOK ANY DIFFERENT 

STEP 4 PARAGRAPH 
UNTIL YOU ADD TO 

(THE 
THEM 
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TElT ·H:l Oocu<.cnl: ~~I:'GI1EMO Sun: ______ _ 
r ... : 2 .1. .(. 1 ... ,' .. ~ ...... 3 .... C. 4 ...... 5 '" ... 6 ..... ) 7 
C 
E~ .............. E.IID.~.~ •• I'.It! ••• 

-~ 
~ 

To ADD MORE LINES AT THE BOTTOM OF THE DOCUMENT~ USE THE COpy AND 

BEFORE 6 LINE COMMANDS. (THE 6 WILL COpy 6 LINES.) 

H: 1 Doc "'.2 n t: H~:ITOtiEtiO S~ ~ n: 
2 .1 •• (.1 ...... 2 ...... 3 .... C. 4 ...... 5 ...... 6 ..... ) 7 

00 
0".:1,1 lJ.Lrou havQ ~ny probti?~;, consult t.~e printer manual located m?lt to the 
prlntHI or find tr! and 1 ~Itl fl. It. Good tuC) I 

0021.00 
0022 .00 

THE LAST PARAGRAPH WILL BE SIMILAR TO THE FIRST PARAGRAPH~ SO AFTER 
YOU TYPE CF9 TO CREATE YOUR PARAGRAPH~ MOVE THE CURSOR OVER AND TYPE 
A lOVER THE HIGHLIGHTED 2. 
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TEXT H: I Docu~ent: HOIIT0I1EI10 Scan: 
Fmt: 1 .<. ... 1 ...... 2 ...... 3 ... C ... 4 ...... 5 ...... 6 ..... ) 7 
0019.00 
O~~O 1 If you have any prcblgms, consult tf,e printer manual located neit 
00:0.01 to the printer, or lind me oed I will IiI it, Good lUCk! 
CO~1.CO 

O~:~.CO 

ClC~J.OO ~ I mber I~e ~!cn:el 
00~4.1i0 ASC Instructor 
CO"5.00 

·············EtlO···· 

TYPE IN THE LAST TWO LINES WITHOUT USING THE PARAGRAPHING FUNCTIONS 
BECAUSE THEY ARE JUST SIMPLE STATEMENTS~ NOT PARAGRAPHS. 

PRESS CFl TO EXIT. 

TEXT EXIT FRel! EDIT 

Elit Editor -,Return t~ Pri',drY Henu 
Upd.a1e document na(f\~d belo;..J 

Create docul'!'I~nt namri!d bltow 
Print document without lorr,attln~ 

o-ocument narne: 
File containing docu7,ent: 
Library contaln,ng f ,Ie: 

Rese~uence document by lin. nu~ber 
-- or -

(y III: ~ 

(y Ill: Y 

(Y Iii: II 
(Y tl): II 

HOIITOIIEIIQ -----T[.(TFILC ----
TEXTLl8~ 

(Y N): Y 

Resequence document by calculating pagelline 

TYPE IN THE DOCUMENT DESCRIPTION (BECAUSE YOU HAVE JUST CREATED IT). 

PRESS ENTER. (Do NOT CHANGE ANYTHING ELSE!) 
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TEXT PR ItIARt NEtlU 

Select ar.e of the follc~Ir.'l: 

I. Create or revI~e a document 
... 1 Erc;.I;,e a dO~U~.ir,t 
3. Pr I nt a dccuc.ent 
4. FIll In a forn docunent 

OptIOn: ..l 

Ilame of the docul:lent \.:he:l ;~~red: 
DOCU::I2nt (blar,y for a Li-;t ~f docur::ents): 

File IbIH •• for a I,st o( (,Ies); 
Library: 

Ili II, i n Tell tlanagemenl: 
Pre,> HELP ~ey to d"el.y ~.elp tell. 
Press CFt rey to eJOI. 

HOllTmIE~O 

TEXTF lLE~ 
TEX lLl 92 

Pre,> CF~ rey to bac .. uP to Ihe prevlOu. dIsplay in a serIes. 

CF6-Disp lay r.essages 

To REVISE THE DOCUMENTJ HOWTOMEMO J TYPE 1 FOR THE OPTION. 

TYPE HOWTOMEMO FOR THE DOCUMENT NAME. 

MAKE SURE YOUR FILE AND LIBRARY ARE CORRECT. 
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Il: I Ooc •. '2nl: P.Cil)OI:Ell0 Scan: TEXT 
Frnt: .<. ... 1 ....... 2 ...... 3 ... C ... 4 ...... 5 ....... 6 ..... ) 7 

......... ·eEGIIIIIIt:G"·" .... . 'lit" c 
. :. B4 
;,..': -; - ft C003. 00 

. 0004.00 
OOOS.OO 

TO: Rona Id Reager 
SUeJECr: He" lc St"t the IBM 5224 lir.e Printer 
OIlTE: Oclobe~ 2~. 1983 

0006.00 

0007 1 This is to lei you 'nou how 10 start UP the leM 5224 Printer ,n 
00C8.00 case you art! the first Ferson that needs to use it in I~e morning. 
C009.00 
0010 1 Here are the four ea;y steps IhH you should folio .. : 
0011.00 
0012 2 1. Flip Ihe Po.er-On s .. ilch UP 10 the On position. 
0013.00 

0014 2 2. Ilail a few .. inules unli 1 Ihe warning beep is heard. 
0015.00 
0016 2 3. Press Ihe ReiRI Hd Ihen the Ready bullons. 
0017.00 
OOIS· 2 4. Prinl your document using the easy-la-use Syslem/3S Tell 
0019.00 Hanagemenl Packa ••• 
0020.00 

To ADD EXTRA LINES AT THE BEGINNING J USE THE COpy AND BEFORE 4 
LI NE COMMANDS. 

TEX T Sea ~: 
Fn\t: .(. '1' 1 •••••• :! .,, "" 3 t •• C ••• 4 '" ot. 5 fl. 1,16 ." II) 7 

OC03.00 
0004.00 
OOOS.OO 
OC06.00 

Gre'i A~a:i.; 

Ho..., to Start th~ leN 5~~4 n!? Printer 
OClober 25. 1983 

Oe07 1 This ,s I, tel yo","no .. how 1o slH in 
OOOS.OO case you are Ihe firSl Ferson I~_al ~ il in Ihe morning. 
0009.00 
0010 1 Here are the four easy sleps Ihal yOU Snoutd foltow! 
~OIl.OO 

0012 2 I. Flip Ihe P,,,u-On switch UP to loe On posilion. 
0013.00 
0014 2 2. Ilail a few .~'r.ul<. unl,l Ihe .. arn,ng beep is heard. 
C015.00 
0016 2 3. Press Ihe Pesel and then Ihe Ready buttons. 

To CHANGE THE NAME TO GREG ADAMSJ TYPE THE NEW NAME OVER THE 
TOP OF RONALD REAGER. 

To REMOVE THE WORD uLINEuJ POSITION YOUR CURSOR ON THE uL u 

AND PRESS THE UPPER SH I FT AND DELETE KEY S I MULTANEOUSL y." ___ J....-~ 

FIVE TIMES (ONE TIME FOR EACH LETTER AND SPACE). 
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.. ~ 
TUT H: 1 DOCuT.ar.l: HOi:TOIIEI:O Son: 

Fml: 1, .(. ... 1 ...... ~ ...... J ... C ... 4 ...... 5 ...... 6 ..... 17 
, ••• I ... ., E£ GIl::!! I;S' .. I • , f •• It 

0001.eo 
00Cl.0l 
COO1.0~ 

0001.03 

O"O1.0~ 
(O~~.O) TO: Gr~1 P~o;"i 

OOOl.O? SU3;£Cr: Ho,,:o Sl.rt If,e 1211 Sc~4 Printer 
0004. c...... r~d~y's date. 1?8ol 
C~05. .u~' .. 

COo6.L :~ .... 
0007 \. ,.s to let you ~now how to start UP the reN 5224 Printer In 
0008.00 ca,. yOU are the ftrit person that neeos to use It tn Ihe morning. 
0009.00 
0010 1 HHe are t~e four easy sleps that yOU should follow: 
0011.00 
0012 2 1. Flip Ihe PO"2r-On i",jlch up to Ihe On positIOn. 
0013.00 
0014 2 2. Hait a few minulei until Ihe warning beep tS heard. 
0015.00 
0016 2 3. Press Ihe Reset and then the Ready but tons. 

TYPE IN TODAY'S DATE OVER THE TOP OF OCTOBER 25 .... 

To REMOVE THE PHRASE uTHAT NEEDS u FROM THE FIRST PARAGRAPH) 
POSITION YOUR CURSOR ON THE FIRST LINE OF THE PARAGRAPH 
AND PRESS CF12. 

TEXT H:1 Docum2nt: ~811T011EHO Scan: 
Fmt: I .( .... I ...... ~ ...... l ... C ... 4 ...... 5 ...... 6 ..... ) 7 

00C6.00 
0007 I This is to lei you ~'now how to start up the 10M 5224 Printer in case yOU 

0009.00 
0010 1 Her. are the four USt steps that you should follow: 

USE THE DELETE KEY (AND UPPER SHIFT KEY) TO REMOVE THE PHRASE. 
PRESS ENTER. 
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TEXT 
Fmt ~ 

0006.00 
~C07 1 
00C8.00 
0009.00 
C~IO 1 
0011.00 
'Ol~ ~ 
0013.00 
OOH 2 
0015.00 
0016 2 
0017.00 
0018 2 
0019.00 
0020.00 
C021 1 
002:!.00 
0023.00 
00:4.00 
0025.00 
0026.00 

II: I Document: ~OltTOIIEtIO Scan: .<.... .. .. :.2 ...... 3 ... C ... 4 ...... 5 ...... 6 ..... ) 7 

This i; 10 let you ~,nou how 10 start UP the IBM 5224 Prinler in 
case you are the first person to use it in the morning. 

I. Flip the Po~.r-On ;wltch UP to the On position. 

2. Hait a few minutes until the "arning beep is heard. 

3. Press the Re;et and then the Ready buttons. 

4. Print your document using the ea;y-to-use SYstem/38 Telt 
tbnaqe"enl Pac~·.,~. 

If you have on, Frobl~c,;, consult !r,e printer manual located nelt 
to the printer, or find me and ( will fil it. Good luC~! 

Y.imberlee Ilenlel 
ASC 1 ns If uc tor 

To MERGE THE FIRST AND 
AS INDICATED AND PRESS 

SECOND PARAGRAPHS~ 
CF24. 

POSITION YOUR CURSOR 

TEXT 
rmt: I 
0006.00 
0007· 1 
0008.00 
0010.00 
0011.00 
0012 2 
0013.00 
0014 2 
0015.00 
0016 2 
0017.00 
0018 2 
0019.00 
0020.00 
0021 
0022.00 
0023.00 
0024.00 
0025.00 
0026.00 
0027.00 

11:1 Docu",er.t: HOOiTDr:ErlO Sea n: 
.( .... 1 ...... 2 ...... 3 ... C ... 4 ...... 5 ...... 6 '" .. ) 

This is to let )"Ou koou how to starl UP the 1811 5~~4 Printer in 
case you are the first person to use" in the morning. Here are 
the four eaiY ste;:; Ihat you shOUld follow: 

1. Flip the Power-On s"ilch up to the On pOSition. 

2. lIait a few minules until the warning beep is heard. 

3. Press the R.;2t and then the Ready button;. 

4. Print your docu.enl using the easy-Io-use System/38 Text 
Manage-enl Package. 

If you have any preblems. consult the Printer manual located nelt 
to the printer, or find me Hd I wi II fll it. Good IUCkl 

~Imberlee Ilenlel 
ASC Instructor 

(THAT WAS EASY!) 
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TEXT U: I OOC.:.lol: ~8:H0I1Er.O Sc~n: _~ __ ;--_-:--;-
Fml: " .1. .(. 1 ...... 2 ...... l .... C. ~ ...... 5 ...... b ..... ) 7 
0011.00 

0013.00 
0014 2 2. Wait a few minules unli l Ihe warning bEep IS heard. 

To REMOVE THE WORD "UP" IN STEP IJ POSITON' YOUR CURSOR ON THE 
FIRST LINE OF THE PARAGRAPH AND PRESS CFI2, 

USE THE DELETE KEY TO REMOVE THE WORD "UP", 

rUT H:t Oocu:.<nl: HCllrOI1E~O Scan: 
Fml: 1 .( .... 1 ...... : ...... l ... C ... 4 ...... 5 ...... 6 ..... ) 7 
OOcO.OO 
OO~l 1 II YOU have any ~ro~!<",:;, con:;ull Ihe !EM 5eeP"nler Manual toc.ted ne,l 

to the prInter, or find mE" and r wILL fll It. 

0023.00 
0024.00 

To INSERT THE PHRASE "IBM 5224"J USE CF12 (TO ALLOW YOU TO UPDATE) 
AND THE INSERT KEY (TO ALLOW YOU TO INSERT), 

PRESS ENTER, 
(ALSO CAPITALIZE THE WORDS "PRINTER" AND "MANUAL", ~ 
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'-.,( TEXT PARAGRAPH FOR HAT oPTlmJS 

P"RAG,APH - - - MARGHJS - - - PARAGRAPH BLANK LIIIE 
FORHAT AUGIJ HICENTA TI 011 BEFORE 

10 LEFT RIGHT RIGHT SPACES PARAGRAPH 
(Y ~J) (y Nl 

I IS ~0 ~J 0 Y 
~. 19 ~ l!. -4 Y 

Any changes ~ade on this display will ~ause the paragraphs in the 
document to be adju:;ted using tha new delinition. 

CFJ-Paragraph Format Extended Options 

To CHANGE THE MARGINS TO 15 AND 50 J USE CFI7. 

REMEMBER TO CHANGE BOTH PARAGRAPH FORMATSJ SO EVERYTHING 
LINES UP LIKE IT SHOULD. 

PRESS ENTER. 

TEXT H!I Docuc.Ent: ~CIITOIIEHO Scan: 
Fmt: 1 1 ... (' .. ~ ...... 3C ..... 4 ... ) ...... 6 ...... 7 
0001.02 
COOL03 
0001.04 
000: .CO 
C~03.00 

0004.00 
CO)5.00 
0006.00 
0007 I 
oeca, C? 
0010.00 
0010.01 

0010.02 
0011. CO 
0012 2 
0012.11 
0013.00 
0014 2 
0014.01 
0015.00 
0016 2 

te 51"t th~ IE~ 5~:4 Printer 
1984 

This is to let you ~now how to start 
UP t!-le IS~I 5~:4 Pr I n1er in (else YOU 

are th2' fir;t person to u:;e it.in 
the morning. Here are the four easy 
sleps that YOU should fOllow: 

1. Flip the Power-On switch to the 
On position. 

2. ~Iail a lew minutes unli I the 
warni n9 beep IS heard. 

3. Pr ••• the Reset and then the 

" NOTICE HO\~ THE SECOND LINES OF EACH PARAGRAPH LINE UP CORRECTLY, 

PRESS CFl TO EXIT. 
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TEXT EXIT HOM EDIT 

Exil Editor - Return t: P~I:.H), IlinU (y Ill: Y 
Updila docuunt ~aT.ed b~lC. (l til: Y 
Create doc".T.ent named below (T til: N 

. PrInt document without for~attinq (Y 11l:J!.. 

Document name: HOI!TOMUIO 
file containinq dCCu.7.2~:: TE\TFILE:! 
Library containinq file: lEXTL!B~ 

De'icr ipt ion: How to •. Eno - Tea. ~ 

Re;e~uence document by line nu •. ber lYW:l. 
-- or --

Re5e~uence document by c a Ie u l at i oq paqel I I ne 

THIS WAS A REVISION) SO NOTHING ON THIS 

PRESS ENTER. 

SCREEN NEEDS TO BE CHANGED. 
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C: __ ~P 5:1 

TEXT PRIMARY HnlU 

Select one of the followin9: 
1. Create Dr revise a document 
2. Browse a docuoent 
3. Pr i nt a document 
4. FIll in a forl'l document 

Opt Ion: 1. 

Name of the docuc,ent when stored: 
Document IblanY for a list of documents): 

FIle Iblanv for a list of fi le5): 
LibrlfY ! 

Hi thin Telt Manage"e.t: 
Press HELP ~ey to display help telt. 
Press CFl key to ell t. 

OUTLHIE 
TEXTFILE2 
TExTLTB2--

Press CF2 key to b.c~ UP to the previous dis?lay In a series. 

CF6-0isplay messnes 

To CREATE A DOCUMENT} TYPE 1 FOR THE OPTION, 

TYPE OUTLINE FOR THE DOCUMENT NAME. 

MAKE SURE YOUR FILE AND LIBRARY NAMES ARE CORRECT. 
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TEXT 
Flit: I 

W:1 Document: OUTLlIlE Sca: ______ _ 
.( •••• 1 •••••• 2 .tt ••• 3 ",C", 4 •••••• :5 •••• t. 6 ••••• ) 7 

.......... BEGItUHtlGII. II ..... 
....... -
~~ 

••••••••••••• END ••••••••••••• 
Document OUTLINE idded to file TEXTFILE2. TEXTLlB2. 

To MAKE ALL THESE TEMPORARY LINES PERMANENT~POSITION YOUR 
CURSOR ON THE TOP LINE AND HIT THE SPACE BAR. POSITION YOUR 
CURSOR ON THE BOTTOM LINE AND HIT THE SPACE BAR. 

SCi n: _---=-__ :--_-;-:; 
fmt: 1 • ( •••• 1 •••••• 2 •• I ••• 3 I' IC", 4 •••••• 5 •• I •• I 6 ••••• ) 7 

TEXT wa Document: OUTLINE 

11",,"'1 BEG INN ItlGl I """" II 
0001-.00 
0002.00 
CT HOill to PoP Popcorn 
0004.00 
0005.00 
0006.00 
0007.00 
oooa.oo 
0009.00 
0010.00 
0011.00 
OOI~.OO 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

1.1, •••• 1 l.t.ENOt ••• "'1.,,.1 

TYPE IN THE NAME OF YOUR OUTLINE ON THE LEFT MARGIN. 
You CAN USE THE (T LINE COMMAND TO CENTER YOUR TITLE PROVIDING 
THAT YOUR EXISTING PARAGRAPH MARGINS ARE SET UP AT 1 AND 68 (OR 
CLOSE) . 

NOTICE WHERE THE n(n IS ON THE SCALE LINE. 
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TEXT 

PARAGRAPH 
FORMAT 

ID 

PARAGRAPH FORMAT OPTIONS 

- - - MARGINS - - -
ALIGN 

LEFT RIGHT RIGHT 
(Y N) 

-D -M l! 

PARAGRAPH 
INDENTATION 

SPACES 

....:i. 

BLANK LINE 
EEFORE 

PARAGRAPH 
(Y N) 

1. -itt --"';!f' . 

: '~n . • 

- - '.~.-

Any ehinQeS mide on this display will en;. the paragraphs In the 
document to be ildjusted usinQ thl new definition. 

CF3-f'u:agr:aph Format Ex tended Opt Ions 

BEFORE YOU START TYPING IN YOUR PARAGRAPHSJ YOU MAY WANT TO 
SET UP A PARAGRAPH FORMAT TO ACCOMMODATE THEM. 

THIS PARAGRAPH FORMAT WILL ALLOW THE FIRST LINE TO EXTEND 
BEYOND THE LEFT MARGIN 9 SPACES. 
(you WILL SEE WHY IN A MINUTE.) 

PRESS ENTER. 

11:1 Docume"nt: OUTLINE SCiln: _--=-__ -:--_--,--,::­
Flit: 1 • ( •••• 1 •••••• 2 •••••• 3 •• It ••• 4 •••••• :5 •••••• 6 ••• I.) 7 

TEXT 

1 .. 1f ..... EEGItlNING ......... . 
0001.00 
0002.00 
0003.00 
0004.00 

How to Pop Pope or n 

0005 1 Step 1: Gither needed miter ii Is. 
0005.01 
0006 1 - popcorn 
0006.01 
0007 I - 0 II 
0007.01 
0008 I - 'arge kelt 'e 

0009.00 
0010.00 

CONTINUE TYPING IN THE LINES OF YOUR OUTLINE USING THE 
EXISTING PARAGRAPH FORMAT I. 

SECTION 7 - 54 

, .. 
~:. ..... 

519 



615 
".i.C.a ..... 
~ 

.;" 

h' '. 

~, 

TEXT Ha Document: OUTLINE SCin: 
Fat: 1 t(. tt. 1 " •. ,, ,2", .... 1 ",C", 4 '" .,.5 .,. ,iI' 6 •• , I.) 7 

.......... BEGHlNItIG ...... •• .. 
0001.00 
0002.0G 

How to Pop Popcorn 

St,p 1: Gllhlr nttdld lul,rlils. 

- popcorn 

1 - 0 II 
0007.01 
oooa 1 - IH9I klttl. 
0008.01 
0009 1 - luve bo .. l 
0009.01 
0010 1 - sHt 

- butttr or ~arvarlnt Coptlon,ll 

LET'S PUT THE INGREDIENTS IN A DIFFERENT FORMAT ... 

TEXT PARAGRAPH fORMAT OPTIONS 

PARAGRAPH - - - HARGIUS - - - PARAGRAPH BLAlIK LINE 
FORMT ALlG~ IIIDE/IT A Tl O~ BEFDRE 

10 LEFT RIGHT RIGHT SPACES PAR;.3RAPH 
CY til I¥ Nl 

-.l -D ~ .!.!. -9 I-
-.? _14 ~ !! -=l. t!.. 

. Any chaMes made on this diSPlay .. i 11 cause Ihe para9raphs in the 
docu .. ent to be adjusted usin9 the new delinition. 

CFl-PUi9raph formlt Extended Options 

CREATE THE NEW PARAGRAPH FORMAT. 
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TEXT H!1 Document: OUTLINE Sca: 
rlftt; • ( •••• 1 ••••.• 2 •••••• J •• te ... 4 •••••. 5 ., •••• 6 , •••• ) 7 

0001.00 
0002.00 

ltuo .. lIfSEGlIJtHNGlfl f flf." 

0003.00 How to PoP Popcorn 
0004.00 
0005 1 Step 1: Ga ther nnd@d ... ltr i also 

0005.01 
. PP2 - popcor n 

0006.01 
0007 1 - 0 i I 
0007.01 
0009 1 - luge kettle 
0008.01 
0009 1 - larqe bowl 
0009.01 
0010 1 - salt 
0010.01 
PP2 - butter or margarine (optlona\) 
0012.00 
0013.00 
0014.00 

USE THE BLOCK PARAGRAPHING LINE COMMAND TO ASSIGN THE NEW 
FORMAT 2 TO THE INGREDIENTS. 

TEXT H:l Docu~ent: OUTLINE Sca n: 
Fmt: ,(, .,. 1 , •••• ,2 ... II. J ",C", 4 '" .t. 5 II •• t. 6 "" •• ) 7 

0I •• 0 •• 11'6EG [liNING ........ .. 

0001.00 
000='.00 
0003.00 
0004.00 

How to Pop Popcorn 

0005 I Step 1: Gather needed •• terials. 
0005.01 
0006 2 - popcorn 
0006.01 
0007 2 
0007.01 
0009 2 
0008.01 
0009 2 
0009.01 
0010 2 
0010.01 
0011 2 
0012.00 
0013.00 
0014.00 
o par.qr>phs 

- oi I 

- larqe kett Ie 

- luge bowl 

- sa I t 

- butter or marqarine (optionaU 

oragraphs ad justed. 

NOTICE HOW THEY ARE ALIGNED. 
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TEXT H:I Document: OUTLItIE 5CH: 
Flftt: f(. It' fl. , •• 2 II •••• 3 "fC", 4 .,, .,. S ••• ft. 6 .t. I.) 7 

0001.00 
0002.00 
0003.00 
0004.00 

tI ........ BEGlt~nllG ........ .. 

How to POP Popcorn 

ooo~ 1 SteP 1: Gith.r nl.ded millriils. 
0005.01 
0006 2 - popcorn 
o 
0007 2 - 0 II 

o 
0008 :2 

0009 2 
o 
0010 2 
D 
0011 2 
0012.00 
0013.00 
0014.00 

- larg. klttl. 

- large bawl 

- sa It 

- butter or margarine (opt ional) 

LET'S DELETE THOSE EXTRA LINES IN BETWEEN. 

MUCH BETTER! 

TEXT U:1 Document: OUTLINE Scan: 
Fml: .-<...... .... 2 ..... , 3 ... C ... 4 ....... 5 ...... 6 ..... ) 7 

0001.00 
0002.00 
0003.00 
0004.00 

.......... SEGHItHtIG ....... • •• 

Ho", to Pop Popcorn 

0005 I Step I: Gither n •• ded ma,erials. 
0005.01 
0006 2 - popcorn 
0007 
0008 2 
0009 2 
0010 2 
0011 2 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

- oi I 
- large ~ett Ie 
- large bowl 

- salt 
- htter or margarine (optional) 

SECTION 7 - 57 



Cr. ... 

CONTINUE TYPING IN THE REST OF THE PARAGRAPHS USING FORMAT J. 

TEXT 
Fmt: 2 
0009 2 
0009 2 
DOLO 2 
0011 2 
0012 2 
0013.00 
0014 I 
0015.00 
0016.00 
0017.00 
0019 I 
0018.01 
0018.02 
0019.00 
0020 1 
0020.01 
0020.02 
0021.00 
0022.00 

Wll Document: OUTLItJE 
.1.( ... 2 If' "t :5 
- all 
- large kett Ie 
- large bowl 
- s.lt 

Sea: It. 4C ••• 

- butter or ",argulne (optionaL) 

••• 5 '"~ ... 6 ..... ) 7 

Step 2: Pour enough 0 iIi n tile I:et t Ie to (Oller II. If of IIIe 
bottom. Add two kernals of (orn to till! oj I and put the 
kettle on the stove H a medium temperature. 

Step 3: Hhen the two kernal. pop, add enough popcorn to cover 
the bottom of the kettle (a Single layer of popcorn 
on Iy). 

Siep 4: At the very point in til'l\!:' when all the popcorn is 
fini;hed pcppin" laxe the ~ettle off the stove. Pour 
the popcorn into the large bowl. 

"1' II, If ., •• -END' 1.1.1 It 111'1 

TEXT 
Fml: 
0016.00 
0017.00 
0018 I 
0018.01 
0018.02 
0019.00 
0020 1 
0020.01 
0020.02 
C 
A9 

101:1 Document: OUTLINE Ston: 
.. 1 ... I .<. ... 2 ...... 3 ...... C ...... 5 ...... 6 ..... ) 7 

kettle on the stove at • medium temperiture. 

Step 3: When the 11010 kernals pop, add enou9h popcorn I, cover 
Ihe bottom of Ihe ketlte (a single layer of popcorn 
on Iyl. 

Step 4: At tile very point in time when ill the popcorn is 
finished popping, take tile keille off the stove. Pour 
the popcorn into the large bowl. 

Slep 5: Add th&followi'g ingredients In desired amounts: 
I.' ••• II"" •• Et~D' , •• If' t. I'" ,. 

WHEN YOU NEED MORE LINESJ USE THE COpy AND AFTER LINE COMMANDS. 
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:.'~'" ... ~" . 
, 
~ ... " 

TEXT W:l Document: OUTLHIE SCin: 
F m t : •• 1 ••• I (. ••• 2 ,I" ••• :3 ••• "" C .,. ••• 5 •• f •• , 6 ••• • I) 7 
0020.02 the popcorn inta the IUge bowl. 
0021. CO 
0022 1 Step 5: Add the followin9 ingredients in deSired amounts: 
0023.00 
0024 2 - Si L t 
0025 2 
OO~~.OL 

0026.00 
00:!7 1 
0027.01 
0027.02 
0029.00 
00:!9.00 
0030.00 
0031.00 

- butter (Dr "ugHtne) for those of you who honestly 
billiVi that thOY con i1ford thi COlor,.5. 

Step 6: Grab thl bo .. l of freshly popped popcorn. a beverage. 
your flvorite chair (or piece of carpet) ,n front of the 
,.Ievision, and .njoy your favorite late night movie. 

.1,1. '1IIff.IENCI.I IIII "'1 t I 

WHEN YOU ARE FINISHED) PRESS CFl TO EXIT. 

TEXT EXIT FRON ECIT 

Exit Editor - Return to Primary Henu 
Update document named below 
Create document named below 
Print document without formatting 

Document name: 
Fi Le conUining document: 
libriry conta, .. 09 Ii Le: 

It til: Y 
It tl):Y 
IY Ill: N 
(Y tll:N 

OUTLINE 
TEXTFILE2 
TEXTLlB2 

Oeser ipt ion: Outline of How to pop popcorn - Team 2 

Resequence document by I i os number 
- or-

Resequence document by calculitln9 page/Line 

(1 N): 

THIS IS A NEW DOCUMENT) SO YOU WILL NEED TO FILL IN THE 
DESCRIPTION LINE AND PRESS ENTER. 
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Step 6: 

TEXT PRIHAR¥ HENU 

Se lee tone oft h e /0 II ow i "9 : 

1. Create or revise. docum.nt 
2. Browse a docu~ent 
3. Print a document 
4. Fit! in a /orlll document 

Option: 1-

Name 0/ the document when stored: 
Document (blanK lor • list of documents): aOKHEHO 

File (blank lor a list 0/ /iles): TEXTFlLE2 

LibrHY : TEXTLlB2 

Hithin Tel' Hanagement: 
Press HELP key to dIsplay help telt. 
Press CFt key to e. it. 

Press CF2 key to baCk UP to the previous display in II series. 

CF6-0is.laY meSSHes 

To CREATE A NEW DOCUMENT) TYPE 1 FOR THE OPTION. 

TYPE QOHMEMO FOR THE DOCUMENT NAME. 

MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 



515 

'~( ... " 
~~ 
;J. iI 

\{ .. ' 

TEXT H:t DocuIII@nt: COHIIENO SCin: 
F.t: 1 •• 1 ••• I . (. II. ,2 • II .,. J ••• ••• C .,. " t 5 •••••• 6 '" • t) 7 

• II t ., •••• EEGItlillUO·!t".-t •• ,., 
0001.00 
0002.00 
0003.00 
OOJ~ .00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

"1 •• 111. I •• tEND'" ••• "111' .,, 

MAKE THOSE TEMPORARY LINES PERMANENT. 

TEXT W:l Document: COHHEHO Sca: 
FiliI: 1 .. 1 ... I .( .... 2 ...... 3 ...... C ...... ~ ...... 6 ..... l 7 

0001.00 
0002.00 
0003.00 
0004.00 

......... • BEGIWHtJG· ......... 

0005.00 XXXXXXXXXXXXXXXXXXXXXXXXXX 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

••••• ,I •••••• £I~D ............ . 

TYPE THE FIRST LINE OF XiS IN WITHOUT USING A PARAGRAPH FORMAT. 
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TEXT H: I Document: OOHMEMO Sc~ n: 
Flftt: .. 1 ... 1.( .... 2 ...... 3 •• , C •••• t. 5 I ••• t. 6 It' •• ) 7 

....... • .. BEGINtIHIG ... "', .. . 
0001.00 
0002.00 
0003.00 
0004.00 . 
C XXXXXXXXXXXXXXXXXXXXXXXXXX 
82 
0007.00 
0008.00 
0009.00 
0010.00 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.CO 

•••• It •••• 'I.END ••• * ••••• 1 If' 

USE THE COpy AND BEFORE LINE COMMANDS TO CREATE 3 LINES OF XiS. 

TEXT PA'AGRAPH FORIIAT OPTlOIiS 

PARAGRAPH - - - HAR G illS - - - PARAGRAPH BLAtl~ LItlE 
FaRHAT AUGII !lIOWTATlOtI eEFORE 

10 LEFT RIGHT RIGHT SPACES PARAGRAPH 
(T II) (Y III 

-1 _3 ~ II _0 L 

. Any changes made on 'his display will C~U5e the paragraphs in the 
document to·be adjus'ed using 'he new defini'ion. 

Now, LET I S SET UP A PARAGRAPH FORf1AT FOR OUR PARAGR.~PHS. 
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"""r--.. t::.. 
.'Q... 
,I • 

lUT ~:I DOcu·T,~nt: CGI\r,[NO Son: 
r.t: .( .......... 2." ... ) ... C ... ~ ...... 5 " .... 6 ..... ) 7 

0001.00 

con .00 
00?3,00 
Ce04.00 

• It"'" "BEG ItUHI~Gf "" ••••• 

0)05.00 xxxxxnxxxnxxxxxxn (XXXH 

C005,01' xxnXXnnXXXX1UXnUl\(X 
0005.02 xxxunxxxxxxxxxxuxnxux 
0)06.00 
C007.CO De" xnXXXXXXXXXXXX.<XXXX: 
C~:8,OO 

0009 I Plelse check the 3"Iot"Y on haod (or the fOllowing supplies and detprml 
r.(? if t..'!? "'dve received 3fly of t;'ese St.l;lplj~t, This IS the first review of t 
r.i?ne~ orderlr,j procedure dr,., Y'Hlr ~erscnJt atti?ntlon would be appreciated. 

0010.00 
0011.00 

PRESS CF9 TO CREATE THE PARAGRAPH AND TYPE THE INFORMATION. 
PRESS ENTER. 

TEXT ~:1 Docu",,,nt: OCH~,[MO Scan: 
Fmt: l' ,<. .. , I ...... 2 ...... 3 ... C ... 4 ...... 5 ...... 6 ..... ) 

0(01.00 
0,02.00 
C<;).OO 
0:)4.CO 
0005.00 
C'0'5.01 
0)05.02 

0006 .00 
0007.CO 
C'0:3.00 
0009 1 
0(09.01 
00,9.02 
0,09.03 
C010.00 
0011.00 
0012.00 

C 
83 
0015.00 

w ...... u'BEGltHUrm .... II. ~,. 

xxx X XXXX X XXxxx XX X X X xxx X X X X 

xxnxxxxx xxxxxxnnxxx XX XX 

xxxx X xxx xx XX xxxxx XX X X X XX XX 

OeH xxxxxxxxxxxxxxxxxxxx: 

Please cheCk 1he q,u~ntity on hand for the fglloL.linq supplies and 

deter~ira If ." have recei'ed any of these 5"pplle; yet. ThiS IS 
the first revle_ gf toe ne" ordering procedure and your personal 
attention would be apprecioted. 

DeSCription 

xxxx xxx un xx x x xxx XXX xxx xxxxxx 

AGAIN 1 TO CREATE MULTIPLE LINES) USE THE COpy AND BEFORE 
LINE COi'1i·1ANDS. 

NOTICE THAT THE LEFT MARGIN OF OUR PARAGRAPH DOES NOT LINE 
UP WITH THE uDEAR u . 

PRESS CF17 TO CHAN~E THE PARAGRAPH FORMAT. 
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4., TEXT PARAGRAPH FORMAT OPTIONS 

PARAGRAPH - - - MARGItIS - - - PARAGRAPH SlAtII( LINE 
FO~MAT ALIGN HJOENTATION BEFORE 

ID LEFT RIGHT RIGHT SPACES PARAGRAPH 
CY N) CY N) 

~ 4 ~ l! ~ .1 

Any changes lude an Ihi. dlsplilY will ciluse Ihe parilQrilphs In Ihl! 
dacumenl 10 be ildjusled uslnQ Ihl! new definition. 

CF3-Paragraph Formil Ellended Options 

W!1 Documenl: OOHMEMO SCii n: 
1 I.' . I. 2 •••• ,. 3 C .. 4 '" ... 5 ...... b ..... ) 7 

Dear XXXXXXXXXXXXXXXXXXXX: 

--"". Please check Iho \uantlly on hond for Ihe following supplies ond 

0013.00 
0013.01 
0013.02 
0013.03 
0014.00 
00'15.00 
0016.00) 

0017.00 
0018.00 
0019.00 

THAT WAS EASY! 

determine if we have received ilny of Ihese supplies yet. This is 
Ihe firsl review of Ihl! new ordering procedure and your personal 
IIlonlion would be appro'liitod. 

XXXX 
XXXX 
XXXX 
XXXX 

Si ncerely, 

DeiCr ipl ion 

XXXXXX x x xxxxxxxxxxx X 
XX nxxx x xnxxxxxxxx X 
xxx x xxxxxxxxxxxx xxx X 
xxx xxx xx XXXXXXXXXXXX 

J E Malhi., Director of Purchasin~ 

'I _.*11" 'l.fEUD ••• IIIII. If'" 
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TEXT ~:1 DDcum2nt: OOHl1EMa Sca n: 
fmt: •• ( ... 1 tl' '.12, •.•• ,.3 C .. 4 It. t •• 5 I •• '" b I., I,) 7 

0001.00 
0002.00 
0003.00 
0004.00 
OOOS.OO 
0005.01 
0005.02 
0006.00 
0007.00 
0008.00 
0009 1 
0009.01 
0009.02 
0009.03 
0010.00 
0011.00 
0012.00 
0013.00 
0013.01 
0013.02 

.......... EEGltlrllt:G ........ •• 

x X xx X X X X X X XX X X X X X X X XXX X X 1. X 
XXX X X X XXX X X XX xxxu X X XX XX X X 
XXXXXXXXXXX XXXXXXXXXXX XXXX 

De .. XXXXXXXXXXXXXXXXXXXX: 

10/24/83 

Pleae ChQI:k the ~uHtity on had for the iaiiDwin9 supplies and 
determin~ If we have received any of these supplies Yet. This IS 

the first "eview of thl! new ordering procedure and your person.l 
.ttention '.ould be appreciated. 

Itelll Humlar 

xxxx 
XXXX 
XXXX 

Descr ipt i on 

XXXX xxx XXXXXXX xx X XXX 
XxxxxxxxnXXXXXXXXXX 
x X x XXXXXX X x x XXX XXX X X 

Quantity on HHd 

XXXXXX 
XXXXXX 
'xxxxxx 

ADD THE DATE) AND PRESS CFl TO EXIT, 

TEXT EXIT FRol1 EDIT 

E,it Editor - Return to Primary Menu (Y Nl: Y 
Update document named below (Y ~n: I 
Crute document named below IY II):.!!.. 
Print docu,~ent without formattin~ (Y IH:!!... 

Document name: aoHMEMO 
File containing document: TEXTFILE2 

Library containing file: TEXTlIS:? 

Deserlpt IOn: auant I ty On Hand Memo - Tea,. 2 

Rese~uenea document by line number 
- or-

Rese~uence document by ea leulat i ng pagel I i ne 

(Y Hl: Y 

TYPE IN THE DOCUMENT DESCRIPTION AND PRESS ENTER, 

SECTION 7 - 65 
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,Step 

TEXT PR HIAR Y HDiU 

Select one of the following: 
1. Create or revise i document 
2. Browse a document 
3. Pr i nt a document 
4. Fillinafor",docu,"ent 

Option: 1.. 

Name of the document ",hen stored: 
Document (b lanR far a I ist of documents): 

rile (blanK for. list of files): 
Library : 

Within Telt Hanagement: 
Press HELP key to display help telt. 
Press eFt key toe" t. 

7: 

TEXTtILE2 
TEXTLlB2 

Press CF2 key to baCk up to the previous display in a series. 

CF6-Display messages 

To PRINT THE LIST OF DOCU~1ENTS IN YOUR FILE~ TYPE 1 FOR THE OPTION. 

BLANK OUT THE DOCUMENT NAME. 

MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 

TEXT DDCUHEtlT LIST 
rile: TEXTFlLE2 Librory: TOTUS2 
Enler new docu"ent na~,e or select document from list below: 
Search descr ipt ion! 
Search from created date: 00/00/00 To created date: 0\/24/84 

Locate document name beginning w,H,: 

OPT DDCUI!EIH DESCRIPTION CREATED 
HOiITOIIC:I!O How to memo - Team 2 01123/84 
~IArIEADDR ~!.me and Addres; document-Team 2 01120/84 
DUTL !liE Outtine of How to pOP popcorn - Tum 2 01/23/84 
ODHIIEI10 Quantily On Hand l1emo - Team 2 01124184 
SUPPLIES SuPp Iy document - ha", 2 01120/84 

I-Select document a-COpy to n ... document 9-R •• ov. docum.nt CFlb-Prlnt II.t 

PRESS CF16 TO PRINT THE LIST. 

PRESS CFl TO EXIT. 
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YOUR LIST SHOULD LOOK SIMILAR TO THIS LIST. 

TEXT MANAGEMENT DOCUMENT LIST 
File: TEXTFILE2.TEXTLIB~ 

DOCUMENT DESCR IPTION 
HOHTOMEHO How to meme - Team 2 
NAHEADDR Name and Address document-Team ~ 

OUTLINE Outline of How to pop popcorn - Team 2 
QOHMEMO Quantity On Hand Memo - Team ~ 

SUPPLIES Supply document - Team ~ 

SECTION 7 - 67 
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· L. ':> f:J c· 1"""1 t I ".,".. "I" 'J." h',J ("~ r 1:J ... J ..... "M"..... .L. I I ,.:;) F"!JR EXEr~c I SE 4 

Step 2: 

INSfEAD OF REVISING THE DOCUMENT OUTLINEJ IT WAS COPIED INTO ANOTHER 
DOCUMENT AND THEN REVISIONS WERE MADE. 

NOTICE SOME OF THE REVISIONS THAT WERE MADE. 

LOOK ON THE PRINTED DOCUMENT TO SEE WHAT ACTUALLY HAPPENED (NEXT PAGE). 

SECTION 7 - 68 
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.* WARNING: Do not modify this document when hungry • 

~ 

0011 2 
0012 2 
0013 2 
0014 2 
0015 2 

.kp on 

.dh to 

.h6 Step 1: 

.kp off 

.kp on 

.h6 

.I<p off 

.kp on 

0026.00 .h6 Step 3: 
0027.00 
0028.00 
00~9.00 

0030.00 .kp off 
0031.00 .kP on 
0032'.00 
0033.00 .h6 Step 4: 
0034.00 
0035.00 
0036.00 
0037.00 .kP off 
0038.00 .kP on 
0039.00 
0040.00 .h6 Step 5: 
0041.00 
0042.00 
0043 3 
0044 3 

,0045.00 
0046.00 .kP off 
0047.00 .kp on 
0048.00 

, 0049.00 .h6 Step 6: 

How to Pop Popcorn 

Gather needed materials. 

• n - popcorn 
• n - oil 
.n - large kett le 
.n - large bOI" l 
.n - salt 
.n - butter or margarine (optional) 

• date 

I"'our enough oil in the kettle to cover half of the 
bottom. Add two kerna ls of corn to the oil and put the 
kettle on the stove at a medium temperature • 

When the two kernals pop, add enough popcorn to cover 
the bottom of the kettle (a single layer of popcorn 
only). 

At the very point in time when alL the popcorn is 
finished popping, take the kettle off the stove. Pour 
the popcorn Into th; lar;; bowl. 

Add the following ingredients in desired amounts: 

- salt 
- butter (or margarine) for those of you who honestly 

believe that they can afford the calories. 

0050.00 Grab the bowl of freshly popped popcorn, a beverage, 
0051.00 your favorite chair (or piece of carpet> in front of 
005~.00 the television, and enjoy your favorite late night 
0053.00 
0054.00 .kp off 
0055.00 
0056.00 
0057.00 .sk 4 
0058.00 
0059.00 .pa 

movie. 

.docid - .pn 

0060.00 .im (outline texHile2 textlib2) 
0061.00 .sk 8 
0062.00 .docid - .pn 
0063.00 .pa 

1t.~*· •• ******END*****··****** . 
~ ~ r T r n ~l 7 - n q 
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Step 1: ---

Step 3: 

Step 5: 

Step 6: 

02/09/84 
How to Pop Popcorn 

Gather r.eeded materials. 

1. - popcorn 
2. - oil 
3. - large kettle 
4. - large bowL 
5. - salt 
6. - butter or margarine (optional) 

Pour enough oi 1 in the kettle to cover half of the 
bottom. Add two kerna ls of corn to the 0 i I and put the 
kettle on the stove at a medium temperature. 

When the two kernals pop, add enough POPcorn to cover 
the bottom of the kettle (a singLe layer of popcorn 
only) • 

At the very point in time when a ,I the popcorn is 
finished popping, take the kettly off the stove. Pour 
the popcorn into the large bowl. 

Add the following ingredients in desired amounts! 

- salt 
- butter (or margarine) for those of you who honestly 

believe that they can afford the calories. 

Grab the bowl of freshly popped popcorn, a beverage, 
YOur favorite chair (or piece of carpet) in front of 
the television, and enjoy your favorite late night 
movie. 

OUTLINEl/TEXTFILE2/TEXTLIB2 - 1 
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Hew to PoP Popcorn 

Step 1: Gather needed materials. 

- popcorn 
- oil 
- large I<ett le 
- large bowl 
- salt 

butter dr margarine (optional) 

Step~: Pour enough oi l in the kettle to cover half of the 
bottom. (Idd two kerna ls of corn to the oil and put the 
Kettle on the stove at a medium temperature. 

Step 3: flhen the two kernals pop, add enough popcorn to cover. 
the bottom of the kettle (a single layer of popcorn 
only). 

Step 4: At the very point in time when all the popcorn is 
finished popping, take the kettle off the stove. Pour 
the popcorn into the large bowl. 

Step 5: Add the following ingredients in desired amounts: 

- salt 
- butter (or margarine) for those of you who honestly 

believe that they can afford the caloriES. 

Step 6: Grab the bowl of freshly popped popcorn, a beverage, 
your favorite chair (or piece of carpet) in front of the 
television, and enjoy your favorite late night movie. 

OUTLINEl/TEXTFILE~/TEXTLIB2 - 2 
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Step 

TEXT PRIM~RY MEIIU' 

Select ore of the following: 
I. Create or revise a document 
~. Bro\llse a docu~ent 
3. Print a doculf.ent 
4. Fill In a form document 

Option: 1. 

Ila~e of the docu",,,nt ",,,n sto~Ed: 
Docu"ent Iblan. for a list of documents): 

Fi Ie lblan~ for a list of fi les): 
Library: 

Ui thin T~lt nanage~ent: 

Press HELP ~ey to display help telt. 
Press CFI ~ey 10 ell t. 

-= 

7· 
-....J+ 

SUPPLIES 
TEXTF!LE2 
TEXTLlB~ 

Pres; CF~ kel to back up to the- previous display in a series. 

CF6-Display messages 

To PRINT A DOCUMENT) TYPE 3 FOR THE OPTION. 

TYPE THE NAME OF THE DOCUMENT) FILE AND LIBRARY. 

PRESS ENTER. 

TEXT PR 1m MODE MEI1U 
Document': SUPPLIES F i Ie: TEXTFILE2 Library: TEXTLl82 

S?leCl docu>ent print r"od2: 
I. Interactive 
~. Batch 

Dot Ion: 1-

Display/chHge Prlnl opllOns (.140 .TEIIP 'PERM): 

SELECT A PRINT MODE) IN THIS CLASS WE WILL USE uINTERACTIVEu. 

To TEMPORARILY OR PERMANENTLY CHANGE THE PRINT OPTIONS FOR 
:- .. ~ ..• ~ .. -=r- .-

THAT DOCUMENT) TYPE EITHER ~TEMP (TEMPORARY) OR *PERM 
(PERMANENT) . 

SECT I mJ 7 - 72 
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.~ 
TEXT PR lilT CPT IOtlS 

Docu'~nt: SUPPLIES . Fi le: TExTrllE1 
Entar perr.:anent Change:;: 

Disp lay/chJnge 
P"nllnq davice option; (Y tn: 
Pa1~ heJdin95 Jnd fo.t,,;; n Nt: 
OiU flies IhJl control p"nlln9 (y til: 
Draft copy oPtion; (Y 10: 

Pr I nl control 
Pr Inter devici? type: 
P"nter file name (blHk for a listl: 

Library: OSlS 
tlu •. bar of caPle;: 
Pr I nt pa92; 

from: 
To: 

Non-pr i nt character! 

To KEEP THIS SIMPLE~ ALL SUGGESTED CHANGES WILL BE MADE ON 
THIS DOCUMENT. 

TYPE Y FOR THE 3 OPTIONS INDICATED. 

ALSO TYPE H2 u FOR THE NUMBER OF COPIES. 

PRESS ENTER. 

TEXT 

H2a.i n,;: 
Pr i nt head i n95 

Document: 
or I:ey heading: 

Foot i ng5: 
Print footings 

Document: 
or key footing! 

File: 

IY Nt! Ji 

Fi Ie: 

library: -='L:.:.:IB::.::.L __ 

AfTER 1 ST PACe 
y 

Library: ....:'l:.:.I:::.::BL'--__ 

WE WILL MAKE THIS COpy A ROUGH DRAFTJ SO LET'S PRINT 
"DRAFT C~pyH AT THE TOP OF EVERY PAGE. _·_O-'--"-7.,._~ 

PRESS ENTER. 
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TEXT 
Document: SUPPLIES 
Enter permanent changes: 

Pr i nt 11 ne number (Y N): 

DRAFT cOpy OPTlmlS 
r; Ie: TEXTFILE2 

Editing-chaMes flag (choraeter;):, 
Starting column: 

Library: TEXTLIB2 

y 

Flag change:; after this date: 01120/84 

TYPE Y TO PRINT THE LINE NUMBERS (ON THE LEFT MARGIN), 

TEXT 
Document: SUPPLIES 
Enter per.,anent changes: 

First print linE': 
Last Print line: 

SYSTEM FRHiTER OPTlOIIS 
Fi Ie: TEXTFILE2 

Length of prInter form (line'S): 

lines per Inch 14689): 
Line spacing (! :! 3): 
Form; type: 
Additional left-margin space: 
Charocters per Inch (10 15): 
Output file nam2: 
Output ~ueue: 

Library: 

CHANGE THE FIRST PRINT LINE AND ADDITIONAL LEFT-MARGIN SPACE 
AS INDICATED. 

(MORE CHANGES CAN BE MADEJ THIS IS JUST AN,EXAMPLE.) 

PRESS ENTER. 
';'-"'---- . 
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TwO COPIES OF THIS DOCUMENT WILL BE PRINTED. 

1.00 
~.00 

1 ;00 
:2.00 
3.00 
4.00 
5.00 
6.00 
7.00 
8.00 
9.00 

10.00 
11. 00 
1~.00 

13.00 
14.00 
15.00 
16.00 
17.00 
18.00 
19.00 
~O.OO 

21.00 
22.00 
23.00 
~4.00 

25.00 
26.00 
27.00 
28.00 
29.00 
30.00 
31.00 
3:2.00 
33.00 

• t1:Jx 
DRAFT COpy 

02/09/84 

The Johnson Supply Co. Ltd. 
15006 Main Street 
Rolling Meado~s, IL 60008 

Dear Mr. Thcmpson, 

At the present time, we are making plans for next year's 
su?plies. In examining our stock, we have discovered 
shortages in the items listed below. 

Please notify us as soon as possible whether you can 
su??ly us with the following these items in the 
quantities we need, and advise us when we can expect 
delivery. 

Quant i ty Item 

10 Pene i ls 
20 Pens 
30 Tablets 
40 Erasers 
50 Ink Bott les 
65 Rulers 

Yours truly, 

C. Brandt 
Pr a jec t 11a nager 
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TEXT PRIMARY r:olU 

Select one of t~e fat lo~i ng: 
!. Create or revi 52 a do(u~ent 
~. Erowse a docu"nt 
3. Print a docunont 
~f F"i t lin a form document 

Oetion: 1. 

F'i Ie 
library: 

. Within Telt Management: 

<;t are.:!: 
cf document.): 

li;t of files): 

Press ~ELP ~ey to display help '~It. 
Press CFt >ey to ell t. 

HG:ITm:Er,o 
TEX IF! LE~ ._----
TEXTLl82 

Press CF:! ~ey to bac~ up to tf,e previous disptay .n a series. 

CF'6-D i so t ay .essages 

TAKE OPTION 3 TO PRINT THE DOCUMENTS J HOWTOMEMO AND QOHMEMO. 

(MAKE WHATEVER CHANGES TO THE PRINT OPTIONS YOU WANT TO.) 

(PRINT THESE TWO DOCUMENTS AS DESIRED.) 

. TEXT PRIHARY MENU 

Setect one of the fotlololi"9: 
1. Create or revise a document 
2. -Erowse a document 
3. Print a docuc.ent 
4. F'itt in a form document 

Co t ion: 1. 

the document 'hen stored: 
for a list of dOcur.lentsl: 
for a list of fi les): 

~"hln Telt Manage.ent: 
Press HELP >ey to dlspl,y ~etp te.t. 
Press crl ,ey to ellt. 

lEXTFllE:! 

Fress CF2 key to back UP to t~e previous display in a series. 

SECTION 7 7(; 
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TO: Greg Adams 
SUBJECT: How to Stari the IBM 5224 Printer 
DATE: Today's date, 1984 

This is to let you know how to start 
up the IBM 5224 Printer in case you 
are the first person to use it in 
the morning. Here are the four easy 
steps that you should follow: 

1. Flip the Power-On switch to the 
On p os i t ion. 

2. I-lait a few minutes until the 
warning beep is heard. 

3. Press the Reset and then the 
Ready buttons. 

4. Print your document using the 
easy-ta-use System/38 Text 
Management Package. 

If you have any problems, consult 
the IBM 5224 Printer Manual located 
next to the printer, or find me and 
I w ill fix it. G a ad l uc k ! 

Kimberlee Wenzel 
ASC Instructor 

SECTION 7 - 77 



\..., '/-'." ...... 
" .. ' 

xxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxx 

Dear XXXXXXXXXXXXXXXXXXXX: 

02/09/84 

Please check the ~uantity on hand for the following supplies and 
determine if we have received any of these supplie~ yet. This is 
the first review of the new ordering procedure and,your personal 
attention would be appreciated. 

Item Number , Desc rip t ion Quantity on Hand 

XXXX XXXXXXXXXXXXXXXXXXXX xxx xxx 
XXXX XXXXXXXXXXXXXXXXXXXX XXXXXX 
xxxx XXXXXXXXXXXXXXXXXXXX xxxxxx 
XXXX XXXXXXXXXXXXXXXXXXXX XXX xxx 

Sincerely, 

J E Mathis, Director of Purchasing 
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Step 2: 

TEXT PRIMARY MEtIU 

Select one of Ihe following! 
1,. Create or revise. documenl 

:. Ero\lJ:;e a document 
3, Pr, nl a document 
4. Fill in. for", documenl 

OptIOn: 1. 

lIame of n,e document when stored: 
D,cument (blan~: for a list of documents): D8SUPPL Y 

File (blanK for a 1151 of files): 

Library: TEXTLl8~ 

lIin.!" Tell Hanagement! 
Press HELP Key to display help lell. 
Press CFl ,ey to etit. 
Press CF~ ~'ey 10 bac< uP to the prevIous display in a series. 

CF6-Display messages 

To CREATE A DOCUMENT, TYPE 1 FOR THE OPTION. 

TYPE DBSUPPLY FOR THE DOCUMENT NAME. 

MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 

I . __ • 

~/' 
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TEXT 
Fmt: 

U: 1 DoCum2nt: D8SUPPLY 
1< .. 1 ... 2' ..... 3 

'11.", '1"8EGltnlI~lG"., I."" 

.... · .. · ..... nm.···· .... · ... 

Scan: 
... C4 ...... 5 

Doeumen t D8SUPPL Y ad ded to f i Ie TEXTF ILn. TEX TLlB". 

... b ..... ) 7 

To COpy THE CONTENTS OF ANOTHER DOCUMENT INTO THIS DOCUMENTJ 

PRESS CF5. 

TEXT SERVICES NEtJU 

one of the followin;: 
!. D,spl.y/ch.nge 5c.n/~u'stitute options 
~. Display current document In printed format on sPlit display 
3. Display ."other doc.:::ent on split display 
~. Copy another docu",ent to ed, t di;Play 
5. Display fields from data base ,ember on spI,t dISplay 
6. CCpy Ileld~'ro· '3ta bas2 "ember 10 edil display 
7. DISPlaytc:./ 01 data files Ihat control print,ng 
8. DIsplay! . options 

:i!.. 
Option:..i -_ ... ,.,,>fI.1I. 

Document/member: SUPPLIES Fi Ie: TEXTF"!LE2 Library: TEXTLI82 

er6-Display messages 

TYPE 4 FOR THE OPTION. 

TYPE SUPPLIES FOR THE DOCUMENT NAME. 

MAKE SURE THAT THE FILE AND LIBRARY NAMES ARE CORRECT. 

PRESS ENTER. ''1:'' --- . 
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TEXT 
fmt: 

0001.00 
ooo~. 00 
OOO!.OO 

(I. I" 2 ••• I •• 3 
.... 1 •••••• eEGUIUllJG ......... . 

0004.00 The Johnson Supply Co. ltd. 
OOO'i.JO 1~~06 Mlln Streel 
OOO~.OO Roiling MOJ.'w;, II 60008 
0007.00 
0008.00 De" Mr. Thomoson, 
0009.00 

Sca n: 
• II C I" I,. S ... 6 ..... ) 7 

COlO 4 
0011.0') 
001 ~ .00 
CJ13.00 
OOI~ 4 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

At thi ,re.;nt til:\lI, .s ilre ~ann; Flan5 for nelt Yiar'. 
SUPPlI2S, In E'nmlninQ our staer, looIe hl'JE' :!jscovNed 
~horla<:.:; In Ihe Ile.'5 listed below. 

Please notify us as soon as pOSSible "hether YOU can 
suppli' us with lhe fallowing Ihese I I Ern:; In lhe 

~uantlties we nee~. anj advise us "hen we car. elpect 
delivery. 

Cuant i ty Item 
0020.00 
33 lines copied from docum2n! SUPPLIES file TEXTFIlE2.TEXT1I82. 

NOTICE THE MESSAGE AT THE BOTTOM OF THE SCREEN. 

To COpy PART OF ANOTHER DOCUMENT INTO THIS DOCUMENT) 
PRESS CF5. 

TEXT SERVICES 110:u 

Select one of the followin;: 
1. DisplaY/change scan/subSlllule oPlions 
1. Display currenl documenl in printed formal on splil display 
3. O,:;play another docu.,enl on SPill display 
4. Con analher dacu~2nt 10 e.Jil display 
5. D,SPlay fields (rolll data base member on splil display 
6. C,PY fields from dala base member to edit display 
7. DisplaY/change l,:;t of Jau files lhat canlrol prlnling 
8. DiSPlay/change Pflnt oPlions 

Oplian:~ 

f'i le: TEXTFllE::> Library: TEXTLlB::> 

CF" 6-0 i sp lay messages 

TYPE 3 FOR THE OPTION. 

TYPE NAMEADDR FOR THE DOCUMENT NAME. 

MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT'j 

SECTION 7 81 



TEXT H: I Documenl: OSSUPPLY 
Fmt: 1 \( .. I ... 2 ...... 3 

0001.00 
0002.00 
0003.00 

,f" t'I'I' eEGltnlt~!Stt'" It' t I 

DO The Johnson Supp Iy Ca. LId. 
0005.00 15006 Ilain Streel 
DO R a II i n9 Mead ow:;, IL 60009 
0007.00 
0008.00 Dear Hr. Th amps. n, 
0009.00 

Browse: I~AMEAOOR 

,U'U"I '8EGltlNHJGII •• ' •• ". 
0001.00 Joseph P. Ela:;1 
0002.009090 Hinchesler Circle 
0003.00 Scharn!orte, IL 69354 
0004.00 Hr. 
0005.00 
0006.00 Johnny Malhis 
0007.00525 Slllom Street 
0008.00 Schaml.or Ie, IL 600001 

Scan: 
... C4 ...... 5 

.da Ie 

Scan: 

THE CURRENT DOCUMENT IS THE TOP HALF. 

... 6 ..... ) 7' 

FIRST DELETE THE NAME AND ADDRESS ALR~ADY THERE. 

TEn H:I Docu'-2nl: D"SUPPlY 
Fml: 4 I ( ..... 2 ...... 3 

0001.00 
0002.00 
A 
0007.00 

,. 1.*"'" EEGIt~rllt:GIt If t'"'' * I 

0008.00 near Hr. Thompson, 
0009.00 

Sca n: 
... C ...... 5 ...... 6 ...... )7 

.da I e 

0010 4 At Ih2 pr2,2nt ti~e, we are ma¥ing plan; (or nell year':; 
0011.00 supplies. In e .. mln"g our stoc~. we have discovered 
0012.00 shorlag •• in Ihe ilem. Iisled below. 

Br owse: NAI1EAODR II: 1 
,,,. u .... " EEGltHIIt~SI""" I.' 

CC Joseph P. BIaSI 
0002.00 9090~lnchester Circle 
CC Schamlorte, IL 69354 
0004.00 Hr. 
0005.0') 
0006.00 Johnny Mathis 
0007.00525 Slalom Streel 
0008.00 Scharnlorle, IL 600001 

Sca n: 

l 

USE THE COpy AND AFTER LINE COMMANDS TO COpy THE DESIRED 
INFORMATION FROM THE SELECTED DOCUMENT TO THE CURRENT DOCUMENT. 

SECTION 7 - 82 
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&i' TEXT U:l Docu ... nt: DESUPPLY Scan: 
F"mt: 1 1( .. I ... 2, ...... l ...... C4 ...... 5 ...... 6 ..... )7 

0001.00 
0002.00 

, COO,.OO 

•••••••••• EEGIt:llltIG ••• t •••••• 

000!.01 Joseph P. BL.st 
0003.02 9v90 H,nchester CircLe 
0003.03 Scf.amtor te. IL 68:;5. 
0007.00 
0008.00 DeH Mr. Blast. 
0009.00 

8r ow,.: tlAtlEADOR 
• 1:" If. III: .5EGIWU~JG'.1 ....... 

0001.00 JosePh P. SLa.t 
0002.009090 HlnChest"r CirCLe 
OO~3.00 SCt.a~IQrle, II. /.S3SQ 
0004.00 Hr. 
0005.00 
0006.00 JOh nnr Math i 5 
0007.00525 SLaLM Sireet 
0008.00 SChamtcr!e, IL 600001 

.dl Ie 

Scan: 

To GET RID OF THE SPLIT SCREEN~ PRESS CF2. 

Docur-.ant: CESUPPLY 
1( ..... 2 ... 00.3 

Sc an: __ ::--__ --,--__ _ 
... C 00. '00 5 ... 00.6 00 ... ) 7 

TEXT 
F"ml: 4 
0015.00 
0010.00 
0017.00 
0018.00 

suppLy us With the foLLOWing the,e Ite"5 In the 
q,uantitie; ~CI need, '):lJ adVIse ui Wh£l:'l we-can £>rpec1 
deliver)'. 

DO 
0020.00 
CQ::: .O~ 
0022.00 
0023.00 
OO~i .00 
0025.00 
DO 
0017.00 
00"8.00 
0029.00 Yours !ruLy, 
003J.00 
0031.00 
0032.00 C. Srandt 
0033.00 Project Manager 

Quantity' 

I~ 

20 
30 
40 
50 
65 

•• , •. It" If It IEND ••• I "".1." 

Ilem 

Pe~: i ls 
Pens 
TabLets 
Eraser:; 
InK Ec I: Les 
RuLers 

To REMOVE THE COLUMNS OF INFORMATION J USE THE BLOCK DELETE 
LI NE COMMANDS. 

PRESS CF5 TO ENABLE YOU TO COpy FIELDS FROM AN EXISTING 
DATA BASE FILE. 

SECTION 7 - 83 



TEXT SERVICES NelU 

Selecl one of the follOloling:' 
1. Dls;>lay/chan]e scan/;.bstitute options 

2. Display current document in printed format on split display 

3. Display anot~.er docu~ent on split display 

.,' ' 5. Display fields from data blse member on splil display ~
4' COpy another dOCU',2nt to ejlt dISplay 

:;",'1f. 1', 6. COpy field; from data base member to edit dls;>13'l m~~l-' 7. Di~Play/change li;t of data file; Ihat control prlnling 
, B. ~:li5play/change print ol'tions 

OpIion: 6 

Documenl/~e.,ber: :..IT:,::.£:.:-M __ Fi Ie: :..IT:,::.EH:.:..-__ Library: ::.QT:,.::'I..:..-T __ 

Cfb-Disp lay messaqes 

TYPE 6 FOR THE OPTION, 

TYPE THE DATA BASE MEMBER NAME IN THE FIRST SPACE. 
(You MAY NEED TO GET THIS NAr1E FROM A PROGRAMMER IN YOUR COMPANY.) 

TYPE THE DATA BASE FILE NAME IN THE SECOND SPACE. 

TYPE THE LIBRARY WHERE THE DATA BASE FILE IS LOCATED J 

IN THE THIRD SPACE. 

TEXT fIELD SELECTIClliORDEP. lIIG 
F 112: ITEM L ibr ary: 01XT Member: ITEM 
Select the fields 10 be displayed in the browse area by numberinq them: 

FIELD 
OTYOH 
OESCR 
ITnl;ER 
OTYORD 
E~OR DDT 

CF2-Services DISP lay 

LEIIGTH DESCq IPTlON 

7.0 CUH:ITITY 0:1 H~IIO 

"5 ~ESCR IPT 1011 
5 CAT ReG ITEM tlUMBER 

7.0 CU~IITITY 011 ORDER 
6.0 eAC~ ORDER D~TE 

CFt-Edit Display 

,'------------------------------~ 

THE ONLY FIELDS NEEDED FROM THIS DATA BASE FILE ARE THE 
QUANTITY ON HAND AND THE DE SCR I PT I ON '.~~c ~~wc_*":::.._c=-_ 

TYPE 1 FOR QTYOH (SO IT WILL BE LISTED FIRST), 

TYPE 2 FOR DESC (SO IT WILL BE LISTED SECOND), 
,.." 

-,.::.- -- . 

'1" .' .... 
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'~(;" 
~ ... 

, " 

TEXT FIELD SPACltlG 
Fi I.: ITfrt L,brHY: OlxT Me~b.r: !TEll 
You t~n ch.n~e IilHlin9 tolu~n of .he field ~s " 'Ppears on the browse lIne: 

COlur~ F IELO LENGTH OESCR IPT ION 
_I OnOH 7,0 aUklHl nOlI HAIIO 

:"IJ!I~""'_ II DESeR ~5 DESCRIPTlO:1 

CF2-Sfilection/OrdariM OispL~Y CF I-Ed i I 0 i s~ lor 

THIS SCREEN ALLOWS YOU TO .CHANGE THE COLUMNS (LOCATION). 

WE WILL MOVE THE COLUMNS AFTER THEY ARE IN THE DOCUMENT~ 

SO PRESS ENTER. 

TEXT RECORD SEL£CTlGII T£ST 
File: ITEM LibrHY: OTXT 

FIELD REL TEST VALUE 
"' .... _- allOH LT ;:.30-'---_____________ _ 

ReUllonship of lesl in H.i. ;rcup 10 ~Il .d.l,lionaL 9rcu~.: (AllO OR): 
For .dd,.ional t.~.s, pre" ROLL, 

AND: InClude record:; anly if .ll tests .re true. 
OR: Inc-lude record if .ny 'eit is true. 

REL: £C, NE, GT, LT, GE, LE, RG, lS 

Position cursor'below ad pre~; ROLL '0 display .11 fields. 
FIELD LENGTH OESC~IPTICII 

onOH 7,0 QUAUT!TY ON HAND 
DESCR 25 OESCR IPTIOt/ 
ITIVIBR 5 CATALOG HEN IlUMBER 
DflDRO 7,0 QUANTITY ON ORDER + 

THIS SCREEN IS ASKING IF YOU WANT TO SELECT ANY SPECIFIC RECORDS 
OFF THE "ITEM" DATA BASE FILE? 

WE WANT ALL THE RECORDS WITH THE "QUANTITY ON HAND LESS THAN_3D". 

TYPE QTYOH LT 30 IN THE PLACES INDICATED ON THE SCREEN. 
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'-' .. 

I .. -.... 
~.>. ..... ., 

TEXT H:t Document: DESUPPLY Scan: 
fmt: 4 1( ..... 2 ...... 3 ...... C ... -.-.-. -5-.-.-. -.-.. -6-.. -.-.-.-)-7 
O~IS.OO supply u; with the f. lowin~ these Items in the 
0016.00 quantitie; ~e n • .'d, and advise us when we can expect 
0017.00 del ivery. 
0018.00 
0027.00 
0028.00 
0029.00 Yours truly, 
0030.00 
0031.00 
OOJ~.OO C. Erandt 
0033.00 Pro Ject Manager 
0034.00 QUAIIT ITY 
0035.00 011 
0036.00 
0037.00 
0038.00 
0039.00 

HAND DESCRIPTIOII 
28 Hac~saw - 8 inch 
2S Paint-white (gal) 
23 Paint -.blue (gal) 

0040.00 20 Paint - red (gall 
0041.00 23· Paint - green (gall 
0042.00 25 Decorator hinges blac~ 
0043.00 28 Decorator hinges silver 
10 lines copied from data oe"ber ITEM of file ITEN.OTXT. 

THE INFORMATION IS AUTOMATICALLY ADDED AT THE END OF THE DOCUMENT. 
(To HAVE PUT THE INFORMATION IN A DIFFERENT PLACE J YOU WOULD HAVE HAD 
TO PUT IN A TARGET BEFORE YOU PRESSED CF5.) 

NOTICE THE MESSAGE. 

0016.00 
0017.00 
0018.00 
00~7 .00 
00~8.00 

Pend: L S:a n: _____ .,----_--,--::-
... 3 ...... C ...... 5 ..... , 6 ..... ) 7 

supply us with H .• f. 10'II"g these items in the 
q,uantitie3: \.JI? ntdd • .and advise uS when we can elpect 
del ivery. 

0029.00 Yours truly, 
0030.00 
0031.00 
0032.00 C. Brandt 
0033.00 ·Project Hanager 
0034.00 a A!HITY 

ON 
HAND OESCRIPTIOII 

28 HaC'saw - 8 inch 
25 Paint - while (gall 
23 Paint - blue (gall 
20 Paint - red (gal) 

0041.00 23 . Paint - green (gall 
0042.00 25 Decorator h,r·les blac~ 
0043.00 28 Decor~tor hinges silver 

To MOVE THE COLUMNS 
THE CF18 KEY. 

OF I N FOR t1A T ION J USE A 3-STEP PROCESS ALONG 

STEP 1: POSITION CURSOR ON THE UPPER LEFTMOST POSITION OF THE 
COLUMN(S) OF INFORMATION·AND PRESS CFI8. 

SrrrrnN 7 - ~h 

WITH 
" , 

~" .. -", 
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STEP 2: 

TEXT 
Flllt! I 

"" p,"", R ::::-~---S-Ci-n-! ----------. 

...... 1( .. 1 .. : 2~ ... C4 ...... 5 ...... 6 ..... ) 7 
0033.00 Pr 0 Jec t Hi niger 
0034.00 QUANTITY 
0035.00 ON 
CO~6.00 HAtlD OESCR IPT I ml 
C~37. 00 :8 Hl:'ia. - 9 i r.:n 
0039.00 2S Paint - wnlle (Q' I) 

O~39.00 :3 Paint - ~(U2 (;al) 
0040.00 20 P 11 n t - r ~d (9i I) 

0041.00 23 p"int - gr •• n (g"l) 
0042.00 25 Dicorator hinges blHY. 
0043.00 28 Decor.tor hin;2; silve~ .t ..... t.I' .IEtJe ••• I. t'l, .1._ 

POSITION CURSOR ON THE LOWER RIGHTMOST POSITION OF THE 
COLUMN(S) OF INFORMATION AND PRESS CFI8. 

TEXT fl:1 Docu~2nt! D8S~PPLY Scan: 
Fmt! 4 1 ( ..... 2 ...... 3 ...... C ...... 5 ...... 6 ..... ) 7 
0016.00 ~u.nt'tiE; we need, and advise us when we can e'pect 
0017.00 delivEr/. 
0018.00 
0018.01 
001S.03 
0018.04 
0018.05 
0018.06 
0018.07 
0018.08 
0018.09 
0018.10 
0027.00 
00:8.00 
0028.01 
0028.04 
0029.00 Yours truly, 
0030.00 
0031.00 
0032.00 C. Brandt 
0033.00 Project Manager 

CUAIIT ITY 
011 

P.~(:C DESCR IPTIOtI 
~8 Hacksaw - 8 inch 
25 Paint - white (gal) 
23 Paint - blue (g.1l 
:~ Pa, nt - reJ (ga I) 
23 P.lnt - green (gal) 
:5 Decorator hinges blacK 
:8 Decorator hinge; si Iver 

STEP 3: POSITION CURSOR AT THE POINT IN THE DOCUMENT WHERE YOU 
WANT THE UPPER LEFTMOST CHARACTER OF THE COLUMN(S) TO 
BE AND PRESS CFI8. 

HINT: MAKE SURE THERE IS ENOUGH ROOM IN-THE DOCUMENT AT THE POINT 
WHERE YOU WANT TO PUT THE COLUMN(S)! 

PRESS CFI TO EXIT. 



TEXT EXIT FROM EDIT 

E1it Editor - Return to Pri",.ry Menu (Y tll: Y 

Update docu~.int namld b.low n N): 1. 
Create docum,,"t named belOW !y tJ): N 
Print docu~ent without fcrc,.ttin9 !Y N): tI 

Docuoent n.me: neSUPPLY 
file conta, ni ng docu,T,ent: TUTFIL~ 

Library containing file: TEXTLl8~ 

Description: 

Re:;e~uence document by Ii f.a nu.,ber !Y to: 
-- or --

Resequence document by calculaling p.ge/lin~ <Y N): tI 

You ARE FINISHED! (THAT WAS EASY!) 

.TYPE IN THE DOCUMENT DESCRIPTION AND PRESS ENTER. 

C:r:rT T (VI 7 QQ 

•• _, •• 0- ••• _ ..... ~'\_ 

~,. " 

~I' 
\. ~!" 
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Step 

TEXT PR !lIAR r HEI1U 

Selecl one of I~e foll:uir .• : 
1. Create Ii:" !"evise a document 
:!. Brow;e a c'ocu::-.ent 
3. Pr i nl a d( c u.~anl 
4. Fill In a for,n dccl'c,en! 

Op I ion: ...!.. 

Na~e of the docu~ent >;hen stora,: 
Documenl (b lan~. ror a I iii of documents): 

File (blanK for i list of ftle,): 
Library: 

Hilhin Tell Management: 
Press HELP key 10 display help lext. 
Pre:;s cn key 10 el i I. 

3: 

FOP. It 
TtXTFIL~L­

TExTLl:c 

Press CF2 key 1o baCk UP to Ihe previous display in a series. 

Cf6-Display messages 

To CREATE A NEW DOCUMENTJ TYPE 1 FOR THE OPTION. 
TYPE FORM FOR THE DOCUMENT NAME. 

MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 

SECTION 7 - 89 
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TEXT U:! Ooc"cent: FORM Sca n: 
1(..1 ... 2 ..... . ... C4 ...... 5 ...... 6 ..... ) 7 

tit' "'t , ••• eEGIr!lH' ISt.*,: ... I ••• t 

.······.·.···ENDIfIl .......... . 
Document FORM added to file TEXTFIlE2. TEXT1l82. 

To COPY ANOTHER DOCUMENT INTO THIS DOCUMENT~ PRESS CF5. 

TEXT SERVICES t:ENU 

Select one of '"'9 101l0,"r·9: 
1. Disptaylchange scan/;ub'ititul? oP1ion; 

2. DisPlay' Cl,;rrent docu~en1 in printed forl"'lat on split display 
3. Display another docu.c.ent on spilt diSPlay 
4. Copy another doc.cent to .'it dISplay 
S. Display I,elds from data base •. e~b.r on spilt dISplay 
6. Copy lields Ira." data base ~ember to edit display 
7. DisplaY/change list 01 data files that contro'l printin9 
8. Display/change print options 

. Option: 4 

Docu.nen!lnember: ="'""'-""--__ Fi Ie: TEXTFILE2 Library: TOTLl82 

CF6-0 i sp lay -.55ageS 

TYPE 4 FOR THE OPTION. 
TYPE QOHMEMO FOR THE DOCUMENT NAME. 

MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 

PRESS ENTER. 



TO:T fl:1 00C",7,.n': FOR:1 Sca n: 
Fm': :i .. (... .. .... 2 ..... , 

It •••• , ••• EEGlrnHI :~ ••• , I •• ' If 

C .. 4 ...... 5 ...... 6 ..... ) 7 

0001.00 
00r1.00 
0003.00 
0004.00 
OOOS.OO 
C006.CO 
00~7.00 

0008.00 
0009.00 
0010.00 
0011 :i 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 

x X XX xxxxxxxxxxxxxxXY.XXXX X X 
XX X X XXX X XX xx xxxxxxxxx X X X X X 
X xnxxxxxxXXXXXXXXXXXXX X X X 

O.u XXXXXXXXXXXXXXXXXXXX: 

.da I II 

Please check Ihe ~uanlilY on hand for the follow>,., sUPPLies and 

determine if we have received any of these SUPPlies yel. ThiS IS 

the first revieu of the new ordering procedure and your personal 

attenllon ",auld be appreciated. 

I tern Number 

XXXX 
XXX X 

Oescr iPt ion 

xxxxxxxxxx XX X XXXX X xx 
XXXX XXXXXXX X X X xxx XX X 

Qua n I I I yon Ha nd 

xxx XXX 

XXXXXX " 

0020.00 XXXX XXXXXXXXXXXXXXXXXXXX XXX XXX 
27 11 nes cOPied frolll document OOHMEMO Ii Ie TEXTFILE1.TEXTL18~. 

FROM THIS "BASE" DOCUMENT WE ARE GOING TO MAKE 'A FORM DOCUMENT. 
NOTICE THE MESSAGE. 

TEXT W:1 Do[uc.enl: FORM Sca n: 
Fmt: 5 .. (... .. .... 1 ...... 3 C .. 4 ...... 5 ...... 6 ..... ).] 

*. I ••••••• EEG lcHlI IjG* •••• I ••• t 

OOvl.OO 
0002.CO 
0003.00 
0004.00' 
0005.00 f 

0" 1 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

XX X XX ~XXXXXXXXXXXXXXXxxx xx 
xxxx X Xxxxxxxxnxxxxxxxxxxx 

Dear XXXXXXXXXXXXXXXXXXXX: 

.dale 

" . 
Please cheCk the ~uanlity on ha. lor lollo",ng supplies and 

determine if we have received any of these supplies yel. ThiS IS 

the first revleu of the new ordering procedure and your personal 

attention ",ould be appreCiated. 

I tem Number 

XXX X 
XXXX 
XXXX 

Oeser ipt i on 

x X xx X X X X X XXX X X X XX X X X 
XXX X X XXXXXXXX XX XXXX X 
XXXXXXXXXXXXXX XXXX XX 

Quantity on Hand 

XXXXXX 
XXXXXX 
XXXXXX 

,-----------------------------------------------------~ 

BLANK OUT THE FIRST LINE OF XiS AND PRESS ENTER. 

TYPE TWO F's IN AS INDICATED IN THE DIAGRAM. 
<~ .•. ---=- ... ~-~-

BEFORE PRESSING ANY OTHER KEYS ON THE KEYBOARD~ PR~SS, CF14. 



TEXT W:I DOtuc,2nl: FORI1 Stan: 
,ml: 5 .. (... .. .... :'...... ... C .. 4 ...... 5 ...... 6 ..... ) 7 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
OO~6.00 ~ f" • da te 
o XXXXXXXXXXXXXXXXXXXXXXXXXX 
0000.00 
0009.CO 
0010.00 
0011 5 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
002~.00 

Dear XXXXXXXXXXXXXXXXXXXX: 

Please checK Ihe quant I ty on h the followinq supplies ind 
determine if ~2 have received any of Ihese supplies yet. This is 
Ihe firsl review of Ihe new ordering procedure and your persor.al 
attenlion woutd be appreciated. 

1 I em Number 

XXXX 
XXXX 
xxxx 

Descr ipl i on 

XXXXXXXXXXX XXXXXXXXX 
XXXXXXXXXXXXX XXXXXX X 
XXXXX XXXXXXXX xxx uxx 

Quan!; ty on Hand 

XXX XXX 
XXXXXX 
XXXXXX 

BLANK OUT THE SECOND LINE OF XIS AND PRESS ENTER. 

TYPE TWO F/s IN AS INDICATED IN THE DIAGRAM. 

BEFORE PRESSING ANY OTHER KEYSJ PRESS CF14. 

DELETE THE LAST LINE OF X/S--WE DON'T NEED THEM. 

TEXT 
fmt: 

0001.00 
0002.00 
0003.00 
0004.00 
C 
A 
0008.00 
0009.00 
0010.00 
0011 5 
0012.00 
0013.00 
OOH.CO 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 
0021.00 

II: 1 00cu.7,2n!: FOP.11 
.. ( ... I ...... 2 ." ... 3 

Sea n: _--::--______ _ 
C .. 4 ..... , 5 ...... 6 ..... ) 7 

.," 1.*'.*'~EGlr:rJli :G' .I!ltlf" it" ~* 

.da Ie 

Den xxxxxxxxxxxxxxxxxxxx: 

Please thecy. the ~uantiiy on ha', for the follo>llng supplies and 
determlneo if we have received any of these suppties Yet. This IS 

Ihe firs! rev •• ", of H,e new orderong procedure and your personal 
atlenl;on would be appreclaled. 

lIem Number Description Quantl'Y on Hand 

XXXX xnn x xx xx XXXXX x x x xx XXXIX! 
:i:xxx XX X nxx xx xx xxxxxxx XX xnn! 
XXXX XXX x x x x x X X X X X XX XX XU XXXIX! 
XXXX X XXX X XX XX XX xxx xxx xxx XXXXXX 

COpy THE FIRST FORM FIELDJ TO CREATE THE THIRD FORM FIELD. 

SECTION 7 - 92 

r , 

~~ .. , 
r' -i 

519 



6L5 

"~ 
." 

TEXT fl:1 Docu,~.~nl: fO~:1 Scan: 
tml: 5 .. (... .. .... :! ...... l ... C .. 4 ...... 5 ...... b ..... l 7 

0001.00 
0002.00 
C003.CO 
0004.00 
0005.0) 
OC06.CO 
0006.01 
0008.00 

.... tl' I •• eEGIrIlH. ~G'I~"'1It., 

------ ~'.( . '. -----.,- .: .~ 
.::-" .. 

0009.00 D~ar 

ftt~-'" 

0010.00 

.da t e 

0011 5 Pl~as~ chec~ Ihe ~uantity on hand lor the follolo/I01 supplies Hd 
0012.00 det~rmlne If IoJe have received any of thes~ sUPPlies yet. ThiS [S 

0013.00 the first revie~ of the roe", or~er[n. procedure .od ,our personal 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

atlention woutd be appreciated. 

I I em Number 

xxxx 
XXXX 
XXXX 

Oeser IPI i on 

xxxxxxxxxxxxxxx xxxxx 
XXXXXXXXXXXXX XXXXXXX 
xx x x x xxx x x xxx xx x xxx x 

Quanl [lyon Hand 

xxxxxx 
xxxxxx 
xxxxxx 

BLANK OUT THE XiS WHERE THE TITLE SHOULD BE AND PRESS ENTER. 

TEXT U:l Don:,cnt: FCR:1 Scan: 
;,nl: 5 .. (... .. .... 2...... .., C .. 4 ...... 5 ...... b ..... ) 7 

0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
OOO,;,.CO 
0006.01 

0014.0. 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

.da 1 e 

D~ar ( 

cheCk 1he q,u.ant i ty t '" the followinq supplies and 

,~se SUPPlies yet. This is 
,ocedure and your personal 

Item Number Deser ipi i on Guanl [lyon Hand 

xxxx XXXXXXXXXXXXX xxxxxxx XXXXXX 

XXXX XXXX x x XXXXXXX xxx xxxx XXXXXX 

XXXX XXXXX xxxxxxxxxxxxxxx xxx xxx 

TYPE TWO F/s WHERE INDICATED ON THE DIAGRAM. 

BEFORE PRESSING ANY OTHER KEYS~ POSITION YOUR CURSOR BETWEEN 
THE TWO F's AND PRESS CF14. 

"".i. 
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TEXT TEXT OEF WIT lOtI 

Field length: 019 
field lo,ation Line: 0009.C~ Co lumn: 010 
Value (initial period indi,ates value t~at will not prinO: 

Under I i ne/Hi g~ I i g" t 
Underlir.a lhis field "',2~ "rintir.g 
Hi9~li9ht this field ... han printing (overprint) 

Positioning 
Re~ove ertra spaces afler field when printing 
Center field after ~./ir.g 

Right adjust and blanK fill field 
Righi adJusl and lero fill field 

tl",'.r i C Cp I ions 

(Y Ill: II 
(Y til: N 

(y tll: y 

(Y Ill: II 
(Y Ill: ti 
lY tJ):~ 

Allow onty numeric value 
Edit field wil~ Ihis Edit Code 

(Y Ill: N 
iA-D, J-I1, y, Z, \-9): 

Replace loading zeros with floating ,urren" symbol 
Provide deCimal alig~,7,2nt 

CF2-Relurn to Edit Display WTER-Next form field 

(Y tl): -iT 
(Y Ill: 1!... 
<1-9) : 

THE NEXT SCREEN YOU WILL GET ALLOWS YOU TO FURTHER DEFINE 
YOUR FORM FIELDS. 

THE ONLY CHANGE WE WILL MAKE WILL BE TO ADD uPROMPTING u 

VALUES IN FOR EACH FORM FIELD. 

TYPE .TITLE FOR THE uPROMPTINGu VALUE FOR THE TITLE FORM FIELD. 

PRESS ENTER. 

SECTION 7 - q4 
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TEXT 

fi .. ldler.glh: 
field loullor. 

TEXT DC:fllJ"TlO:l 

('!e 
Line: CO~5.CO Co lu,n: C04 

Value (initial ;~rlod IndlCOles value Ihat will not print): 
~~ ____ ~.n~a~m~e ______ ~ ______ _ 

Highliqht thl> (,eld w~,in prlnttr,g (overprint) 
Pasltlonln9 

Remove extra £paces .fler (Ield "hen printing 
Center 'Ield afler ):el1ng 
Right adjust and blank fill field 
Righi adjust and lero (ill field 

Numer i c Op t ions 

(( III: II 
(Y Ill: II 

(y III: II 
(y Ill: tl 

(Y 11l:~ 

(y Ill: II 

Allow only numeric value 
Edit field ",ith Ihi. LJiI Cod. 

Replace leacllng leros. ",ith asleris):s 

(ltn:.!:!. 
(A-D, J-M, Y, Z, 1-9): 

lYW:N 
Replace leading leros "ilh (loalln9 currency symbol 
Provide deCimal aligMenl 

CF2-Relurn 10 Edil Di!;play ENTER-Nexl form Field 

lY til: 1!. 
(\-9): 

WHEN YOU PRESSED ENTER ON THE LAST SCREEN J TEXT AUTOMATICALLY TAKES 
YOU TO THE DEFINITION OF TliE NEXT FORM FIELD IN YOUR DOCUMENT. 

TYPE.~AME FOR THE uPROMPTING u VALUE FOR THE NAME FORM FIELD. 

PRESS ENTER TO GET THE NEXT FORM FIELD DEFINITION SCREEN. 

TEXT TEXT Off ItIITI O!l 

Field ler.gt~,: 02t. 
Field locallon Lir,e: OOO!.OO Co I u~n: 004 
Value (,nlltal period IndlCales value Ihat will not print): 
.c o 1'r'_P a ny 

U',cerll ne/H Igh light 
UllcNlln2 thiS field ,.hen prtnling 
tilght,ghl this fietd "hen printing (overprtnt) 

Posllionlng 
~cmove extra spaces alter field when printing 
Center field after .eying 
~ighl adjust and blank (III field 
P.ighl adjusl and lero fill field 

Num~r ic Opt IOns 
Allo~ only numeric value 

(Y N):.!:!. 
(y N): tl 

lY N): II 
(y II): tl 

(y Ill: J!. 
(y Ill: II 

lY N): II 
Edit (,eld "'llh thiS Edit Code (A-D, J-M, y, Z, 1-9): 

Replace leadl09 leros wllh asler iSks 
Replace leadin9·lero5 wilh floallng currency symbOl 
PrOVide deCimal ali9n~ent 

eF2-Return to Edit Display ENTER-Nerl Form Field 

(Y tll:N 
(Y til: .!i. 
(\-9) : 

TYPE .COMPANY FOR THE "PROMPTING" VALUE FOR THE COMPANY FORM 
FIELD. 

__ '.~-~ r~"""-'-'--"-~--"'-' 

PRESS ENTER TO GET THE NEXT FORM FIELD DEFINITION SGREEN. 
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TEXT TOT CEF INIT ION 

Field length: 0::6 
field locatIOn Line: 00~6.01 Column: 004 
Value (initial period indicates value that will not printl: « .dCPt . 

:.:~ , ' 
\,,~, '., UndulinelHlghllght 

~', ,"'l~ Underll"? this f,eld ~hen prlntir,g 
, HIghl19ht this field ~hen printing (overprint) 

(y II): Il 
(Y H):N 

Positionir,q 

R?move erlra spaces after field when printing 
Cenler field after keying 

Right adjust and blank fill field 

Right adjust and zero fill field 

Num2ric Ootlons 
Allow .only numeric vatu~ 

(Y Ill: IJ 
(Y N): II 
IY IJl: H 
IY H): N 

IY IJI: N 
Edit field ",ith this Edit Code (A-D, J-t1, Y, I, 1-9): 

Replace leading lerDS ","k osteriSkS 

Replace leading leros wilh floating currency symbol 

Provide decimal align,T,ent 

IY Ill: 1!. 
(Y H): N 

(1-9) ; 

~ __ C_f_2-_R_e_lu_r_n __ IO __ E_di_t __ D_is_p_Ia_Y ______ E_II_TE_R_-_N_e'_t_f_o_r_m_F_i_e_ld ____________________ / 

TYPE .DEPT FOR THE "PROMPTING" VALUE FOR THE DEPARTMENT FORM 
FIELD. 

To GET BACK TO THE EDIT SCREENJ PRESS CF2. 

r 
TEXT 

t-mt: 5 
C(C8.00 
0001. CO 

0010.0') 
(lQ11 5 
001~,~'~ 

OO13.(j 
(11)1-1.0') 

("lIS.00 
0016,(0 

0017.00 
DO 
0019.00 

00:0.00 

00 
OO:'~. 00 

00:'3.00 
00:4. GO 
00:'5. ('0 

00:'6.00 
00::7.00 

~:1 Docuoenl: FC"M Scan: 

.. ( ... 2 ... ... • ... C .. 4 ...... 5 ...... 6 ..... ) 7 

D?ar .t itt. 

Pt'=]~:;. cl-,cc~ ~~.~ 1t:;r,tlh' on hand for th~ (ollowirl') suppties and 

di'!e-r.':1Ir.? If i: !-.;;? r;:el!\ie~ ;:"1',. of thp52 su~plle3 YE-t. This is 

the first r?\,IHoI of U"e rE' .. ! orderin1 procedure ar.d your personal 

atten110n wculd b2 cH=;lrfclat~d. 

I ter.l 11'.:m!:er Cuan~d)l on Hand 

xnnxxxxxxxxx: 

J E i1athls. Director of Purchasin~ 

········'···'EllO .... ·'·· .... ··· 

CREATE THREE FORM FIELDS FOR ITEM NUMBERJ DESCRIPTION J AND 
QUANTITY ON HAND. 

(BLANK OUT THE X'SJ PRESS ENTERJ PUT IN THE F's AND PRESS CF14.) 

POSITION YOUR CURSOR ON ONE OF 'THE FORM FIELDS AND PRESS CF14. 
------.---.-.;-.-::::"'~~---
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"""( .l!. 
:~ 
.1 ·U 

TEXT TEXT DEF!tIlT 10:1 

Fie ld length: 004 
F ,e ld locatIon Line: 0017.00 CDlumn: 008 
Va lu~ (,n,tial period Indicates value that witt not prtnn: 
• j tm 

Undert I ne 'Hlghl19ht 
Ur.l2r1lr.2 tf,i:; f,eld "~,2" ~rontir.g 

III'Jhll~f.t tr,IS fl~IJ ,,~,." ;:ror,tln9 (overprint) 
PQSI t toni ng 

R,,1I\0~2 •• tra S?Jces after field when printing 
Cenler field after I'EYlnq 
Right adjuSI and blank fill field 
Right adjust and lero fi II field 

~~'Jm.?r leO') t ! 0 ns 

Allow only numeric vatuE!' 
Edit f,eld with thIS Edit Code 

Replace leading l"ros .ltn asteriskS 
(A-D. J-M. 

R2place leading leros .,tn floating currency sy",bol 
Provide decImal allgn".ent 

I Y t1l: II 
(y In: II 

(y NI: tI 
(Y tll:.l!. 
(y til: N 
(Y II): tI 

t¥ In:.l!. 
y. Z, 1-91 : 

(y NI: .!!. 
(y til: .!!. 
(\-91 : 

ENTER-Next Form Field . ' .'. '.'. .. " ,'~ 1'1,.· ----" -----

Cn-Return to Edit Display 

By PRESSING CF14 WHILE YOU CURSOR IS IN A FORM FIELD ALSO GETS 
YOU TO THE FORM FIELD DEFINITION SCREEN. 

TYPE .ITM FOR THE "PROMPTING" VALUE FOR THE ITEM NUMBER FORM FIELD. 

PRESS ENTER. 

TEXT TEXT D£FltllTlml 

Field length: 0:'0 
field location Line: 0017.CO COlumn: 023 
Value (,nitial period Indlcales value that Will not prlntl: 

.de,c 

Under I i ne/High light 
Underline this field ,,~,en Prlntin, 
Highll,ht thiS fi"ld _~,2~ priotlf,g (overprir.ll 

Pos:tlonlng 
Remove 2Itra spaces .fter field ... hen printing 
Center field after ~'e/i"g 
P,ght adjust and bUn" f III I ield 
RIght adjust and zero lill field 

tlu~2r IC Op t'IC n; 

(Y HI: ~ 
(Y til:..!!. 

(Y fll: .!!. 
!Y tl): J! 
(Y NI: N 
(Y N): N 

Allow only nu.1ier Ie va Cue 
EdIt field wllh th,i Edit Code 

Replace leadIng zeros wllh asteriSkS 

!Y NI: N 
(A-D, J-M, Y, Z, 1-91:_ 

(Y In: l!. 
~Eplace lC?!ldlnq zeros with'floating currency symbol 

PrOVIde deCImal align"ent 

CF2-Return to Edll Display EtHER-Ne.t torm Field 

(Y tn: Il 
(1-91 : 

TYPE .DESC FOR THE "PROMPTING u VALUE FOR THE DESCRIPTION FORM FIELD. 

PRESS ENTER. 
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TEX! TExT DEFltIIT 18:1 

Field length: C" 
Field location Line: C~l;,C' COIUM: C53 
ValJe (initial period Indicates value that will nat print): 
,q t yoh 

Und2rl.ne/H,qht .ght 

Ur,dErl.ne thiS field '"hen printing 
Highlight this field ~r.en printing (overprint) 

Positionlnq 

Pemove ellra spaces alter lield when printing 
Center field after ke/ing 
Right ad JUS' and blank fill lield 
Right ad just and zero I i II I ietd 

Numer i C Op t Ions 

Allow only numeric vatue 

CY Ill: !!. 
(y Ill: II 

tY Ill: l!... 
(y In: l!.. 
(Y Ill: .!.L 
(y H): II 

(Y W:..!'.. 
Ed. t I ietd WI th this Edi t Code (A-D. J-ti, Y, Z, 1-9': 

Replace leading li?ros With asteriSkS 
Replace leading zeros with floating currency symbol 

(y 1l):E 
/Ylll:1l. 

Provide decimal align:r..n' (1-9): 

~ __ C_F2_-_R_e_tu_r_n_t_O_E_d_i_'_O_i_s_p_la_y ______ E_H_TE_R_-I_le_I_'_F_o_r_m_F_i_e_ld _____________ ·_· ______ _ 

TYPE .QTYOH FOR THE "PROMPTING" VALUE FOR THE QUANTITY ON HAND 
FORM FIELD. 

ALSO SPECIFY A "Y" FOR ALLOW ONLY NUMERIC VALUE (AS INDICATED). 

PRESS CF2 TO RETURN TO THE EDIT DISPLAY. 

TEXT 
tmt: 5 
C: C9, C, 
000y,00 
0010,00 
0011 5 
C'~1~ .~0 

0013.00 
0014,00 
0015.00 
0016, CO 

C 
83 
00c3.00 
OO~4 ,('0 
00:5,00 
00:6.00 
00:7,00 

11:1 Se a n: 
3 ," C .. 4 .... " 5 " .... 6 ". ,,) 7 ,,( ... , 

~ •• I ••• 

r?a r • tit t:: 

Ptea::e ch2-c" ~~.; ,uantlty onhan::f (or the follolIJjl';g su~plie; and 
JE~::r::':1 r.? If '.: ~.;.~.~ ;,,;:',v;.! a:'l/ of the;2 ;u;~liE; yet. This is 
thl? first r;Jl,="L.I of tr,E' r,::u orc!?rin1 proce;ure and your personal 

attention wcutG ~2 o~;:re:rated. 

Ii!?r:l tlunber 

.itr.l 

Sincerety,· 

Ce;cr IP t I on 
.d;:5C 

J E 11ath'5. Dir<ctcr ~I Purcha;in~ 

•••• H" •••• "EI!~t If!! It""'" 

Quantity on Hand 

~ 

COpy THE NEW LINE OF FORM FIELDS THREE TIMES. 
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~. 

(C' 

\ 
",--,. 

TEXT 
F~t: 5 
0008.00 
0009.00 
0010.01) 
COil 5 
COI~.00 

0('13.(.) 

OOI~,(O 

0015.(,0 

0016.00 
0017.0') 
0017.01 
0017.02 
0017.03 
00::2.00 
0023.00 
00~4. 00 
0025.00 
0026.(0 
0027.00 

THAT WAS EASY! 

II: I Doeu.~,<nt: fOR.1 Scan: 
.. ( ... 2 ...... 3 ... C .. 4 ...... 5 ...... 6 ..... ) 7 

Cear ~.t~l~t~I~. __________ _ 

PIE'aSe cheo: H,1i' C\\liintity on h~nd (or the foLlowlnq SUPPlies ~nd 

dt'tt;'rmlre If o.:a ~,h'i ;"ecelve~ ant of the;e sl.:pplie:; yet. ThiS i5 
Ir,£, first reVle .. 1 o( the r.(>w or~erlnq proce.:lure and your per50n~1 

attention "louliJ bi;' atl;:recIJted. 

Item lIumber 

!...!..~ 
.11,1\ 

.1 tm 

• i t:n 

Si ncerely, 

D.ser ipt i an 
• dese 
.dES: 
.desc 
.dEse 

J E Halhls, DirEctor 01 Purchasing 

•• It "t'" If _EUDt I' f.'''. II f'l 

Quant I ty on Hand 

.!.~lL2!>_ 

~!2:.'~ 
.q tyoh 
.q tyoh 

PRESS CFl TO EXIT. 

TEAT EXIT FF~i1 EDIT 

EXIt E;lito'r - R.turn tJ Pr",.ry roenu 
Update doeuoent named ~Elc~ 
Create document named below 

Pr I nt document "'I thout lonatt i n9 

Docu,;"ent r,3:.e: 
File: con:alnin~ dOC~::':2:':t: 

Library contalnlnq file: 

(y Ill: ~ 
(Y ill: r 
IV I:): Ii 

IV Ill: !!. 

FORrL 

De-scr Ipt ion: Quantlt)' 0, Hand Form Document - Team 2 

Re,2quence docuc.ent by II n2 nu~,ber (y N): Y 
-- or --

RE,e,uence document by calculatIng page/lIne 

TYPE THE DOCUMENT DESCRIPTION AND PRESS ENTER. 
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~.' , ..... 
. ,.~; 

To FILL 

[ Step ·4:! 

TEXT FRIII~Rr liEIIU 

Selecl on2 01 Ihe lollc~i~;: 
1, Crp3te or re\li5~ a document 

:? Brow;EI a docu:nent 
3. Pr t nt a d{ll:ur.,~n' 

4. Fill ,n a lorm docll.,?nl 

Ila~e 01 n,e decu"-en! ~~.2n stoied: 
Decucent (blan~ for a Ii;! of docun2nts): 

Fil, (blank lor a li;1 01 liles): 
Library: 

Illthin Te.1 Manage".en!; 
Pre;; HELP ~ey 10 display f.elp lexl. 
Press CFl KeY 10 e.iI. 

FOPI' 
TEXTFIlE~ 

TEXTLlB2 

Press (Fe key 10 bac< UP 10 the previous display in a series. 

CF6-Displar messages 
Docur.,nl FD'ill In Ii Ie TEXTFIlE2.TEXTLlB2 updated with 26 records. 

IN THIS FORM DOCUMENT J TYPE 4 FOR THE OPTION. 

TYPE FORM FOR THE DOCUMENT NAME (IT SHOULD BE THERE ALREADY). 

MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 

~ F r T r nt-J 7 - 1 n n 
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"~(' 0'1 ... 

'~ 
I. " 

TEXT H:I Pind: FC~M Sea n: 
t"mt: ~ .. ( ... I ...... : .. 3 ... C .. 4 '" ... S ...... 6 ..... ) 7 

0001.00 
ooo~. 00 
0003.CO 
0004.00 

,t"I,.··"l:EG1:::lI·:Gt ~., 

0005.0~ ;,.;;,n=am;.=.e ____ _ 
0006.00 ~.c..:.;:o.~.:.;.;:a:..:;;n'_j ___ _ 

0007.00 :..;!.d-".!:ep'-'-t ____ _ 

0008.00 
0009.00 DeH ~~iI!,!;le~ __ _ 
0010.00 

.da te 

0011 5 Please cheo: the quantity on hand for the followln] supplies and 
0012.(0 determille if ~~ bav~ received any of these SU;:pl,ES yet. ThiS is 
0013.00 the fir!;! reVIE~ of t~.e r,E" orderor . ., procedure ar,d your personal 
0014.00 altent"ln "ould be appreciated. 
0015.00 
0016.00 
OOll.OO 
0018.00 
0019.00 
0020.00 

Item flumber 
.I,tm 

.itm 

.It:n 

.II~ 

DescriPtion 
.dese 
• de;c 
.,:!2;C 

• dese 

Quantltl on Hand 

.:.~~ 
~~ 
.:q ~{~~ 
,-~!L~ 

~-----------------------------

NOTICE THE "PEND: FORM" AT THE TOP OF THE SCREEN. 

, 

THIS MEANS THAT YOU CAN ONLY CHANGE FORM FIELDS IN THIS DOCUMENT. 

(IF YOU PRESS THE FIELD ADVANCE KEYSJ TEXT WILL ONLY TAKE YOU TO 
THE FORM FIELDS.) 

TYPING RIGHT OVER THE TOP OF THE "PROMPTING" VALUES J PUT IN THE 
INFORMATION YOU WANT. 

(IF PART OF THE "PROMPTING" VALUE IS STILL LEFT IN THE ~ORM FIELD 
AFTER TYPING IN THE NAMEJ FOR EXAMPLE J USE THE FIELD EXIT kEY TO 
REMOVE IT.) 
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~ ... TEXT 11:1 Pend: Fe?r! Sed n: 
Fmt: 5 .. ( ••• 1 t .. II. :! • ~ .... 3 C .. 4 .. , ... 5 ...... 6 ..... ) 7 

0001.00 
0002.00 
C003.00 
0004.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011 5 
0012.00 
0013.00 
0014.00 
0015.CO 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

•••• ,., ... BEG I r II:!, ~s If. If " " .. H • 

Fran Sin~tra 
l1uSIC In:. .do te 

Plea"e chec~ the ~uanlily on hand for the followln, supplies and 
deter~lne if w~ f.ove rec.eived any of these supplies yet. This is 
the f irst r~vie;,j of Ihe n~w ordering procedure and your personal 
attenl,on would be appreciated. 

I t em Ilumber Description Ouantity on Ha nd 

Q£.!l th i nqa-ma- j i 2 5 
(1059 whatcha-ma-ca II it 15 

~2.9... th, s ~ 
5900 tha t 10 

To PRINT THE DOCUMENTJ PRESS CF15, 

TEXT 

0001.00 
0002.00 
0003.00 
00)4.00 
0005.00 
0006.00 
0007.00 
0008.00 
0009.00 
0010.00 
0011 5 
0012.00 
0013.00 
vOH. :0 
0015.(0 
0016.00 
0017.00 
0018.00 
0019.00 
0020.00 

Pend: Fo~r' Sea n: 
•• ( " I 1 ", ••• ~ •••••• 3 C .. 4 ...... 5 ..... , 6 ..... ) 7 

......... -BEG IrHI ,I :G" f" ..... 

tran Sinatra 

fluslc In:. • do t e 

Dear 11;. Slna~r.i 

PteaSEt chec..- the t\'Hr'llit:t on h.Hd for the (ollowinl suppties and 

deterr.lln2 if 1..2 t.ol.:e rECeived anI of Ihe:;e ~upplle; yet. This is 
the fir;1 reV1'::': cf ~~.t ~2'-1J crczrln; procedure and your personal 
.ltt~ntton would be apprE-!:l.iIted. 

Item Iluober 

QQll 
0059 
1200 

~OO 

[lescr Ipt i on 
~g~-lT1a-I~.9 ____ . 
.. f.a t(ha-oa-( all i t 
~h i s 
Ihal 

Ouantlty on Haod 
5 
15 

~L 
_I~ 

Pr i nt complete. 

NOTICE THE MESSAGE AT THE BOTTOM, 

PRESS CFl TO EXIT, 

SECTIon 7 
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TEXT EXIT F28i1 EDIT 

Elit Editor - R~lurn to Pr,: .• r,· IIEnu (1 Ill; Y 

Edit anolner r.e", for::. 11 I!l; Ii 

Creale dccumant nanEd below (Y II): II 

Print docu~~nt Wltt.,ot f,r=itting (Y 11): II 

Deicrlplion: QUin'ilY On Kind For", nocce,nt - TeJ~ ~ 

Rese~uence documen' by line nu.tb.r !Y IJI: Y 
- or -
Rese~uence doco .• en! by calculating page/line (Y IJI: II 

CHANGE THE TOP TWO OPTIONS AS INDICATED. 

PRESS ENTER. 

A COpy OF THE PRINTED FORM DOCUMENT IS SHOWN ON THE FOLLOWING PAGE ... 
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THIS IS THE PRINTED FORM DOCUMENT. 

'.I'/:'~' --------~-----------."T'-( -

Fran Si natra 
Mus i c Inc. 
Entertainment Dept. 

Dear Ms. Sinatra: 

02/09/84 

Please check the quantity on hand for the following suppLies and 
determine if we have received any of these supplies yet. This is 

~_... the first review of the new ordering procedure and your personal 
attention would be appreciated. 

Item Number 
0012 
0059 
1200 
5900 

.SincereLy, 

Desc rip t ion 
th j nga-ma- jig 

.whatcha-ma-callit 
this 
that 

J E Mathis, Director of Purchasing 

Quant j ty on Hand 
5 
15 
21 
10 

n- .!II: 

'-.,'~1·CI _____________________ ~·I ~S·,·9! - -~---~~~.,. .. . . 



6L5 . 

'~(: 
.. '" 

Step 

TEXT PRIIIl\RY IIEIIU 

Select one of the folle:.J'":;: 
1. Create ~i"" revise a document 
:!. ErQw:5~ a docu~ar.t 
3. Pr i nt " doclJi\ent 
4. Fill,·, a form doeum.nt 

Opt.on: J.. 

lIace of the locun2nt .f.2n stereo: 
00eu.T.2nt (Ilanf: for a l,st cf doeur.,ent:;): 

File (blar.K lor a list of files): 
Library: 

fl. th I n Telt tlanagement: 
Press HELP Yey to display help te,I. 

Press eFt 'ey to ellt. 

5: 

MERGE 
TEXTFILE~ 

TEXTLl E~ 

Pre;sCF~ key to baer. u? to the previous display in a series. 

Crb-OisplaY messages 

To CREATE A NEW DOCUMENT) TYPE 1 FOR THE OPTION. 

TYPE MERGE FOR THE DOCUMENT NAME. 

MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 
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"', 
, '".2-

~ 

-;,-:r)~~_~--""'-.' 

TEXT II: 1 . Dijcu~~nt: FORM Scan: 
~dSt: 1< •• 1 •• , f ...... ...C4 ...... 5 ...... 6 ..... ) 7 

'1.1. I." tEEGlt~H;~"'I"'" f 

•........... ·D-IO······,·,···· 

To COpy ANOTHER DOCUMENT INTO THIS DOCUMENT J PRESS CF5. 

TYPE 
TYPE 

r~AKE 

TEXT SEP.I)ICES liON 

~?tec' one of Ihq folte:."t.a: 
1. DisPI~y/(h.ln~! sc~n/;ub;titup option; 

2. Di5Pl~t (\.Of rent docu(':'Iprd In Pflnlpd forl'ldl on split di~play 
3. DI5PL1Y .lnother docu:":',~;'\: 0:"1 spilt dl;~lar 
4. COpy .lnother docI,;::',cnt te e,:!it dl;plolY 

S. Display fields fro:TI doltd ba;e t",!?rnber an 3P(lt d,-;play 

6. COpy lields Irom ~at. b.,e ~e~ber to edit d'5pi.y 
7. DlspiaY/ch.n~e I,,! cl data lile, that control prooting 
8. Displ.y/ch.nge print optIOns 

Option: ~ 

[lac u.nen t Imember: File: TEXTFILE~ Libr.,y: TEXTLl82 

4 FOR THE OPTION. 
QOHMEMO FOR THE DOCUMENT NAME. 

SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 

PRESS ENTER. 

..--"---------------~--

r. 

~~ 
• ";r .. 
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~( 
.~ 

IEXI U: 1 Doc ""-;ot : fO~:1 5CH: 
, .. t: 5 oo(oo. oo.oo. ~ oo •• oo Coo 4 ... oo. 5 ... oo. 6 oo. oo) 7 

0001.00 
oon.oo 
0003.00 
0004.00 
0005.00 
0006.00 
00~7 .00 
oooe.oo 
0009.00 
0010.00 
0011 5 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 

'.1'1" ".BEGltu:il :~t I.' Itt •• I 

XXXXXXXXXXXXXXXXXXXX XX xx xx 
xxxxxxxx xxx x x xx XXXXX x xxx xx 
nxxxxxxxxxXXXX xx xxx xxx x x x 

DeH XXXXlXXXXXXX1.XXXXXXX: 

Please cheCk the ~uantity on hHd for the folloWif'1 ~uPplies and 
determine if we have received any of these supplle; yet. ThiS IS 

the first reVIi?Y of :hE! n?w ordering proceduri? and your personal 

attention would be appreciated. 

Item NUlllber De3cription Quant I ty on Hand 

'xxxx xxxxxxxxxx XXX XXX XX XX xxxxxx 
0019.00 XUX xxxxxxxxxxxxxxxxxxxx XXXXXX 
0020.00 xxxX XXXXXXXXXXXXXXXXXXXX XXXXXX 
27 lines copied frOlll document CQHMEMO file TEXIFILC.IEXTLlB~. 

FROM THIS uBASE u DOCUMENT J 

WITH DATA BASE INFORMATION 

NOTICE THE MESSAGE. 

WE ARE GOING TO 
MERGED INTO IT. 

SECTION 7 107 
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'11, 

TOT 
i'ml: 5 

"' 

•... ~0~'O? 
~~ ... ' .~ 

' ... 0 
l,:9.00 
0010.00 
0011 5 
001:.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0010,1)0 

"" 00CO.00 
DD 
OOcc.00 

H:I OOCU~2nl: I:EPGE Scan: 
.. ( ... I ...... 2 ...... 3 ... C .. 4 ...... 5 ...... 6 ..... ) 7 

.~na".e 

5up~ ~~, Coord I nat ion 
.~dep I 

DEar .~tltle 

.d. Ie 

Plea.2 chec~ the ,u,"llty on hJn~ for tr.e follow,n, supplies and 
determin'? if w? have receiverl any of these sUP~lies 'let. This is 

tr,e fir.t revie~ ~f t;,e ne,·/ orderin~ procedure .nd your person.l 
attention >!ould b. appreciated, 

I t em tlumber 

.~itmnbr 

xxn 
XXXX 

XXXX 

Deser ipt I on 

• t-J'?3cr 
XXX Ifll xxxx~x.~xu.~n 
xxx,x xxxxxxx,.~X~.U~X 
xx X X XXXXXXXXXXX~XX XX 

.~'l tyoh 
xxxx~x 

XXXXXY. 
xx XXY. X 

00"3.00 5i ncerely, 
0024.00 

REPLACE THE TOP THREE LINES OF X'S WITH THE DATA BASE FIELD 
NAr1ES I ND I CATED. 

TYPE "SUPPLY COORDINATION" ON THE MIDDLE LINE, 

TYPE THE DATA BASE NAME FOR THE TITLE WHERE INDICATED. 

TYPE THE DATA BASE NAMES FOR ITEM NUMBER) DESCRIPTION) AND 
QUANTITY ON HAND ON THE LINES BELOW THE COLUMN HEADINGS, 

DELETE THE EXTRA LINES OF XIS (TEXT WILL AUTOMATICALLY INSERT 
THE INFORMATION DESIRED EVEN IF THERE IS NOT ROOf1 IN THE DOCUMENT). 

PRESS CF5. 

SECTION 7 - 108 

..,I". 

519 



TEXT SERVIC£S nEr'.1 

~alecl one of ", follo\J·;.': 
1. D splay/c~an~e £oni .. b.lltul? option; 
2.0 .play CI;r~ent docu~ent in printod formal on sPlit dlsplal 
3. D Splay aother d~cu~anl on split d"play 
4. COpy anot~er docuc .• r.1 to c~lt d,:pIH 
5. Display I,olds frem data ba;. ,.em~er on ,plll display 
6. Lopy fields frem data 0.,. mEmber to edit dl:;play 
7. Displ.y/c~ange 11:;\ of data liles that conlrol printing 
8. Display/chan~e print options 

')ption:2-

Document/member: Fi Ie: ____ Library; 

CF6-Displar messages 

ON THE SERVICES MENU~ SELECT OPTION 7 TO CHANGE THE DATA FILES 
THAT CONTROL PRINTING. 
(OPTION 8 COULD ALSO BE CHOSEN.) 

PRESS ENTER. 

SECTION 7 - 109 



I .. ·'" 
~:--. 

WE WANT TO DO TWO THINGS: 

CREATE COLUMNS OF INFORMATION FROM THE DATA BASE FILEJ ITEM. 

CREATE MULTIPLE COPIES - EACH RECORD OF THE DATA BASE FILE) ACCOUNTJ 
THAT WE SELECT WILL GENERATE A DOCUMENT. 

TEXT P?l:/T CClITP.CL FIl, LIST 

S~l~ct eiH,er? ~3ta ba=~ fil;? or a dor :-:ent containinq a field list that Mas 

fields who;;;? nar.,2;; art? Iii )'O~lr \!o\. Jr.:2nt: 

ePTlo:1 

.L 
1 

OPTIOII 

~2 t:Er1~~R/[~CL:::E::T 

I TEll 
ACWJ:IT 

Llg?r.?y 

0.1.' T 
mn ---.--

1- S2lect all th2 record; in ~r,e File/Document. 

TIPE 
1 

3 - Prompt for selectl"n of rcccrd; and ;ettlng :;2lectlon rule:;. 
9 - Delete this Hember/Docu:!ent frl1m t~e Print Control File LISt. 

TYPE 

SEl COIIO 

1 - Column List,- a simple colu~n listin~ of fields within a doc.ument. 

2 - tiultlple Copies - eacn rccord selected will generate anotner document. 

CF2-Return Enter-Per/arm any selected option 

SELECT BOTH THE OPTIONS AND TYPES AS INDICATED. 

PRESS ENTER TO PERFORM THE SELECTED FUNCTION. 

PRESS CF2 TO RETURN TO THE SERVICES MENU. 

.-J._ .... _--:~.~ ... ___ _ 

SECTION 7 - 110 
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6LS 
t.,( ~ .. 1EXT· SERVICES 1:[1',1 

~.Iecl one of .. ~ follow',,:: 
1. Display/char.~e scan/~:.;~;tl!Ul? Q;Jtion; 
2. Display c..::-:-ent docur..ent in printed fcrlT.at DO SPlit dis;ltay 

3. Di:plH another d'(;J.7.;Ot o~ s,11t d"Play 
4. COP'" inoth2r ::,:\,::-.:::~ ~; c:;t :l,!;:llli 

5. DI~~t.!y fI2~~i frc.n ,:f!IJ ~H= .~~-~?f on ;~tlt ~IS'lay 

o. CCpy field; ;~Ci1l ~]!_ ~~;a r.::;.)i'r to ejlt dl~"IJI 

7. Olsplay/chlf'lje II:;! ;1 .!.i:. filE:; tl'l.: control j:rlntlf'lj 

8. Display/chln~e print op1.0n'i 

O;l t ion: 

Doc umenllm2mber: Fi Ie: _____ Library: 

CF6-Display messages 

PRESS CF2 TO RETURN TO THE EDIT SCREEN. 

PRESS tFl FROM THE EDIT SCREEN, 

TEXT ElfT FRO: 1 EolT 

Etlt Editor - Q~turn t~ Prl,~.;r; l~~:-:!I 

lJpdlte doculTl~nt rlJ.T,ed :21c ... 

Create do'CIJ:'~;'\t named bl'low 
Print docur.,ent I.IJIH.ou~ f.::r.-::i~:I;'; 

Do~ument na::'\c: 
Fi l.? containing docl,;::':i:r.t: 
library eontainin~ file: 

Res?quenee docuc.?nt b,' I, ;,? r.U,7,~er 

- or --

(Y II I: Y 
<Y Ill: Y 

(Y II I: 1/ 

(Y III: II 

~f Go:S'--__ 
TEX TFrLEc 
TEffij~ 

ResE~uence document by ca teu t, t, '1 p,ge/t·, ne 

TYPE THE DOCUMENT DESCRIPTION AND PRESS ENTER, 

SECTION 7 III 

.~ 



"-,'\ .- ~ ~
. 

",0.\. 

.~ rur F? I!'~'Y IIEtlU 

Sel;;c! one of the folic",,;: 
1. CrEate v;'" ~PVI;:2 a document 
., Brow:=:e a dOCUr:':2r.t 

3. Pr i nt a dOCUr..E-1t 

4. fill in a forr.l dOClI~t:ilt 

tJa.i2 ~f t~,e docutl?nt \.;~.c:r. ;t;)rc:~: 

Cocue,en! (blanv for. Ii;! of document;): 
Fi Ie IblaM' for a i';! of flies): 
Library : 

Hithin Tett l1ana'3'2.~ent: 

Pre" flELP ley to dl;;ia~' heip tel!. 
PrE'.is CFt !tel to PJ it. 

MERGE 
TEXT'ILE~ 

TEXTLl8~ 

Pre;; CF2 ~ey to bacy, UP to the previous dispiay in a series. 

CF6-Di SP iay Messa,es 
Oocumen! IIEPGE ,n / i ie TEXTFILE1. rEXTLlE2 UPdated ~ilh 24 records. 

To CREATE THE MULTIPLE DOCUMENTS FRCH'-' THE DATA BASE FILES.I YOU 
MUST SELECT OPTION 3 TO PRINT THE DOCUMENT. 

TYPE MERGE FOR THE DOCUMENT NAME (IT SHOULD ALREADY BE THERE),' 

MAKE SURE THE CORRECT FILE AND LIBRARY NAMES ARE THERE. 

TUT 
Decument: tTPGE 

S2lECt d:c.ut:'~nt print .7,:l~c: 

1. lnterac!;':. 
2. Batch 

FR 1111 tlnCl tIEI!U 

"ie: lE,TFILE~ Library: TOTUS2 

SELECT OPTION 1 FOR INTERACTIVE PRINT MODE. 

PRESS ENTER. 
i.;,_.;,.....:.~·_ 

YOUR DOCUMENT~ WILL BE PRINTED AS SOON AS THE JOB FINISHES. 
THE 11 DOCUMENTS PRINTED.I ARE LISTED ON THE FOLLOWING PAGES,., 

,.... ,- ,... -- ,. -". -, , , ....., 

n· " 
t:c? 
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FG Brady 
Supply Coordination 
103 

Dear Mr. Brady 

02/09/84 

Please checK the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be a~pr2ciatej. 

Item Number Description Quantity on Ha nd 

00127 HaO:sal'J - 8 inch 28 
00128. H30:sa~J - 10 inch 32 
001:29 Hacksaw - 12 inch 30 
10027 Paint - white (gal) 25 
10029 Paint - blue ( 9 a l ) 23 
10046 Paint - red (g a l ) 20 
10051 Paint - green (ga l) 23 
2134C Fin i sh i n9 na i ls (ctn) 56 
2135C Na i Is (ctn) 106 
21395 SCr2~JS (ctnl 1 ? 1 
25545 Green spray enamel (p t) 38 
3332X Brass tackS (Pkt) 186 
3333X Steel tackS (Pk t) . ·200 
4RCC2 Decorator hinges black 25 
4RCC3 Decorator hinges si lver 28 

Sincerely, 

J E Mathis, Director of Purchasing 

SECTION 7 - 113 
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BR Devinny 
Supply Coordination 
413 

Dear Ms. Devinny 

02/09/84 

Please check the quantity on hand for the foll~wi~g supplies and 
determine if we haVe received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be a~pr2ciated. 

Item Number Descr ipt i on Quantity on Ha nd 

00127 Hao:sa~J - 8 inch 28 
00128 H30:sa~J - 10 inch 32 
00129 Hacksaw - 12 inch 30 
10027 Paint :- wh i te (9a L) ~5 

10029 Paint - blue (g a l) 23 
10046 Paint - red (g a l ) 20 
10051 Paint - green (g all 23 
2134C Fin i sh i n3 na i ls (ct n) 56 
2135C ~Ja i ls (ctn) 106 
21395 ScrC!vr; (c t n) 1:-' 1 
25545 Green spray enamel (p t) 38 
3332X Brass taCkS (pk t) 186 
3333X Steel taCkS (Pkt) 200 
4RCC2 Decorator hinges blaCk 25 
4RCC3 Decorator hinges si lver 28 

Sincerely, 

J E Mathis, Director of Purchasing 

SECTION 7 - 114 
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AB Harmes 
Supply Coordination 
437 

Dear Miss Harmes 

0'2/09/84 

Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies ret. This is 
the first review of the new ordering procedure and your personal 
attention would be a~pr2ciat2d. 

Item Humber 

00127 
00128 
00129 
10027 
10029 
10046 
10051 
2134C 
2135C 
21395 
25545 
3332X 
3333X 
4RCC2 
4RCC3 

Sincerely, 

Descr ipt i on 

HaCksaw - 8 inch 
HaCksaw - 10 inch 
HaCKsaw - 12 inch 
Paint - white (gal) 
Paint' - blue (gal) 
Paint - red (gal) 
f'a i nt - green (ga l) 
Fin i sh i ng na i 1 s (c t n) 
~Jails(ctn) 

S::rc:w; (ctn) 
Green spray enamel (pt) 
Er ass taCkS (p·kt) 
Stee 1 taCkS (Pk t) . 

Decorator hinges black 
Decorator hinges 5i lver 

J E Mathis, Director of Purchasing 

SECTION 7 - 115 

Quantity on Hand 

28 
32 
30 
25 
23 
20 
23 
56 

106 
1?1 
38 

186 
200 

25 
28 
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HG Knuth 
Supply Coordination 
975 

Dear Mr. Knuth 

0'2/09/84 

Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 

'attention would be appreciated. 

11em Number Description Quantity on Ha nd 

00127 Hacksal'J - 8 inch 28 
00128 Hac~:sa~J - 10 inch 32 
00129 Hacksaw - 12 inch 30 
10027 Pa i nt - wh i te ( gal) 25 
10029 Paint - blue ( 9 a l ) ~3 

10046 Paint - red (g a l ) 20 
10051 Pa i i1t - green ( gal) 23 
2134C Fin i sh i ng na i ls (c t n) 56 
2135C Na i l:; (c t n) 106 
21395 S::r2~JS' (ctn) 1/1 
25545 Green spray enamel (p t) 38 
3332X Brass tackS (pk t) ~ 186 
3333X Steel tacJ.~s (Pkt) 200 
4RCC2 Decorator hi nges blaCk 25 
4RCC3 Decorator hinges si lver 28 

Sincerely, 

J E Mathis, Director of Purchasing 

.--.~ ..... -.-. ----.------. -_. _~ __ -.----..-,..-. ~-J 
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BR Lancaster 
SuppLy Coordination 
975 

Dear Mrs. Lancaster 

02/09/84 

PLease cheek the ~uan~ity on hand for the following supplies and 
determine if we have received any .of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be appreciated. 

Hem tlumber DescriPtion Quantity on Ha nd 

00127' HaCksaw - 8 inch 28 
0012EI HaCKSalJ) - 10 inch 3:2 
00129 HacKsaw - 12 inch 30 
10027 Pa i nt - wh i te (g a l ) 25 
10029 Pa i nt - blue (g a l) ~3 

10046 Pa i nt - red ( gal) 20 
10051 Pa i nt - g r ee n (g a L ) 23 
2134C Fin i sh i ng na i ls (ctn) 56 
2135C NaiLs (ctnJ 106 
21395 Scrcw~ (c t n) 1 ?1 
25545 Green spray enamel Cpt) 38 
3332X Brass taCkS (PKt) 186 
3333X S tee l tacks (pKt) 200 
4RCC2 Decorator hinges bLack 25 
4RCC3 Decorator hinges silver 28 

Sincerely, 

J E Mathis, Director of Purchasing 

SECTION 7 - 117 
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R Peabody 
Supply Coordination 
437 

Dear Ms. Peabod}' 

02/09/84 

Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be a?pr2ciated. 

I t em t~umb er Descr i pt ion Quantity on Ha nd 

00127 HaCksal~ - 8 inch 28 
00128 Hao:sa~J - 10 inch 32 
00129 Hacksaw - 12 inch 30 
10027 Paint - wh it e (ga l ) 25 
10029 Pa i n t - blue (g a l) 23 
10046 Paint - red ( gal) 20 
10051 Pa i nt - green (ga l) 23 
2134C Finishing na i ls (c t n) 56 
2135C tJa i l; (c t n) 106 
21395 Scr2!JJ5 (c t n) 1?1 
25545 Green spray enamel (p t) 38 
3332X Brass tackS (Pkt) 186 
3333X Steel tacks (pkt) 200 
4RCC2 Decorator hinges black 25 
4RCC3 Decorator hinges si lver 28 

Sincerely, 

J E Mathis, Directar of Purchasing 

SECTION 7 - 1J8 
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PL Pritchard 
Supply Coordination 
103 

Dear Mr. Pritchard 

0'2/09/84 

PLease checK the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention wouLd be aFPreciated. 

Item t~umber Descr ipt i on Quantity on Ha nd 

00127 HaCkSal'J - 8 inch 28 
00128 Hacf:sa~J - 10 inch 3'2 
001:29 Hacksal~ - 12 inch 30 
10027 Pa i nt - wh it e (ga l) 25 
10029 Pa i n t - blue (gal) 23 
10046 Pa i nt - red ( gal) 20 
10051 Paint - green (g3 l) 23 
2134C Fin i sh i ng na i ls (c t n) 56 
2135C Na i ls (c t n) 106 
21395 Scr 2L1J'; (c t n) . 1/1 
25545 Green s9ray enamel (p t) 38 
333:2X Brass taCkS (pk t) 186 
3333X Steel tacKs (Pkt) 200 
4RCC2 Decorator hinges black 25 
4RCC3 Decorator hinges si lver 28 

Sincerely,· 

J E Mathis, Director of Purchasing 

SECTION 7 - 119 
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RR Rogers 
Supply Coordination 
103 

Dear Mr. Rogers 

02/09/84 

PLease cheCk the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personaL 
attention would be appreciated. 

Hem Number Desc rip t ion Quantity on Ha nd 

00127 Hoc\(satu -" 8 inch 28 
00128 Hac~:sa~J 10 inch 32 
00129 Hacksaw - 12 inch 30 
10027 Point - white (gal) 25 
10029 Pa i nt - blue (g a l) 23 
10046 Pa i nt - red (g a l) 20 
1M51 Pa i r,t - green (gal) 23 
2134C Finishing na i ls (c tn) 56 
2135C ~Jai ls (ctn) 106 
21395 SCictJJS (c t n) 171 
25545 Green spray enamel (pt) 38 
3332X" Brass taCkS (Pkt) :186 
3333X Steel taCkS (Pk t ) 200 
4RCC2 Decorator hinges black 25 
4RCC3 Decorator hi nges si lver 28 

Sincerely, 

J E Mathis, Director of Purchasing 

~r-rTT0~1 7 _ 1"n 
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t'1S Sa ndee 
SuPP.ly Coordination 
994 

Dear Mrs. SandEe 

07./09/84 

Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies ret. This is 
the first review of the new ordering procedure and your personal 
attention would be appreciated. 

I tem I~umber 

00127 
00128 
00119 
10027 
10029 
10046 
10051 
2134C 
2135C 
21395 
25545 
3332X 
3333X 
4RCC2 
4RCC3 

Sincerely, 

DescriPtion 

Hacksaw - 8 inch 
HaCksaw - 10 inch 
Hacksaw - 12 inch 
Paint -'white (gal) 
Paint - blue (gal) 
Paint - red (gal) 
Paint - green (gal) 
I'i n i sh i ng na i l5 (c t n) 
Nails (ctn) 
Scr2WS (ctnl 
Green spray enamel (pt) 
Brass tacks (PKt) 
Steel taCkS (pkt) 
Decorator hinges black 
Decorator hinges si lver 

J E Mathis, Director of Purchasing 

SECTION 7 - 121 
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RB II i l so n 
SuppLy Coordination 
849 

Dear Mr. I-li Lson 

0'2/09/84 

PLease cheek the quantity an hand for the following suppLies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be a~prcciated. 

Item Number Description Quantity on Ha nd 

00127 HaCksaw - 8 inch 28 
00128 Hao:savJ - 10 inch 3~ 

00119 Hacksal0 - 12 inch 30 
10027 Paint - I,I;h i t e (g a l ) 25 
10029 Pa i nt - blue (g a l) 23 
10046 Paint - red ( gal) 20 
10051 Paint - green (gal) 23 
2134C Fin ish i n9 na i ls (c t n) 56 
2135C ~la its (c t n) 106 
21395 Sc;- .,vJS (c t n) 1 ?1 
25545 Green spray enamel (p t) 38 
3332X Brass tackS (pkt) 186 
3333X Steel taCks (pkt) 200 
4RCC2 Decorator hinges blaCk 25 
4RCC3 Decorator hinges si lver 28 

Sincerely, 

J E ~lathi5, Director of Purchasing 

/,.,..--......,\ -
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FX ~lisdolil 

Supply Coordination 
849 

Dear Hr. ~lisdolil 

02/09/84 

Please check the quantity on hand for the foLlowing supplies and 
determine if we have received any of these suPPlies yet. This is 
the first review of t~e new ordering procedure and your personal 
attention would be a~~r2ciated. 

Item Number Oeser ipt i on Quantity on Ha nd 

00127 Hac~:sal'J - 8 inch 28 
00128 HaCf:sa~J - 10 inch 32 
00129 Hacksaw - 12 inch 30 
10027 Pa i nt - wh i t e (g a l ) 25 
10029 Paint - blue (g a l) 23 
10046 Paint - red (ga l ) 20 
10051 Pa i nt - green (gal) 23 
2134C Fin i sh i ng na i ls (e t n) 56 
2135C Na i l:; (ctn) 106 
21395 SCr2~JS (ctn) 1 ? 1 
25545 Green spray enamel (p t ) 38 
3332X Brass tacks (pk t) 186 
3333X SteeL taCkS (pkt) 200 
4RCC2 Decorator hinges black 25 
4RCC3 Decorator hinges s i l ver 28 

Sincere ly, 

J E Mathis, Director of Purchasing 

SECTION 7 - 123 
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Step 

TUT F R ItIAR Y MWU 

Select one of Ihe hllowinq: 
I. Creale er revise, doeum.nt 
2. Brewse ~ docu~'"t 
J. Frint. document 
4. Fill in, fer. document 

Option: 1-

N, ••• f the document ~hen slerod: 
Document (bl,"~ for. list of documents): 

File (blonK fer, list of files): 
libnry : 

Within Te,t H,n,qemenl: 
Press HELP key to displ,y help till. 
Press CFI ,ey to flit. 

6: I 

TEHU 82 

Press CF2 key to back UP to the previous dispUy In ;I series. 

To PRINT THE LIST OF DOCUMENTS IN YOUR FILEJ TYPE 1 FOR THE OPTION. 

BLANK OUT THE DOCUMENT NAME. 

MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 

WHEN YOU GET TO YOUR "DOCUMENT LIST" SCREENJ PRESS CF16 TO.PRINT 
THE LIST OF DOCUMENTS IN YOUR FILE. 

PRESS CFl TO EXIT. 

YOUR LIST SHOULD LOOK SIMILAR TO THE LIST ON THE FOLLOWING PAGE 'ri'-/ 
... , 

519 



61~ 

~
-.. --, 
.~ - ,'~' 

.. 

TEX T 1-1At lAGEllENT DDCUI-lnn LIST 
Fi le: TEXTFILE~.TEXTLI8~ 

DOCU~lEm DESCRIPTIml CREATE~ 

DESUPPLY Data base Supplies document - Team :2 02/09/B4 
FORI1 Ouantity On Hand Form Document - Team 2 02/09/84 
HOmor-1EMO How to 0.20.0 - Team :2 01123/84 
tlERGE Merge document - Team 2 02/09/84 
NhilEADDR Name and Address document-Team 2 01120/84 
QUTLIIIE Outline of How to pop popcorn - Team 2 01/23/84 
GUTLIllEl Outline of How to pop popcorn - Team 2 02/06/84 

DOHllEna Duantity On Hand Memo - Team 2 01124/84 

SUPPLIES SupplY document - Team 2 01120/84 

. , 
\I, 
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