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About This Manual

This manual will guide you through a series of examples designed to
help you learn the functions of Text Management. The Text
Management Learning by Example manual contains examples to help
you do common tasks. Use these examples as models to accomplish
what you want to do with Text Management. The Learning by
Example manual is part of the information available for /BM System/38
OFFICE|38—Text Management, Licensed Program Number 5714-WP2,

You may require some additional authority to do some of the examples.
If you have difficulty doing a task, see your System/38 administrator or
the appropriate person in your organization for help.

¢ Other related manual
| -

IBM System{38 OFFICE[38—Text Management User's Guide and
Reference Manual, form number SC09-1022.

This manual [urther describes the functions and capabilities of Text
Management. You can always refer to this manual for more
information about Text Management.
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The Equipment You Need

Belore you use Text Management, you must have the right equipment
and some [anuliarity with System/38 work stations,

You may use Text Management on the [oliowing work stations:

IBM 5251 Modcl 11 and Model 12

¢ IBM 5261

e IBM 5292 Model 1 and Model 2

o |BM 5555 (with alphameric data only)
* [BM 3180 Model 2.

In addition, by using a remote attach, you may aiso usc Text
Management on the lollowing work stations:

e [BM 3277
e [BM 3278
o [BM 3279

With Text Management, you can print information using the following
printers:

*  Work station printers:
— 1BM 5219 Printer, Models D1 and 12
— IBM 5224 Printer, Models 1 and 2
— 1BM 5225 Printer, Models |, 2, 3, and 4
— IBM 5256 Printer, Models 1, 2, and 3
— 1BM 4214 Printer.

e System printers

¢ The IBM Displaywriter (IBM 6580)

e The IBM 6670 Information Distributor, Models 1 and 11.
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L What You Should Know

To use the Text Management Learning by Example information
effectively, you must know how to use the work station.

1f you are not familiar with your work station, you can use the
information contained in Appendix A of IBM System/38

OFFICE|38—Text Management User's Guide and Reference Manual, form
number SCO9-1022.

Working with the Examples

1. First read Chapter 1, Before You Start. It describes general
information about using Text Management and what you will learn
by doing the examples.

2. Then proceed through the examples step by step.

The examples have three levels of information:

¢ Onc level of information tells you what you must key in. This
- information is highlighted, like this.

® A second level of information tells you where to key in the
mformation. All input fields are written in type like this.

* A third level ol information gives you additional information
enclosed in a note box.

—— Note

* This information appears like this.

Using the Glossary

The Glossary provides definitions for terms used in the Learning by
Example manual. It also includes some terms used in System/38, Terms
appear in alphabetica) order in the Glossary which is part of the /IBM
System|38 OFFICE[38—Text Management User's Guide and Reference
Manual, form number SC09-1022,
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Chapter 1. Before You Start

This manual introduces you to the functions available in Text
Management. Each chapter containg iflustrative examples that guide
you through the different tasks involved in Text Management, Before
you start working with these examples, you must §ign onto your system.

‘ntering Text Management

Before you can sign onto Systemy/38, you must obtain a password from
the appropnate person in your organization. Then you can use that
password to sign onto the system and request Text Management.

(U 1. Key in your password.

2. I Text Managcrent displays the COMMAND ENTRY display, key
in the command EDTTXT. Press ENTER. System/38 displays the
PRIMARY MENU. From here, you can select from the various
[unctions with which you want to work.

3. Otherwise, choosc the option that allows you to work with Text
Management.

—— Note:

If you have P'S/38 installed on your system, ask the System/38
administrator, or the appropriate person in your organization,
to ensure that library g¢x¢ is listed above library gofc.

The following figure shows the PRIMARY MENU which is the display
you see once you have entered Text Management.

('“‘x
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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 in a form document

Option: _
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 CF1l key to exit.
Press CF2 key to back up to the previous display in a series.

CF6-Display messages

\

Fizuse 1-1. Text Management PRIMARY NMENU

Leaving Text Management

o Press CIF1 to return to the PRIMARY MENLU. Depending on
where you are in the function in which vou are working, vou may
have to press CI'1 more than once before vou reach the PRIMARY
MIENU.

¢ 1 you entered Text Management by keying i ED'T'YXT, vou can
leave Text Management by pressing CI'l or CF2 repeatedly,
Depending on your user profile, when vou leave Text Maragement
by pressing CIF1 or C1'2, vou may still remam signed on to
System/38. Kev in signoff to sign ol System/ 38,

——— —— T | ey ia i - -— _—
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Useful Function Keys

Throughout Text Management, you can use special [unction keys to
help you do your work quickly and easily.

For more information on these function keys, sce the Text Management

Reference Card, form number SC09-1110, or the Text Management
User's Guide and Reference Manual, form number SCG9-1022.

Using the HELP Key

After you enter Text Management, you can press HELP to give you
more information about Text Management.

General Information about Working With Text Management

Beflore you start, you should understand the following terms as Text
Management uses them:

e Text document

¢ [‘orm document

e Text ibrary

* File

¢ [ormatted text

e [nformatted text,

A text document is a document that you are in the process of drafting,
writing, revising, and polishing. Text documents are stored in a text file
in the text library.

A form document 15 a skeleton document that you create so that you
can, for example, send out form letters. It has some text and contains

fields where you can key in such variables as names and addresses.

You store your documents in the text library so that you can retrieve
them casily when you want to revise and polish them.

You store a group of documents in an electronic file that you keep in
the text library. You can keep all your documents that refer to one
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subject in a single file. For example, you could keep all your sales >
reports in a file that you call SALES. J

In lact, you can think of Text Management as an clectronic filing
cabinet. You Keep your documents in an clectronic file folder that you
store in your (iling cabinet drawer, or text library.

Your documents can have two kinds of text--formatted and unformatted.
IF'ormatted text is text in paragraphs delined by a paragraph format
identifier. You can deline the shape of the paragraphs associated with a
paragraph [ormat identilier and then use the format identifiers to shape
the layout of the paragraphs. [For example, you can define a blank line
to precede the paragraph and the length of each line in the paragraph.
When you turn the sequence numbers off (using CIF13) Text
Management identifics formatted text with a [ormat identifier and
indicates additional lines in the paragraph with double quotes (")
Unformatted text appears in your document exactly as you key 1t in on
cach line. IFor cxample, you can use unformatted text for your date,
address, and title incs. When vou turn the sequence numbers off, Text
Management indicates unformatted text with a period (.}

When you are working with text documents, you can use the keyboard

template to scc what the Ci¥ keys do. You can also use the Text

Management Reference Card to find this type of information. You X

should also note that in some cascs CI72 processes the display you are w |

on, as well as returning you to the previous display.

In this manual, you Icarn how to do the lollowing:

e (reate text documents, form documents, and files

¢ Inscrt, delete, copy, and move text in your documents

¢ Print documents

¢ lFormat your text using highlighting, undertining, headings, and print
control commands that format the way your text appears on the

page

¢ Use the spell aid function.
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—— Note

® Before you start working with these examples, ask the
appropriate person in your organization to create a copy of the
EXAMPLE file for you. This person needs to create a copy of
the EXAMPLE file using the following commands:

1. Create a duplicate copy of the file: CRTDUPOBI
OBI{EXAMPLE) FROMLIB(QTXT) OBJTYPE(*FILE)
TOLIB{QGPL) DATA(*YES)

2. Press ENTER.

3. QGrant authonty to the file: GRTOBJAUT
OBHEXAMPLE.QGPL) OBJTYPE(*FILE)
USER{*PUBLIC) AUT(*ALL)

4, DPress ENTER.

JFor the examples in this manual, create a document on the
DOCUMENT LIST in the EXAMPLE file. When vou have finished
practicing on the document, delete it from the EXAMPLE file. On the
DOCUMENT LIST, key 9 beside the document that yvou want to delete
and press ENTER.
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Chapter 2. Text Documents

This chapter shows you how to see a list of text documents and also
explains how to work with a text document that is larger than your
display.

Document List

Text Management allows vou to see a list of documents contained in the
EXAMPLE hle or any other file in your library to which you are
authorized. On the PRIMARY MENL:

L. Key I in the Option field.

2. Leave the Document [icld blank to sec a list of documents.

3. Key n the file name. For this example, use the file name
EXAMPLE.

4. Key in the library name if 1t 1s not already displayed. For this
example, use the QGPL library. Your display now shows:
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TELT FEITHARY MENU

Select one of the following:

1, Create or ravise & documant
2, Browss a documant

3. Print a document

&, Fill in a form documant

Option: 1
Hame of the document whan gooped:
Documant (blank for & list of documents):
File (hlank for s list of files): EXAMPLE
Library: OGPL______

Within Text Management:
Fress HELF key to display halp text.

Fress OFl kay to sxit.
Press (F2 kay to back up to the previous display in a serias.

CF6-Display messages

\

Fagnre 2-1. PRIMIAEY WIS for bsploying @ docaerens s

S0 Thress BEDERE o disphay the TICTL N BT LTS

1 emavng by Fsammois oy Wiln Texst hlanagemen:

2-2



TEXT LOCUHERT LIRT

File: EXAMPLE Litrary: 4OPL

EnLer pnew decpment name of selact document From lise below:
Search dascription:
Sasrch from credfed datsa 08,00, 00 Te created data: 03,22/84
Locate document name beginning with:

OFT  DOCUMENT REBCRLFTTON CHEATEL

_CoLLlsT Simple data bese columm list gy 22 84
B DECOPY Documant ta copy data In directly 0271384
_  ENVELDFE Envelope example O2/22)84
_  FORMDOC Document with form fields, hlghlight, underllne_ 0222784
- LETHCCL Lerter with mulcicopy and eolumn list 0323184
_  LINECOM Genere]l |letter with deata for line commands DEf22) 64
_ MULTICOPY Multipls copy docuwent from data basa 0272284
- PFETCTL Documant with priat control commands 022384
- SOURCE Document contalning Print Control File dats _ 02/f22/84
. BPELLER Latter with misspelled words 02722 7B4
- ETDLET Erandacd letrer 0211} B4

|
1-Select document B-Copy to new document 9-Remove document CFlé=Print 1ist

Fyere -2 DOCEMESNT 15T

nce o Lz Hisl, mave yaur cursor 1o the option feld oo the led g
ace of the display and koy v the ophian beside The daciment v aane
to wark with 1 e Mumcnens you can ase and their nprion aen-bers
appear Ay the hatton nf ynar desplay,

Chaose &l vou want Lo 2opy 2 docament, &0 e sarmie s, key moa
TCW TLAmG 10 Lhe Sber Aen ducioment amike o select docusrond fvoei sl
Aetow lekl, Thes creares 3 new documert and akes vou io 5z T
display to rce tbe new dogument: The new documeat is.a dupheate of
the angmal dacoment.

Yau can opiv enrer an 8o the Sesiar Told al vau reached this display
alier cnoasing Optian | [(Create ar reese o docustes) | onoihe
PRIMARY MESL. Theretore, ' you did nat choade nrtiar | an the
BRI ALY MINL, Lo dseli, 8Cepye Jo pew dadunpsan!, wall nol e
ENoWHh.

¢ hpose opoon @ yuu want 1o delewe a decument fram ke given e
Text Managpement then ssucs 2 message leiling vou to press =5TER 10
detere the docwmnent. You can cancel the delete by blanking out tnz 0.

— ="l —_— b

—
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Otherwise, press ENTER to delete the document, You can delete more
than one document at & time.

For all other options, only one document can be sclected at a time.

——  Note

After you have displayed the list of documents, Text Management
saves the list. When you next display the list of documents for this
file, Text Management gets the saved list, Any changes made to
the list of documents for this {ile by other users will not be visible
to you until you refresh the saved list. To do this:

L. Display the document list for another file. This erascs the saved
document list by replacing it with another list.

2. Display the document hist for the first file again. This brings in a
fresh copy of the document list.

To leave the DOCUMENT LIST, press CI°1 to return to the
PRIMARY MENL.

Creating a Document on the Document List

This example shows you how to create a document on the
DOCUMLENT LIST. You can name a new document on this display
and create it by copying an existing document into the new one.

l. On the PRIMARY MENU, choose Option 1. Leave the Document
field blank. In the File ficld, key in EXAMPLE. In the Library field,
key in QGPL.

2. Press ENTLER. Text Management displays the DOCUMENT LIST.

3. In the Enter new document name or select document from list below
ficld, key in a new document name. [For this example, key in the
name STDLET2.

4. Now copy one of the existing documents into the new document you
are creating. Key 8 beside the document you want to copy into the
new one. For this example, key 8 beside STDLET.

5. Press ENTER. Text Management copies STDLET into your new
document and adds the new document, STDLET?2, to the
EXAMPLE file. Text Management also copies any mark-up, such
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as paragraph formats and printing options, associated with the
original document into the new document. [For example, if the
existing document has a temporary dictionary, Text Management
copies it into the new document.

You can now revise and polish the document that you have just created,
For the examples in this manual, you should usc the document that you
have just created to practice with, and then delete it from the
EXAMPLE file when vou have finished.

Now that you have created a document, you need to know how you c¢an
display different parts of it.  You can move the document up and down
on your display or from side to side.

Moving the Document Up and Down

You already know how to roll the document up and down using the
ROLL keys on your keyboard, You can also use line positioning
commands to move the document up and down. Use X to move your
document up x number of lines or -x to move it down x number of lines.

1. On the [dit display, key in the line positioning command [ollowed
by a space on the scquence number f{ield. For example, key in +5
on the sequence number field (the far lelt position on the screen).

2. Press ENTER, Text Management moves the document up [ive lines.
You can also move directly to a specific line in the document. FFor
example, if you want to change the wording on line 0020.00 key in
0020.00 on the sequence number field. Then, press ENTER, and Text
Management displays linc 0020.00 at the top of the display.

The three ways of line positioning move the document up and down in
different ways:

e ROLL keys move the document oy a whole display.

* Line positioning commands (- x for Up; -x for Down) move the
display up and down x number of lines.

¢ A line number keyed into the sequence number [ield takes you
dircctly to that line.

Now you know how to move the document up and down on your
display.
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Returning to the PRIMARY MENU

Windowing

2-0  Learning by Example: Working With Text Management

To return to the PRIMARY MENU from the Edit display, press CF1.
Text Management displays the EXIT FROM EDIT display. Press
ENTLIR to update the document with any changes that you have made
and return to the PRIMARY MENU. If you are processing a list of
options on the DOCUMENT LIST display, Text Management processes
the next one. But you still need to know how to move it [rom side to
side.

——  Note

For the examples in this manual, turn the sequence numbers on
when you come to a document without numbers. To do this, press
CF13.

Text Management allows you to create or browse documents that are
wider than your display area. You can tell Text Management what
column you want to appear on the left of the display. To see the areas
outside of the current display area, you move the document on your
display to the left. To return to the original display, you move the
document on your display to the nght. This [unction is known as
windowing. You can move your display from as little as one space to as
much as the width of the document in cither direction. If you window
{ar enough to the right, you can sce the date on which the line of the
document was changed.

For this example, use the Edit display of the LINECOM document from
the EXAMPLE file in library QGPL to see how windowing works.

l. Display the section of the document that you want to move to the
right.

2. Move the cursor onto the sequence number field.

3. Key in the command W22 followed by a space. You can key in the
window command on any sequence number field or on the upper
left-hand field of the display. The W stands for window. The
number is the number of the column that you want to appear on the
far left of the display. Your display shows:
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Frt:

D03

Q006
ooo7

TEXT

1

g

O0GE, 00
0065, 00

D

¥:1 Documant: LINECOH Scan:
L A | L 23

*H*H*HBEG:l o i

0001, 00 The Adamsg Supply Co, Ltd
0002, 00

150086 Main Street
Toronta

Dear Sir,

At the present time, we are meking plans for next yesr's supplies, In

OO0E, 00 axamining cur stock, we bave dizscovered shortages in che items listed
0009, 10 below.
0010, 00
0011 | Please notify us &5 soon as possible whether you can supply us with
4012, 00 these items Iin the guantities we nesad, and advise uvs when we can expect
G013 00 del fvary.
D014, 00
W2l . 0d Quanc ity [ cem
Oola. a0 Lo Panclls
Qo177 00 i FPens
O}LE, 00 30 Tablets
0019, 00 &0 Erasers
GO0, 0o S0 Tmk Bottfes
\_
Fipare  2-1 | PNECO lacumem befeeg windnwing

Mate that e 1op ol the chvpiav shows 1Y 5 T4 indicates thar the
citrrdnt window begins mocoimn | The new cotmenand W2
ndicates that the aew windaw beginy i coamm 22

d  Progs ENTER. Your digplay shows;
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TEXT W:22 Document: LENECOM Scant

ml 1 La i I L -:-ir-i- 'cl-l--i- 'ﬁ' il +-|.-|-5 =Rl # R E paad hma ?"ii.

Rk BEG [ NN [ RGHraieinrird s

0006, 00

0007 | we are making plans for next year's supplies. In
0008, 00 we have discovered shortages in the items listed
0009. DO

0010.00

001l | oan as possible whethaer you can supply us with
0012, 00 antities we need, &énd advise us when we can axpect
0013, 00

0014, 0D

DGLS. 00 Itam

D016, 00 Pancils
DOI7. Oh Pans

0018, 00 Tablets
Go1%, 0o Erasers
0020, 00 Ink Bottlea

\

L]

‘ooonog

onooon
Do0000
000000
oooooo
000000
gooaca
000000
000000
Do0oon
oooooo
BO0000
fanaoo
Gonood
gooaon
pofooo
oooooo
boooon
0Onooo
pongoo

bapere 2-4, LINECOMY daccimomt alice womloniag

e paminess to the gyl af e dsplay indicate the daqe the goven

e on e documert wus creatad o "ast changed

el MWoanagemenl

displays seros "ar aey ines i e daciiazit that Mave not neer
chgnged sice 0owas creatgd.. SNole nar the wop ol the displioy new
shoves WD 1o mdicate il Cees despeay stan s moeobarey 21 o0 1 e

il enent,

% e retern rooche onpeabsbsplay, vey oo WL fo'lnwed by o space an

the sequercs vamBe® Soal amd prass ENTER

— Ml

*  You can aino key Lhe wndow ine conmrsn o e top lefishared
corne of 1he dgplay o the lice thar indicates i begiroomg of

e ot
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Using the Scan Field on the Display

If you want to search for a word or phrase in the document, key the
character or characters into the Scan field on the display. If the scan
string begins or ends with a space, enclose the string in single quotes.
Use CI'7 to scan forward on the display and CF8 to scan backward.
Text Management starts scanning from the current position of the
cursor.

Scanning for Character Strings

Text Management can scan for a sequence of one or more characters
called a string. To scarch for a string of characters in the document
with which you arc working, you can key the scan string into the Scan
field on your display. Then press CI‘7 to scan forward or CI'8 to scan
backward. Text Management can also scan [or a string and display it
before replacing that string with a substiture string. Text Management
can also scan for a string and replace cach instance with a substitute
string without displaying cach occurrence. Create the document
PRTCTL2 on the DOCUMENT LIST from the PRTCTL document in
the EXAMPLE file of the QGPL library to learn how to use the scan
functions.

To scan for a string, you:
I. Must be on the Edit display.
2. Press CFS. Text Management displays the SERVICES MENU.

3. Key I in the Option field and press ENTER. Text Management now
displays the SCAN/SUBSTITUTE OPTIONS display:
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r’ TEXT ACANSUHETITUTE PTIONS

Bcan

Bubstitute:

Dizplay bafore substitution (¥ N): Y
I'gnore uppar/lowar cAse on scan (Y N):

From/to |ine: .00 9999 58 Fromfto column: __ 1 _B0O

CF?=85can foruard CFB=-8<an backeard

Fpere T8 0 SEANSVUSTUFEED AP TISS daplay
4. Ry e thescar steone e the Sede hiehd Yoo conospeely whethber In
E =R A €l O T I TR e o 0 e | ) D R WY LT A O Tt IR T AL L S I E
Yeao houw can whazs s valig is ™ far sz 1P vae koy oa ™ [or
N, Text Alangpemiont soans for instarcss of the seon string Lhat
exactly matcl the szan stemg thal you ey moon Py odaelae. Foe
s exarnphe, st comerand ard use the deloulis Your dismlicy
HLETITY
TEXT SCAN/SURSTITUTE OPTINNS
Scan: coumand
Bubstitute;
Display before substitution (¥ H): ¥
lgnorsa upper/lewer case on scan (Y N): ¥
From/to lina: .00 9999.99 From/to column: __1 _B0
Figure  T-8  scam steing e PEECTL Y expmypare
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i IMrese TN e rerurn 1o the document 5 lzdn wasplay: I he top of
vaur display now shows command in the dcoe (cld

’

TEXT W:1 Document: PRICTLE Scan: command
Fre: b “ons ane b osuw cae @ oy w3 pie Caw & Lo wud 5 win wee B oany wa. 77
drfAririririebed f G TN TR0 niriried ook

00l 00 .3k &
O0o3, 00 5/38 Text Hanagement
003, 00 How to Use Print Control Commands When Cresting Documents
OO0, DO ,data
0005, 00 |, tc
0006, 00 . hl Introduction
Q032 00 This semple document shows you how print controi commands can be
O0C8, 00 used in document creation. The sample document shows s document
0039, 00 containing print control commends. Compare this to the printed form,
poio, &0 which shows the document after the commpénds have bean executed.
0C11.00 , bl Parts of & Document
0612, 00 . h2 The Avtomatic Table of Concents
bois. oo Text Hanagement has provided an adsy way to get a tahle of
M¥14, 00 contents in your documsnt. You just insert 8 table-of-contents
0C15 00 commend { te)} into the documant where you want the cable of contents
DOl 00 .8k O
BO17. 00 Lo go
0018. 00 .hi Hajor Chapter Headings
GC1%. 00 Hajor chaptar headings &re locaced at the beginning of each
0020, 90 chapter and you define them with an hl print contreol commamt.

\.

Cigure 2-T. S[epn :!lllrl'f:.lL ramniand gn o the Fiit diapips o PRTLO B

B, Tress OF7 1a scan forwan:d amd CFR 1o sean backward  These
camrnande move the cursar 03 Lhe nest onstance nl tAe &can siming.
Fepeatl the commands pnol no more (nslances appear

1. Automatic hyphenatien haz na elfes1 ar scannng becavse ey
Management dermporandy removes Lhe hyphon while seannmp. Bul
you mserl & hvphen mancaMy, then vou mest include i in vour stan
senmig, or Text Managemens wall pot recoomet the ward

8. Prest (I and return ta the EXUT FROM LT display when gy
Fave linvibed working with the Jocumenrst,

9, Paesy EXNTER (o oretion 2o the PRIMARY MENI

Text Management scans for o string (o vou 1o change or lzave gy you
want It ¢an alsn szan and snhstitute & rew string for the aly
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B a0 G0 wiln Sean amd allaw vou the oplion al Sahadtng k}
w3 new slring

Substitutinn
il SCARCRVINE VL TU OFPTIONS Jdisaléy vau s e soan e
12 ok [or g spiag, amd ked i o new sgbstiiue strae an the subsorgie
g Phee press BN LA LS relurn Lo the Bdal dnspliny;
TEXT SCAN/SUBSTITUTE - CPTICNE

Scan: docusent

Sukatitute: lettar

Mseplay bafore substitution (¥ N}t ¥

Ignore uppet/lowdr case on scan (Y N): Y

From/to limer _ 00 9999, %% From/to column: __1 _#80

Fogure 25 50 ANSU I TERE VR I VIS dmplay b sbetabution on PR DL décdment

IPreny O1F w0 sz forwand and O 18§ 1o sean pachw aad Frum the currend
psrerior oo e drses Bache v Teve Marageauess) deals onoeegaroe al J
fhe Lintd dociwsces, 15 Pav s i CUrssr o bl pasinen anul wiais fos
vou [o deoide wharhr 1o s e the strne sy LD waa waar 1a
sabslitcse 12 new e pg, press LILROT T or CEE 1T wou press

e TR, Tesl Sl ent mahes e sdbsiianion and redigiess the
boowe: wvai v e sides i i WTTIR T, TR CF% ar 1% b v s Do
ihe rosrnstanee ol the szan etnng. [0 yod mees ©T 7 or ©18 withaw
prastng DS TR, Pesr Marageven subsnpuies the aew soong ansd
Wgwes 1y dhe ned mistanos o The scam strng withaut pediseliying he
chanecd e 17 vou decide tlal you doonce ward oo andkd o patlicitar
subetubicn, press 0 G To cancal The subaoiul nye.

ITyou wars 1o subsiiluie lerter 1gr dacenenr evorywnese that il aogures,
aey inthe scan atring aind *he substingte stimg an the 3nprupiate ines
rovepbv o Geoinlap ."l.l'_,l".'.'l.r b iateeer e el -'.'|‘|J[1g€ Mol Med ™ [
N
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TEXT SCAN/SUBSTITUTE OPTIONS

Scan: document

Substitute: letter

Display before substitution (Y N): N
Ignore upper/lower case on scan (Y N): Y
From/to line: .00 9999.99 From/to ¢olumn: __1 _80

Figure 2-9. Scanning and subslituting automatically

This change tells Text Management Lo scan for the string and insert the
substitute string throughout the whole document from the current
position of the cursor. It does not display each instance for you sut
simply carries oul the {unction. To execute this command, press
ENTER to return to the Ldit display and then press CI'7. Text
Management replaces all instances of the scan string with the
substitution string. Because Text Management scans and substitules
from the current position of the cursor, you will miss occurrences of the
scan string 1 you do not scan (rom the beginning or end of the
document.

When you have {inished working with the document, press CE1 to

display the EXTT FROM EDIT prompt. Press ENTER to returr to the
PRIMARY MENU.

Scanning and Substituting in Part of the Document

With Text Management, you can choose to scan for a string in 2
particular part of the document.

1. In the Scan ficld, key in the character or characters you want to look
(or.

2. In the Substitue (ield, key in the character or characters yeu wzant to
substitute for the scan string.

3. Key m the line number and/or the column number where you want
Text Management to start scanning (or the scan string.

4. Key i the line number and,or the column number where vou want
Text Management to stop scanning for the scan string.

5. Press ENTER to return to the Ldjt display.
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Summary

6. Press CF7 or CF8 to make the substitution.

Text Management scans for the string in the part of the document veu
specified. For example, if you keved 5 and 15 in the From/to line lield,
Text Management scans the document from lines 5 to line 15. 1 vou
also specified 3 and 10 in the Fromjie column field, Text Management
searches [rom the third column to the tenth column on all lines between
S5 and 15. I you specified substitution, Text Management cither
substitutes the substitute string for the scan string automatically or stops
at cach mstance of the scan string and gives vou the option to replace it
with the substitute string.

Il you want to scan without substituting, you can use the Scan ficld on
the LEdit display. Make surc that SUBST is not displayed to the left of
the Scan ficld. I it is, you nced to clear the Substituse ficld on the
SCAN/SUBSTITUTE OPTIONS display. Press CIS to display the
SERVICES MENU and choosc option 1. On the SCAN/SUBSTITUTE
OPTIONS display, press the FIELD EXIT key in the Sean field and the
Substiture field. This ¢lears the outstanding scan and substitute strings,
and you can use the Scax field on the [idit display of the document.

When you have completed the examples i this chapter, you should have
learned how to:

¢ Display the DOCUMLENT LIST,

e (Create a text document on the DOCUMENT LIST and copy an
existing document into it.

o  Move the document up and down using the +x and -x line
positioning commands and to go dircctly to a line by keying a line

number into the scquence number (ield.

¢  Move the document [rom side to side on the display using the W for
Window line command.

s Scan [or characters or words in the document.

e Scan for a string ol characters and substitute another string for it,
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Chapter 3. Composing Text Documents

This chapter shows vou how to create files and text documients with
Text Management. You will also learn how to:

¢ Writc a text document

¢ Create paragraphs in the document

e Usc [ormatted and unformatted text

e Decfine paragraph formats

* (hange the dcfault paragraph

*  Assign paragraphs to different formats

¢ Define extended paragraph format options

® Store vour document in the text document library.

The first step is to sign on. On thc PRIMARY MENU, there is a list of
options for you to choose from.
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TEXT FHIMANY BTEND

Select one of che follewing:
1. Create aor revise a document
2. HBrowse a docoment
3. Print & documant
L Fill in & form document

Option:

Hame of the decument when storad:
Documant {(blank for s liat of decuments):

File thiank for s |list of filas}): EXAHPLE
Librery: 0 H )

Within Text Management:
Fress HELF key to digplay halp kext.

Fress CF1 key to exil.
Presd CF1 key to back op to the pravious display In a s=ries.

CPh-Display messages
-
= J J

Prgare -0 PRIVIAREY WONL romie Dok may pat S Do)

Crealing Files

okt van have sgned anoacd entered Thz PRIVIARY MEXMNL you
v credte a Gie Bach file cartinng a growg oF dgcumenty, and Tex
Managerent stores every Fleoar a fibveey—von carn think ol the =ysicm
as an gicetrapa Lhag sebonet Podzw the example and enecais the sanwe
iteps an st Managament. &S YoU SOMPEIS BHET sectinn Sagck thar
raur wisplay rmwtches e ot ue thie ook,

— M

I you make some Lypemg oooors s you key inthe informeal in, 2o
can Lype aver the errars with the cofroot inlarmation, 10 vou waet
1o delewe some extie Sharactess, vou canoargss DRV RTE Posiien
the varso: drder fre lelier vow wan® Lo delewe, amd press SI0LETT.
Daect se, Yo will o oone: corrzondn nieshceds
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. Pasiion che cur<or an the blank Line pext to the ward Sonen. You
Wil b ergate a Dl sa owow con leave thas feld Blank, or yow can

key an il vog wanl 1o create 4 docoment a1 Hhe sare uma

exdmple, leave the Opnan held blank.

For b

\

0 Sow voll nocd 1o name the actnal ffe. Far thas sxampee, nee 1ag e
nume SAMPLFS ar ihe namoe al a Die 1har Jaes nol already e
Kev im thie nanne, with na spaces, appouile File Laave the
Daacsersead Dl Blank.

Fhie fike warme casi be any moatiee of alplianumnens characers thal
vry wanl, but il cannat begm weth o nember or irclude any spaoes
The narme shoneld deseribe the contents ol the Tie
1T vau nave mote than one hbrary, Bevoan e name of (he ane vod
want the e o 1eside m 1 vou Jde not Xevoan a "hrary name, Toxn
Maragemaom well place your hile moane nes? ietary that 18 o0 S9E
livram his
Your displing [Doas like i

TEXT PRIMARY HERU

Salect one of the following:
1. Creste or revise a document
2. Browse a document
3. Print a documant
&, Fill in & form document

Cption:

Mame of che document when storad:
booument (hlank for & list af documeants):

File (blank for a 1ist of files): SAMPLES
Library: YOURLIB_

Within Text Hanagement:
Press HELF key to display halp text.
Press CF1 kay to axit.
Prass CF2 key to back up to the pravious display in & series.

CFé-Display messages
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oI Texy Management woeal displayemp the name of vour library, key
iy yas hibray oma

de Pregs ENTER twice. Your display now shows the CREATE T2XT
I 15 1 promat.

[
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TEXT CREATE TENT FILE
Library: YOURLIB

Enter the following for the new fils:
Flla nama: BAMPLES
File description:

-~

Allow othars ta read and princ decuments in this file (Y Nj: ¥
Allow othars to chénge documents in thisz file LY M M
€F1 = Réturn CF4 = Promprt for additional comsand parsmeters

Figuw 3.3 CHFATE TEXT FILE promje

ltas called @ prompr becacse the Display frompls you Tor atsw:ss
Lt mrovehe Texe Maragenmens waeh specific inlermatan o haig the
Iile wei are creatny.

t vewt Managenmens displays the name of your dle (SAMPLES) Koy

4 shnet ceserrphian of the cantents of the file Tor this egantple,
By nn samphe docemends ws the Jdesciipnoes

fi.  You muost alga deade oF vou wans t2 lot oiher peopie read and srent
the dacuments in this Fle  Since ths Ble does mal contain any
sefeonds of canléerual wformation, vou probaily wort 1o gllow

grher peopic @ read st I van do, then f=ave Y lor Yes Othorvase,

kew im ™ (e Moo Other peopie thould be able w3 100k ata sample
Iidz, 50 leave ¥ lor Yos

34 Lrarnieg by Frample: Workmg Wil Tox Satagemen

i

J



17 yood o mof want ansiife 16 chahge the G, cave ™ a1 Ma Thi
‘ abpr hepesrns 10 b ihe difawlr o aaremaniz yaloe  Your doplay pos
lo=ks "vhe thur

’

TEXT CUREATE TEXT FILE
Library: TOURLIB
Enter the following for the new file:
File namea: ;
File deseription: sample documents
Allow others to read and print documents in this file (Y N): ¥
Allow others to change documents in this file (ER N
(" CF21 - Return CFé - Prompt for additional command parameters

Vogwre 34 Cpmpload CALATE T8 % 0 D00 prampa
T g | SITR

You Rave raw 7ol 3 [k owah Ter Slanmginert Yoo AN 0w
CEOANE BolmePuen ST RRE want (3 woapeen tho foe
Creating a Document

Phpcy pow have 8 Tlhe sow ined 10 crcte g decwpmssi a0 L Ll
PRI ARY W] S

1 Chyims orme | FCrpdir o rrac 0 & foacumees  bew [ inothe Lipiaas

ing bl

e |0 rmfaiewg [ ond Do mmemin 1-:



2 Key the name of the docuinent you want to create n the Dacwmenr
held  Yar res cxample, coll the document EXAMPLED [ he
aoriinent already exisis, vse a ifTerenr wane

3 Kevan the Ale and library names, and press FNTER. Yexd
Mapagement displayvs the Ldin display for the mew ancument tha
YOuU are crcanung

Documant ERAMNFLE] added to File BAMFLES. TOUNLID

Feguiz -5 Uhisplus frady Tar dogurgni

“ow Teet Manayemsat s watting for you lo write yaur first docament
in this e The corsar 4 0l the fret pesittan of e first hne. ™otoe
oat, becpise Gos as a cew docnend, here are no e, O segaene,
numners along the sideé ol the docoment There are tao Encs cudicatirg
ke heginming and the erd of the document space in1a whel vou hey

I meTTiE [0

3-f‘| I_rgr'hug 1~:|r I-"l:nmr.h' ‘n.".-nrhlng Wih Text Manapemicri




— ot

= You can creals A hic and 4 document ar the came e Saeply
ov 1n A dogumrent ngme arid o fite name an the PRI ARY
MESNL Press LNTER, and complers the stenx Sor croatisg a
Mz, | he bdit dhsplay wlsn shaws a message 1c.ling wou |has
when vow completed the CREATE TEXT FI1LE prompt, soke
Fle Sa PLEES was crezted and placed o the Litnary, irhat
cise YOURT D

Writing a Documenl

Sthrt byowrniling o letter Uwang [ene Mandgement. vouw webl lcarn hiew 1o
formai @ decoer, how oo croioe & paragraph, snd how oo price 3 ous woer

Ararl v kEvngar the followng an the licse Lne
L. Sanirhy

Bow nress SEW LINE o o the owrsar 1o the next ling Your
display loaks Lke ts

TEXT Wrl Document: EXAMPLE] Scan:
Fmx: i ~ TR S T e :'.l'-l--l &4 Jl-l-l' E-I-l il--i-i A e i b s R R
L Smith '

Pigore 3=, Digst line of yonr decument
el how e the fodlowing snothe scoomd line
X249 San Marcas Road

Press MEW LN asion oo move the curser 10 the thisd ling ™ odr
display should loak ke ths:

Chapler 5 (omposing Texd Thocemen:s 5= !



TEXT W:l Document: EXAMPLEL Scan:

P.t: I'ﬁi.l LN 'lfl--l !li_i.j-ﬁ- |-|I3.--- :l- ‘_.-i- - n .5--- mm o 5 v oEoE ___?}
: 44 AR e b

ciieer A Bmith

et b 3949 San Marces Road

Figore BT Forsd iwn fpes of voun document
o kLy in
Fransian, Diinms

Ther puess 10OV LN e (o move e cursss e b dowen, Key
i LEe oilowiry:

Cr=ar Sir,
Feess ™YW LINE o onove the cusos down ane more Loe

oo derplay laoks ke this

TEXT Wl Document: EXAHPLEL Scan:
b O e R T R R T TR R T P 8 i hi B .. w.l T
. L. Swmith

. .. 3949 San Marcos Road
w1+ Evanston, Illinois

. Dear Sir,

Vigwre W ferst P lepas ol o ibepu e

I*ess the toice koy  You rress 1les key 10wl esr Munagemert 10
azave d Blank bne aore

Press ESTLR

Your dosolay now Ioaks FRo Llas

I-% Learaung by Dxample: Working Witk Feal Wanapemen

G



C

TEXT W:-1 Docomant: EXAHMPLE]

F‘tn'l-: 1{&-- * B B ]-+|- 6w 2.1. ==
Feiedrdreirhedrerd L EG THN | NG et frininirrs

000k, 00 L. Smith

0a02. 00 3949 San Msrcos Rosad

0003, 00 Evanston, [llinois

0004, 00

0005, 00 Dear Sir,

DO0B.00  _
dei e Al e T ey

Scan:
i

Figarr 349, Firse five hnes of yoor derumene wilh scguenve numbers

- SPRRT R

Il the Jocument doos nal show (Be segiaence ALmBers, vou Can pross
LY e displav then 0 vour Jisplay dees sliow irem, bl vow &0 natL
want them displaye:d, press U 15 Lo remove them frong Lhe display. For
the cxamples wothis manual, feave them an

oo that you have compicted the addiess, vou ae jeady L2 bhey i the
bedy of the letn

Paraziaphs in the Jocunent

Your cursas s on ine XN | o create 3 new paragrapk, aress C9.
2t Management inseits paraerapli space, and provudes iines of
ungderlines for vou Lo ype on lext Manacemenl pos'acrs the cursor
lor you af Lhe point where vaw swari 19 key 'nothe bodv of your
docuinent Your display Iopks hke (P

L F Document: EXAMPLEL
-
A BEG TNR NGl
0001 00 L. SBmith
o002, 00 1949 San Marcos Road
G003, 00 Evanston, 1llinods
Q004 00
0605, 00 Dear Sic,
L0055, 0}

oote I

TEXT
Fet!

...

Scan:

C.. &

-5 B 1. = 5!-1 LE B, ﬁ‘—- LN

¥

1=

Figure Jelll. Paregrophs morhe document

C

Chapier 1 Campesine T s menis
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Cr yaur Jdisplay, vou see thal Text Management hasinsected a e of
spacs numperad S0 after the greeling, and thal a highligh=ed |
repiaces the last two digits of tho sixth line number - This hine s tae Dirst
hae of 2 now pasagraph.

“ow yak can key in the firdt paragrank ol your letler live 1his

TEXT Wil Document; EXAMPLEL Bcan;

A T RGP e ey - T R ISR TN - PN e RS S ).
WHEGIHHIW

0001,00 L. Saith '

Go02, 00 3949 San Marcos Road

0003, 00 EvAnston, Illinoils

D004, 00

0005, 00 Dear Sir,

0005, ol

f006 11 can type right over the underlines. Text Nanagement sutomatically put
s my words on & naw line. This maans that | do not have to use the return caprl
Bge TO start a néw line. ‘This makes typing much sasier for me s [ no longer ha
ve to worry ébout the right-hand margin.

R ?}

Poguic  3-Fi. Fnieong ihe foan passgraph

Yoauw nave keyed i your fist pEragrapt Your mew aaragraph does nne
rave any dequerdes members pext (o the hings SNow you are gaing to
[vpe another pazapiapa, s aranon the curacr aller the last word an the
parggraph ane peess URY aeain  dius remizves the aput hings trom your
lirat parageaph, and adiss s (Pe =emtang lincs ca il the (oemat of the
pasagrank Diwe Lo Ues adiustment, your display imay nat be exactly the
samrt 43 the ane showr helave, Sl sraald be sienilar.

A-F0 1earsing by Frangle: Workang Wit Tex: kanage wen:




C

TEXT Wrl Document:; EXAMPLE] Scan:

0001. 00 L. Samith

0002. 00 3945 San Marcos Road

0003, 00 Evanston, Illinodis

D004, 00 _

0005, 00 Dear Sir,

o005, 01 _

pOO6 | 1 can typa right over the underlines. Text Manegement
‘0007, 00 gutomatically puts my words on & mew line. This means that I
ﬂME._nﬂ do not have to use the return carrisge to start a naw line.
0009, 00 This mekes typing much easier for me as I no longer have
01800 to worry about tha right-hand margin.

0011, 00

1110 -

h‘h: I:-'q-, ._,-..__1 e + b 2 ------ !--- 'E-- 'ﬁ aw @k oE -! & @@ EEm i‘-l-i- o oa

. B

Ferrieie el BT ity

Vigure: 3-13,  Beasuing vhe sezond paragraph

Now key in yonr sevarsl pdrapraph ol tex Yoo display leoks Lke

Chapler 1 Cempash . Tert Duc.u*henu

(NETER

dil




TEXT Wl Document: EXAMPLE] Scan:

fririidelb ek REG
0001. 00 L. Smith
0002, 00 3949 San Marcos Road
0003, 00 Evanston, Illinnis
0004, 00
0005. 00 Dear Bir,
0005, 01
0006 1 I cAn type right over tha underlines. Text Management ]
0007.00 auntomatically puts my words on & new line. This medns that I
0008, 00 do not hAave to uss the return caArriage to start a new Line.
0009, 00 This makes typing woch easier for mé a8 T no longer have
OO0 to worry about the right-hand wargin.
0011, 00

on the screen, format them, and display them before I put them on paper.
Hanagemant makes it easy to write good lstters.

F.t'= 1 ':I-!- RS 1 --ii-_i'i't-it-l L ) !-r-- n_-ll-ll ""rpl W oea 5 LI ] A ﬁ'f! LI A ?}
TN T NG Erirririniniidok

0012 | T no longar nasd to use paper to compose my letters. I can write tham

Text

J

Fapms 213 Farerimg =hg s cni anoRpsaah
S peyy W TER

i tesplay now locks ke ths

el 2 Lewrning by Exariple: Woshog Wah Tex Slanagemen




C

TEXT W:1 Documant: ENAMPLE] Ecan:

T T A R o 2 B B Wovi s Foaaw aqi B

i RE G TN NG
0001. 00 L. Smith
D002. 00 3949 San Marcos Road
0003. 00 Evanzton, Illinois
0004, 00

0005, 00 Dear Sir,

0005, 01

Qoo 1 I can types right over the underlines. Text Hanagement

0067, 00 automatically puts my words on 4 new line. This meanz that I

Bﬂﬂ!.ﬁq do not hAve to usa Lhe refurn cArctlage To start & hew line.

000%, 00 This mékes typing much essier for me as I no longer have

GO0 0D to worry about tha right-hand margin.

0a11, a0

12 1 I no longar need Lo wse paper Lo composs

001%. 00 sy lettars. I can write them on the screen, Formar them, and

0014. 00 display them bafore I put them an papar. Text Management

0015, 00 makes it aasy to write good IlstLars
et N e et ey

I-'ih-._m' T4 e b e e Ps sagionn poodprapk

Soaw your dooument has twn paraprapls, bot yoo do nol Bave any
Ioamm 1o keyan the closng of your leoos You need some adidinanag

el

Move tnothe corsor Lo tne lelimost ponton of the seguence nambee

i=

[eehl ol s last la o' lext Yoo cannsert et o thie hine corunand

| fog lesers fotiowed by the gunynes ol G0t yonn Wit 1o insere plas A

space (O you s oy in 3, Peel Manegenswenl ivsens ong adidinomal g
Sl koy onc 14 foliowed by o ospaces wsow i’ onsery Tonr blank e lor

woil [ o want mare Hwn foar boes of space, just charge thz nnmber
Fobowoneg | Tor snsert. Hovew roguosl inoee nnck than Teat Slanagemend

can ILan me deeneley, Fasn Managemert smscrte anly thos lines {ao

winch there 5 roont

Pugdily, prase ENTER amd then K2yt thie est of the letter.

.':'_'har.umr 1. Caimpasing Dot |Ecumn||.ll 113




o0l
o002
o003

oo0s

Doz

e} B2
oois

oooy.
eo04a.
BRO9.
Bo10.
poi1l.

.00
s i}
-0l
Do
GO05.
Bo0s,

Qo
00
o0

L
oq
a9
e
0d
e L]

i

Do13. g0
. 00
. 00

. B Smith.

- @
W:1 Document: EXAMPLE] Bean:
lt-a- 1w 1 LEUIL R TR =+.- LR | ll-t! ﬂn- "'-!11- L ] j‘ PR o bm " iils awa ?‘
L. Emith

3949 San Marcos Road
Evanston, 1llinods

Daar 5ir,

1 can typa right over the underlines. Téxt Managsment
sutomatically puts my words on & new line. This means that |
do not have to wse the return carrisge to start & new line.
This makes typlag such sasler for we as 1 no longer have

to worry about the right-hand margin

1 no longer need to use paper tO compose
my letters. [ can write them on the screes, format them, and

display them before I put them on paper. Text Hanagement
makea it sasy to write good letters.

Yours sincaeraly,

| e

214

LT

Imwrrime Firra sEni F m rhe do wmem
Mress 5 TLR o <ampdere 1 dacarmens

Pres= O F 1 ta rave vour uosument and sors oo the iex Jacamen.
Wriary  less Mapagemen) pow gopigas e EAT ROTMW RERD
meranpe (o |-I=|]Il_ iR L i-it

s dewpddy 1l T et Maragemen! what vou want (o do ani= jhe

S araent M aa bad Deeidemd tha dom w=wrmd sd s oa ol by wgn® 00
oy P Ao —ltan e W %ar Yoo ot e Faosn eaner Tkl (e sarme of
thd document of LXAMI T 1 thet tile nare o SASPLES 30d 1he uarwe

o vour atars o TRIL RLIR. Tew Manspore Dosmas Uiess Ior 70U
For ssbwgeyf, Net v a sk ulew v poonn ol the o e

The cidr of SHe pidopes Clley b BN g of 9 Yool duplac aow <hows Lhe
fellow rp

femmng by | osreps Swihng Wb Furl M arugevin



TEXT ERIT FROM NRIT

Exit Editor - Return to Primary Menn LY Hy: ¥

Update document named below (Y Hjp: ¥

Create document named balow (Y My W

Print document without formatting (¥ H}: W

Document name: EXAMPLEL
File containing documant: BAMPLES __
Library containing flle: YOURLIB,

Deseription: A sample lettar for my SAMPLES [ila

Resequence documant by line numbar (T N): H
- u:’ -—

Resequence document by caleulacing page/lLlne (Y Nj: N
Savs temporary dictionary with document (Y ¥): N

\

F':gm.r_ Bbh o Cnaspewebe:] BEXUT RN ELDFT prane e

Mrose DSTERD Teat Ylerapemen? sclues to tie PRIVIATRY MENL

Faragraph format aplinns

et Manaponert revegrests Lwe o of 1eat=—wformutred and
Soemurrred inlormatied lger docs ol Bave o onazaprapl Dormag

plend ier Yo eon use enlemattad revn for addresaes ar Hiles o
an¥ihony ise thal yorw oo Ot wans ina paragraph ) ansatted o has
a paregrapl funmat sdenhifics You _ancdefing JiTorent paragranl
fowmiats, o Yavout stvlos, Sack o winel bzt i wen mmagraph fonnaae
U o cdfreiafier | onima S fexT s guny oo midnomalale T
cudtnple; vou man gasign il 19 shSerenl pamagraph fatars amd charge
the layout, Fdck ume you war! 10 crclite & now pa-sgraph, poess ST
L he seeion " Pacagraals i the wotumentl” oa Sape 3 Coita-ns mots
infurnatmn onoasirg formulles paragtephs o the dogament. Wara yan
fofimal vour tedt, you can chiange the layowl gowedy aml 2asails jo you
e pecler 2o [ofmal voue wext cathe=:s far Wave i anforma el

— s} —_— ——

Thapler 3 Compuosing Texr Decumenss T--]_.\:‘.-



I Wo-ie a documen: called FXAMTTE? to g the SAMPLES Gie
Bocy an Hhe updonnareed wEl ae shawn below  Dha 0OT kev onoang
paragraph information  Pross COF 13 1o wivn on the weaucnce
numbcrs, and prass EXNTR,

L}

Press FIELT BACKSPACLE swice 1o posibion (e Lurict un the
leftrness pumiber eld Thern ma o ot ro e G va

L Key v the asagred naragraph fosmat [looc ven wavizm (et -5,
§130c evact!y wha! paragrapis formet you wag we Gse) the Lordrt
Jdecaull pardgraph formar uGing the sty sncthod g 2rer rar €78

Eoy o Pasd the vamber ol the pasaprapl foeins: Wial Vao &ard - a0
Lhas cade the delauls format 1—ard pross the space Ba Daothis I

zach paragraph

Yuur display now lonis hie thp

0003, 00 alrsady seen how to use the fisld backspace key in the letter that
0004, 00 1 wrote for EXANPLEL. '
0005, oo
Il 6. 00 Soma people would not bellsve how sasy this is to do but Text
0007. 00 Management makes it so sasy that 1 never have to worry about
DOOA, 00 anything difficult,
w“!“
0010. 00
Q0L1. 00 .

P Ll L LI T s e e

Fogurt X007 | nfnrmpannd spen

4 Mo P=TUER Yrar onforvaiinid texd of G Soef mibsled in 1k
Ueluch maragiaph format

4o Mo, pav have vard ke el rnagrapn larmal There ae, howeerr,
iomet 0they Comdiliond (o somimdds  Fursd, (e Topntll L ow gne sl Fi
L vrformatied fee]  That pboof the patagraph kv d hlard T
preceding ii, dnd the bt bie 3 chine wagth, ther the Tdemal b Yie
MUEST jpeacils that 1he Hank Lo and she lowe beapib b tgaal 16 a0
premter than sous lanpedt line al anfor matied tenr. Fas evample o the
[a=g=n +ne e 1ees cantmmd 15 Zharaciers, it amienl ol opaee BErween

:‘-- | ':-I- Lgarn.ng W 1 ymmple 'Hi'q.ﬂq Wik Ten 'l.l'.-.“unuu

TEXT Wil Documant: EXAMPLE2 Scan:

Plt-: i L FTCR T 1. TR =._+i|1|. J.i:q._l s E;- . e -’ arp o ‘-.. fpe T
St e+ BEG]

F1L00 This is an axample of some unformattad text that needs to have some

0002, 00 paragraphs assigned to It. This is very to do since [ have

©



your margiis muat be 33 ar greater You would agL thes marg'n gt |oand
G e any anenber greater than 16

Woren yvao Lhirst displas the BEdi dsslay of the document the delayln
cardgeapd larmat v | T o sce vour delault paragzeaph wzuctiurg 403 (o
aee whal. il anv. ocficr paragranh fermat oplions you nave. press €] 17

[ s wall dismlay the PARAGRAPH FORMA | CHYONS o Yo will
apwaws have al least one paragraph foemal, amd it miy b szl as shown
helow

(

\

TEXT

PR

FURMAT

4]

SR I P

]

HERRRERRRAN:

PARAGRAPE FORMAT OPFTTONS

MHABGINS - FaRACERATT HiANE LINE
ALIGN ! MDENTAT NN SEFORE AUTOMATTIO
A B O FACES PhRAGRATY HYTHEMATION
LT ¥ fY HY (Y NI
=1L M 0 X M
e — — | — — -—
_— - — — -

changes made on thizs dizplay will cause cthe paragraphs Iln the

document to be adjusted using the ned definition,

CF3-Paragraph Format Extended Dptions

¥upure

Ik

FARAGR W FORM AT CHYTIONS display

very usgr srare put with ths Tarmar When Yau uge paragraph faradl
[, your rexl begns in the st column of the pape and endi in co'umn

P Yaer margine anl be sclar | oand Y10 [he dext s not cagnasd
Apast the seht riargm, The paragrapli kas mooindentialion al s slen
b it does have a hliank ling helors o, and automatie iopheratan i net
set. Mress W TR 18 relnrg ta the docment.

[fie paragraph lormat means vaur display naw lackd like 1hs

Chapter 3. Lamposmg Texi Gecumrenis 317




TEXT
Fmt: 1 <.

0005, DD

Wl

L

Documant: EXAMPLEZ Sean:

2. Flain ool ol Gly eea Foie Wl Eode il

MWBMIWIHW

0001 | This Is 4n example of some unformatted text that needs to have some
0002, 00 some parsgraphs assigned to lt. Thisz is very easy to do since I have
3003. 00 alrsady seen how Lo use the fiald backspace key in tha lettar that
000400 T weote for ENAMPLEIL.

M Bome pacple would not believe how saszy this iz to do but Taxe
0007. 00 Text Managament makes it so easy that [ neyer have to worry sbout
0008, 00 anything difficulc,

Fepwe J-10 . Farmeticg e ||1i'|g pLragropn ideat Ter |

Yoo can Chaaps your nangrank Fomats noone of two save Y ou el
sicnpiy Chinnge she aelick vaies by heying ovee [he edignng cnes Ior
opron | Heoweser, you may wanl 1o e tha forman most afl the irmg,
und dnolber onow (e occasions Do That case, 1€ 18 duner to define vour
secord fnrmpat asu g ok vl wplion that you can asiign wWhen you
G H

Romgmber, you S usg eeyr Nl movcment kevy to move fmoom held oo
frchl W0 vaur eners Tl ibw Db, then e cersar autenutically moves oo
Llee st o

Suppose, o exdgniple, vou desJe ibal yon wianr o change 1hie
paragraph formats ol ke doconseat EXAMPL T2 inovaur SAMPL TS
e Takc tbe fallowiay steps:

- Prosi OF 7 10 desplas vonr PARAGIRAPF FOREMAT OITIONS

Tind
TEXT PFANAMCIAPR FOEMAT OFTIONS
PARACEATH BANEIRE +» ~ = Pt AR AT HLASE [LINE
FORMAT AL ININEXTATT R HETCHE MITONATTC
ib EFT NilEAT HIGUTs G S FANAEAST NV iSIERET TN
(7T K) Y -0 Iy K
e | _1 -Ti N r-=i¥ T H

Figase 320 Frret paragraph Memad upten

a-lB enen ng oy Evamaic. Working Witk Vous *lanagcmeont

J



S far, yau fave anly ong pazagzaph lormal gphon Thes aiso

wanir defaull parogrank

o

Moo yonr comsor omio the PARAGEAPY TORMAT I column,

A
or the second row, ard ¥evon 2, sa thaz yoar desplay skows
TEXT FARESAFN FUOENET (WTTONE
FARAGRAFR = = = WK - FaEATTHE M ELASE LINE
FUm#AT ALTES MIENTR T ON IEF IR ALITORSAT %
ID LEFT WO W SHATER PEEADRAPY  EYFENAT IO
¥ o T N T N
1 1 _11 M 1 ¥ M
_2 SR & S 5 =
Pgure  1-21. Bdentily o sccoad pazag-apl lanmist agiiun
Vs rwmiber wdentifies, or rames, Hee seceed paragranh Cormpat
apur
Lo Delime where you wanb ihe lele amd night nowrgeas. Kev in the
curresperding calumen nombors o thes exaropee, use 1) and 60 so
Lhat wour display ook s LRe tnis
TEXT PARSGRAIT STRIANT FFT DR
FPARMIIATE = = = PLRES | - - S A BLASE LENS
FUEMAT ALIED MTHCONT AT 300 B A TONAT I
ib LEFT 5 TGHT A ISET EFAMTES FAN 5T e P AT TN
PR M i T W
1 1 _71 M 0 T H
-2 1o _BO = = - =
Fogurs  1-23. Dcliming the el oed eopbt marg wa of & ncw po-uprapn formut option

These sel your lell marg
e page, and your rghs

P osLart Lenospaces e froms the lell side of
NATZiF A Kexiy fpaces o eaen the el he

raragraph fonmat s DGy characters wide

o, Mot youo mus decedd whether vow wanr 1o el each g with o
comalete word thatl does not necessandy bne upwih the word above

it o thes cimmpiie, use
hook ukes ragped Tight

paaliened raazeing, o rageed vphr. (11
Koeowin W for e under ALIGN EMGHT:

Cnapier 1 Composiog ler) Tecnneng 319




TEXT PARAGRAPH FORMAT OPTIONS

Pt = = = MARGIN - i {LANK LINE
¥ LIG) BEFOT .
Il RIGHT [GHT PARAGRAFH TTON
_2 _10 _60 N Y, _ <

Figure 3-23. Delining right margin as not aligned

5. The next column is for paragraph indentation. Here, you key in the
number of spaces you want the paragraph indented. Use a positive
number to indent 1o the right. Use a ncgative number to indent te
the left. [‘or this example, use a positive number 10 indent [ive
spaces to the nght. Kevin 5. Your display shows:

TEXT PARAGRAPH TORMAT OPTIONS
PANA '] = = IARGIN i BLA!
. ALIG I IE TIC
IGHT RIGIHT A J 0
A | EY A -_'
Sl =1 =71 N p'd N
2 10 60 N o —

Figure 3-24. Defining parageaph indentation

6. For this example, insert a blank line belore each paragraph. You
nsert blank Jines before paragraphs to format paragranh layouts for
a block letter style. 11 vou do not want a blank line before a
paragraph, key in N for No. Il you do not insert a blank line, you
must indent the paragraph at least two spaces. Text Management
uses the space 1o store certain paragraph attributes. If you want a
blank line before a paragraph, key in Y for Yes in the corresponding
colurnn:
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TEXT ARAGRAPE FORMA OFTTONS

Figurc 3-25. [Inserting a blank line before cach paragraph

7. Since you dcfined the right margin as ragged right, you do not need
to break your words. If you want, however, you can still use
automatic hyphenation. [Tor this example, you do not need to use
automatic hyphenation, so in that column key in N for No. Your
display looks like this:

TEXT PARAGRAPH FORMA PTIONS
\ £ = 123 SRS ! el 1
| i FAL] 1l A
il iH AERART LA
_1 _§ g N _0 Y N
=2 _10 _60 N =D Y N

Figure 3-26. Defining automatic hyphenation as not uscd

You have now delined a second paragraph [ormat, and you can assign it
to the document with which yousare working. Remember, you can
assign this paragraph [ormat to unformatted text only if it fits the
format. You can assign this second [ormat to any formatted text. So,
to format unformatted text, assign it first to the paragraph lormat that it
fits. Then, change those paragraph format options to the format in
which vou want the final text.

Il vou ever want to change lormatted text to unformatted text, simply
space over the paragraph [ormat character on the sequence numbers.

Press ENTER te return to the document.
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You hase abready fornizoed some vndormialled test usng pazaprapl J
formar 1 Mow chacgo tnal sante tevd into the fromat of the parageipn

b vou st delined. D Cus o oo ol Ceo wavs: kev im 2 over cach

lvghlignied aavagraph donuler on the seguence Pumber Lield

TEXT W:1 Document: EXAHPLEZ Ecan:
Fpbr™ 1 X el wvs, den @ a eaa X opea Ty B FEPPRIL P [ S =
0001 | This is an sfampla of some unformatted text that nesds to have some
0002, 00 paragraphs assigned to ft. This is very esasy to do since [ have
0003, 00 already seen how to use the field backspace key in che lsttsr thart
0004, 00 T wreza for EXAMPLEL.
| 0005, 0o

e L Some people would not balleve how sasy this 1a to do but Text
| 0007, 00 Hanagement makes L1t so 33y that [ never have Lo warry sbout
0008 00 anything difficult,
DOa9, 0o
0010, 6o
DoLL. DO

ik i T e i iy

Prgare  1-27. Uhumge navuagriaph tarmat ibontd’ee § S beesaf slendifios © _

OIr dsgigh ahe naragraply foemdt 1a o b parageazl ke o B2 fallowe) J
Py a spaice o tie sequente swwmber Hehd as s

TEXT Wil Document: EXAMPLEZ Scan:

POCEMEL gl ok bie e T we adn B e B W G aE Eeasiiian B s R

Sirie ettt [ G THNI NG irtririrdei dfvoh

P2 1 | This i= an axample of zome unformacted ctext that reads Co have Jo@e

0002, 0 paragraphs asaigned to it. This is very assy tc do eince [ have

0003. 00 alraady seen how to uss the fisld backspace key In the lettsr thet

D004 00 I wrote for EXAHPLE].

0005, 00

P2 6 | Some pecpla would pot bellave hew easy this is to do but Text

0007, 00 Managament mékes it 50 easy that | never have o worry abaut

D008.00 anything difficult. |

0009, 00 r

0010, 00

G011, 00

Vet drriefrdedt e dele | T edrieiedrirdedndededede
] g e §- ¥ AsEig hir DArOprS ak ko Fhe neye Tn-mat

Presy TCNTER, apl 2ext Manapemene adjusis e paraprapl: Lo DA now
rragraph .J
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The paragraphs now have a new format. You can change the format of
the document as many times as you want. You can define up to 99
paragraph format options, and you can also change the default
paragraph easily if you know in advance what format you want. When
you use CF9 to create a new paragraph, the paragraph format used is
the default format. See “Changing the default paragraph” for more
information about default paragraph formats.

Changing the default paragraph

Text Management allows you to change the default paragraph. Text
Management also changes the default paragraph automatically when
you assign a paragraph format. The default changes to the paragraph
format that vou assigned last.

When you create a new paragraph with CF9, you can change the
paragraph format identifier. Backspace until the cursor is on the
paragraph {ormat identifier at the beginning of the blank lines. Key in
the new paragraph format on top of the old one, and then key in your
text on the underlines that Text Management provides. Press ENTER.
Text Management creates a new paragraph in the format that you keyed
in.

You can key over any existing paragraph format identifier with a new
one and press ENTER. Text Management reformats the paragraph to
fit the format that you specified.

You can also assign a paragraph format using the Px for Paragraph line
command, where x 1s the number of the paragraph [ormat that you want
to use. You can assign blocks of paragraphs to a format using the line
command PPx/PP (where x is the number of the paragraph format) to
define the block of paragraphs you want to assign.

On the sequence number field of the line containing the paragraph
format identifier that you want to change, key in P {or Paragraph and
the new [ormat identifier followed by a space. Press ENTER, and Text
Management reformats the paragraph in the format that you specified.
For example, P2 reassigns the paragraph to the format you defined [or

paragraph [ormat 2 on the PARAGRAPH FORMAT OPTIONS
display.

You can display the default paragraph lormat. Roll the display up until
you reach the bottom ol the display, or until vou see unformatted text.
The last paragraph format identifier on the display 1s the number of the
default paragraph.
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Note that, if you create a new paragraph format identifier while you are
revising a document that already exists, the paragraph format is valid
only for that particular document. [f vou define new paragraph format
options while you are creating a new document, then Text Management
uses those new paragraph formats the next time you create a new
document.

Extended Paragraph Format Options

There are some additicnal parameters that yeu can change. These are
cn the EXTENDED PARAGRAPH FORMAT OPTIONS display.
This option appears when you are delining veur paragraph format
options. Press CF3 to display these aopticns. Note that you can only
execute this command [rom the PARAGRAPIT FORMAT OPTIONS
display, and that the values you assign to the parameters apply only to
that particular paragraph format.

When you press CE3 on the PARAGRAPH FORMAT OPTIONS
display, the PARAGRAPH FORMAT EXTENDED OPTIONS display
i1s shown. The paragraph [ormat identificr and the margins are set at the
values defined by the paragraph [ormat option that you use in your
document. You cannot change them on this display. If you use
paragraph option 2 (as defined in “Changing the default paragraph™ on
page 3-23) in the decument, then when vou enter the PARAGRAPH
FORMAT EXTENDED OPTIONS display you see:
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TEXT PLEAGEAMY FTHIHAT EXTEMDEND OFTIOMNS
TAKAEA P « =MAROINS = - [LIiNEE PER ¥ 0N SPACTNET
FOCHAT 1IE FTWEFEM
[ AT KL EAUH [0 8NE
1 1 Il N " 1
Z 10 &0 o o 1

Ainy changes made on this display will enly be affective at print time.

CF3-Paragraph Format Options

Figuse #2329 EXTESNODFED PARAGRATN FEHEMAT OFTTONS diplay
Loges per oncly specilies the nucer of lines w an inch al papor

A fom s & lemaly or assonmen al charaelers af @ piven sige and svle
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can use & oo of 1and a maximom of 3 Use | (or single space, 2
far double space, and 3 lar tnpee space. Bamembern, vou do not key
WP L2dT U way, but vou gee th2 spacomg When You prinl rhe
document M you do not speafy the spacing, Text Managoment uses
Smgic spaang A rhese opbons appely only whon waa pong ihe

da wmae

e s spertant for von Lo know whal hind of printer yob use You Can
changs the nasvder af ines per mich and the Tane, bl only rae THM
$21% pripter uses this infommancn: You can change the spacing teiween
s 1o &'l the pimiers

You do nol have to use those options 19 Lhe document. When you
Jefine these sptons on the PARAGRAPRH TORMA T EXTENNRED
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Summary
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OPTIONS display, they apply to the paragraph, rather than the whole
document. You can specify these same options for the whole document
on the print option displays when you print the document.

If you want to specily options:

X,

Move the cursor to the input field. Remember you can use your
ficld movement keys to move to input fields.

Key in the value you want in that field.

To save this display and return to Text Management, if you made
changes, press ENTLR twice; if you did not make any changes, press
ENTER once. Or press CI'3 to save the changes and return to the
PARAGRAPH I'ORMAT OPTIONS display.

You have now added some paragraph format extended options to your
paragraph formats.

When you have completed the examples in this chapter, you should have
learned how to:

Create files and text documents.

Write a document.

Create paragraphs in a document,

Format text or use unformatted text.
Define paragraph formats.

Change the default paragraph.

Assign paragraphs to different formats.
Define extended paragraph format options.

Store your document in the text document library using the EXIT
FROM EDIT display.

-



Chapter 4. Revising a Text Document

Text Management lets you revise the documents. For the examples in
this chapter, create your own copy of STDLET in the EXAMPLE file of
the QGPL library on the DOCUMENT LIST using option 8. With
Text Management you can:

¢ Add text—INSERT, CF10, CF12.

¢ Add a line of text—] for Insert.

e Create and insert a skeleton line—S for Skeleton and 1S for Insert
Skeleton.

¢  Delete text—DLELETE, 1D, DD/DD, Dx, CI11,

e Copy text—C, CC/CC, Cx, CR, CCR/CCR, CF22,
¢ Move text—M, MM/MM, Mx, CI21.

¢  Move columns—CF18.

¢ Copy {rom another document inte this document.

®

Delete a document [rom a file.

Each file contains a group of documents, and Text Management stores

every file in a library—you can think of the system as an electronic filing
cabinet.

Text Management makes it easy to revise documents. You can choose
to revise a text document from the PRIMARY MENU or from the
DOCUMENT LIST. The DOCUMENT LIST helps vou find a
document when vou are not sure of the document name, but do know
the file and library names.
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——  Mole .}

[f wou do ot chooic opnien | on tae PRIMARY MENL, the field
S-Capy 1o wew decwemeny will nol be shown Yy ou can leave the
Dovument Ticld blank, bul kev 1n the filz @nd ibrary names,

["or this example, crezte a new document 51 DLEL S 5y copving
STLET mito e new decunent oo the DOCUMENT L:ST; o7 use Lhe
docurmest 34 MPLE that vou created n Chapter 20 " Text ogaments”
on page 2-1

lise the fellpwing steps wo chnase the document vou want [0 :Evi5e

1 Onmothe DOCLTMENT ST, key | heside the dacument STRDLETZ

TEXT
Fila: EXAMFPLE

Enter new document neme or select document from list below:
Search descriptiomt
Sedrch from created date: SO0 D0 To greated data; Q2 21785
Locata document neme bagimning with:

OFT  ILNENT
- COLLIST
_ DBCOPY
- ENVELOPE
_ FORMDOC
_  LETHMCCL
_  LINECOM
_  HULTICOPY
-~ PRICTL
_  SOURCE
_  SPELLER
- STDLET

1-8alect documant B8-Copy to pew document 9-Remove document CFl6-Print list

DCEmESRT LIET

Library: QGPL

DEGCRIFTIan CREATED
Simple data base column list G02/22/84
Document to copy data in directly 02/22/84
Envelope example 02/22/84
Docoment with form flelds, highlight, underline  02/22/84
Letter with multicopy and column list 02/22/84
General letter with data for line commands_____ 02/22/84&
Hultiple copy document from data base 02/22/84
Document with print control commands 02/22/84
Document contaiming Print Control Fille dats 02/22/84
Latter with misspalled words 02/22/B4
Standard lstter 02/22/84

Fogure  d-10 ERGLUMEST LIST

2. Pross ESNTER o diplay STOILET?2 on the Edic display,

-2 I.r.a."*urlg I:_," Faample: Woerkimg Vb lem W anAgemEn|



Now you ko how o display o docarminag onothe Pde o display <o thal
wia e ke changes, vou are ready toosiast practicing Hhe different
wavs of revieng vour docamerl

Inserting Text

¥ou car ensert text iy youe doounnens inoseveral wave YV on o
kot characiess ina g ol eal using TSNS o (32

b Insert s ling of text asarg the 1 Tor Insert Sine command

o |msornotoXtonta A formatred paragph peing Ol a0 17

v Insert tes) using d shelelor boe as a prilern

Wonve tho cursor Lo the chidzacter dollowimp the posban e which wao
wanl the esered characte? fo appear On 51 RLLTE, slace the cursar
voder e d o s alate Jely Peosc NS0 and key oy e characier e

ehoarmarers On STILE V2, ey o Fanrsday,  Salebal, as you key [he
chanraciers ok, the rest of 1he Line sqilis g he mighs

TEXT Wil Document: STDLETZ Scan:

Fmt: Loy R Al fin. ol wip sabebBlnssi &S0 Sieanisy Baz: bl L S LT
ikt W R EG [ Ny [ NG riines

0001. 00 Thursday, July 9, 1981

0002, 00

0003, 00

0004, 00

G005, 00 HMrs, Lawrence Saith

oo0&, 00 3949 San Marcos Hoad

oo07. 00 Evansten, lllincds

Figu-e  d-30 Vhersdey sdocd toothe date ane of STILETL

Tress AESET or BESTER to cameel the "5S5ER™ Tunchion. ard cannnug
W midke any other chanpes an the i display

Youear wue CF 12 e insers chosaclens in Lhe samee way OF12 displayvs
Phe swsnbe Die o wloematies! ey, cven o the documnert i3 wider 1han
Youlk wesplasy, Yoo swe dse O 12 1o revise fExt That s mart of o
lormgsted parngrapy or 1o revise e forneg sed s,
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| Pravatsnn (HL La- T anpilwe e on b v (S TER T R S 'l .|||.j
preas U112 Tewy Managenornt vindedoel e e pou mant 10
FEsiss, 20 allows poL 1o male change

¢ Fopion tke cunier &0 the pone where Tog RER IS TR 18X 5
pess ISR |

! H-_". ai Lhe urq.LJn.:l_'i'n.ll TR IR TR T T TR L | Fry, "\.-|.].r|“-;4|u:r|l
miascL ib [0 10 o Braidadane 1re 54 ioma chaipozeny

S 1"renn | ALK 1o compdecs 1t SRarges

Inserting lext inlo a paragraph

Miahe sure thal vo are onoche Dde: desgday of 1 dociment aad 1hal
Vol I0+E00 IRC [EXS of 3 Paeagraol (hock 1hat et il o mghhignted
=atagraph armar mancil 2 on e e mambenn bk al the doplay?

\

TEXT W1 Decumant: ETDLETZ Scan-

Fmb: | .7 ..o b ool 2 one anBB s v Bree ey 5. o2 b0, 7
ﬂ-ﬁW

0001. 00 Thursday, July 5, 1981

002, 00

0003. 00

0004, 00

OD0S_ 00 Mre. Lawrence Smith

0006, 00 394% San Harcos Rosd

0007, 00 Evanston, I1linais

000s. 00

200%. 00 Dear Hrs. Bmith,

G010, OO

M1t !  You msay use your CLEARVIEW CARD at any of thoosands of
0012, 80 merchants in the Chicago area who proudly display the
0013. 00 CLEARVIEW sticker You will be required to show your card
001400 Bt the tims of purchess.

4013, 6O

001s The limit set on your credit will b= §750.00. IFf you
DUIT 0 wigh to increasse your credit limit hayopd $730.00, plaase
oot 00 call yoer CLEARVIEW Account Represantitive on {311)

BOL9. 00 555-12M,

o0, o0

Fagerr  #-0  Fartof me aTDLETY casaomple fomeg

4
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Inserting a line of text

I. On the Edit display of STDLET2, position the cursor where you
want to insert text. On STDLET2, position your cursor on line
0013.00 on the Y of You following CLEARVIEW sticker.

2. Press CF10 to display some lines for your text.
3. Key in the additional text on the lines. For STDLET?2, key in These

are the added words that | have entered into this letter., followed by
two spaces. Note that you can cancel the insertion by pressing CF6.

4. Press ENTER. Text Management inserts the additional text, adjusts

the paragraph to accommodate it, and displays the inserted text on
your display.

—— Notes

* You cannot insert text into unformatted text using CF10. This
key inserts new text and adjusts the paragraph format to
accommodate it,

¢  When Text Management adjusts the paragraph, pending line
commands and line commands in the adjusted text are
cancclled; Text Management completes line commands outside
of the adjusted text. Pending commands are commands you
have started to execute, but have not yet completed. If there
are pending commands, they appear on the heading line,

* Text Management executes linc-positioning, delete, and skeleton
line commands before it inserts text. If this command deletes or
moves the position the cursor 1s on, then the insertion function
is canceled.

Again, make sure you are on the Edit display of the document. When
you insert a linc of text, you must do so outside of a paragraph or the
second half of the paragraph will become unformatted. Remember you
can see where the paragraph begins by looking for the highlighted
paragraph format identifier on the line number ficld.

You also can see whether your text is formatted when the sequence
numbers arc turned off. Press CI713 to turn ofl the sequence numbers.
With the scquence numbers turned off, you can see that Text
Management indicates each paragraph with a paragraph format
identifier on the left of the display. Text Management indicates
consecutive lines of formatted text in cach paragraph with quotation
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rrirn s oolow e rliJ:"n.E aph [eret werbiler on the e ol the display i
ewi Masagemer! amacdles nafarmanted tevs wil 2 penod for cach hne
of unlzarmaned leve

TEXT W:1 Document: STRLETZ Bcan;
Fl:u:t.'. 1 < I 1 nom i 2-_-. Wa 1E3 o oE ‘l ------ .'.l.-- ..l}ﬂp., . -|'
WIEG]HUW

. Thursday, July %, 194l

: Mrs. Lawremes Bmith
. 3949 34n Harcos Road
. Evanston, 1llinois

: Dear Mre. Smich,

You may use your CLEARVIEW CARD at any of thousands of
merchants {n the Chicago sresA who promdly display the
" CLEARVIEW sticker, These are thae sdded words that I have
" entered into this letter, You will be requiréd to show
" your card at ths time of purchasea.

The 1imit st on your credic will be $750.00. If yed J
wish to incressze your credit limit beyond §750.00, please ;

call your CLEARVIEW Account Representative on (312)
" £55=17134,

\ ' Y,

Figme 424 ST2LETS wab weigueagy o shers off

Forethis evampmhs add b o the address o ST 1Y Phe address is
ral ptt Gf 2 pardgrann Joronal

O the Daitalispiay, 2% 1 o6 he secoenee nomber Geld 0004 o
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TEXT W:1 Documant: STDLETI Scan:

Fltr jt-al--- l.--l R :I'-Il- .hhm.--i- --i"p -----
srirwiricireieiea BEG [ NN [ NG eriririririnind

0001, 00 Thursday, July 9, 1981

0002, 00

0003, 00

0004, 00

I 05.00 Mrs. Lawrence Smith
0006. 00 3949 S5an Marcoa Roasd
0007, 00 Evanston, [llinois
Q00a. 00

000%. 00 Dear Mrs. Smith,

I'|Er~uq-.¢ -2 In::rmg n b ol apu

“u
s

Mpas DNTEUR, aod vour dieplay ghaw

l..i --:li-l @ T

TEXT Wil Decument; STDLETZ Scant

P.t: ldl-I haw 1l1| Pm F 1r-- --15-3 LI 2 | --r“lii L A ]
Ak R BEG T NN T MG Sk

c 0001.00 Thorsday, July 9, 194}

pooz. o

LO0D3. a0

D00 00

0O05%. 00 Mrs, Lawrence Smith

BOO&. OO0 3949 San Marcos Road
0O07. 00 Evanston, Illinods
Dooa. og

D009, 00 Damr Mrx. EBmith,

Fopere  don adilpn the beank lie eo % 007007 2

! o

l-’ﬂljl I.I.I.?

1 Kevonthe text vou want en that lme I e Sodinpi?. ket o The

Carnage rlowse
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TEXT W:l Document: STOLET2 Bcan:

Pk %) EaT s Foaww i o oie=B¥ e vean Bic o e 2B 50 =i Biwie
Frbritrt e UG [ NN NGkt

oDaL, 00 Thursday, July 9, 194l

GO0z, 00

o033, 00

0O0&, D0

0005, 00 Mrs. Loawrenco Smith
The Carriage House

0008, 00 3949 San Harcos Road

0007.00 Evanston, lllinois

000800

0009. 00 Dear Hra. Smith,

=i

Figure H4-7  Adding tee siew pesg linc 40 3TDLET?
da Press ESTER twce.

Yyau want 1 msert mote than one line antside 3 pargrapli foesaet as
the same point 10 the docircent, ke in [ fallosed by the cinthes of
lias o wen® o add plus g spacc Doy example, 23 mseeis (e bnes
when You press TSN TR

Inserting a Skeleton Line

Yol ke skelolon ling when vear wand 195 ingert tes] irn aradjested
rest. A sheleton hneoas o lormat pattorn far von o gde To e
infnrmation ona hlank ine Wah a skoleton line. vou car repeated:
msart iewl ufing a patle-n o Yoeu can specily thal the curssr alwavs
anpenn at @ certae pofiban an the skelewar Pree You wse this ecmmanmd
aroahe Ldu dspley ol the docuamen

T exanple nazrie o sheleron hing in the LERECOM D dosument of the
EXAMEPLD Nl the QUGEFL Library Nelare vou stanl ihe cxagnplz,
ke sure Ying have g Sopy ol the LISNLOOM docmnent foall
LENFOOD, aaud oveny nss the Tollnowenig srips

I ASdowe the cilrson [0 e seguence nmmbers fiekl appasite the bone van
Wanl Lo ose as 4 pateernn Move the cursor oo hing S0LGA Tor tas
cxample

Fud

Ko the hne command 5 Yow dispiy shi
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r TEXT W:el Decumanc: LINECOHI Scam:

Pt 1 <..v sune b ovsr o wee 2o v A Li0 Boe b el Las 8 Ll aas B L, L., I
srririririedricied ARG T MM T NGRS

0001, 00 Tha Adams Supply Co. Lid

0002, 00 15008 Mainm Btreat

0003. 00 Taronte

o0&, 0D

00405, 00 Dear Sir,

0004, 0o

00067 14t the present Cime, we gxe making plans for next yesr's suppliss. In

0008, 00 examining our stock, we have discovered shortages in the items listed

0009, 00 below.

0410, oo

0011 1| Pleass notify us #s soon as possible whethar you can supply us with

(012.00 these {tems in the guantities we pneed, And advise wa when we can axpect

Q013,00 delivery,

0014, 00

0015, 00 Quantity Item

5 16.00 10 Pencils

0017, 00 20 Pans

0015, 00 n Tablets

0018, 60 &0 Erasers

Do20. 00 50 Ink Bottles
\

Frgurs d-B Ihefirimg 2 abeloborr lipe om LIS F OO

M= 5 comenamd defires hine: 146 as a sheletan for Texl Management
b e as & pazlarn Do ke liae irscriions,

a0 e camdlehiee whers the cursar shocld apzsar on cach skeleten
o 1oz thes egample, posiioone Uhe cursoe ander the 18 al Penols,
Wher you (nsert 4 skelcion bag the cinsor appzars &l thes point on
the skebelon line

o Tross ENTERER. Test Manugoment now remembers hine 16 oag a
skeloror

Sow el mav dse e Insz=t Skeceton line commmvand ¢15) 10 1nsert
the skelcion line.

3 PPasitiar the cursor en e hine where ¥o0 want to nserl o skeleton
Lo, and kevoon the comeratal TS oo the sequencs nombers Beld Bor
this example, nscrt o skeweton liee cesween lines Q016,00 and
L] T
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0012, 00 these items in the guantities we need, and advisa us when we can axpeci
01300 delivery.
O L. OO
0015, 00 Quancity Item
IE & 00 G Fencils
oo17. 00 20 Pens
Q018 00 ao Tablets
o01e, 00 40 Erasers
ORI, 00 50 Ink Bottles
Fegure  d-3. dpsertmp a shebetan fme on LERZDOM D
6 IMrose ENTER S eyt Mapagement sdos & sXeletonr bne arc positons
e curser 0 ine M Yaur desalay shiows

GO13. 00 delivery.
0 s, 00
noo15. O Juantity ltam
0016, 949 i0 Panclle

[0 Fancils
0017, 04 20 Pans
oola. o0 30 Tablets
0019, 00 40 Erasers
00200, (i 50 Ink Bottles

I:-r-_n.n_- d-+ 0 Chelelyr | e spnpdarera om DAL Lantd

A=l

rooNew vou can acdh] ancther e to the s voud aoc oslenpe. For s

exurmpe, clanes Peace's 1o Pencl Holders

B Pross EXNTTIR Tegt Managenont ddds ihe nzw e zod aiserts o
row skeloion tine. Vo add moase pems sa the sl ey o tke
wildivionil scms Ty rermsve e catrd sacletor line. posy ENTER.

T Mora canonsert ancother skeloroap e Turibers dowr the hisi, or cancal
Ehe skelstan line ywou created

You can now key inonfarmitien on the skelgtan lins, waenyg i as a
palluzr for hnes Unal hove sumilar content 1w seleton hng anly
Beoomees pazl af e Joeciment d veu ke i atlormaion oro blaak.
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Deleting Text

Deleting a character

You can delete text from your documents. You can:

Delete one character at a time using DELETE or CF12 and
DELETE,

Delete text from a formatted paragraph using CF11,
Delete a line of text using the D for Delete hne command.

Delete a block of text using the DD/DD or Dx (where x is the
number of lincs you want to delete) line commands.

On the Edit display of the document, position the cursor under the
character you want to delete, Press DELETE once, and Text
Management deletes that character and shifts all text on the right. Use
this key il you want to delete parts of a line or single characters in your
document.

You can also use CI12 to delete characters from a line of text. CF12
displays the whole line of unformatted text, even if the document is
wider than your display.

1.

2.

Position the cursor on the line you want to change.

Press CF12, Text Management underlines the line of text and allows
you to make changes.

Position the cursor under the character you want to delete and press
DELETE. Text Management removes the character and adjusts the
line. Il the line you have changed is part of a formatted paragraph,
Text Management adjusts the paragraph to accommodate the
change.

Press ENTER to complete the changes you have made to the line.
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Deleting text from a paragraph

Text Management allows you to delete text from a paragraph and also
from outside the paragraph format. To delete text from a paragraph:

1. Position the cursor where you want to start to delete text. Iiarlier
you inserted a line of text (These are the added words that 1 have
entered into this letter.) into your copy of STDLET (you called it
STDLIET2). Position the cursor under the T of These.

2. Press CF1l. Text Management displays the [irst character of the
text you want to delete in reverse image. Text Management also
displays a reverse image D in the Pead {ield at the top of the display
to indicate that a delete operation is pending.

3. Move the cursor to the last character you want to delete from the
text. In STDLIT?2, this is the period following letter.

4. Press CI1] again. Text Management deletes the enclosed text and
adjusts the paragraph to accommodate the change.

—— Note

¢  You can only use CF11 to delete unformatted text if the text
matches the paragraph [ormat.

Deleting a line of text

You can use the [ollowing line commands to delete a line of unformatted
text or to delete a hine of text from a paragraph. This example explains
how to use the delete line commands for unformatted text. You can
follow the same steps if you want to dclete text from a formatted
paragraph.

r —  Note

¢ Ifyou delete the line of a paragraph containing the paragraph
format identifier, Text Management changes the paragraph to
unformatted text.

Again, you must be on the Lidit display of the document to delete single
lines of text outside of a paragraph format. In a previous example, you
mnserted a ine into STDLIET2 (The Carriage House). Now delete that
line.

4-12  Learning by Example: Working With Text Management
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1. O othe Ldio dispeay o0 ET13LE T, pogsucn the cersar on the
gedbence curnocr Beld of the hnd vou want 1o delsie

r+

Keovz D an the sequense number hield beside the Line vou wanl 10

delete;
TEXT W:1 Document: STDLETZ Scan:
M: 1{-'1 A w l Ll L :Ill- I-I-lm R W E * FERE #EFW 5 LR -I-r.: ﬂ FEE FAF T
Wik REG T NN TNGA-Srivt iy |
000L. 00 Thursday, July 9, 1981
o002, Do
/D003, 00
. 0004, 00

0005.00 Mrs. Lawrence Smith
D 05.01 The Carrisge House

0006.00 3945 San Msrcos Road
0007. 00 Evanston, Illinois

0008, 00

0009, 00 Dear Hrs. Smith,

bz d . idxbeng ® bewl mme Sem W00 D2
oMo LXTEERE and Tex Manageman deletes the une

] wu FRAL B CelIe VWE OF TTESTE ConEgoIles s lram o the desament
kov I and the nuriber el fnes 20 wand 1o Jelete. lallowed by 4 space.
Far exam~ic, 35 delewes the Loes the commana 15 on and the four
fallpr g nes T yan Ky on D3E e ep o2 00 ! S IALET2, this
Juplar —=audi,

TEXT M1l Documant: STDLET2 Bcan:
Mt l":- l o _l.i.ll o w l - ii-u haa adae ‘lil o !' -...:' ! ------ ?
W

0001. 00 Thursdsy, July 9, 1981
000z. o0

0a03, 00
0009, 00 Dear Wrs. Saith,

Frgwed  4-01J  [hthatmg i boa Grotm STOLET Y

The Fini bre gl 1exi 3 uhic yalpaniion

{ hapees 4 Arrvung 4 1o Uoruman 4-] %



Deleting a block of text
You delete blocks of text using commands on the sequence number [ield.

1. Position the cursor on the sequence number [ield where you want to
start deleting the block of text. '

2. Keyin DD.

3. Move the cursor to the sequence number field where you want to
end the block of text you are deleting.

4. Key in DD.

5. Press ENTLER, and Text Management deletes the block of text
between the two sets of DID.

Using Targets in the Document

You can use a target with the move and copy line commands to tell
Text Management exactly where you want to insert text in the
document. You can specify several kinds of targets in the document
with which you are working. Use linc commands to define the text.
You key targets on the sequence number field of the line before or after
the point in the text where you want to insert the text. Press ENTER,
and Text Management executes the linc command at the target location.

You can use A for After to insert text following the line the target is on,
B for Before tells Text Management to insert text preceding the line the
target is on.

If you want to make several different inserts at the same location, you
can use a repeated target. You key in the repeated target command, and
then cxecute the copy or move line commands, one at a time, to insert
the text at the target location.

You can use AR to inscrt the text (ollowing the target line. When you
execute the second command, Text Management inserts the text on the
line following the last line of the first insert. The repeated target BR
inserts each additional insert on the line before the first line ol the first
target.
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C

To use the AH ar HH line command

Toe ling cammands AR and AR el yau move or copy liges 12 a
renaaied larget. This explanation uses the copy line conwrard as an
evample  Tao mave tex) 10 B repeated targst, ise the mnve ane
commands | w2 A 10 cony onlo the ine milowing the one the rarsar
15 an, ar Bl 1e cony ante the oreceding hine. Hach me vod enqy a line
te 1he tarpet, the cursor rmaves onta the line that vou copeed .

1. Kev AR mothe ine numbers held wo copy the ling alier (ke ane the
cursor is.on. Key BR ar the sequence number Neid the cursos .5
beside 1o copy the line belere the Tine the cursar 15 &

bd

Fey O oo the sequence number Neld next Lo the hae yoa want o
copy

BR 1 | You may uss your CLEARVIEW CARD at any of thousands of
0012, 00 marchants in the Chicage area who proudly display the
0013, 00 CLEARVIEW sticker. You will be required to show your card
001&. 00 8% the time of purchase.

0015, 00

€16 1 The limit set om your credit will be §750.00, 1f you
0a17,00 wish to increase your credit limic bayand &£750.00, pleassa
O018.00 call your CLEABVIEW Account Representative on [312)
A19.00 555-1234.

0020, o0

Figurr  d-17 Ciprurg hnes w8 repeocd terged

oo Mress BEWTLHRE w coay the hine at the AR o IR kecation

4 Repead 2 and 5 @s many tmes 35 you wanl 1o have different lings
copicd.

Ta use the Ay of Bx comunands

Fhe Ax or I targer copies the e at tne targer localmon ¥ ndmhes of
limey. Youw canned use |hese Lemamands wich mave lings commar:s

I ™aote that v stand< for the pumber af tunes Yo want to copy the
hine a1 a partwelar lacatin

2 Kevin Ax lor Alter and Bx lor Belore an the seguence number fizid
where you wam the specilicd nember af hnes copiea

Mhapier 4 Aewvising & Pevn Dioemmem da| =




1 Furexarmple, che command A3 pgeres five capies of the hne at the

Tiar el

Fut:

Qoog,
Do10.

8012
0013,

\

o001,
000z,
ooo03,
D004,
oo0s.
#1al1].
noaz,
OoDa.

TEXT Wil Documant: STDLET2 Bcan

T .1 ... % B ivr sy huy iy res Wigas wen W owii s B e
*ﬁ*fii-***gggIu“l“gsﬁ***itﬁ*t
00 Thursday, July 9, 1981
o0
[}
1]
00 Mre. Lewrence Smith
00 3949 San Harcos Road
00 Evanston, Tllinodis
00
00 Dear HMrs., Smith,
G
You may use your CLEARVIEW CARD at any of thousands of
00 marchants in Che Chicdgo ares who proudly display cthe
00 CLEARVIEW sticker, You will be required to show your card

0014.00 et the time of purchase.

0015. 00

E W The limic set om your credic will be §750.00. 1If you
0oLy, 00 wish to dncceass your ecedit limit beyond $750.00, plessas
0018, 00 call yeur CLEARVIEW Atcoint Represantative on (311)

0019, 00 555-1234.

Do2d, 00

I'r_gun:

Copy

416

d e Lisiig Lse Ax command ta meerd Dye copes ol 8 line ab the larget

ing lText

Wihien vod 2oov LEal, you do mal orase &f move the argpnal 18450 You
renroduce 1 gnd insert o where vou wane the secapo copy cf ihe wexr o
appear. Your doduimenl thes has teo copies af that szoctan of tzad {or

kawever niany capies vou have made). You can ude the © Tor Cony

cornmand 1o copy text 3emply key C enothe sequence numbor ficld ol

tE¢ hre thdl vou wart o copy. Suecify a targel on Lhe sequence
v Geldd af =ae lipg where you want 1o wndert 4 copy of the hne.
IPregs ENTER lew Marapemen) mseces 3 copy of tee line at the
tanget  Forakese examples wse the 5TDLLET docwinent Tram the
LEXAMPLE [e ol the QGPL library

- — J— - . — —

|.earn ng, hy Frampie Wark iy Wilth ezt Managznwnd



L Copying a line of text

Make sure thal you are ap the i display of the docdment. You war
age this corrovand Lo copy Farmarted oo unlformanted exl.

I PMhace the «ursor an the sequence nomber fekl af the line You want
Lo SR,

2. Rey O oonoche sequence nuraeet held

{ A

TEXT W:1 Document: STDLET2 Bcan:

T L el e Las wwn Bornn wn i v vow W ami see iR e i R
dedriciririedririedr fLE G TNN T NGt

0001.00 Thursday, July 9, 1981

pogz, oo

0003, 00

0004, 00

0005. 00 Mrs. Lawrance Bmith

0006, 00 3943 5an Marcos Road

0oa7. 00 Evanston, [1linois

aoGa. 00

DOO9. 00 Dear MWrs. Smith,

i 0010, 00

L,- 9011 |  You may use your CLEARVIEW CARD at any of thousands of
0012, 00 marchants in the Chicsge area who proudly display the
0013, 00 CLEARVIEW stlcker. TYou will be reguired to show your card
0014. 00 at the time of purchase,

0015, 00

€16 ! The limit set on your eredjt will be §750.00. IE you
0017, 00 wish to imcrease your credlt limit beyond $750. 00, plesse

0018.00 call your CLEARVIEW Account Representative om [3131)
D19, 00 555-1234.

G20, 00
h S

Tigatw  4-15  STOLETLdesignating Tine 14 far inpying

3o Move the cursar o waere ol wan! e dapheare (e T,

4. kevin A for Alier on the sequence number field 1o capy the line
Iollowing the oo witl the chardeter A Kev m 3 (o Bodore on the
line sequencs namber [eld 1@ copy the line belore (7e ae wilh the
tharacter 15, The exampie helow copies the ine 'nioa position
hefore the onigingl ing, therelars, it use: O Tor Befare an the
sequence number Deld,

Chopuer 4 Baeeng & Todd Docwmiew £- | 7



TEXT w1 Document: STDLETZ Scan:
bt Lol oo boooi¥ess X wed s DB wae ca B oo ada Kooola = A Y
dedrariiredictoh [ G T NN [ NG

0001, 00 Thursday, July 9, 1981

oo02, 0

0003, 00

000&, 00

0005, 00 Mre. Lavwranca Smith

0006. 00 3947 Ban Marcos Road

0007, 00 _Evanston, ILllinois

0008. 00

0009. 00 Dear Mrs. Smith,

0010. 00

Bl1l | You may usa {:u: CLEARVIEW CARD at any of thousands of

0012, 00 merchants In the Chicage srea who proudly display the

0013, 00 CLEARVIEW sticker. You will be reguired to show your card

0014, 00 at the time of purchase.

0015, 04

Tk 1 The limit set on your credit will be 5750.00. If you

0017.00 wish to incredss your cradit limit beyond §750. 00, plassse

0016, 00 call your CLEARVIEW Account Repressntative on (312}

0019, 00 5551234,

0020, 00 )
Fogure  d-l& Copyng line D6 onin lne 0 ol = L TH0ET]

Ao Press ENTIHR (o capy the ine imtoe the few posiisn.

Yau may wlse copy o ling rereatedly Use the command O (copy
ropeate gl )

I Kev CH oo ke seguencs sedeehber Nehd sesule the hme vaw want Lo
CAPY FEpeaLcdy

o Keyr s target Vse A o Aot to cony onta Lie line that follows
the onc with A m § for Before wo cony the hac onte the poéeeding
linc

4-15 1 ewrrieg by Teample Work ng With Text Sanagemen



f TEXT Wil HDecument: STOLET2 ELdn:

Pﬂﬁ! I..'EI--FI!Il l+|--| o z---.--cju...--‘l... e e e T | e e T
Ak R E G T NN NG 4o

0001. 00 Thursday, July %, 19481

0poz. 00

0403, 00

D004, 00

0005.00 Hrs. Lawrence Smith

0006, 00 3947 Ban Marcos Rosd

0007. 00 Evanston, lllinois

00048, 00

0009, 00 Dear Mrs. Smith,

0010, 00

B 11 | You may vse your CLEARVIEW CARD at any of thousands of

0012, 00 merchants in the Chicago sres wha proudly dlsplay the

0013, 00 CLEARVIEW sticker., You will be regquired to show your carcd

0014, 00 at the time of purchase.

-0015. 00

CR 16 ° The limit set on your credit will ba §750.00. TF you

0017.00 wish to {pcredse your credit limit beyond 5750.00, please

0018. 00 call your CLEARVIEW Account Repressntative on {312)

0019. 00 355-1234.

o020, 00

\,

I-'l-t.uh_' £-17, '___M:l'l'llﬂ e ofy '|'.'-.||,::.|'.¢|PII|.'

Y Pres ENTCR Jo cops the e Repeat steps 2 and 3 aetil vou da
M2l wehil [0 COPY THE 102 any ST

4. Peese CHO ta candrl The outstanding copy dne

Copying a hlack of fexi
You rast ba on 1ae da displas.

L Posibion o cbrsar o De seguerce naner Seld besde the start o)
ir hinck of lext you want | & ocapy

Koy U pncdar sequence numbes Leld besde the saring ke

T Move the corsar 1o the sequence ramber Hzld besids <he end a0 1he
Rlnck of text you witnt to copy, ard ke m OC apain

= Moave the corsor ta 1he scouence rumber Nzl whers souw owanl 1o
coay ine Nlouk o) tex

1:\"'-.|||I|:l & R.-'h'\.ll"E B ! “-l_'\.l_ LU ol B "\-IF I_ ':a



5 1 won want the plock of texn comee afier the hine, kay e A Tar 4fter 3
o the segeence niacher Deld 10 you want 16 capy it 2liead ol that
lig, theny koy in B Ter Yelnre
Ir’_‘:l:E}!'ET Wil Document; STOLET2 Ecan: b
F.-t-: 1.*-rI LI l!!lllﬂq 1FII.‘IlIE'3 L Ii#ﬁlfl " e 5ill r-hiq..'l [ B ?
Stk ik R T NN NG i
0001, 00 Thursday, July 9, 1981
0002, 00 '
0003, 00
OO0, OO
0005. 00 Mre. Lawrence Smith
0006, 00 3949 San Marcos Road
0007, 00 Evanston, Illinois
Q008 00
0009, 00 Dear Mrs: Smith,
0010, 00
0011 : You may use your CLEARVIEW CARD at any of thousends of
0013, 00 marchants in the Chicago Ared who proudly display the
0013, 00 CLEARVIEW stigker. You will be reguired to show your card
A 14.00 at the time of purchase.
G015, 00 '
e g The limit set on your credit will be §750.00. If you
0017.00 wish o incressé your credit limit beyond §750.00, please )
G016. 00 eall your CLEARVIEW Account Representative on (312) '
CC 9.00 555-1234.
op20. 0Q
\ J
Foperr d-1H Lepyomg the sccoml pategcapn

4-20)

4

Press EXNTER wo copy whe biock.

You may al=a oopy o Rocs of ekl repeitediy using ane of the [ollawine
coprmands and s CURE conmanil

TF

4

Koy n CCR on the soquence mimmacer field at toe 51an al 1he hiock
aF towl that oo et Lo copy 1epeaicdn.

By in U0 al the cnad ol the plock vou wanl po cony

key e A Tor Afer o [ Tar Belore atd press BT RER whercver you
want Lo rserl the hlock af cupied texl

I_-ra:.r-m_; By Fapmple SWorveag Wit ex: Mnnagcﬂn BT



TEXT W:1 Document: STOLETZ Scan:
Parp Lo T .. 3 ..i - 2., .88, ..k, ...8 .. R e T
deirdrdcficfe e FEG THN [ HG i i dededy
DO0L. 00 Thursday, July 9, 1981
0002, 00
G003, 00
Bo04, 00
D005.00 Hrs, Lawrence Smith
0006, 00 3949 San Marcos Road
D007, 00 Evanston, Illinois
opae. 00
00049, 00 Dear Hrs. Smith,
Qo10. OO
Nl -l You may use your CLEARVIEW CARD at any of thousands of
0012, 00 merchancs in the Chicago arsa who proudly display the
0013.00 CLEARVIEW stickar. You will ba required to show your card
0014,00 at the time of purchase.
0015. 00
i The limit set on your credit will be §750.00. 1f you
0017.00 wish to increases your credit limit beyond $750.00, pleass
0018.00 call your CLEARVIEW Account Répresentstive om {312)
CC19. DO 535-1234.
0020. 00
L9
Vigwre  &-09 Lsmg the CLE cannmaml 1e copy lelare e 007144

4. Press DATER (o capy e block.

5 Press CF6 to cance: the owstanding COR ecenunand

Copyving texl in a paragraph

Yaoucan use ©1 22 1o copy text i g termatled paragraph | ners are
AL sleps Lo Copving Towl tnoa pagdgraph

b Pross CTF22 radenine the starn af 1he 1exl vou winl (o cony
2 PPress 192 ca defing ithe end af the tedt vau want o cepy

1 Moave the cursar ta tid ol wiers sau want io tony the tex) and

press O
Balare vou begin 13 copy tokl i 4 paragraph, make gsure thal:

*  You are on the Ldo display of the docoment.

(hipiir & R.r-.'i-;iﬂ_g_.-u Teri Dlscumant "1-'2 |




* You are copying text within paragraphs.

Remember that formatted paragraphs have a format identifier in the two
digits on the right of the decimal of the sequence number ficld. If the
sequence numbers arc turncd off, you sce the paragraph format
identifier. Text Management indicates the lines included in the
paragraph with double quotation marks (7). Press CFI13 to turn the
sequence numbers on or ofl.

1. Move the cursor 1o the start of the text you want to copy.

2. Press CF22. Text Management displays the first character of the
text you want to copy in reverse image. 1f you look at the top of the
display, you sec that Text Management also displays a reverse image
C in the Pend field to indicate that a copy command is pending.

3. Move the cursor to the end of the text you want to copy.

4, Press CF22. The entire block of text reappears in reverse image 10
indicate the text you want to copy. Text Management continues to
display CC in reverse image 1n the Pend ficld to indicate that a copy
command is pending.

5. Move the cursor to the point in the paragraph where you want to
insert a copy of the text.

6. Press CI'22. This copies the text into the position where the cursor
18 and, at the same time, adjusts the paragraph to accommodate the
new text.

Note

*  You can only use CF22 to copy unformatted text if the text
matches the paragraph formats.

* The top of your display shows Pend: CC untl you press CF22
to insert a copy of the text. To cancel the pending copy
command, press CF6,




Moving Text

Moving a line of text

Moving text is similar to copying text. You usc the M for Move
command instead of the C for Copy command. When you move text,
you deline a section of text that you want to remove from one place in
your document and insert in another, As with all text changes, you
must be on the Edit display of the document to use the move text
commands.

Before you move a hine of text, make sure that you are on the Edit
display of the document.

1. Position the cursor on the sequence number ficld across from the line
of text you want to move.

2. Key in M on the sequence number [ield of the line you want to
move.

3. Move the cursor to the sequence number field where you want to
move the line to.

4. To move the text to follow the line the cursor is on, key in A for
Alter on the sequence number [ield where you want to insert the text
within a paragraph. To move the text to precede the line the cursor
is on, key in B for Before on the sequence number ficld,

5. Press ENTER. Text Management moves the line from the old
position to the new one.

— Note

e You can use the M for Move line command on both formatted
and unformatted text,

Moving a block of text

Before you start to move a block of text, make sure you are on the Edit
display of the document,

1. Position the cursor on the sequence number field next to the [first
line of the block you want to move.

2. Key in MM on the sequence number feld.



b Keyan MM on the sequence number Tield next te the [ast ine o Lhe J
Block of texl you wanl Lo move

4. Mave the corént ta the goguence nomhber firld where yao want 1o
move Lhe lines

3 o move the ey Lo Tollow the Ting the cursar 15 on, kevan A [or
Alter um Lhe sequence number fieid where you want wo inserc Lhe
wxl 1o move the wxl o precode (he ine he cursoras an, kev on %
for Befzre 2n the segugnce nuimiber DNeld.

/

TERT CHE Uocument  STOLETZ Srdn;
Fee: 1 <..01 ... 1 ... ... 3 ... ...} ... ... & ... 5 . T 7
OO0, 90 Thoersday, Juls 8, (98]
0a22, O
JoC3 00
OO0, 00
IC65, 00 Mrs, Léwrence Smith
J20E, 00 394% Gen Harcos HRoad
CCOT.00 Evanston, Illincis
CUDE, 00
SO09.00 Dear Mes. Smith, J
CoOLn 00
M1 You may wea your CLEARVIEW CARD at any of thouszands of

001Z. 30 merchants in the Chiceges ares who prowdly display the
001300 CLEARVIEW sticker., You will Be regquired to show your card
MM % 00 a%t the time of purchase.

ooLs Qo

o0leé 1 The llmit set on your credift will be $730.040. [£ you
00L7. 30 wlish o inccease your credit Jimit bevond 5750. 00, plesss
0018, 00 call wour CLEARVIEW Account Representative om 3L2])

A 1% 00 555-31234,

2o, oh

\ J

Vigare  d=20 Mpving Yhe Mese parpgreph after he second

& TMess BEdLELR 10 move the bleck Lo the new [ocation,

a-Md femrirg oy Brample. Working Widh Test anageniunt



Note

¢  You can enclose any block of text with MM, This command
works on both formatted and unformatted text.

* You can also use the Mx line command to move a line of text,
Key in M and the number of lines that you want to move,
[ollowed by a space. Key in a target and press ENTER.

Moving text inside a formatted paragraph

To move text inside a paragraph, make sure that you are on the Edit
display of the document and that you are inside a paragraph (check for
the paragraph format identifier that is highlighted on the sequence
number field to the right of the decimal).

1. Move the cursor to the first character of the text vou want to move.

2. Press CF21. Text Management displays in reverse image the first
character of the string you want to move. Text Management also
displays a reverse image M in the Pend field at the top of the display
to indicate that a move command is pending.
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i TEXT W: 1 Pand: ™ Bean:
Paks- Do lomewe b wes van Resrmsen B ey G B osia waT Wineies e E 2 TR
ettt R P E G TN TN dirirsirsieark
GooL. 00 Thursday, July 9, L15d1
COGZ, oo
co03. 00
Look. 00
opos. o0 Mrs, Lawrence Smith
DOO&, 00 3%4% San Harcos Raad
CeoY, o Evanston, |ilinais
Cood, oo
GO0, 00 Deat Hrs Smith,
QGLG. 00
ooil | You may uwse your CLEARVIEW CARD et any of chousands of
BOIZ. 00 merchants im the Chicego ares who proudly display the
g1, 00 CLEARVIEW scickar, You will be requlced to show your card
DG14,. 00 4t the time of purchase,
0035, 00
bl | "he limit set oo your credit will he E750.00. If you
0017, 00 wish to lncrease your credit limit bayond §750.00, please
018 00 call your CLEARVIEW Account Representative on (312)
DOL9. 00 558-1234.
GO0, D
\,
I'igl.rr $-1F Hl."l'Erl:EilTI-I:i" am Bl e (sl charaeler oF the sExing vod wan? 40 miake
1 Mave b onrser e the v al Ll sbnrg you vl b ey
4 Press €] 2] aca. Toxl ManaLoment placey e crofe sinng you
wart b, miove i neveie imapc
ED )8 | e | LiL &N W g sl w=I4dE B BTE0: B I-l f'n'l.t
3017, 00 wish to incresse your credlt limit bevornd §750 00, plesse
0018, 30 sall your CLEAKYIEW Account Representative om (312)
001%. 00 555-127%4.
020, Q0
Fegure  4-22 Kesersc image stog thul yua waadf do move
3 Meve the carsor to where Yoo want i nscnl ihe s
fr Presg LIF2) again Chext Mamagoment moves (ne sinng ol lext dnd
aurdsti the parapraph 10 accomanad e the mscrinr:
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Moving Columns

— Notes

®  Note that you can move text between different paragraphs, but
you cannot move text between lormatied and unformatted text
using CIF21.

»  You can also use the move line commands (M, MM/MM, and
Mx) to move formatted text.

A column is a block of information that fits into a square or rectangle in
the document. Examples of columns in documents are columns ol
figures found in bills and snvoices, tables in reports, and quotations in
articles.

Text Management allows you to move columns of text. You must be
on the Edit display of the document to move columns, and you must
have enough space at the new location to hold the column, or Text
Managemcent does not allow you to move it. {Use the LINECOM?2
document from the EXAMPLE file of the QGPL library, or create it
now by copying LINECOM into the new document on the
DOCUMIENT LIST, for the example.)

. Move the cursor to the top lelt-hand corner of the column that you
want te move. On the LINECOM?2 document, position the cursor
on the [ of the [rem column.

2. Press CI'18. Text Management reverse images the first character in
the column that you want to move and displays a reverse image L in
the Pend field at the top of the display, (Note that the character in
reversc image covers all the characters adjacent to 1t, but they
reappear after the move or when the move 1§ cancelled.)




F‘_m Wil Doacumant: LINECOMI Bean:

P, L Zmine wan Lssvimeisk mes apn F wen e & . | B o ¥
0001, 00 Tha Adams Supply Co. Ltd

0002.00 15008 Haln Stceat

0003, 30 Toronto

DO OO

0005. 00 Desr Bir,

000 00

0007 | At the preassat tima, we are making plans For next year's supplies. In
D008, 00 asamining our stoek, wa have discovarad ahorcages in the itema listed
0009, 00 ba low.

PO10. 00

0011 | Plaase motify ve as soon as possible whethsr you can supply us with
0012. 00 thass ilvems in the quantizies we osed, and sdviss u: whan wWe CaAn expesc
0013, 00 dalivery.

Boik. B0

aelli 0O Qusat 4ty Ites

0016, 00 10 Pancils
aoLT. 00 20 Pens

0018. 00 30 Tablsta
0019, 00 &0 Erasars
0420, 00 30 lak Botelss

.
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0 o | 1% apen Fow Mopagemery revs=oci s i 2 Lhe
webyrs b o g o el

0012, 00 these {tams im tha guantities we naed, And advise 38 when ww cas aspect
0013. 00 dalivery.

0014, OO0

0015, 00 Quantity lres

oo1é. 00 10 Pancils
0017. 00 20 Fanw

00148, 00 30 Tajiokn
001%. 00 &D Ermmsrs
Girdg, ODd 50 [nk Berclns

lagore A=Ja LIMECUME Soremont cnigma pouds for moseg
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‘ 5. Mowe the cursor 1o the porilion you wand (o move Lhe 2ooumn (o
"ole 1t the wucsor d augs the now podaesgn of v Lop befy, hand
coennr o) M colupo afs e moae

g, Press Cplkapain Tea: Manizemen' ma+i4 Lhe cofdma 16 1he aiw
pasilan, pravading there s roem (o n

Kb that of vou ware 10 moee 3 foprn Debd oo moaess mc) ede the
cpace tn the lell Al the farm febo o fee seal st e, 17 e da et
vou mave the t2al hat net the forn: feld

Copying into 3 Tex! Document

Text Managememn sllews pau vo Copy anoaner dagument rie the

Ui urmers Aag are workmg S rou cancopy the whale dpcamens or
||.|-.I Ll..lr!l plf ot % el rndid ke ar i It ihispumas, :_I'Ihr By do el
1o enny 4 sectnd docunend et dhe Tz Bef30e pao i the gsampic,
make tere veu creave LHERE LY E by copyurg LIRC Y wite o on the
WU LMENT LIST Yyoucopy 4 wok decwrrent WErg thoie neoy

I ¢ surr 304 e O the |dn l!lqptal-' of the s gocumem For
i i"‘l-lll"'-ll’ll‘ sl i Dl ol 'I-i'lnlll'. g the DFALCTHY ) durdrent v jhe
c Xt PUI R ol ihe OGP Hiwars

TEXT W1 Documant: DBCOPYZ Scan:
M: 1"ngl- L] 1‘--- - _:..gl--l -I-"' -m - 'il.-ll. e ! TT LY i .-r,‘ihq r
W

0001, 00 Lawrence Smith
0002, 00 Supply Coordinatiom
mmgm 345, Nldg 003 .date
0005 = Plessse check the quantity on hand for the following supplies and
0006, 00 determine if we have received any of these suppliss yet. This is
0007.00 the first review of the new ordering procedurs and your personal
mgm-uuhwm
0010,00  Ttem Nuaber Description (uantity on Hand
0011, 00
0012, 00
0013 00 Sincersly,
0014. 00 \
0015.00 J A Adams, Director of Purchasing

W

(" Frgwd %1F  Fiu dapiay of the DECCP Y1 doswamenl

Ehapter 4 Aeviemg & Fex | becumem 4=249




o]

Press €195 Dot Managoment displays the SERVICES ML J
Yo oHeydan ke f2pnon Tield

d. sley the sccond woxr docurrent s nama, e, snd librame {owe <
[ INECOML document From the EXASMPLE Gle i QOGP thar you

ereated oo the DO LAENT TIST inan carher cxample) ima the
carrcspoending fickds onthe STRVICTS MENLD Yaur dispiay now
SOTwWE

r TEXT BERY 1{ED EENT \II

Salact one of tha following:

Digplay/change scan/substitute optiona

Display current document in printed forwmat on splic display
Dieplay anothar documant on splic display

Copy another doocument to edit display

Display fields from dats base member on aplic dlapley

Copy fields from dats base membar to edit display
Display/changs list of date files that control printing
Display/change print options

» Display/chenge dicrionary ssarch lisc

Option: & LJ

Document,/member: LINECOMZ____  File: EXAMPLE___ Library: OGFL,

ol et obolt o ol

CFé-Display messages

. o

Fizary  a-ld SERVICES MESL coppicg LIMECOW L irlg DUCOPYE

A0 Press UNTER, I you do onoe specily & farget i the docament o
ing s chaplay, Toet Management cozies 1hr second document
CLVHECOMIY one ke end of tis st (DBCORY LY You can alsa
pse @ 14rgel 1o specify whete Yoo want to capy the second document

& N0 Leminong by Frample. Seaoviumg W ih Teal Wonagemel



rﬂ!ﬂ' W:1 Documant: DECOPYZ Boan: q\I

B X e Line @ iem.ada. Mol ol sy am rE S e s P
Wtk ik B E G T N T HG v roedorareink

DO0Y. 00 Lawrence Emith

0002. 00 Supply Coordination

0003, 00 Depr 345, Bldg 003 cdate

DO04. 0O

D005 | Please check tha quanticy on hand for the following supplies and

0006. 00 determine if we have raceived any of these supplies yet. This is

OO07T. Q0 the first ceview of The new ardecing proceducrs and your pecsonal

o008, 00 attention would be sppreciated

ooog, 0g

oo10. oo Item Number Pescription Quantity on Hand

o011, 00

0012. 00

0013. 00 Sincarely,

DDl4. 00

0015.00 J A Adame, Director of Purchasing

LA T The Adams Supply Co. Lrd

0016, 00 15006 Main Streat

0017, 00 Toronto

0018: 00

0019, 00 Dear Sir,

M b DRl s
linss Elnll LtEmm | TECRAL ] ! s fils B

N o J

Pigure 437 R dosplaw ol W DRLOT % 2 dacwsrend

Sate Lhat DTCOPY 2 endys an bine D05 040, and LINECOM2 heging
an b O0TETN Yoo oy o e Che twed docdmens a5 ane gt
ppdate i an the BN PROM ECHT display

& Prose OO to view the ENIT FROM EDIT display. Tpdate the
daocument and your hirst document naw includes the sceand

You car also copy & fccend document o s body of the ere an the
Fdit display. On the Ldit dispiay of the first docoment. ke in 4 targel
ruse A for After ar ) [or Beloré) where you want the second documenn
to pppear Then Mollow the precodmg steps 2 through f Le 2apy the
drcnment o the targel instead of o ilie end ol the dacoment

Chher ways 1o copy one document into another 4re ra Jse apicn 8 on
the DOHCLMERTT 1151 and o create 3 document on the TRIT FIUOM
ETIT shisplay.
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Capying portions of another documend J

Teal Moanzgerment also allows you twcopy paits of 2 second dacament
i 2@ docursent on vour Taliv display,

mfake sure vouw are on the Ldic dizplay of ine Orse docamernt Far
Lis exupaple, wse the DHOOPY2 docomert lrerethe TRAMPI L e
o the QOGP hbrary thatl you created an the DSOS EXT LIS

LET ]

Press UF3 1o display che SERVUITS ML

k| Fory e the Cpdrgn ITRAE

Ie

Koy the secend daftoment s name, filc, and hbcary inro the
dporopiate holds, (Lo LINECOMI, EXAMPLE QOGrL)

r- TEXT EERV ICER MEM \hl

Salect one of the following:
1. Display/fchange scen/substicute options
2. Display currant document in printed format on split display

3. Display another document on split display
L, Copy another docusent to &dit display 3
5. Display fislds frow data haze member on zplit display
6. Copy fields from dasca has: member te edit display
?. Mspley/change list of dats filas that contrel prinving
B. Dispisy/change print options
9. Displev/change dictionary search list
Opt bon: 3

Document foember: LINECOMZ__ File: EXANPLE Library: OGPL____

CF&6-Displav messages

h, J/

[rppre  -A-28  Eneployimg DEODTYL ond LI ECTE]2 an split screcn

3 Wress ENWTER 12 display the twi documgnis on Lhe split sereen
DRCOPY Y, the onminal docmment, & ne the Lop hall ol the dsplay,
LI FCONE, the second documern i, oe o the Bateoess hall al e

drplay )
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TEXT Wrl Document: DECOPYZ Sean:

Pt Lofuin sun L oaar sun & grwovne Fole sor nea aer Fawd vwep ll pdetraniil
0001,00 Lawrence Bmith

0002, 00 Supply Coordination

0003, 00 Dept 345, Bldg 003 .date

0004, 00

0005 | Pleasa check che guantity on hand for the fallowing svpplies and
0006, 00 determine if we have recelved any of these supplies yet. This is
0007, 00 tha first review of the pew ordering procedurs and your personal

0005. 00 attention would be appreclated.

O00&. Do
Browse: LINECOMZ Wil Secan:
ﬁm*ﬂﬂ*“ﬁlﬂ”l“ﬁ#iﬂ*ﬂﬂt

0001, 00 The Adams Supply Co, Ltd

GOo2, 00 15006 Main Streat

0003, 00 Toronte

o004, 00
0005. 00 Dear 3ir,

0006, 00

0007 | At the present time, we ars wmaking plans for mext year's supplies. In

0008, 00 examining our atock, we have discovered shortages in the items listed

Tigure =280 THELAAYT amd LISEARINEE i splin alagil ey

& Unoaspht dispeaay you can A0 cach dusnley and scan for characier
strings. o poil the deephay, position the ¢urser on the hall of the
dieplay rhas oo want ool and press the ROLL kevs  Tooscan fos
characress. key the characrss sinng iats the Sean Reld o che hall of
the degplay anntarung the docamant nar vonowand 1nosean. Yog
inn also use hine pasit oning conumands op cazh kal” of the display
o order o ssd dellorent rari: of the document on Uhal part of tho
Jdispid,

T Mave the virsor on the sequence numibor feld 1o e Bne Voo weant
e capy o o the begiremng st the Block you want 1o copy

B Woy:in € o copy are liee 2r € and she nomber ol lines following
rhar you wanl Lo cony  You can alss delne a block ol wext thdl you
wan; 13 capy using e CCSUC hne capunands 1o encinge Lhe nlock
i lines. Romemoer, ol vin dse arny of the copy line commands (o
copy [rom vz docwman: an rhe Browse dispiay e the Jocomeni
on ke Fdi display
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Browee: LINECOMZ W:1 Bcdn:

000L. 00 The Adams Supply Co. Led

0002, 00 15008 Main Streast

0003, 00 Toronlo

04, 0D

0005, 00 Dearc Bir,

0006 06

€2 ! 1 At the present time, we Are making plans for pext year's supplies. In

0008, b0 examining cur stock, we have discovered shortages in the items Jisted
[ guri 4 1. Topymg bings 7, 0, and ¥ from | (L0002

S0 Aavee the cueane 0E e Prip ha gl the ol deolay

11 Key noa [0 A&fter on (he senquarce nimhes Fcld shat vae wans s
capy e heves &8er Orksy v Lo Belves o v soand 1o arid then
Belers izl seqoencs namees:

-

TEXT
Fm¥: 1

Q0C1, 00
QoL O
oo 00
0ooa o0
Oodé. 00
MeEd, G0

OCCH, O
LLO%. 0f

¥ Docussant: DRCOPYZ Bcan.
L I R 1 .G . ee 5 B - !
Lovwrencs Bmith
Bupply Coordination
Cmpt 363,  Eldg 003 date

Flasss check the guancity on hand far che following supplies and
datassine IF wa bave racalved any of thess shpplises yat Thia (s
Lhe first zeview of Lhe new wrdering procsdurs and yout pacsousl
gciantion would ba apprecleted.

i LINECOM] ¥l SCan:

The Adams Supply Co. Lcd
15006 maln Streat
Taranlo

Daar Bir,

At Lba present time, we ars saking plans for meel yeir's supplies. In
axsmining our wiock, ws have discoveresd shortages in the items lisked

¢ opymy e ey fiee | VYES T pan DR OPY] beriors or ssomber Bl

et Lesoeg by Euumpis Worsing Weh Tron bl ansguomenmi



11. Press ENTER. Text Management copies the text from LINECOM?2
into DBCOPY2.

12. Press CF1 to display the EXIT FROM EDIT prompt.

Note that you may scan for a string of characters in the second text
document. Key the scan string in the lower Scan field. Press CF7 to
scan forward or CI'8 to scan backward. If the scan string has spaces at
the beginning or end, make sure you enclose the scan string in single
quotes.

Deleting Documents from a File

When vou have fimished practicing with the document you created on
the DOCUMENT LIST, delete it from the EXAMPLE file. The
following steps explain how to delete a document,
1. On the PRIMARY MENLU:

a. Leave the Document field blank.

b. Key EXAMPLE in the File field.

¢. Key QGPL in the Library field.
2. Press ENTLER. Text Management displays the DOCUMENT LIST.

3. Key 9 beside the name of the document you want to delete. For this
example, delete the document DBCOPY?2 that you created earlier.

4. Press ENTER. Text Management asks you to confirm the deletion
by pressing ENTER. If you decide you do not want to delete the
document, key a blank over the 9 and press ENTER. You can also
cancel the deletion by pressing CF6 or CF1 (to exit without
processing any options).

5. Press ENTER again to delete documents with a 9 beside them.
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Summary

When you have completed the examples in this chapter, you should have
lcarned how to:

o Revisc a text document.
¢ Add text—=INSERT, CI'10, CIF12,
o  Add a line of text—I for Insert.

e  Creatc and inscrt a skeleton line—S {or Skeleton and 1S for Insert
Skeleton,

¢ Delete text—DLELETE, D, DD/DD, Dx, CF11.

e Copy text—C, CCIEC; Cx; CR; CCRICCR, CF22
¢  Move text—M, MM/MM, Mx, CF21.

* Move columns—CF18.

e Copy [rom one document into another.

¢ Delete a document from a file.
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Chapter 5. Using the Data Base

You can choosc information from the document to browse on split
display and copy into your document using line commands. You can
also copy information from data base files directly into your document.
You can copy information into yvour document [rom data base files or
other text documents (called source documents) when the document is
printed.

A data base contains files and each file contains a set of members. Lach
member contains a set of records and cach record contains a sct of fields.
For example, il vou think of a telephone book as a member, then every
person listed would be a record. The recor for each person would
contain three fields: the person’s name, address, and telephone number,

Selecting Data for Browsing or Copying

Belore you start to choose data [rom the data base, make sure that you
arc on the Edit display of the document and that you have a data base
member, file, and hibrary to choose records rom. For this example, you
may use the document COLLIST, the data base member | TEM, the [ile
EXAMPLE, and the library QGPL. On the DOCUMENT LIST, create
your own copy of COLLIST to practice with. Call it COLLIST?2.
Remember to delete it from the EXAMPLE file when you finish.

This cxample shows you how to browse records from the data base on a
split display. You can then use the copy line commands to copy
information from the reecords display on the View half of the display nto
vour document on the Lidit half of the display. Use a target to tell Text
Management where to insert any records that you copy into the
document. Remember, you can use the ROLL keys and line positioning
commarnls to see different parts of the display. Text Management
moves the half of your display containing the cursor.

1. Press CFS on the Idit display. Text Management displays the
SERVICES MENU.

Chapter 3. Using the Data Base 5-1



200 vun wans 0 browse Jalw Tast recotds onosplil dispeay, kay 5 m the J
Oation ekl 1o esplay Selds ram dmpa daye wioabar e tulip doploy
Iy ow wans w0 copy the duts records chosen 2o the and ol 2ns
acuren., ey boonorlie Qediem Nadld 10 Ceey Selds feanr dura huase
spenpgr dooLidit dvsplia ol the docomert [here, COLLIST2: Faroalae
example, Key Sin the Gptoon feld.

1. Kev |be data memher naree, G, and sheary name of the diara base
where Lhe reegrds are Lhill you wans 10 gsg. For shis evample, koy
ITEM nrhe Mewmiar el TTEM o the Sde Geld, and QTXT in the

Fdbeary eld Your depley s2ews

( BENVIOES HENU '

TEXT IEN

Belect oune af the Eollowing:

1. Display/change scan/substitute oprions

1., Dlaplay current document In printed format on split dlsplay

3, Display another docwnent on split display

4, Copy another document to edit display

3. Display fields from data base member on split dizplay

6, Copy fields from data base member to edit displey

7. Display/changa list of data files that control printing

8. Display/change print options "

4, Displav/changs dictionary search list J
Optiom: 5

Document fmembar;  I1TEM_____ Flla: JITEM_______ Libkrcary: QTXT

CFE=Diaplay measages

\ )

!|'-|.2||r|' b | :'l.-utR |L|:i:-ir:u %ord sesec] Melts rome ihe Jits nsse rember

g, thess ENTER bet Managewens dnplavsthe FIE D
SEETCEION RO RING display. This dispiay shows al the Delds
cunlamed e the mizrmber, o recoecd, oodehbtien, Teoxr Macageens
aisa chivplays the longth of the beld ane o descaplaen 2f eack held

5 You can choose tre order in which you wan: 1o copy the reconds
mia the docament ar the FIELRD SELECT OnNORDERI MG =
display. When vou copy the lizlds oarn vour danlay or mba your . i

- el T [ S e —— —
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Jdrenment, Text Management displavs them i the onder that veu

kev imoan vhe LD STETOTIONAARDERISNG display

File:

OEER

1]

Vigeite R-2L

S

HENER

|
3
[

Fgare 334

TEXT

ITEH
Salect the fields te be displayed in the browse sres by numbering them:

TIELD
ITHKEBR
QTTORD
QTYCH
DESCR

BEDROOT

FIELD BELECT]IM T EERETHNG

Library: OQTHT Hembar: [TEM

LEMFTT EESCHTYT I

5  CATALOG ITEM MUMBER
.0 QUANTITY % ORDER
A QUANTITY ON MAND

25 OERCRIPTION

.0  BACK ORDER DATE

7
7

&

Cicnl aebection ordering bisplay for 111 %) deba base

¥IELD
ITHMER
GTYORD

QTYOH
DESCR

HEORDDT

&

Eanese e heds thar vou wanl 9o g aod keh oo the order an whio®
vl owarit U dispilay e Oclde iy the ZHERGE Telkl. For this ciamnic,
Kes | bemde [ IMNGR, 2 besde DESC R, and 3 besde G IYOLL
When vou see the records anosplic display, Tewn Management wi'l
ismliny PWMN R vy Che [vest cotumo, LIESOR o second colurm
atil QPN tmoa third eploizag un thz lower kall of your dsoiay
Tewt Mavagemont dacs novalisplay the recards far the ather [iclos
g lbse Yoo dud net choose tham Foo s cyapie, you will nat see
the reaorls Gar O FPYORD s BEOGREET Whan van choose an
srder, Lhe noxl time vou geg tee Lt tha Nelds are amanged oo that
crdor unlo Yaw chasge if agan

LEMETH DESCHLFT Lo
5 CATALOG ITEM NUHBER
1.0 QUANTITY ON ORDER
7,0 QUANTTTY OM HAND
25 DESCRIPTION
6,0 BACE ORDER DATE

tirderany ahe fichf selecihion fer C0I0E1S |2

7

Prege o5 TER. Text Managemen: now displavs the FIELD
SPACTNG display. This displas shuws you the colump rumber at
whie ' Texy Management vall copy o display the recards based un
the record lenetls.
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8.

Text Management displays some spacing information for the records,

Il you want to change the spacing, key in the column number that
you want to copy the records to, or to browse them at. Text
Management calculates the spacing and displays it in the COLUMN
field for you.

Press ENTIER. Text Management displays the RECORD
SELECTION TEST display. This selection method allows you to
choose the records. If you do not specily any particular records,
then Text Management uses all the records. You can set conditions
that must be met lor records to be inciuded. When you key in
specific selection criteria on this display, Text Management reads
each record and checks to sce if it meets the conditions that you
specified. If the record meets the conditions, Text Management
includes it when Text Management copies or displays a list. 1f the
record does not meet the conditions that you specified, Text
Management does not include it in the list.

If you want Text Management to choose only the records that meet
all of the conditions on the RECORD SELECTION TEST display
before choosing the record, key in AND in the AND/OR field on the
RECORD SELECTION TEST display. [f you want Text
Management to choose a record il it meets any one of the conditions
that you specify on this display, key in OR in the AND/OR field on
the RECORD SELECTION TEST display.

You can use the following relationships:

e L[Q lor equal to.

e NI for not equal to.

* GT for greater than.

* LT for less than.

* GE for greater than or equal to.

e LE for less than or equal to.

o RG for a range. The (ield contents are in the range between the
two test value entries, and include the test value entries.

¢ [Sforalist. The field contents match one of the entries listed.

. Key in the field names and their relationships to other fields and

values to choose the record values you want. [For instance, if you

5-4  Learning by Example: Working With Text Management
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wint o kst ol wemtthal weit backaordered and A others, you kev in
the, feld (RO DOTY, the relatonskip groater thkan o0, and (ke
test condilion one ar more onders (00

Mate

& ouwar use heias thal veuw od not spealfy on e T LD
SELECTIONORDE RN lisplay.

Your dispiay Jhows

TEXT REDONS SELECTION TEST
File: ITEM Library: QTiT Hember; ITEH
Enter tests o determine if 8 record 15 to be salecced:

ANDOE  FIELD REL TEST VALLE
BEORDOT . ©I 0
=i - - =

Relationship of test ip this group to all additional groups: (AND R j:
For sddiriona]l tests, press =HLL

ARy Thnelude records enly Af all tests ars Erpe.

0GR Tnelude record Lf any test 1s true

RELs EQ, NE, OT, LT, GE, LE, RG, LS

Position cursor below and press "ULL o display all Elelds.

FIEID LENGTH DESTRLPTION
I THNER 5 CATALOG ITEM NUMBER

DESCR 28 DESCRIPTION

OTYOH 1,0 QUANTITY ON HAND _
GTYORD 7.0 QUANTITY ON ORDER +

\
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L Thess PSNTERD Text Mancgereeit retnrms b the Pdin displasy ol the
docimperl with the Cats base recands enhier an splt scrcen fephon
on e SERNVICES MLS10 o copeed o the document (apisn G
an the GERVICES MENLIL
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Copying lists into the dacumaent
You cun alsa copy st ol information min the dociment dang the
nove ol dnd copy vammands Tress CFL oo edve the sght dispigy
aml retugn rothe | dt dmplay. Do oo Row o eote thiree Lists af
dati st the 2025 1 dpceent.

| Make suie vou are wn thie Fda cisplay of the Jogument,

o Merss O FS pacelispay the 8LAVICES MENL

fad

bz v the f2pieee 12

d kv the dag bass meraiber rome, the Ale asme, and the hbhrary name
ol the data Faee Lhat vou want recosds cocied Troze aug he
corresncending lells, Legve Rlank 1o see 4 as ol members, (For this
examnle, ase FUEX FTEM, and QTN LS

-

TEXT BERVIORS MM _‘\l

Eelecy ona of the following:

|. Diaplay/change scan/subhstitote options
1, Display ecurrent document in printed format on split display
Y. Diaplay another document on aplit display
4, Copy another documant to adic display
%, Display ffelds from dats base membar on split display
B, Copy fields from data base member to edit display
?. Display/change list of dsts files that contrel printing
E. Display/change princ options
9. Display/change dictlonsry search |ist
Optlon: 3

Document /member: ITEM__ Filei TTEM______ [Library: o

CFa-Display messages

\ /

Fagnre  5-F Selecterp the dazp base maembed

B, rese EN R Text Managorent displuvs the FIELD
SEITCTIONORIT RING display
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(ROER  FIELU TERETH
_ 1 ITHHER 5
2 DESCR 5

3 QTYOH 7,8
(TYORD 7,0

ERGRODT 6,0

TEXT FIELD SELEUTIONSDRUERING
File: ITEM Library:
Select tha fields to be displayed im the browse area by numbaring chem

OTET Hembar: ITEH
DEBCHITPTTON

CATALOG TTEHM NUMBER
BESCRIPTION

QUANTITY DN HAND
QUANTITY ON OHDER
BACK ORDER BATE

Frpare 500 Fuled selectnen wodereng display for ITESD dain hase

B Peess P TTID Towr Management displays the 1TELTY SPAT WG

displat

il szl

e startmg column postions 2f each el are 2orcady
Yo gy ckanpe the catnme posnend e thas the Teelds

it the decvisent in ihe mraper locatiors.

TEXT FIELD SPACING

File: ITEM Librazy:  QIXT Hember: ITEM

You can changa starting colomm of the field as it appears on the browse line:
COLEMN FIELD LENGTH DESCRIFTION

3 I'THNER 5 CATALDG ITEM NUMBER

B DESCR 25 DESCRIPTION

35 QTYOH 7,0 QUANTITY ON HAND

Fiawre 570 FIELT HP A0 daplay Foe el COLLTS VR b enpar

T Pross ENTER Text Managemerd doplays the RECORD
SELECTION TEST  Tlos tesr allows vou o clincss the recods, IF
yol do it specfy apy partclie recnnds, ther Tex) Manseenens
usas all L reereds Yoo can set sonditions that must S mel Dor
date 1o be ineladed,

Chapier-5 Lamy (e 2kala Taee hal




B Kevin ke lield nozoes aned they retationships to other ficlds and '3
values o chizose e teoord valozs oo want Torinsbanee f vou
warl o bsr ol aeess that weee backosdereld and no atheis, vou keyv in
the feld (A OEDLY [, the elztinnehip grearer than 3000, and 'he

y 11

tesl condihen and o1 porc grders 10

— Mole

»  Mou can use Debds that vou didd oot speciy anothe FIHET D
SELECTIONCORDERING dieplay,

Yoo iksplay shoas

r TEKT BECORD RELECTTO® TEET
File: 1TEM Library: OTET Hamber: TTEM
Enter tests to determine if &4 record is te be selected:

AND/OE FIELD REl:. TEST VALUE
BXORDDT___ GT @

BEalatienship of Eeat In this group to all addicional groups: | AMI} 8
For additional tests, prass ROULL

ANIE Includs records only If all tests are trua.

i Include record if any test s true.

HEl: Ef, ME, BT, LT, GE, LE, RG, LE

Position cursor below mnd press AOLL vo display all fields.

FIELD LENGTH ESCH T FTION

ITHNER 5 CATALOG ITEM NUMBER

DESCR 25 DESCRIFTION

QTYOH 7.4 QUANTITY ON HAND

QrY! 7,0 QUANTTTY ON ORDER +

\ J

Tignc 5 Sececning oll doda base memmbiors (hal are on sacso-dor

9 Press ENTE R, Text Marggement retuees the fet Sanley af
COLLIST2 watk the copeed data bage dema ot 1the end of the
dociarert ard a mersspe reidng vod Fow many ines Toxt
Muaragemen: coped Mram the data rember.

S-¥  learning by Faompee SWarkivg Wik Toe Managemn



(ﬂ

N

Note

If you specily a target on the Edit display before going to the
SERVICES MENLU, Text Management copies the records from
the data base to the target location instead of copying them to
the end of the document.
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Summary

When you have completed the examples in this chapter, you should have
learned:

¢ What a data base is.

¢ How to select and browse data base records on a split display.

¢ How to insert data base records in the document.
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Chapter 6. Formatting a Text Document

The examples in this chapter show you how to use special commands to
format your document. For more information on the [ormat of these
commands, see IBM System/38 OFFICL]38— Text Management User's
Guide and Reference Manual.

Print Control Commands

Print control commands arc a special set of characters that activate
special instructions when you print the document. The results of these
commands appear only in the printed version of the document.

You can usc most of the print control commands on any document line,
There are some, though, that you cannot use in paragraphs or page
headings and footings. Remember that you can only key print
commands into the document from the Edit display.

All print control commands begin with a period (.} and you may enter
them in cither upper or lower case. The following are print control

commands:
Command Used for
.date System Date—inserts the date
_.docid Prints the Document Name
.excf Execution File (use with the .exc command)
exc Execute CL Command
h Heading—prints heading titles and subhcadings
e Table of Contents

.dh to Display Headings—Text Only



Jdm

-Kp on/Kp off
.n

&

.pa

.pa dx

.pn

Skx

.tot

.xtot

Imbed—imbeds another text document

Keep on/keep off—kceps text together on the same page
Number

FFicld Name—used for data base substitution
Page—forces page breaks

Page (IBM 5219)—forces page breaks and takes paper
from drawer x

Page Number—inserts page number
Comment—commient that does not print
Skip—skips x number of lines

Column Total

Cross Total

You ray insert these commands directly into the body of the document.
Text Management executes the commands as it prepares to print the
document or when you choose 1o browse the document on split screen
in printed format. 1t replaces each command with the specilicd
information (for example, .tot sums up a column of figures and prints
the total) and adjusts the text to accommoddate the added information.
I'or more information sce /BM System!38 OFFICE/38—Text
Management User's Guide and Reference Manual.

Heading Titles and Subheadings

You can create heading titles and subheadings in your documents using
a print control command.

You can use this command when you want titles and subtitles printed in
the document. The headings you specify in the document can create a
Table of Contents for the document.

Note that:

¢ To key print control commands into the document, you must be on
the Edit display.
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When you have a heading command, Text Management treats all

text on the same line as the print control command as heading text.

Text Management may remove highlighting and underlining when 1t
prints heading text. T'or example, if a heading is used, it may cause
the highlighting or underlining to be removed. For more
information, refer to /BM System/38 OFFICE{38—Text Management
User's Guide and Reference Manual.

lLeading and trailing single quotation marks disappear if:

— 'The leading quotation mark is less than two spaces from the

comman.

— ‘There is a trailing quotation mark.

Heading commands tell Text Management to change your heading

information into a specific [ormat. Two or more spaces between the

heading command and the heading text become part of the heading text.
Note that extra spaces do not appear in the Table of Contents.

Scctions of the document usually use the following heading types:

Heading Associated Section

10

RiT

h2

.h3

.hd

.h3

.ho

Table of Contents
Chapter

Major section
Minor section
Topic

Inline heading

Inline heading

Chapler 6. Formatting a Text Document
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f TEXT Wil Documant: STODLETZ Scan:

F't: 1".-.1-.1 1-...- -..-I--- SO -1 MU ...-ﬁ...-..i.._..-‘-\'ﬁ-.._ -T
Sttt At (G TN T MGttt ve e

0001. 00 July 9, 1941

0002, 060

0003, 00

o0&, 00

0005, 00 Mrs, Lewrence Smith

0006, 00 3949 San Marcos Road

0007, 00 Evanston, [llincis

0008, 00

0009, 00 Dear Mrs. Smith,

0010. 0D

F 1 | You may use your CLEARVIEW CARD st any of chousands of

0012. 00 werchants in the Chicago area who proudly display the

0013, 00 CLEARVIEW sticker. You will ha required to show your card

0014. 00 at the time of purchase.

G015, 00

o0alé | The limit set on your credit will be 3750.03. IF you

0017,00 wishhte incragse your credlt limit bevond §750. 00, please

0018, 00 call your CLEARVIEW Account Reprasentative an (31%)

DO19.00 555-1234.

onxg. 00

\
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Fotr L2 Fow L eaw ser Boave B sea RGeS ol SuEBR LG e B
Atk {0 [N T MGk ki
Q001 00 July 2, 198]
0002, Q0
o0k, 00
0004, O
005, 00 Hrs. Lawcencs Smith
O00E. 00 3949 San Marcos Road
0007, 00 Evanaton, Illincis
0008, 00
00049, 00 Daar Mrs. Saith,
0010, 00
0011 | You may uze your CLEARVIEW CARD atr any of thousands of
0012, 00 merchants in the Chlcago ares who proudly display the
0013, 00 CLEARVIEW sticker. You will be reguired to show your card
0014. 00 ac che time of purchase.
0015, 00
ohle | The limit set on your credit will be §7530.00. 1 wou
0017. 00 wishhto increase your credit limit beyond 5730, 00, hpleass
0018. 00 call your CLEARVIEW Account Reprasentative on {J12)
0019, 00 555-123&,

0020, 00 |
\ J!J

Tigdre fed Kevoam b eereml ponlruf characier wl thre enid nl e bhack
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T LS e b oiiw see Puer B accan W e e e Freny =¥ B ae bas B
franininirininiei d fEG T NN [ MG irrieiricri

QOo0L. 00 July 5, 1941

0002, 00

G003, OO

o004, 00

O005. 00 Mrs. Lawrence Smith

0006, 00 3949 Sanm Marcos Road

0007. 00 Evanston, Illinals

Q008. 00

0008, 00 Dear Mrs. Smith,

goL0, 00

0oll @ You may use your CLEARVIEW CARD ar any of thousands of

0012, 00 merchants in the Chicage area who proudly digplay tha

Q013,00 CLEARVIEW sticker, You will ba reguired to show your carcd

001%. 00 at the time of purchaca.

0015, o0
olie I The limic s&c on yoor credit will be §750.00. TFf you
BT T wiah S5 inoChdls Four tredit limic bewond 5756 on, pladse

0018, 00 call your CLEARVIEW Account Representative on [311)
0019. 00 555-1134.
o020, oo

\

I"||l.|.'t f, ||'1:1| igtiled bile & af rexl.

WWhen you want to highlhgh wexr, veu dey in o oa aither 2nd of the alock
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Text Management reads every b, d, and woar hnes that you bave
changed a5 a 10kt deflipian contral ebaracter
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yeur credn Loy Begond 273000
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TEXT Wl Documant: STDLET2 Scan:
Fﬂt; 1‘!-_'!1 LB 1-!-!'- HIFIIFE.IIIH LB ] IIIiI!I "'5‘1" I'F}ﬁ'l||- - 4 - -ir
ppot. 00 July 9, 1981
aq02. oo
0003, 00
0004, DO L
0005. 00 Mrs. Lawrence BSmith
0006, 00 3949 San Marcos Road
0007, 00 Evanston, Illinois
0008, 00
0009, 00 Desar Mrs, Smith,
0010, a0 y |
0011 !  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 will be required to show your card
0014.00 at the timea of purchase.
0015. 00
bo1s 1 The limit set on your credit will be $750.00. If you
E017,00 hish to increase your cradit limit beyond §750.00, please
0018. 00 call your CLEARVIEW Account Representative on [312)
001%. 00 555-1234, '
0o024. 00
\
Fyriae G50 Ihghlighting 4 whle hine wetl coe conival characier

Press £ F14 anc the whale ine appears im highhene ferm.
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TEXT W. 1 Document: STDLET2 Scan:
P 1 ol sn Ledann sas @i da ey iong i Y R P R B e oo T
stk B TN T
Q00L, 00 July 9, 1981
noa2, 0
0003, 00
0004, B0
0005, 00 HMra. Lewrence Smith
Dods. GO 32469 Sam Harcos Roed
0007, 00 Evanstorn, [llinodis
DO08, 6O
009, 00 Dear Hes, Smith,
Q01d. 00
ookl | You may use your CLEARVIEW CARD at any of thousands of
0012. 00 werchants in the Chicage ares who proudly display the
0013, 00 CLEARVIEW sticker. You will be required to show your card
0014. 00 ar che cime of purchase.
0015, 00
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OOL7. 00 dishdto Incresse your credit limit beyond 5750, 00 ,dplesse
0018, 00 call your CLEARVIEW Account Representative on (312}
0019, 00 555-1234,
Q020. 00
Y
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az you did for highlighing, 10 you wart To andetine o Wock of 1ext, use i
Lhe contrel charaser

Pross ENTER 1o complete all pending changes.
2. Place e cursor ) the £z nl shr $17i0E you want 1o Uncer:ng
3 oReyinuw
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Fae: 1

noal, 00
0002. 00
0003, 00
OO0, O
0005. 00
0008, 00
Qa07, 00
D008, 00
0009, oo
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(012, 00
0013, 00
0014, 00
0015, 00

0016 1
0a17., oo

0019, 00
0020. 00

\

0018, 00

W:l Docdment: STOLETZ Bean:
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July 9, 1981

Mrs. Lawrénce Smith J
43949 San Marcos: Hoad !
Evanston, [l1linals

Dear Hre. Smith,

You may use your CLEARVIEW CARD ar any of thousands of
merchants in the Chicago ares who proudly display the
CLEARVIEW stickar. You will ba required to show your card
at the tima of purchass.

The limit set on your credit will be $750.00. 1If you
wWishuto {noreass your credit limlic bayond §750.00,uplesse
call your CLEARVIEW Account Representstive an [312)
£55=1224,

Figure 7.

Lomtberleng doat o the decumen
f: Press OF 14

Yool diiplay now shioars andorhined rexy
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You can also underline the width of text on your display with one
control character at the start of the line.

You can delete underlining from your document just as easily. Move
the cursor to the u defining the start of the underlined block and key in
a d for delete, and press CF14. This removes the underlining from your
document.

Text Management also allows you to highlight and underline a block of
text at the same time. You use the two control characters: h for
highlight, and u for underline. Key in one control character and press
CF14. Next, key in the second control character on top of the first onc
and press CF14 again. Text Management highlights and underlines the
text enclosed between the control characters. Although you key in two
control characters, you only use one character space.

Note that, if you want to delete one or the other, you have to delete
both and then redeline the attribute, The two control characters are in
the same character spacc and you replace them both with the d for
delete when you key over one of them. If you used two character spaces
to define highlighting and underlining, then you must delete both.

When you highlight and underline some text, your display shows:
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0014.00 at tha time af purchaso.

o015, 00

onlée | The Jimit set on your cradit will be §750.00, If wou

0017. 00 wishoto incresss youwr crmdit |isic beyond 5700, 00, uplasse

0018, 00 call your CLEARVIEW Aceount Representative an (312)

0019, 00 555-11)4,

DOZ0. 0D

\

-\

Pigrrr f 0 Dlhighoagidang meh rilan laiag Sonl cn Bhe Ao sk oo

Wolen o delete chie fogrlsbeganimg el eookorbfong, Sou Jdisplay showy
wa bl

612 Samrmmg e Tiample Waikeng Wish Teri W aeaprrnesy



-
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5. Key the paragraph format back in (using Px where x represents the B
number of the format which you spaced over in step 1). .

Summary

When you have completed the examples in this chapter, you should have
learned how to use control characters to:

¢ JFormat the document with print control commands.
¢ Highiight and underscore text in the document.
¢ Remove the paragraph format to add highlighting and underscoring,

¢ Declete highlighting and underscoring from the document.
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Chapter 7. Proofing the Text

The examples in this chapter show you how to proof your document
using Text Management's special features. You can check the spelling
in a document using Spell Check; find the spelling that you want using
Spell Aid; add words to a temporary dictionary for that document; and
find synonyms using Synonym Aid. Create your own document by
copying SPELLER on the DOCUMENT LIST display into a new
document to practice-'with, You could call it SPELLER2., Remember to
delete it from the EXAMPLE file when you have finished.

— Note

System dictionaries are not autematically supplied with Text
Management, therefore, you may not have this function or the
Synonym Aid function available to you.

Using Spell Check

Text Management checks your spelling for you. To practice using Text
Management’s document proofing features, choose Option | on the
PRIMARY MENU. Key in SPELLER2 for the Document name,
EXAMPLE for the file name, and QGPL for the library name. Your
display shows:



r TEXT FRIBARY MENU

Salect one of the following!
1. Cresta or reviss a documant
2. HBrowsa & documant
3. Print a document
& Fi1l in & form document

Opeion: 1 :
Nama of the documant whan stored:
Document (blank for a list of dogumenta): SPELLERZ
Fila (Elank for a List of (iles): EXAMPLE ___
Library: QGPL______

Within Text Management:
Prads HELF kay to display help taxt.
Prass CF1 kay to axit.
Press CF1 key to back up to tha previous display in & series.

CFé-Uisplay messages

\.

Fopmry %1, hidmsag L mey 1R pasphe lellee SPTLLEHT

Peeds ESTER and the document SIPRLLERZ a6 i yoar display i thie
Fael synde  Your digelay laaks Lye (hae

i=2  Lewrmog by Easmpie Yeombaoy %ol Vsl Wasagormml



IrTEII'.' W:1 Document: SPELLERZ? Boan; 1"
Pobr: o8I Loacrvmnid svewndBYises wae- wws e B iuiw awd B avaipa - 7
Friietrichsok ek §E G T HN TRG#oboan ek
000L 00 July 2, 1981
GooZ. 00
0003, 00
0004, 00
Q005,00 Mrs. Lawrence Smith
D006, 00 3348 BSan Harcos Eoad
0037, 00 Evanston, Il1linois
QO08, 00
0003, 00 Dear Mrs, EBmith,
0010, 00
0011 3 Yoo may use your CLEARVIEW CARD st any of thousands of
0012. 00 merchants im the Chicage area who proudly disply the
0013, 00 CLEARVIEW sticker. You will be regquired to show your card
0014 00 at the cime of purchass.
ool5. 00
0016 | The limit set on your credit will be $750.00. If you
0017, 00 wish to incresse your cradic limit Beyend §750.00, plaass
0018, 00 call your CLEARVIEVW Account Representative on (312)
0O19. 00 535-1234,
o020, 00
\ /
Figupe -2 SMELLERS cxamplo ey
SPELELER2 comamns incorreetly spelled words, Lse the Saell Oneck
runcuien 1e ind the misspelled words
I, Press OF3 te go into Spell mode. The wop of your screen shaws:
TEXT W:l Spell: BPELLERZ Scan:
B} e S T O NP SRR Ry - R S 2 S e ol wg oun
Fetetrardodeirbork L G THN NG st konk
0001. 00 July 9, 1981
Q00 D
O3, 00
Q00&. 00
0005, 00 Mrs. Lespenca Smith
Frgure  5-%  Cranging 1o Spell maode

“histpelled wards appeier i reverse imape. Some 36 Lhe words {foz
exampls, proper names) ate net i Test Managerert 5 icticnany,

]

Caupler %, Proofieg e Teay -3




P

cven thongh they appear the way you want, Because Texit J
Management searches (or a match in the dictionary, 1t reverse nnages

any word 1t does not find. Flowever, you can add words to a

temporary dictionary which you can save with the document. TFor

example, because proper names appear reverse imaged, you may

want to add them to your temporary dicuonary so Text

Management will no longer consider them misspelled. Once you

have a temporary dictionary, Text Management will use 1t (when you

are in Spcll Mode) to check the spelling of the words in the

corresponding document.

The cursor is under the first misspelled word.

In SPELLER2, Marcos is not in the dictionary but is correctly
spelled. Add Marcos to the temporary dictionary by pressing CF 4.
This removes the reverse image from the word. Marcos is part of
this document’s dictionary but it is not part of the main dictionary,
thercfore, Text Management still considers Marcos misspelled in
other documents. CF23 also adds a word to the temporary
dictionary. Use CF23 when you want to hyphenate a word and add
the word including the hyphenation point that you specified to the
document’s temporary dictionary. You have the option of saving
this temporary dictionary when you save your document.

There arc two wavs 10 move to the next nusspelled word.

a. Press CF7 or CF8. These keys will automatically window outside
your screen. Therefore, i you have a document that 1s wider
thap your screen, use CF7 or CI°8 to ensure that all words are
checked for spelling. Note that the Scan licld must be blank or
Text Management will search for the entry in the Scan ficld,
rather than the next word in reverse image.

b Use FIELD ADVANCE and FIELD BACKSPACEL.

In SPELLERZ2, the cursor moves te Evanston. You want to add this
word to your temporary dictionary, so press CIF14 again, CIF7 scans
the text forward for the next musspelled word. If you want to <can
backwards for a misspelled word, press CI8.

Move the cursor 1o the third musspelled word. 111s now on the first
letter of the misspelled word Yoo, Correct this error by Keying the
correct spelling over the old one. Do so in one of two ways. Key in
the whole word again, or key in the correct letters {(in this case you
would key a u over the second o). Once vou Kevn the correct
speling and press ENTER, the word no longer appears in reverse

»
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C

rage Move 12 the rext resspelied ward which is CLEARVIEW.
Adel 3l to the Lemperary lichionary by pressing OF 14,

£ Bomernmes volk necd Lo cnser el (o corregl 1the word as n the
nzal spelhng erzar in e exampie. Rathel tkan key the whoie ward
iy againt, etk ke missing lellar Romemner 1han you insery a
characier i frant af anather character. To da this e Spel, mpde.
press CFI2 Yoo can use G712 to neserl charactz-s in hoth
Mormraticd and unloomaited 12l Your displiay showt enderthnes
cader Lhe resraminde: of (e paragreph. Move the asor ta Lhe
posinan fedowirg the rusung letter, Precs [NEURT aed then kew i
the letiera  [oxt Wanagemernl mserls 150 nussing letier and shifls
fhe rast of tbe text to the night Pozss ENTER W remove the
cnderlmes. Theswozl sply s now carrectly saelled as display, and
Ll reverss eap disaopeary,

3. When b the grrors gre correct v anelled er agded 1o the temporary
dactionasy, Yo warnt 1 lzave the documert. You da aot have |3
capec! every word i reverse image befure vou lzave the docuniznl
Prese CHFLore move 10 the EXIT FRGM LT promnpt

TEXT HEIT FHOHR Ml
Exit Editer - Retorn to Primary Henm (Y M): ¥
Dpdate decument named balow (Y N ¥
Create document namad below (Y Hjr M
Print document wilthout formatting (Y H): H
[ocumenc nama: APELLERZ _
File containing document: EXAHPIE
Library containing file: OGPL
Description: Letter with misspelled words
Resequence document by Line number LY M}: N
=+ QrC
Resequence documant by caleulating pagesline (Y H}: W
Eava temporary dictionary with document (¥ MY ¥
I g T4 Teefamld EXTT FROT X 0T promp

L
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To save the temporary dictionary with the document, key in Y for
Yes in the corresponding field and press ENTER. This updates the
document and returns you to the PRIMARY MENU.

Using Spell Aid

Spell Check finds words in the document that are incorrectly spelled.
Spell Aid provides a list of possible correct spellings for a misspelled
word. You choose the spelling you want, Use Spell Aid on the Edit
display of Text Management. Practice using Spell Aid on the document
SPELLER?2 from the EXAMPLE file in the QGPL library. When you
use Spell Aid on the Edit display, the word that you are checking does
not appear in reverse image.

— Note

*  You can usc Spell Aid on the Edit display of the document or
when you arc in Spell Mode. On the Edit display, position the
cursor on the word for which you want help, and press CI19.

1. Check that you have an unaltered version of SPELLER on your
screen. To use Spell Aid in Spell mode, press CE3 to turn the Spell
Check function on. The first spelling error is Yoo (the third item in
reverse image). Move the cursor to Yoo.

2. Press CF19 to use Spcll Aid. Spell Aid shows the alternatives in a
small window on the display. Your display now shows:
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TEXT W:1 Bpall: SPELLERZ Bean:

Srfrdeiiniririeith BE G THN TRG o
0O0L. 00 July 9, 1981
0002, 00
0003, 00
D004, 0O
0005. 00 Mrs. Lawrence Smith
0004, 00 3949 San Marcas Road
gpD?. 00 Evanstdan, Illinois

0008, 00

0009, 00 Dear Mrs. Smith,

0010, 0o

41 iy W foo maY use your CLEAHNVIEY CARD at any of thousands of

0012, 00 merchants In the Chicage ares who prowdly ()« ), the

oo13, 00 wwone. Bticker. You will bs required to show vour card
D014, DD us ma of purchase.

0015.00  ; You

s ] Yo mit S8t on your cradit will be S750.000 If you
0n17y. oo ,. norease your credit limit beyond §750.00, please
0018. 00 call your [FaiviEy Account Represantative om (3123

0019, 00 555-1234.

0020, 00

\

Pl e L o Losee mn e ISR c-5. (Y | A WY1 S b T

Fipure 7a5. !'T-p-:'H' Al atterastarss M Yo

el gt Spcll &d fosviuons the cursor on e altetnziive that b
conyidees ot kkely.  Lhe name o! the dweueasn trat Teic
sanigeraent 15 asing oceurs &t Lhe 1o ol the ad pagl—in this case.
Fext Managzmenm s gyang sne L5 fwnie] Staes) dwtionary

Chopse ons ol the alterratives, Pasitier the carsor on the word you
wanl [2owse gad press DNTER S Speli Aad repences the erion watly
vour selectvar Yoo becmnes Yoo AL s pont, the windaw also
dicanpears. I the ward « longer o= shotter thae the ariginal waord,
Tont Maragemen! automantcally adiusis the surrouniling rox o
YL

IT lext Manageonont docs not find any aliernatives oo dictinnarg,
ar 17 the word 18 correcty spelled, a messagr apnears gl the bottom
al vor: display

Warn you are oroaling of changing a document, you can use Snell
Ard Lz check wheths? o word s spelled correctly. Postion the cursor
at, or o the smymeaiats #ght of, the word vou want so check gl
areis CF 0
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& Proas O1 1 0z pe to tive PR TROM VDIT daspiay Kevoan ¥ Tos .3
Yee fo update the slocume with any chonges that ot lave mooe:
Priss ENTER o lease the EXIT FROM ZDUT dsplay

[Kemember, these steps apniy ta Bbath the Edu aosl the Spely moddes

Llsing Synonyne Aid

Tent Muraderest mds anoche: Stz md to help vy, Syionn
Aod gives vou g bt b senonyens sop o ward When o sse Svnsnsan
A, f bR e fOr oo wa i Appar I @ wietdom st venrshspiay
Sunonvme Add wores e bl Ldil end Spell modes, e e dacumizng
SUFCLERE Troes the I3 Aax BP0 Blein te 0L gy for bRas
currmo Make sute that STULLT I wa copy of the prigingl form oF
SPLLLT I amnd fied e synonvms oz e woed S

0016 |  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 cell your CLEARVIEW Account Representative om (312)

0019, 00 555-1234,

0020, 00 .
»

Pigaer 7 Find the aynonymey i )

I Dovteen the cassar wnder by sl gbaciern of the word Jeede g
prass R0 The word Smpdappears an e rss unage Youh displly

L TSN
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IIrFTE.'JI-:"I'
Fmt: 1

aool, 00
oooL. oo
0003, 00

0005, 00
o0&, 00
0007, od
noos. 0g
oooa. oo

ooll L
QOL2. 00
0o13. 00

QO15, OU
gole |
0ol7. 0o
0ola. o0
0019, oo
0020, 00

\a

0004, DO .

0oL, 00 -

W: Docoment: SPELLERZ Boan:

Lokl wae A apn e Biere vt wan g B s eps Boanw 0i B
ik dokc ik EEG TNM T NG ek & F &bk

July 9, 1981

* HOUN

= “bipnds , cont lnes , sovirons, predincts

:~and, bounds, confines. Limitatlon
-gid Ling, limlrarden, s oo

 =gitreom, AXttesdby

= langth, =xtrome

YERB 5 of
-plrcumacy (bbb, oonllbe, delis|t, FodtE |4t
 =dutarminm, bound; delimii, de=marcste, mark out card

0014.900 ..

The limit set om your credit will be §750.00. £ you
wigh to increase your credic limic beyond §730.00, pleass
call your CLEARVIEW Account Representative on (3127
555-1234,

Fizue  7-7.

Svruny mes for lime oo ibsplay wimilon

& {hoose a svnonvm for feear Cafiver 15 an appronsute synenyvm (or
i an ehis anstanes Poswion the curser on the werd éedliep. Yau
may wie sither FIRLD ADNVANCE and FTELD BACKSPACL or
Hhe cursar mavorment kows

Yo Press INTER o ropleve Sy witl) cesfing ™ace thet Texs
Masagemes U adpisee the piragraph D you becauss crding 18
hanger ward than fmi.

d. Il vau dn nrt find 3 sennnvnt veu want, chen move e Goarsar
cutside pl the windaw andd press ENTER (6 retern the 1ext o
ATl

50 Presy €T 1o po ot the EXIT FROM EDNT dispiay. When o
fave authonzanon (o update ducuoments, feave the defatln vae %
far % e an reEspanas in f-'l|::-\=.|'.|:.||'.L o romrend vanted biedi,

B Press ENTER.
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Using Automatic Hyphenation

7-10

Automatic hyphenation 1s a feature of Text Management.

— Note

You can also usc CI"23 to hyphenate words. (This is called Manual
Hyphenation,) CF23 hyphenates the word and adds the word and
the hyphenation point that you specified to the document’s
temporary dictionary. To delete a hyphenation point, position the
cursor under the [irst position of the word, and press CF23. For
more information about using CF23, sce IBM System/ 38
OFFICE]38—Text Management User's Guide and Reference Manual,
Jorm number SC09-1022.

Use automatic hyphenation when you are editing your documents, and
remember that Text Management hyphenates words that are in
paragraphs—it cannot hyphenate unformatted text.

Usc the following steps to use automatic hyphenation.

1. Make sure that you are on the Edit display.

2. Determine the paragraph format. The paragraph format identifier
appears on the line numbers field, two digits to the left of the

decimal, and is a highlighted numeral.

3. Press CF17 to show the PARAGRAPH FORMAT OPTIONS
display:

Learning by Example: Working With Text Management



AN

LTEETETTT L

ERRRREARE
=

Ir-rn-r FARLOHA™ TFTWRHAT OFT [ONE
FARAGHLA MR = = « FUARE 1NN VARRTEATN nlLany [ | NE
FORMAT Al ) i I HIENTAT O BLFUNEL ALTOMATIC
il LEFT HIGIT WEGHT BIrACER FAHATRAFN HYFHENAT O
1T H: 'Y M (Y
i H ¥ N

L O B I I |

Any changss made on thin diaplay will canas

the paragraphs in tha

document to ba adjusted valng the new dafindclen.

CF3+Paragraph Format Ixtended Dptions

C

———T

Figure 750 PARALKAFH FORMAL G 1SS duplas
A Fipid the paragtapl dlennl eatdn fumMer in the Lirtt £0 ' umn heeded
PARACRALT S DRMAL L1 und move LFe curepr 13 that line

5 MNow mowe e cursor slong th heg o che Lolumn hopded
AVTOMATIC Y Pl A s 1Y)

i Hq:-.. iF N e e o e Nieind
T i | exi ’\-\‘.lll.lgl'.‘ﬂl:l'll i T Il.‘.liL.'l'.I'i l.|| 1% Fﬁr]“lul’lhl el
PR cdanidel o in sour docuimeni.

Thr |.[|_'l‘ul|1f wig| e fuer jlus s Tpae g

Press £ |2 joorotwrm e the previaws Japiay

P LRt wew i BXTT O 1] 0 gpery
e raply 10 Dimedute din wardne numed beloow

hew im Y Mot Yoo

Pexr Marapersent Sheckt J0L QiSteffalo s 0 WL WHES: 14 hyabenaie
worat 1ot does not Tnd 1ie wote 1p ol deniorary then o user
spandare nvpheysuen rales 19 determore (e word ook
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Text Management does not start a word n the last five spaces of any
line, unless that word and its trailing punctuation fit in the five spaces,
or the paragraph format for that paragraph specifies right alignment, If
the word is longer than five spaces, Text Management moves it to the
next line. Text Management hyphenates words il @ word and its trailing
punctuation are longer than five characters AND begin more than five
spaces from the end of the line. 1n all other cases, Text Management
moves the word to the next line. For more information, refer 1o /BM
System|38 OFFICE[38— Text Management User’s Guide and Reference
Manual.

Note that, i a word is in more than one dictionary, Text Management
uses the hyphenation points from the first instance it finds. Text
Management scarches the dictionaries in the order that they appear on
the DICTIONARY SEARCH LIST. Your temporary dictionary
appears [irst on this list,

Managing Dictionary Search

Text Management uses one or more dictionaries to provide Spell Check,
Spell Aid, Synonym Aid, and automatic hyphenation. Each document
has a dictionary search list that contains the names of the dictionaries
that Text Management uses. The names appear on the list in the order
that Text Manggement consults them,.

You may add, change, or delete dictionarics from the dictionary search
list and rearrange the search order. To view the DICTIONARY
SCARCH LIST:

1. Make surc you are on the Edit display of the document.

2. Press CFS to view the SERVICES MENU:
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{

TEXT BERVICES MEMU

Salect ona of the following:
1. Display/change scan/substitute options
2. Display current document in printed format om split display
3, Display anothar document on split display
&, Copy another document to edit display
5. Display fields from data base member on split display
6. Copy flelds from deta base member to edit display
7. Display/change list of data filas that control printing
8. Display/change print options
9. Displayfchange dictlionary search list

Option: _

Document/member:  LINECOHZ __ File: ENAHMPLE _ Library: OQGPL

CF6-Display messages

h,

Figarg  T-B. SRYVICES MENSL from SPELLLRT 5 Edit displag

A Revoan B an the Coticn eld amil press CNTER.  This displays the
DICTIONARY SEARCIE LIST
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TEXT RIOTTTRHARY SEARCH . LIST
Documant: SPELLER2 File: EXAMPLE Library;  QGPL
GHURER DITTTORARY LIBHANY DESCHIFTION
I UE______ OQENBLIER__ US ERGLISH DICTIONARY

Pl

CF5-Display vpdeted dictiomary search list

Foprpre  *-100 DT ONARY SEARCH LAST S SPVLLLER2

714

fors g DR T LRSS wses onle ong dicyonane-z 105 Loehsh
dictierary. Your DICTIONARY SEARCH LIST may dufer fromn
o R O R N

3. To add aduwnonary lown: DICTIONARY SEARLH LIS

3 In ke GROGEN inpul leld keyoan @ rumbcre o irdicace the nnder
il which vou wanl Fedr Manaperneat 1o tedrch the dictiaranes

I Furshe DTN ARY Neta, wey in the ihiihiendry name

Lo Unden SFERARY, vovin the oy oamc. Your deplay lzoks
liki: thise

- - T o e T —— . - —
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>



TEXT DITCTTOMARY SEARCH LIST

Dogument: SPELLERZ Fils; EXAHPLE Library: QGPL
ORUER: DICOTIONARY  LIBRARY DESCRIFTION
1 Us_________  QENGLISH__ US ENGLISH DICTIOMARY

2 UK QENGLISH_

Frgure.  T-15. Adding @ sscond dctionurey o SPELLER Yy scaech st

4 Press ENTER. Your dispioy may now show a slatus coge and 1
description wl the dictivnary

TEXT DICTIOMARY SEARCH LIST
Document: SPELLER2 Fila: EXAMPLE Library: QGPL
OHOEE DICTIGHARY LIERARY DESCRIFTION

1 Us .  QENSLISH _ US ENGLISH DICTIONARY

2 U QENGLISH UK ENGLISH DICTIONARY

Figure 7-12. Recomd dictionary addod 1o SPELEREN LS srarch sl
%  lo delete 2 dicvanary from he dictranary search lise

a  apace over the scarch order number, the dicuonary name, and
th= linrary name

L. Press ENTTR.
i To change the scawch arder
i, Key the new search order number (| theawgh 7% imta the ol Rk

Feld  The numbers de aot Save Ba be consesubive el
Managpement stardhes Lhe sowest mumber Jirst,
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TEXT DITTTORARY SEARCH LIST

Document: SPELLER2 File: EXAMPLE Library: OGPL
CROER DICTINMAEY  LIBRARY DESCHIPTION
e e~ OENGLTSH US ENGLISH DICTIOMARY
OV - oemmirEN UK EMGLTSH DICTIOMARY

Fgure T=i%  Searchiag SPELLERT'S UK dirhianory first

B Press FATERD Text Managernent now redinsiass tne
DECTIHINARY SFARUCH TIST in fhe agw sea-ch sequence,

TEXT DIGTIONARY SE&ROH LIST
Document: SPELLER2 File: EXAMPLE Library: QGPL
ORDEH DICTIONARY  LIBRARY UESCRIFTION

1 UK, QENGLISH__ UX ENGLISH DICTIOHARY

2 U QENGLISH__ US ENGLISH DICTIOMARY

Figure Teld. Dsalaying SPELLERLS now srarch arder

When you press ENTER, the fullewing cades can appear i Lie

STATES colunum.

STATHIS MEANINTG

1 Imetarary er Librarme g net aunhiornsed fer ol use:
2z Dncoarars of Labrary not Jound,
i Metopary ot Library 13 oot avadable ac tns uma. |

agn later.

When vou losk a1 the message, aither Thctonary or [ilrary anpears
hughlighted depgodding an wWiuch & apprapridte

A “ole thar TFS refreshas the dicvarary hst with an updaies status.
Yo van uss CFS (o check and s2e 07 the statue he s chive ped

G Tooeave the DECTIONARY SEARCED TS




¢ [fyou have not made any changes since the last time you pressed
ENTER, press ENTER to return to the Edit display.

¢ [If therc are some new changes, press CF2 to process the changes
and return to the SERVICES MENU.

* If you want to cancel the changes made to the DICTIONARY
SEARCH LIST, press CF1. Text Management ignores all of the
changes you made since the last time you pressed ENTER, and
returns you to the Edit display.

When you print a document, Text Management uses the dictionary

scarch list to search for hyphenation points 1f automatic hyphenation is
used in the document.

Summary

When you have completed the examples in this chapter, you should have
learned how to proof your document using:

¢ Spell Check.

e Spell Aid.

e Synonym Aid.

¢  Automatic hyphenation.

¢ The DICTIONARY SEARCH LIST.
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Chapter 8. Creating Form Documents

Text Management also allows you to create form documents. A form
docuintent is a document that requires the user to fill in the input fields,
or form fields. You can give each lorm field certain attributes:
prompting information, underlining, highlighting, and numeric input.
Form [ields can be adjacent to each other, but the end ol one form ficld
cannot touch, or overlap, another form feld.

When you create a form document, you create a skeleton form. Each
time you fill the form in, you change a copy of it, not the master
skeleton. You use the copy to produce and print a completed form
document. You can always request another copy of the original form
document.

Creating a Form Document

For this example, you will create your own form document. You can
look at the document FORMDOC in the EXAMPLE file to sce what it
should look like.

Choose option 1 Create or revise a document on the PRIMARY MENU.
Key FORMDOC2 in the Document ficld, and use the EXAMPLE file in
QGPL library, Your display shows:



( N

TEXT FRINARY ‘MENU

Select one of the following:
1. Create or revige a4 documant
2. Browse & document
3. Print a documant
& Fill in a form dogumant

Option; 1
Home of the document When stored:
Document (blank for a list of documants): FORMDOC2___
Flle (blank for a list of files): EXAMPFLE
Library: &PL,

Within Text Management:
Press HELF key to display help text.
Prezs CF1l key to exit.
Press CF2 kay to back up to the previouvs display in 8 saries,

CF6-Display messages

\ /

Tigu=e  H-l.  “am:ny vuur Form decoment mnd s fle

Press EMTER 1o create the document. Yoor display noow jhows

o
H
[
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A
l( TEXT W:1 Docwmant: FORMDOCZ Secan:
m:- lq'l-lI R 1I+F L O E-Il— LB ]lll' c‘-l'ﬁlll ll!slli- LI Hl-!! l'l‘!'}
Ao i el A T e sk g et
Doorommsny TORNMDOS] adtdsd e fils ERAAPIE 0

\

'!'-'iiu.-u B2 :"li-:pl:'-.' w:u'-ir‘g firh g i part

FORMTDMICY ta a Torms letzer conlfrmerg or order. Key an (le hasie pas
ol the lotler vy vou warl o e appear. Loeave blank arcas for the parts of
the tewier thil change witk cach use af the Iz document  Fot thy
sampig larme docement, ase tbe pees shows oo b coplay bolow (o0
the same fzxt as o PORMDOH document e the EXAMPL S Diled

Chapter 8 Creaung Fornt Docomers 8-



/
TEXT

0001, 00

0043, 00
0004, 00
0005, 00
Qoo6, 00
0007, 01
0008, 00
0009, 00
0010, 00
0011, 60
0012, 00
0013, 060
0014, 60
0015.00
0016, 00
o017, 60
OO1E, GO
0019, 0

\.

0002, 00

Dacumeat: FORMDOC2 Scan:

~

rﬂ-t: 1"*"-1 L L] 1'---1 L A : [ K S BN} !TT' ﬂ-'! ".-!' LI I | 5 LI ey i LR L T‘}

Catalog Facvics Do,
"Guarsnteed Batisfsculon”

We wara plessed 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 nasar fiture. Your order a5 we recalved it was:

ITEM NUMBER (UANTITY DESCRIFTION COST

Total . EOT
Sinceraly,
Howard Davis, Pres.

A2, 00 e R E N eniet i deh

Cogure  3-30 FORMIBOCY rewd shsplay

k=4 lLearning by Frample Working With Teet STansgemieni

'reas ST ra stace the ehanacs that vad have made ta the
gorument 10 you do noe press EXT R Beleze vou wae o define vour
form lelds, vou will lasg &' the chenges thar vau have made since the
las! trne vou pressed BENTIR

The next step s o delfne the Torm Nedds themseves keyoan an § wheye
w1t want the [orm fichd 13 begin and another ane where van want 1 n
end, Dar this dacumert, an bme SO0 key i [ the Tirgr calums ang
space over tathe 30 celume and kev o sceond £ Mzasure vaur
curser posinn on the scale bne, just as yau would on Lhe scale bar on
podr typzemicer. b this way, vou de not have 1o Counl fpaces 44 you
ey thems n

Remember that each [ lakes w2 cne chdraceer snace ol Your (orm leld,
And that vour farm licld sctwally beging in counue 2, rot Solumn 4, and
=nde in calemn 2% (Foren lields cannot begin o column 1 becaose you
meast delme thernw a characeer spacy, and the ficse charaoren postzon 5
calnmuy LY Insert your Torm Gelds so fhat eour display shows:




TEXT Wil Documant: FORMDOG2 Bcan:

Lo ek D sty SRR W EERSEL - BRI, SRR TR PRSI, SIBNEE ER >
itk ik U EG TN | NG frdrakedon s .

poaot. 00 £ f . Ciatalog Bervice <o ;

0002, 00 "Guarmnteed Sat isfaction

0003, oo

0004, 00

ﬁm_ﬁ-nﬂ Dear "

0006, 00

ooy ! Wea wers plansad to recaive your order. A new catalog Is snclosed

6008, 00 for your future ordars. May we have an opportunity to serve you again
0009, 00 in the very near futere. Your order as we received it was:
0010, 00

Figure B Defipmg u form Heid

The twa My outhne your foem ficld. To create the fomm [eid, press
€114 Your display now shows an underbne where the larm Leld 15

TEXT Wl Documant: FORMDOCZ Scan:

T i I A [ B oeaa see Hows B Bacscoemn Hrwmsoon il cews TS
ity R E G THN THGY ik

GO0, oo Catelog Ssrvice Go

0002, 00 "Guacantesd Batlsfection”

o003, 60

0004, OO

0005, 00, Deac i

G006, 00

o007 ¢ Ve were pleased to receive your order. A nev cdAtalog 1s anclosad

0008, 00 for your futura orders. Hay we have an opportunity to serve you agein
0009, 00 In the vary near future. Your order as we received it was:
0010.00

Fugure  B-5  £resling dke firsd foem Deld

Yoo edn cieatt more than one form febd au a time. Make sure that vau
use The eursnr movement keys to move and that you do port press
ENTER. Use the scale line to help yvou create the remaining form felds
i PORMIIOC? by keying an T at eech of these loeations:

1 Lime 000200 colemn | and columm 30

-

Eige DOCY00 colimm | oand colomm 54

L

Line 05NN column 6 (immcdiately followang Dear) and calwmn 25

(hapier 8 reating Farm brcuments d-5




— Mot

I}z net lcave a space after Dear The | lakes up one characeer
space 80 1hal & blank waulomancally supphed  You should
dlae hey the sccand Do Lnd ne oo wop of Lhe commi sa | hat
Text Management docs no! leave & space boiween the e ol
the farm Tehl and the camma When yau kiv the T on top al
the Zearn, the comma wmporariy dsappears When vou
priot the cacament, el Management prints the coamma lor
v

d Linc 012200 colens B, 15,24, MO 33, 58, 6], 68

Your dirplay ehows

/

TEXT Wil Document; FORMDOCZ Scan:

Pk 1T o X oo N Y AN T W b wre DFower wrr B rrw vons Fi
Wi A EG TNNT _

0001. 00 Catalog Satvica Co.

0002, 00 £ £ PEuaranteed Satisfaction”

o603, 00 £ L ;

0004, 00

0005. 00 Dearf

Do0&, Od

goo? 1 Wa were pleased to receive your order. A new catalog i3 enclosed
0008. 00, for your future orders. HMay we haye an opportunity to serve you again
0009. 00 in the very near future. Your order as we received it was:

0010, 00

0011. 00 ITEM NUMBER QUANTITY DESCRIFTION COsST
0012. 00 £ £ e £ f £ £
0013, 00 Total . EOL
0014, 00

0015. 00

0016. 00 Sincerely,

0oL, 60

0018, ob Heward. Davis, Pres.

o0ye. 00

BOZ0. OO ek stttk e EN il

\

Fis are B-6.  De ﬁninl seversl farm elds 4F unce

Fress T 14 to create Ihe remaming farm fields. Your decoment loaks
ke ko
ke e

a8 Learmeg by Fraopie Wosking With Text Managumon

&
™



¢

-
TEXT

0002. 00
a003, 00
0004. 00
0005 00
0006. 00
ooo7 |
0008. 00
0009, 00
0010. 00
0011. 00
0012, 00
0013. o0
0014, 00
0015, 00
0016, 00
0o17, 00
CO18. 00
0019, 00

W:1

Docoment; FORMDOCZ Bean:

m= lﬁ-l.—ll" I'-'.I' paw l!-!l . ]'1-! E-I-l ﬁ'li - % ¥ 5‘-‘-‘ ., = & 6'-" L R ‘}

Finne e B EG T NN [ NG Edrdrrdniniieiyr

'

Gatalog dexvices Do

(i} [T}
izsrantesd Latialfs-rion

Dear

Wea wors plessed to recelve your order. A new catslog ls encloged
for your future orders. May we havea &n opportunity to serve you again
in the very neidr future. Your order a8 we received it was:

ITEH NUMBER QUANTITY DESCRIPTION COST

Toral . tot

Sincerely,

Noward Davis, Pras

0020, 00 Frickdriniiiiinies E Nt ik it
\

f"-gL'r:. H-T.

Lreanep sesceal foeey fiesls oi gnee

C reating columns

raaile the space betaeen Dear o the far hzld Ao note e Whch 18
2 et cont ol comemand Tt toadsthe Deiees when vou ey theng o
the TO%] el of the documert

Su Toar, thes docarment onlv bas ane inpal Lebd Tor zntesng stemy You
el L0 Ceedle mond liehas &0 thal the ordor siee o4 noe Emited 1o one
e lcate oo codun:es wilh divve inpal Bnes cash lar ths docomient
adg o von Yave Lo copy e (01 G0 fome oz Caegs. Simply key ©
tor Copy o the seguence numen eld (or ine O012 00 Next, Key
che targer B follow ed Ry n space on the opience number Rohd al one
ol hds oo gan chocie ong of Lwa Largers Wl'or Belore fooceecute the
commaid Refore the ling Lag targer 18 an. or A Lae Adlcn 10 extoule the
command an the Loe follewmee tne foic 2ae large s an Soanmbgg
rollessing the wirget lesigr 1eils Fext Manageent how many nmes fo
exfcure o command al the 1arget incatinn, Yorr dispiay shooey

Chapter A, Ureatuy | ore Tocuments Be o




TEXT W:l Documant: FORHDOCI Scan:

Patl: - F <..1 cou 3 aus Senabbasp i S s Bhie B see i B pug omea B oane sos P
Fedn A i i REG TN T NS freirien

0001, 00 Catnlog Sarvice Co.

0002. 00 "ausrmsiend Setisfactivn”

0003, 00

0004, 00

0005. 00 Daar

0006, 00

ooor | ¥We were pledsed to receive your order. A new catalog is enclosad

0008. 00 for your future orders. Hay we have mn opportunity to serve you sgain
000%9.00 in tha very near fotura. Your order as we received it was:

Qo10. o0

2011, 00 I'TEM NUMBER QUANTITY DEBCRIPTION GDST

C 12.00 e
Ba 3.00 Total . Eok
D14,

oOLE. 00

0616 00 Sincerely,

COLT. 0

Dol 00 Howard Davis, Pres.

0015. Q4

QOE0. O F b id b s ETrih s b e ey

\.

Fogmic B8 Ingcriong conrmands i dopleale oo

When yoo press b5 TER. (our addiional input fugs apoear balwien
Proves 00 2000 gned DU 00 L D300 5 content moves belaw thes
addmione: nput bnes Tarel and i ndw appedt at the bottesn ol 2l
Lhe inpat Deles

Bl ear rmg, by Exarnple: otk Wit Tost Managsmain



¢ TEXT Wil Document; FORHDOCZ Scan: \'
rm-t; 111-1-1 ll'l-!ll 'lF;l-l-‘ L :!1-! u+-#um --+-5!-- L i‘fl! LRUR ?}
EII_JH'L (] CETalog Sartvics L6,

pooz. 0o Muarantesd BatfisFaotion”
0003, 00
0004, 00
0005,00 Dear
0006. 00

o007 L We were pledsed to receive your order. A new catalog is enclosed
0008, 00 for r future orders. May we have an cpportunity to sarve you again
0009, 00 in the very near foture. Your order es we recelved it was:

0010, 00

0011. 00 I'TEH NUMBER QUANTITY DESCRIPTION COST
0012, 00 it :
0012.01
0012, 02
b012.03
D12, 08
0013, 00 Total Lot
Do14. 00

0015.00

0016, 00 Sincerely,

oy, 00 )

——

—_—
E——s

—

lepure Bl Aweectirg alelinmaas iaput Bclida dn oreate olair ps
FORMDOU 2 now Pas foudr eolurns with Lve mepud e,

With Test Mangoomonm vow care Datery prorging 0al, cndegscare and
kaghlght parte al ofs dacumenl, and spoody thet anput ol accops
'y rummencal in' st

Inserting prampling rexi

I Eeroxdl stopo iy creatatg o lovie docnart s rooniscel prompting text
Prompling tex) Ualls he aser whart fo koy oim o that el Besd [0 showy
i the desmhee, Dol eloes ol arpsear in ke monicd foim of the
vniimenils Al prnrepying ol Beg nd wart a o ssmnned o amdeale thol the
provpt Appeatd ey e the display, Y ow can imsen prompdig lexe by
Easnbg e purmal In'lowel] by o pirasngd I8 e rripuf liel!

P ORI A AR Aas fou- el Holds 310 0o tap far e, mildress, oy

andl pitdes Yo can st pomoting toxl 1T thesc veors. Starfipe on fne
izl fers G the bous noet Delds, koo the iollowmg dems

I Mame

Chagier b Conanny | eom joncioses g 0




g

Prass WEW LINE, #IELD ADVANCE

CAddres

Press WEW LIS, FIRLRD ADYVANCE,

Lty

Pross BEW LINE, FIELD ADVANCLE,

Tirle

Dposs W TISE, D IELER ATPVANCT

Sour Jysplay mive [oohs like this

3 S R LA N e

e YLLE XL

o FLULIS LXTT

o T UREES BXET

—

apay

\

ooa,
0009,
naLd.
po1l.
00112,
012,
0012,
opyz.
oala.
o013,
00L&,
0015, 00
0016. 00
o017, 00

TEZT

0001.900
0042, 00
0003, 00
no0s,
o0os,
H0E.

oo
e
0
2o
4]
1]4]
oo
oo
b1
62
&3
4
o0
00

W: 1 Document: FORMDOC2

Daar .Ticle

Ve were pilesased to receive your order.
faor your future ordsgs.
in the very near future.

ITEH WiMEBER

]
|

QUANTLTY

Scan

\

Wik bis Focak

v B AT T

Cetdlog Services Co.
‘Gusranteed Istdsfactian”

4 new catalog is enclosed

DESCHIFTION

Hay we have an opportunity to sarve you again
Your ordar a8 we received it was:

COST

Eincerely,

Tota)l

Figuie

R

a- 1y,

baseriimg ponnpling jeal,

Y do rot need [onsert proplng teal for e roman g input feids

Ppestigse each salame Bas a headeg,

raridnp By Foamgle, Workieg Wil Teet Muanagenieri



YWou kev o onformaanon inoover e top of the promatine et 7 voo wang
1o key waformansn oo the ipput agids andy, yau kave o pein FORM
made When you gien F4IRM mode, Lhe changes that you make |
the cocumetil are temporary. When vou maks chanyes to the Edi
dispiay ol the form cocumenl, rour chinges arc permancent,. Pross CF4
t enter and eul FORAM mods When vou wesho 1z Gl inoa Tenr
docutnent, 1oL 9se FORM nodz, and key inlormatian over the
(g

If vour alsplay i

TEXT
Fot: 1

0301, 60
OOz, Ga
0agl, o
o4, oo
a3, oo
Qo0E. O

Frgure  Hel .

L .

W:l
€ .1 ...

-

Form: FORMDOCZ Scan:
R . 3 ... 68, 4 ... oo 5 i v B ... L. To

- Mama LALtalog Sarvice Co.

. hddress "Hugreptaed fat isfect {on
-Gicy

Daar .Title

Imsalsy showg dacarent o BOIHS made

Press O3, amd vaur d sglov reduzns W the FIICT made Your Jisplay
A SR

TEAT
Fot: 1

oo, 0o
ool 0o
o03. 04
GO0d. G0
Q05 00
Coos. 00

Figwre W13,

Wl

topkiai

1

cument: FORMINOG2 Bocan:
nwd s 1|r'| i = & 3‘1 crl ﬂ‘|'|-I LI 5?.' L 5-1-— aw b ?:'

it irieiotcted B E G T MM T NG idrrninininy

. Mami Cainiog Bervice Go

. Address "Guaranteed Satisfaction”
Clty

Dear Tltle

Ihapley in EDIT mnale fwie can edit pey paes 0F the B etizssenf )

Pross R agar o orcwdry o FORM mod.

W hen witng a form logeinert thet i pro-npiimg tex), remermber Lhat
the text s 2 prompt 2nd 1hat you wype Lthe requmed snformatun aver the
tog of the prosmgt, 20 yow coer the idsamauon slier the premp, the
imformaninn dues ool print becgu<e the perod remaimns al the beginning
ol e wpul fell. Tex: Managemernt then assumes that the whole ine s

Claprer B Sreadng Tavm Cecamenzs w= |



Specify text definition

a prompt. Just key over the prompt, starting with the period and press
FIELD EXIT. Both the prompting period and information disappears.

Text Management also allows you to specify that only numerical input
1s acceptable in certain fields and which fields you want underscored and
highlighted. Now add some of these features to FORMDOC.

for form fields

Text Management allows you to specify additional features as part of
your form document with the TEXT DEFINITION prompt. CF14 is
the Text Definition command key. You use this key to define your {orm
fields when you are creating a form document. You also use this key to
call the TEXT DEFINITION prompt.

FORMDOC?2 has a basic format with prompting text inserted, but you
can highlight, underscore, and specify numerical input using the TEXT
DEFINITION prompt. Choose option | Create or revise a documeni on
the PRIMARY MENU; do not key in a document name. On the
DOCUMENT LIST, copy FORMDOC from the EXAMPLE file in the
QGPL library into a new document that you call FORMDOC3. When
you have FORMDOC3 on your display, position the cursor in the first
form fieid and press CF14. Your display returns:

8-12  Learning by Example: Working With Text Management
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TEXT TEXT DEFINITIOH
Field Tangth: ik}
Field locaticn Line: Q001,00 Co L umm! 002
Value (initial period indicetes value chat will mot primt):
» Mame
Undar line/ highlight
Undarlinea this field whan printing (¥ NI: N
Highlight this field when printing {overprint) (¥ H): H
Yo i vitning
Remove extra spaces after field when printing . T H
Centar fiald after keying LY Mt M
Right adjuat and blank Fill field (Y N): H
kight adjust and zero f£fill field (Y H}: M
Mumsrie Opuions
Allow coly pumeric valus |
Edit field with this Edit Code {a-0, J-M, ¥, B, 1-9): _
Eeplace leading zercos with astecisks LY NI: N
Replece leading zaros with flosting currency symbal {Y N} N
Provide decimal alignment C1-9%: _
CFi-Return to Edit Diszplay ENTER-Hext Form Field

\ Y,

Taguee B3, TEXT DIEFIST VRO wonh defiuolt s sloes

Reprembel te prsshing the cutsar o the Tirsr foom 2t bl kon press
CIIEd Tewr Managoment Jopdavs snccihic imfarmation For that fial! in
the first tew s arne TEXT TATFISNITION prosant. ook elnsely 2
the oo part of your teplay. Text Muragement Siplavs valuck 9 sdms
llde iram the infomatioa already provided oo he documnent. You sec

TEXT TEXT DEFINITION

Fleld lemgth: 028

Flald location Ldne: 0001.00 Columng o0

Value (initia] period dndicates value that will mot print):
- Hame

Figorg 872 Walees foe the first form ficld

The fength of 1the fickl 15 28 charecrers; the field Inc2tion s hoe £ 06,
coluram G02, and the value af thar held 15 Aame. Sale these are all

[hapter ¥ Lreating Farm Docomenis 8] 3



altrsatoy you can apecuy when you ercace the document and imuer Q
prempling foo;

I he Fe gl wedtinm o ihd |:I1'|.'||r|]|d allinds S [ d |.'|_|l_|:||':, mieTe mlirgbuies rr;.;r
speaie Debdy oy yvaur doasme f

Flighkght the name of ihe pefion vaw are scoding the farm Jocument i
v ehangmg the defaull «alus Por Heplorht thir ficld wlies prsring 16 Y
Par ey Yowean sec Bow i Joogr By pieseng OF2 Your display
ol s T I,hr l,.l"”‘q,r 4,.'l||' Ll ]'nrru 4'|.! Phy ey

TEXT Wil Document: FORMDOCY Scan;

!Iﬂ -1-‘#-1 S -I-'Il- i-ll-ili--.- aow !---l u‘Ih‘rli ----.5--- ----‘E‘---r - Th
W

000%, 00 - , Naoe Catalag Barvise Co,

0002.00 ., Address “Uunrantesd Fatisfoctlon”

||=ul|. B8 lfi-,:l:liulhh;u lomie

Whon vor sey w o ety Gc'd vl poirt the dooumient, gz namic s
Piglitiphted

fesr Marajemdnt cdn da dare 1an faginbght, thoapr 11 Zan Al o
Jdafing wrelerlinnz  [3r yau o de bata Thgnhght anld underscore the
name (el ik w3y

TEXT TRET EFINTTION

Field length: 018
Fiald location Line: 0001.00 Columa: 002
Value (initisl period indicates valus that will mot primt):

- NEma

Underlinm/highlighe
Underline this fiald whes printing (YN ¥
Highlight this fiald when printing (overprint) (Y N): ¥

lguee ¥-1E Highiglr sral esidersrars the % o firid

Tz kighliehe andl undeiscnsz e Jwame lickd, change the Jefasul valuo
fom ~ [on Mede Yier Tor  You haglilight and imdorsio= any el by
|_'I1.I"rl'1 I|'|r LERIRTIE PN l.h.p Torad (A B iy ihai Hru;i‘ 14 lhl_-r. [reTang
CFIS b ot cre TENT DEFCINITHYS promg

B-14  Losroweg B Dosmopt Wiskemg Wil | rat M eusgornesl



Poaleioning

Ihpire
BLTE

e (117

& Yy define options for cach imdividual field. Therelore, i you
are genng 1o vreate columng, jpeaiy the atenbutes helose
vaprying the how

1T vou are alecady on the LT DR INTTTON prampe, you go naof
Fave L retipn ja the Fdic display oo move 1o the next farm Pald. press
EXTER  Tavh time vou move 1e g new [orm fichl, the el lenpgth, Geld
[acutiom, aral Neld value change ta reCect the new form fickl. Alse, the
defulee are soi w dispiay the cosrent delmaan Tor the hald, Yoo do
pi carey mdevmation Hem one fora Held defimtion o the neas. You
2o not heve te change cech Coirn Deld  Just press ENTER qga 12
move to ths next hield

The next parl af the prompi helps voo nositinn the teY! af vour
dociiment When vaud vev a name into the . Tale input f2id, vou want
the conuma alier the salutation o be rext 1o the name, nat Fye ar 51x
spaces away, The posivonmg aptions allaw vou La speaily the locaton
of the texr m the form leld  Te posiion the comend next o Lhe tile,
prese ENTER unul the Falee Licld shows  Tole an the TEXT
AEFIITION prompr. Moaove the cursor (o the podiioming secticn and
change 1he Gieplas Lo sead:

Femove sxtra spaces after field when printing (¥ &5 ¥

Center field after kaying (Y ¥t M

Right adjust and blank fil] field (¥ N: N
Right adjust and zerc i1l fisld Y N M
b-:7. Hemdring extro spaces Tram o held shen printing

The default sabue fue this Geld 19 N for N To ormove exira spatces, key
¥ for Y¥es. Yoau can remove cxtra spaccs Troms hath nurenc anil
aiphabhetic fislds.

You can aigo center 4 lield once you have keved n the text. This agtion
i7 useful when you are quoung on order number o 4 Tiile that ¥aL want
in the center af the document Agan, key Y oor Yes an the Conrer fiield
after keverg Neld 1o center tie tegl e Lhe fprm fieid

Yo canoalsa specily that fields beoght adjusted and Alled weeh eitner

Rlanks ar rarnzi. fust chanpe the default valioe Sram ™ lor Yo to Y for
Tes

Chapter §. Mreaung Form Documbers. 8 15




leo: Manapoment alic allowil vou 16 |pe:.1':. ithar a Termy Neld aceept a
2y RUMSOS Inpar Y ou cae defing come adananal eatunes far ok

FUmerne valtes, 4 well Locaie the farm Fald (e liem Cho age the

wahiet thie wuy,

Fuowsric Optloss
Allow only numeric value (Y Ny ¥
~Edie field with this Edit Coda (A=D, J-M, ¥, 3, 1-30 _
Replace laading zerces with astarisks (¥ 8 N
‘Replace leading serces with floating curreacy symbel (Y ¥ N
Provide docimal alignment (1= _
CF2-Raturn to Edic Display ENTER-Next Form Fiald

Bigure &R TEXT DLEIMIT O prompl specifog dumede silud iy

Yak can alde Lnogde seee pesitian pplhions (50 your RUmers g
Vaw can speeny that chy Tield be nghl sdpasted and Hlicd with cuher
]u"ﬂljlll':'- Troaniboo o1 llﬂa\ll'llE Feppd T pali sldeg e hield tight ailjunies
andd e wann leadong astdrakc apeci’y thai the poulimieg pe rght
adjusted and reea Bed then specily numens valuel aaly woh eadog .
2eipcs teplaced with asieniths oo caa alia ipecdy an edd cade tha J
woul WERL 1o uie with Lhi beld e produce & shepiay thal ganwe
| TE® KUMBER

I-..|:I-|:|1'.|.|]

“lEdek

Your TEXT DT T 140 FAERTIET ol B3 TETT

B-10  Learmog by Liamph Workag Wil Tant slanag b



fositioning

Ramove extra spaces after fleld when printing (Y N): N
Center field after keying (Y N}t N
Right adjust and blank £ill field (Y .H): N
Right adjust and zero fill fiald (T i ¥
Wmeyic Uptions
Allow only numeric velue (Y W) Y
Edit field with this Edit Code (A=D, J-M, ¥,'2, 1493 _
Replace ledding zerces with asterisks (¥ N): ¥
Replace leading zexoes with floating currency symbol {Y N1t N
Provide dacimal alignmant {1=00% - _

CF2-Return to Edit Display ENTER-Next Form Pield

Fl.-;'urr BB TEXT NEFISTEINS prompl ra rrplnrr Iu:llrrg rerace wirh asterisks

Deleting a form field

The TEXT DNETINTTIOMN pramnt allows o o eombine severa
fcatures, drat lets yau deline juat one attribute. You can alss abgs your
ligures usng the decimdl ponrd, teplace leading rerogs with a foahing
currency svmbal, or combing g al theee leatnres

The TEXT IMFISITIENN prompt, then, alinws seud to wailer The torm
document 1a vaur reguiedments. Yau can secate polished, prafeginna’
[erm dacuments quickly ad easilv by changing the appropsate lices ol
the prompn from S fnr ™o w ¥ for Yer You can oae from the TEX
DEFISLICN prompt dl any poant by pressing ©F 2. 'his Lakes vow o
the it displar of the 2rnocoment

To cancel, or delete; a forem Rekl, key in d yamesdiately hefore the Gekd,
and pres< CT T4

Updaring the form dacument

Now vou bave keved inodhe batie et of vour loom documert. You
cin pow pegse CF o apdate and save this dacaeicnt Yeaon diipiay
returns the EXTT TROMN ERN D prompe. Check that the valaes oo yons
display match 1he angs in ipure 8-200 [F they dilter, key i the values
[rem this Lo

| W [or Yes JFEan ditan)

W for Yes i lipdate document mamed belaw)

— S - J—
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J.0™ for Mo (Create document parmed below) J
d. N for My (Prnt document withoul larmacting)

our desplay shows:

Exit Editor - Return to Primary Memn ()X
Update document namad baelow (Y H: ¥
Ureate documsnt named below {fT N}: N
Print document without formatting EY Hy: H
Document namea: FORMDOCS
File containing document: EXANPLE__
Library contdining £ila: QGPL

Description: A sampla lettar for my EXAMPLE fila

EELT TROM EDIT

Rosaquence document by line number (Y N): N
-— ﬂ:’ -
Resequance document by calculating page/lins (Y Njy: N 3
Save temporary dictiomary with documant (Y H): N S
\ Y,
Figare ® 2L Cpmplend EXIT FEOGY ORI prompt

Proess BN TERER to camplete the updating ol vour lorm documert. Thes
revarns vou o die "M AR Y MENL

You now Bave o basie Torm document Wwowse Yoo can make moae

3 Catiand T g, o voul can st asa fonn dodwiment and pong
capres af 1 You have creaied imput Golds, now you can ute your
PIELD ARV ANCE and FTELD BACKSPACE (o oanove betwoen fiuids
lexe Management allows ¥ou o add exora covehes o ¥ous Jorms 10 give
thern a pohisned ook, and also allows vou o ngercinformanan to inake
the Jowument easter 1o rdl i Ulse CUF7 o O 8 o automatoally window
vitside youl sCreen
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Creating a Source Document

You may use a searce document 1o store information as you would store
it in a data base ile. You may then copy the information from this
document into other text documents. A source document contains
information in the form of a pattern. You use a source document 1o
add information to other documents. The name of the ficld must begin
with a peried foflowed by an ampersand plus the ficld name—for
cxample, .&ficld. The field name must match the name of the field in
the data base member rom which you want to copy Uhe information.

Before you create a source document, decide what field names you need,
hased on the information that yon consider important and the maximum
length of cach fictd (information for two adjacent fields must not
overlap).

When vou create @ source docoment, you must have an exsting file.
The document SOURCIE in the EXAMPLE file of the QGPL library is
an examplc of a source document.

For this example, create a copy ol the docurment SOURCE in the
EXAMPLE filc of QGPL, and call it SOURCE2.

1. On the Edit display of your document, key in the field names. Use
the command .& (ollowed by the fickd name (for examplc,
ANAME). You do not need to Kev in field names f you are
working with SOURCIEZ.

— Note

¢ Keyin the information lor cach ficld immediately underneath
the ficld name. For this example, insert two lines alter line
0002.00, and add your name, address, and other required
information at the top of the list. Make sure vour entries
match the patiern of the other entries Wy the hst.

TEXT
Fmt: 1

0001. 00
0002, 00
0003, 00

Figure 8-21.

W:l Document: SQURCEZ2 4 Sean:

<.IIlll l.ll LA 2-|¢ l.l\aill C'Oaﬁll . = 5l|I “ s 6.!- LR BN ] ?)
Seddedekdkdekok BEG TNN INGsedekdckdok ok

.&SEL . &NAME . &ADDRESS . &CITY . &STATE .&DEPT
. &TITLE . &JOBCODE
X FG Brady 134 Main Street Rochester MN 103

Informaticn in the source document SOQURCE2
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2. Add items to the list, making sure that the first character of each
item is in the same column as the period of the field name. For
example, add your name and address to the document as the first
name in the list (use | for Insert to provide lines). lnsert a line, and
then add your name and address at the top of the list already in the
document.

3. When you do not want Lo add any more items, press CF1. Text
Management displays the EXI'T FROM EDIT display.

4. Press ENTER. Text Management saves the changes and displays
the PRIMARY MENLU.

You now have a source document containing information that you may
copy into other documents. For instance, you could use a source
document to contain a mailing list. The document MULTICOPY uses
&TUI'LE. This calls the information from the source document and
prints the information from the corresponding ficld.
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Create your own copy of MULTICOPY on the DOCUMENT LIST and
display it in printed format on split display. Use CFS5 on the Edit
display of your versjon of MULTICOPY. Choose option 5 to display
the Edit display of MULTICOPY at the top of the display and the fields
from SOURCE? on the bottom. Press ENTER. On the FIELD
SELECTION/ORDERING display, key in a number beside the ficlds
you want to display, in the order you want them displayed. For this
example, key 1 beside NAME, 2 beside ADDRESS, and 3 beside CI'TY.
Press ENTER. You can change the layout of the fields on the FIELD
SPACING display, or use the spacing provided. (For this example, use
the spacing Text Management has supplied.) Press ENTER. You can
use the RECORD SELECTION TEST display to choose records that
meet the conditions you specily on this display. For this example, do
not set any conditions. Press ENTER to return to the document with
the records displayed on the bottom half of the display. You can now
see your name and address included in the list.
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Summary J

When you have completed the examples in this chapter, you should have
learned how to:

¢ Create a form document.

* Buld columns of input fields.

® Insert prompting text.

¢ Specify text definition for form fields.
s Update the form document.

®  Create a source document,
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Chapter 9. Using Text Functions

This chapter explains different functions you can use in Text
Management from the PRIMARY MENU. You will learn how to:

Browse a text document.

Browse a document on split display.
Delete a text document.

Print a text document.

Fill in a form document.

For the examples in this chapter, usc option 8 to create a document on
the DOCUMENT LI1ST in the EXAMPLE file of the QGPL library.

Browsing a Text Document

You can look at a text document on the BROWSE display, but you
cannot make any changes to it. If the document that you are browsing
1s larger than your dispiay, vou can use window commands to move the
display to the left or nght. You can scan for character strings on the
BROWSE display by keying the scan string into the Scan field. I the
scan string contains a leading or trailing blank, enclose the string in
single quotes. Use CF7 to scan forward and CI'8 to scan backward. To
browse a text document:

1.

On the PRIMARY MENU menu, key 2 in the Option ficld.

2. Key in the document, file, and library names of the decumernt that

you want to browse. For this example, usc the document STDLET
from the file EXAMPLE contained in the QGPL library. Your
display shows:



TEXAT PHINALY HEN

Select one of cthe [2]lowing:
1. Creste or revise & document
2. Browse a document
3. Print & document
4, Fill in & form document

Option: 2
Mama of the docoment when stored:
Bocument (blank for a4 list of documetits]: STODLET,
Fils (blank for a lisc of files): EXAHFLE
Library: QGPL______

VWithin Text Hanagement:
Fress AELP key to display help text.
Fresg CFl kay Ec exit,
Fress CF1 kay to back up to the praviousz display in & serias,

CF6-Display messdges

\

Figueg  G-1,  Chensirg b hiswse BT0LE]

Y Fross DWTER Tewr Munagement displays the STTLET docwmeni
an the RROWWST display

O the BROWST: dispday, you can nugn the line aumaers zonoor nf7 nang
CF1Y You can aiso pnnt the doument rom thos displas sy pressing
CILs.

Displaying Printed Format on Split Display

You car display the printed farmiat a! vour document onoa spat display
Tlee tap Wall” af your scree digplavs the documens thdt vou are edivng;
the battom hall shuwe the printed form of 1he documznl. You cer seg
e page Breaks, the wsrgins, and vacious ather featares of the practed

thacament

I.nak for foatures that yoo want Lo change on the print display ar the

hottam, o prnted farmal, part al e depley. Then vau 2an change 1he
top, ar Edit, hall of the display Yoo can change pnnted lommat [CEILRe:

F-d  Leawning by Vrample: Workuig Wil Text Managam em
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an the Tdo desplat, Yol m order oo see haw those features affect the
primted (armat ol the document o0 mst rettirn to the SERVICES
MENL and chooee to redisplay the printed fonmar of the document

Choose optian | on the PRIMARY MESU, and ase 1the PRTCTH,
document finm the EXAMPLE e n the QGFL library in pontel

(g resatt

1. From the BEdu display of the document, press €13 12 Zoaplav the
SERNICLES MEML

L Kev 2om the pion fickl

s BERVICES MEML

Belect one of thas fallowing:

1. Display/change scan/substitute options
. Display current docuoment In printad format on split display
Display enother document on split display
Copy another document to edit display
Display fields from data base meaber on split display
Copy fields from dats base member to adit display
Display/change list of data files that control printing
Digplay/changs print options
Lisplay/change dictionary search [ist

Option: 2
Document /member: PETCTL___ Flle: EXAMPLE_ Library: OGFL

l.ﬂ-t-c--.lﬂ'l.rll‘-!_.llﬂ-

CF6-Display messages

\

Ciguig 9220 Clasiing en displuy the printed femat of & document

1o Mreas EXNTERD Y oor mbplay shows
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%

TEXT W

Fet: 1 <.

#ir.lrh'r

o0l 00 ek &

A, D0 5/18 Texl Management

SO03, 00 How to Use Print Control Commands When Creating Documents
LO0&, 00 .data

o005, 00 . tc

GO06, 00 k1 Llobroduction

ooov. 00 This sampls document shows you how prist control commands can be

COOB. 00 used
BON9. 00 containlng print control commands. Compare this to the printed form,

ﬂmng;}jwﬂ:nm

CONTENTS
1.1 Intr
i.2 Part
1. 2. L Th
I.2. 2 Ha

| Doartmapnt: PRTCTL Rean: I

1 - HE e N wrs Bon T
H*#BEG[MIHE*H*HH*

LT
oo

in decument crestion. The zample document showz a document

5/38 Text Hanagement
How to Use Fripnt Control commands When Cresting Documsnts
123 F12/85

cduct ion

s of & ‘.I}n:unuit .
e Automscic Table af Cﬂntaut.s S
jor Chapter Hesdifgs |

L Led ek P

bgurs  W-8 [eisplavipg prinved ferivat sl ke 'R TOTT doewamend

G4

Leannmg, by Gramiple, YWorkmg With Teal Managemene

4. Tasmien the cursar an the kall af the display vyou wam 1o work with,
Vs the RO kevs o display ' Terent parts al the docunent. You
can alee scan lor wards on cither hall of the deplay. Keyv the scar
strng ime the Scor Deld an ckhe part ol the display vau wanl 1o
scarch

5 Toupdace che document, press CF 1 to go to she BEXTT [FROM
ENT display

. Taoretwrn to the PRIMARY MIESUL pross EMNTLER

Becawse lext Management usc: & characier 10 highhehi ang undzrine
teat, soane uf the tex) may be blanked gul vn the B displey. When
vou browse the document in pranted lormat, Texe Management shows
vou all the text, but ghlighied and anderlined waords wall appear 25
plain wards



.

Deleting a Texi Document

Bzfre starting this sxinple, ereare a documentl on the DOCUMENT

LIST dusmlay; then follow these steas to defete 11 Teat Managemend
allows vou to delete g sext ducument om e Lle ol vou bBave the
authonzarian e dos o Yol must e an Dve DIOCUMEST LIST e
deleie a teat document from 2 hile To delere n texe documei

I Teave the TGarae ficld Blaok

Lan

Ioave the Docwieont Godd blank

Boey o the Hle name

=4

d, Key i the bnrary nume Youradispay shows

TEXT FRTHARY BN

Select ona of the following:
1. Creste or revise & document
4., Browss a doacumant
3, Print B document
&, Fill In a form document

Cption:

Name of the document when stored:
Documant (blank for a list of documencs):

File (blank for s list of filea’: EXAMPLE
Library: Gl

Within Text Hanagemest:
Fress HELP key to display help taxt,
Frass CFl key to exit.
Press CF1 key to back up to the previcus display in & serias.

CFé-Display messages

\

|"!-ll|l.'t Bd. TRIVEARY M EX1 [some Redils mby e b hlgnky

5 Tiess ENTER Your display now shows the DMOCUMENT LIST Tar

the BEAAMPLT Gloir the QSR aheary,

— e — —

Cliapars 8 Losing Tews o laons
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g e

File: EXAMPLE Library: QGrL

Belect document frow list bBelcow:

Search description:

cearch from credted date: DO 00,00 To creaated dace:; 02;227/8%
Locate documant name beginning with:

i COLLTAT Simple daca hage columm Jlst Q3/22) 8%
_ TOLLISTZ Simple data base column list 0222788
2. DECOPY Document te copy data in direcely Q272X 7/8%
= EMVELOPE Envelops axample Q3S3E7Rs
& FORHDOC Document with form fields, highlight, onderline__ 02/2Z/84
22 LETHCCL Lettar with multicopy and column list A AEBYS
_ LIHECOH General letter with data for lipe commands 02 FTE 84
o MULTICOPY  HMultiple copy document from ddtd base Q1722784
- FETCTL Docoment with print control commands D2 IET B4
= SDMIECE Document containing Print Contral File data D27E2/ 84
_ EPELLER [etter with misspalled words Garzz/as
“ STDLET Standard lettecr 02/22/84
l-5glect document F-Remove documant CFL6-Print list J
Figure 5, [3CTMEST ST
oo kew §an the Qplege Neld bedide the decoment vou wang 1o deete
frern the file

TEXT VAEMENT L15T

File: EXAMPLE Library: QGEL

Select document from list below:

Bearch description:

Sndrch ftom crested data: 30,700, 00 To creatmd data: 02/ 784
Locate document name beginning with:

- COLLIST Eimple data base column list 02722/84
4 COLLIST: Eimple dats base column list 02,20 /84
o HBCOPY Dpcument to copy data in directly 02/22/84
_ EMVELOFE Eovelops example 02722784

Fi:un_- Qg i_'hmhmg: fa delete COWLISTZ fram the FXAYPIE file
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7. Press ENTER. Text Management displays a message at the bottom

ol your display telling you to press ENTER again to delete the
document with 9 beside 1t. If you decide you do not want to delete
the document after all, key a blank over the 9 1o cancel the deletion.

8. Press ENTER again, and Text Management deletes the document.,

To return to the PRIMARY MENU, press CF2. To return to the
PRIMARY MENU without deleting the document, press CF1.

—— Note

You can also use CkF2 to process the display, delete the
document from the file, and return to the PRIMARY MENLU,

Deleting a File from a Library

Deleting a file from a library is similar to deleting a text document (rom
a Nle.

B

—— [Note

On the PRIMARY MENU, leave the File field blank to see a list of
filcs contained in the library. Key in the library name.

Press ENTER, and Text Management displays a list of files
contained in the library.

Key 9 beside the file or files that you want to delete, and press
ENTER. Do NOT delete the EXAMPLE file from the QGPL
library.

Text Management asks you to press ENTER again to confirm the
deletion. You can cancel the request by keying a blank over the 9
and pressing ENTER.

Press CF2 to process the display and return to the PRIMARY
MENU, or CF) to return 10 the PRIMARY MENU without
deleting the file.

You can also use CF2 to process the display, delete the [ile
from the library, and return to the PRIMARY MENU,
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Printing a Text Document

You may print text documents from the Edit display of the document
that you are working on. For more information on printing your
documents, sce Chapter 10, “Printing Text Documents” on page 10-1.

You can browse or change a document’s print options from the Edit
display of the document that you want to print. Press CF5 to display
the SERVICES MENLL Key 8 in the Option ficld and press ENTER.
Text Management now displays the PRINT OPTIONS menu. You can
make changes here if you want, or you can leave the values that appear
in the different ficlds and print the document using those values. Press
ENTER. Text Management returns to the Edit display of the document
that you want to print.

On the Edit display of the document you want to print, press CF15,
Text Management locks your keyboard while it prints the document.

You may also print a document from the PRIMARY MENU. Key 3 in
the Option ficld, and the document, file, and hbrary names in the
corresponding fields. Then, press ENTLER. Text Management now
displays the PRINT MODE MENU.

If you chose to see or change the print options by selecting *TEMP or
*PERM on the PRINT MODIE MENU, Text Management displays the
PRINT OPTIONS menu. Again, you may make changes you want or
use the default valucs already in place. Press ENTER. Text
Management prints the document for you.

Filling in a Form Document

FORMDOC?2? is a form document in the EXAMPLE file of the QGPL
library that you created in an earlicr example, (If you did not create
FORMDOC2 in the earlicr example or have deleted it, create it now by
copying FORMDOC from the EXAMPLE file of the QGPL library on
the DOCUMENT LIST using option 8.) Now you arc going to fill in a
copy of FORMDOC2, Make surc that you are on the PRIMARY
MENU. Choose option 4: Fill in a form document. Key in the correct
document name: the document name 1s FORMDOC?2, the file is
EXAMPLE, and the library is QGPL. Your display shows:
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TEXT FRIMARY WENU

Balect one of the following:
1. Creste or revizte a4 documant
Z. Browsa & document
3  Print a documant
&, Fill in a foras document

Option: &

Hame of the document when storaed:
Fila (blank for a list aof files):
Libracy:

Wicthin Text Hanagemant:
Press HELP keay to display help text.
Prass CFl kay to axit.

CF&-Display massages

\

Document (blank for & list of documents):

FORMDOCZ,

EXAMPLE
QGPL

Press CFI key to back up to vthe previous display in & series.

Vigure ¥-70 Chhousmg fo Thm FORNHMWT

Pregs EWNUER aod FORMTOOD appears an the display ready fne vag

e camplune

CHapeed % Lsing Texl Tunconi ':.'-9




r TEXT W:l Form: FORMDOCI Scam: ﬁ‘h
i - e WEL, O PR, CLANPIRRPIIS- LRI, [CIOTCHEN —ISAl.. SRS JPURTEINI . TP T
000L. 00 . Name Catalog Sarvice Co.

0002.00 .Address "Guaranteed Satisfaction”
0003, 00 .City

0004, D0

0005, 00 Deaxr .Title

DodeE. 00

oany | We were pleased to recedive your order. A new catalog ls anclosed
00068. 00 for your future ordars. MHay we have an opportunity to serve you again

o002, 00 in the very near fyuture. Your ¢rder a8 wa received 1€ was:
3010, 00

0011, o0 ITEM NUMBER QUANTITY DESCRIFTION COST
0012, 00
anLa, oo
DOL4, 0O
0015, 00
DO16, 0O
0017, 00 Toral . Lax
oo1a, 0o

QO1%. 00 Sincerely,

002g, 00

\ ) D

Figore  9-H, IFUERAAIIHCT wppcors i deeplay

1
1

“wode the promping rext in the Nelds aod the input bnes Al vou kave
te ot Dl in the imfnrmation in fae fatm felds. Remenvbe s, von st
ken over the leading pernadd of the promnt, o the informaton yol: corer
toes et prnk. Ta moyve rram one foem Neld [o the cexl, Yan can e
the field mavement keys insicad ol the cursor mavement kevs, Wher
the Nege fickl 15 slank, vou can also use CF7 o scan (orvard and IR
1o scan backward for 3 form lield. When vou cormple:c a Nebd ar press
WEW LINE, the cursor moves autercancally 1o che naese lorme fizld sn
the lnze. The Reld movement kayvs allmw voo Lo skip a Tiel) =0 fo retem
toa Neld, Omce vau have delined form Gelds i 8 Gecurmert, vak gdn
wsg the ficld mmovernent koys much as vou da g Ivpeanter's {an by
(exeepl Lhat 4 ou have the opnan of a reverse moyvement ).

Sometimes o document has more hekds than are on the dsplay, or o held

may nob appenr completcly an the deplay Youw cunnot key inlzrmarion

into & field that s only pactialby displeved [ these cases, voos cans et

e FIET Y ADNARCE or FIELD BACKSPACE 10 mawe o thase

ratm Pelds until vou have them esmpletely an tha display Yo can

display them in three wavs, You can uie CFT ta wan for the fest larn: J

X — == —
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feld  CFT wol window the gispliay 1o sacw the next lorm Nelds on the
display  Belors wsimg CFT 1z scar for form felds, maes suve 1hat the
Scon Feld e the ton of the disnliv 15 cneey; othervase, Texs
Maragement seang [ior the enptents ol vhe Scen Geld rather than for the
rexl fenm Peld You zan use the RO L keys o move tne dacarment
Lnfh the Nieldt wppear oo the deplay, ur yaw can dae thie wimdow
carraaml en Lhe sequence rermber held 7o ase the window corramand

| #actien the cursor nn rive [m7himnsr pas Licn o The sggquenoe naimher
Mt Note thas ine ongiral value for Woat the tnp of the display is
I

1 Koy the window e command W oand ihe ncmbor of tne calumn
thal vawowant to display in Ve Jelt margin, follawed by a space.
Key ur WID 1o dispuay colume 52 oo the window, Yaur display

thows
|'( TEXT Wil Form: FORMDOC2 Scan:
Py 1 ®.5l ... lcee o Bt mnn B ey By B e BT, iy e TR
W10 itk & R GTHN [ NG i ik
0001. 00 . Name_ Catalog Sarvice Co.
0002. 00 .Address "Guaranteed Satisfaction”
0003, 00 .Cicy
004, 00
0005. 00 Dear . Titla
O0&. A0
apoy o We were plessed o receive your otder. A new cetalog is enclosed

00048, 00 for vour foture arders. Hay we have sm opportunity to serve you egain
O00%. 03 in tha very neasr futovre. Your ordar a5 we recaived it was:

10, 00

0011, 00 ITEM NUMBER QUANTITY DESCRIPTION COST
001z, 00
0013, 00
Q0 14, 00
oO015. 00
colé. 00

BRI7. 00 Total - LT
DoLa. 0o

o019, 00 Sincerely,
GO0, OO

1111

\

Figure B0, Wingcw e commaird o T FORRMIMPUZ disaluy
L Theess DNTER, and the dismisy maoves [0 spaczd 1e the left MNote

thal the W ovalue at she top ol yous dispiay changes o Wo0=1he
coliimn an the window., S ouar digplay shows

Chagler i, '..ls.il'\-r. el Tunctions 9| |



aoal, 09
G002, 00
Lo03. 00
B0, Q0
Go0s, A
COD&. 00
poov. |
Bo0a. 0a
o009 a0
CoLg, 00
QQLl. a0
Q0l1Z. ad
Q0 L3, 08
o1&, 00
fols. 00
o1& 04
Qa17. o4
pola. 00
013, o0
0ozo, Do

\

W 10 Form: FORMDOCZ Scan:

Catalog Service Co.
"Guaranteed Satisfaction”
tla
g pleazed to ceceive your order. A new catalog iz enclosed

future orderg, May wa have an oppartunity To serve Voo again
ry near future, Your order A5 we received it was:

QUANTTTY DESCRIPTION COsT

=]

Toral - TOt

Sincerely,

Fighre -],

FORMUBOCT diaplay windoswed el 10 spacos

4. To rétorn 1o the left =dge of the docyument; ey in the window ane
comrtand Wi and press ENTEFR.

Filling n the Farmt docwment 1t gasy, Move 1o the fre Geld, and kevon
the mimmintinm ever the prompt (Remember, vour ifrmation caanot
excped the lepprh al the foron Nickl shown on the display b On
FOWMDBOCL key in Lhe Name Mres. | awrence Smith:
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TEXT W:l Form: FORMDOCZ Sean:
e ISk B oas e A T Foawe- T vas s e e G vis o I
Fiirivieineir e R RE G THN [ REF iy
0001.00 Mra. Lewrence Smith Catalog Service Co.
0002.00 .Address "Guaranteed Sstisfsction”
0003,00 .City
0004, 00
00035, 00 Dear ,Title
0ans. 0o
ooo? We were plessad to receive your ordar. & new catalog is anclosed
Figure 0010 Fill'pg s the farst Tapm b
Sow key im the Addreos: W49 San Varcos Road, the City, Evansinm,
Llimmg, and rhe 1 tle, Mrs, Smith. YVaoor display shows
TEXT W:1 Form: FORHDOC2 Scan:
Pk CL SN sva Toaas i Ban gRl Yowdd R WG (BT B oii wi. T
il i B E G [N TG ik
0001, 00 Mrs. Lswrence Smith Catalog Emrvice Ce.
0002. 60 3949 San Harcos Foad "Goaranteed Fatisfaction”
0003, 00 Evanston, [llinois
0004, 00
0005. ) Dear Hrs. Smith
0006, 00
ao0? We were pleased to recaive your order. A new catdlog is enclosed

Fapaee H-1),

1_'|i'|!'r|hl_' i 1Be A Wrees - file Tahis
Formombeor thil the tifle oo remaeves the Blank ipioet boiwesn the e
and the conrond whes vor pont the dicomenl. Yol cannit sec the

comma dlinongh lext Munagemonl sl “ecogmzes thae o iz there.

Teaw Dl the remarnder of e Toro
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0008.00 for your future orders. Hay we have sn opportunity to serve you agsin 3
000%. 00 in the very near future. Your order as wa received it was:

D010, 00

0011, 00 ITEM NUMBER QUANTITY DESCRIPTION CosT

oo12. 00
0013.00
0014, 00
0015, a0
0016, 00
ool7. o Total + L
0018,

0019, 0% Eincaraly,

0020, 00

1111
1

Figare  9-13.  Fuem fclds remoinimyp
[he item [ield accepis numenc wnpui onty

Whon the form s complete. press CF1S to print the document, Your

displuy dozs nol change, but @ message appoars welhing vou thas the prone

weompele  he prted ducument does nol shew Lhe form fieid

undegiines anless the underiines are part af the Tex: Definitizn

spEcicanans, ‘3

Troexnt fram the docnmen:, press CF L ¥our display reterms 2o the
EXNTT FROM LI displav:

Ua1d D marvung by Sagmple Wocking Wi Teat Management



EXIT FROM EDIT

Exit Editor - Return to Primary Menu (Y M)t N
Edit another new form (T N): ¥
Create décument named below {7 Ny W
Print document without Formatbting (YT Mi: N
Document nama: FORMDOC 2 __
File cotitaining document: BLAMPLE
Library containimg £ile: GPL

Dascription: Documant wikth form Ffields, highlight, underline_

Resequence docwwent by line number {¥ HY: M
- - cr - w

Resequance document by calculating pagef]line {¥ N1 H

Bave temporary dictiomary with documant {¥ HI: N

\

Vigaee  9-14, T%ET FREDWE = D00 prampd cxohing ElLag foo e feeamene

Mete vt the EXTT FROM UPT promnl bas an eation that altaws
vou to I in auather document withaul leaving the Bditor. The disptay
Mas cortan default valucs thal yau can sharge acconding to vour reeds

Test Manapemont assenmies Lhat youw do nat wanl 10 3 itany Lhe ¢dijnT,
aad displave & olar S i the B Edror Selds Test Macagemens ilso
desurits [dt yaw want to S0 another Togen decamzng, and colers Lk
valie ¥ Tar Yo oo the Bt aaother cew fem Deld 17 vae want i 0l e
innther dozumen:. press ESTHA, A new cope ol Lhe skoleonn [orm
drocimenr appears on the wcreep 'ng vou o compleie and pring

SURE FE Pt ESe 2Ly Ol v do oot wand Lo OF ey mzre Yarms
When oo want 12 sian, thapge the EXTT FROM 1320 prompr b pe
Y For Yoo i the Exet Edvtor Neld, znd N for ooan the 530 avather new
Ffarer el Your dimrlay shiows,
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Exit Editor - Return to Primary Henu (Y Nyt ¥
Edit another new form LY Hi: W
Create document named below (Y N): N
Print document without formasting (Y HYy: M
Document name: FORMDOC2
File conterining docomant: EX4MPLE__
Library containing file: QEPL, i

Desceiption: Documant with form fields, highlight, underline___
Resequence documant by line numbar {Y H1: N
- n: o

Resequence document by caloulating page/line (Y N): N

Save temporary dictionery with document {Y Nl W

\

Pegare %05 legerngdbs LXTT 800%] L1ZET ariinpl

Proes |25 (ER YYour display szmymg e TRIMARY MENL, wral vou
CJi cnogse e owork i anather areg afl Teat Maragomens.

Sel B §earning by Bzarpic Weoeikme Sob Leat Masagement



Summary

When you have completed the examples in this chapter, you should have
learned how to:

* Browse a text document.

¢ Browse a document on split display.
® Delete a text document.

e Print a text document.

s [ill in a form document.
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Chapter 10. Printing Text Documents

Printing from the

You can print your document in three ways. You can use:
¢ Option 3 on the PRIMARY MENU or the DOCUMENT LIST.
¢ CFIS5 on the Edit display of the document.

¢ The EX]IT FROM EDIT display. Text Management prints the
document on the system printer exactly as it appears on your display
without using print options stored with the document or resolving
print control commands.

You can browse and change the print options for the document and
then print it. Or, you can print the document without browsing the
print options. When you choose not to browse the print options, Text
Management uscs either the default print options to print the document
or the print options stored with the document.

Before you start printing, see your System/38 administrator to find out
which printer to use, The administrater can also tell you which printer
file and library you should use to print your documents.

Again, create your own document with which to practice on the

DOCUMENT LIST, and call it STDLET?2, Remember to delete it {rom
the EXAMPLE file when you finish practicing.

PRIMARY MENU

Use the document that you created on the DOCUMENT LIST for this
example. The file name is EXAMPLE, and the library is QGPL.

1. On the PRIMARY MENU, key 3 in the Option ficld.

2. Key the document, file, and library names in the corresponding
fields. Your display shows:



r’ TEXT PRIMARY MENT)

Belact one of the following:
1. Create or revise a document
2. Browssa s document
3. Print a document
4. Fill in a form document

Optiom: 3
Hame of the document when stored:
Document [(blank for & list of documents): STDLETZ
File (blank for s list of Files): EXAHPLE_
Library: OGPL

Vithin Text Managamant:
Press HELP key to display help text.
Fress LFl key to axit.

Fress CF1 key to back up to the previous display in a series.

CFo-Display messages
\ L/ J

I-"gl.rr [T 1R f'h-nm.:-ﬂg inoprnd B TOLTT S o0 the EXAYIPLE filc af L

A Press EXTRER Teat Management arw displays the PRINT MO0
METNL.

A4 Kev Lin the Tmergctive fichl {10 vnd wam Text Manageomort 1o
print 1he document at a lawer ume as o batch nnating job, koy
option 2 L he advaneage “o dsimg ennom 2 as thal vad £as carcy an
with sour mexs task wathous wanipg unil the document atial
complous

5. Koy *TEMP iy ine Doplovichange primt aptiony Nell. Yacr disphay
shows
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TEXT FIEINT MINE HEND
Document: BTNIET2 File: EXAHPLE Library: QGPL
Select document print mode:
1. Intersctive
Z. Bacch
Option: 1
Dieplayfchanges print opcions (*NO *TEMP *PERM): *TEHP

Fipree 10-F  Compeeral PREPST ST 1 fne 51T FT2

.

Press ENTER Test Maragemen? now displays the PRINT
OPTLGNS meaL

sevar ¥ lor Yosoan e Proenag deviee eotions (F &) Detd. 10 you
Go Nt wanl 1o see ing device oplinns, gey in N far Yo

szyan the poncér thal you wanh 10 s oo the Promeer device (ppe
inrld

Rey in thi pame of the pricter Tle, ar leave the Prinrer file vame Feld
Bank oosze @ bst ol prares Bles Youdr dasplay shovas:

——giE

L PO I.:I Prrrearg T est Bocuments Lo-3
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TEXT FRINT "OFTIONG
Document: STDLETZ2 File: EXAMPLE Library: QGPL
Enter temporary changes:
Display/change
Printing device options (¥ N): Y
Page headings and footings (Y M) N
Data files that control printing (¥ N): M
Draft copy options (Y M): H
Print control
Printer device type: “SYBFRT
Printer file name (blank for a list): Q8YSPRT _
Library: QGPL
Humbar of coples; i
Print pages
From: =5 o
To; —

Mon-print character:

N

Tegure 13 Comgleicd Deaplayaeder PRI T O TIO NS ooy Tor 2 TLED 2

[0 Press ENTER. Tewt Management new displays Lhe priat gptions for
the device vaw specificd i e Peinicr deiive typps Neld.

Printing on the System Printer

17 veow speoeficd *SYEPR | o the Frmfer dowre fype Deld on the PRTMT
QPFTIONS display, Teal Muanagement displays the §¥57 M PRINTEZR
CQTTIONE display Whei you choosc ta pont on the FXFT FRON
EIMT theplas, Text Managemens nrnts the docuniend an the systgm
printer. This section shows vou haw ta print the docoment whmg the
prnt oplions o yaur syslems prinler. You can change any He'ds ap ithe
display, o1 vou can wse the defmit print optigns. Yoeur dispaay shows:
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TEXT _*i'l"n""l"i‘f THTHMTRR: APTITING
Docomant: STDLET2 File: EXAMPLE Library: QGPL
Enter temporary changes:
First print line: 3
Last print Lline: b0
Length of printer form {lines): _Gb
Lines par inch (4 & B B3¢ &
Line spacing (1 3 3N 1
Forms typm: b 7 1 I
idditional left-margin space: 5
Characters per finch (10 15): 10
Qutput fila nama: WFILE
Dutput quede: oFTIE
Librdry:

\

Figare 10=d. SYSTEM THISNTEN O3 T 0™ diplay

Yon mav thange anv ol the Delils that vou wan: 1o an this display, or
vou can let the svstem printer premt the document nsirg all the defaull
prmi optanh.

Press O™ LR, and Tent Management ponts the docurnent tor you while
displaying the mtssage Documaeny prom o progreos. When Teat
Managernenl complctss the pring ol —stures the PRIMARY MENLDL

Printing on the 5219

il youwspecued *321% n the Prinier device deee Deld on the PRINT
OPFTHINS display, Text Managzment displavs the 3219 PRINTER
QIFTIONS proenpt. Tlig examiple shaws vou how Lo prog o
docnmenl wsimg rhe pom aptians foc te [BM 3219 porrer You can
change any fcids an the dispiay, m yaw can use the defaule print
oLang
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TEXT Fe19 PHINTEN OFTIONS

Document: STOLETZ File: EXANPLE Librery:  QGPL

Enter temporacy changes:
Prinot font: _A7
First print line: i
Last print line: 60
Langth of printer form [ linas): &6

Lines per inech (4 & 8): &
Line spacing (1 2 3): 1
Forms type: *8TD
Additional left-margin space: 1a
Consarve ribbon (¥ M): ¥
Paper supply selection: 1

1 = Primary drawer

2 = Alternate drawer

3 - Alternate drawer for first page of sach copy

4 - Alternate drawer for first page of ths Job

5 = Continuous forms fead

6 - Alternate drawer for envelopes

Output file nams: bt 0.6 P
Output gqueue: #FILE
Library:

\

Figore 1l 5. STIRTRINTER OIFTIONS dispfay T STHEETL

Fress B DER T wvod specilicd Opuon 1 on the PRINT MOD3E
MESL, Texr Managerem prints the docunent {nce prnced, you
retarn dg che display from which vousssed the conrmand 17 you chose
La prind the document an batch, | ext Managemeat stores the prone
aplons wWith Hie docuoment.

Printing on the 6670 Information Distributor

Wyt specified “60670 1y the Prevver deace tope Deld ar ke PRIY
OPTICKS prappe, Text Managemont displays rhe Go50
INFORMATION DISTRIDUTOR GFLIONS promms This weenon
shows you how to prnt vour decament using 1he print epans for the
1AM G600 Information Listnpumos  There are twa paris to the G631
IS FORMATION OIS RIBUTOK OPLIONS dizplas.. Compeste the
firse drsplay, and then press ROLL UP to deplay the second part Moc
cail chenge any Nehls vu e display, ar you can use the cefault pant
OO0
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TEXT hET0 THFORHETION I STRIMETUR FTi0NS —"]
Documant: STOLETZ2 Fila: EXAHFLE Library: OGFL
Entar tempordary changes:

Usa Text Management supplisd OCL (¥ N): 4
Font selection Font 1D Down=-load from system/38
Primary: _B6 (Y N N
Highlight 160 (¥ M) N
Primary underscora: . (Y N): N
Highlight undarscora: 160 LY H)z M
[nput keyboard nimbar: 101
First print line: .-’
Last print lime: 50
Lines par inch (5.5 & &.5): 6.0
Line spacing (1 2 3): 1
Additional left-margin space: 10

\ /

Faguare 00 ST F T2 delmuly S470 1 EOREW A TN 0S5 THHLETOR O TSNS display, Pan |

Yo can serony s Lo fow diflarent foaes 1o uss on Lhe Gilid
Inferimason Thsirtbitzr Fonts are stored an Svsiem, 34, and you can
vemd, ur dovwnbnael, Lp oo twa fants to pne 6870 Dnfoomation Dasribualeg
al vre unwes Tewt Muenagement copes the fonl nlfornation fron
SystenddE (2 the ST TNEORMATION Dsinbulze Fov mond
informa i akon T fantg von can use, foo FEAT Sporem! 18
AECMCLAR = ext Maenagrment User's Gude and Befeeence Waral
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TEXT G630 INFORMATION DISTRIDUTUR DITI0NS

Enter temporary changes:

Use both sides of the papar (¥ M): N
Offset each copy (¥ Nj: N
Print summary page (Y N): N
Faper supply drawsr selsction: 1

1 = Frim

2 = Altarcnsata

‘3 = Alternate drawer for first page of esch copy
4 - Alternate drawer for first page of thes job

Description; Standard letter
bdditional OCL:

.

TFiguze 07 STTLETE S defqul G070 [NEORMATION PISTRIGL TOR OGP 1OME sereen, Pacy 10

Preas PNITER O IT yau specidfied Opoon 1oan the RN E MO
WILNLD, Fewr Management poants the doecument (nde phinted. vau
rerarn sa the display Irom which youw issued 1he command

Printing on the Displaywriter

1 you specified 0380 in the Premier dovice type ieid on the PRINT

OPF THINS dheplay, Text Managemenr displays the DIAPLAYWIRITER
VTS preoipt Thes s2cton shows vou haw o prinl yacr decuament
using the print apriens for the [EM [ hsplaywnoer (4530%. You can
change any hiclds on the display, or vou can use the delaun pring
aptions.
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TEXT DISPLATYEITER OFTILEE

Document: STDLET2 Fila; EXAMPLE Library: [0OGPL

Entar temporary changes:
Use Taxt Hanagement supplied OCL (¥ M): Y
Prine Font: A7
First print line: A
Last print lina: _&D
Linas par inch (5.3 & 8): &0
Line spacing (1 2 3} 1
Addicional left-margin space: 10
Faper supply seléction: 1

1 = Primary

2 = Alternate
3 - Alternate drawer for firer pags of each copy
& = Alterpate drawer for first page of the job

Description; Stdndard letter

ddditional 001

Pogrre D0-H. ISP LAYWELFRE OF L ENS despay

Preo ENTER, 1 vou spehcd COhntjor @ o the TRINT MOGE
M1 Test Muragement prints the dooarannt O prirted, ol
rorden to e dispeay Trods winch o ssded Whe earmmand

Printing from the Ldit Display

Yool cam also aran A deeurmens roe the Ro display of the docsment
usne RS I vonowant w pond the dacomeant crmediansy pre do nos

wint to change the prird opboss, you zan oress OO 15 anctne [

dosplay. Text Managerent ports the documenl vy.ng the prrl opions
thal arc carrently stored witt the decopuent Loz che foliowing steps Lo

browse or change the aptizne

I G the Edhic display, oress €15 w display the SERVICES MENL.

2 kev ®an the Savan Nl Your dieslay snows

Chapier 100 Priscing Toxl Plecumeras
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TEXT SERVILES MERD

Salect ane of tha follewing:
1. Displey/change scan/subhstitute options
2, Display current document in printed format on split display
3, Display another document op split display
4, Copy anothar document to edit h;jr
5, Displey fields from dats basas on split display
6. Copy fislds from data base member to edit display
7. Display/change list of data files that control printing
8, Ddsplay/change print options
9. Display/change dictionary ssarch list

Option: B
Documsnt/member: DATA______  Fils;  ENAMPLE Library:

CFé-Diaplay messages

\

oEPL

Fopere 10-0, SEANVTCES %EML frone STOLET XS Edit deplay

30 Presz CNTER S Text Marnagement now displays the PRIN T

DPTIOMS meng

. I-i.P‘.- Y (o Wesoahe |""H.l'.||'.u?§1 device apfiens CVAN G Lield {Leave i
av ™ far Na ol yvau do nal wanl 1a gec the print solions for the

device yvou a1 vang |

5 1nthie Primer device (ppe Neld, key in the device you want La use.

& Rey an the name of the printee e, ar leave the Printer fife aame licld

Rlank to st 2 hét af prirter filed Your displav shows:

10 10 Lemrmmg by Edaerplie W kimg Witk Tead Sanagerizng
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f_m . FRLINT '|i'.| i"nl .
Decument:  STDLET2 Fila: EXAMPLE Library: QGPL
fintar parmanent changes: '

Display/changs
Printing device options (Y N):
Page headings and footinmgs (Y N):
Data files that control printing (Y N):
Draft copy cptions (Y N):

= e

Print comtrol
Printar davice type: #5580
Printer file name (blank for m list): ST
Library: QGPL,
Numbher of copies: i
Print pages
From:
Tos
Hon-print charactac: |
Job description name: QBATCH_
Library QGPL

\

Fgure 1l Cemapleied TRINT CPTTONS pranpt for STOLET2
7o Press EWNTER. I wou lel wtas ™ Far o e Pricter device opiems  F
Yo,y desplay rararos yau e thr Edo daplay I vow keved in Y
Mor Yes in this Feid, then Text Management displavs the prira
apuans proanpt for the deveee you are Laing. Yol can change fnete
nelds 2l vou wani 1e, of you ean leave them as they are o print the
document asing the <¥isling print opLIons.

®  Press PNTER Teat Munagonent shitws a list ol les b pun leass
the Prinrer filr aome Nield blank, otherwise T2o Management retums
vald 1 1he Bdn display of the documen! yow want Lo pray,

9. When you are oo the Todit dsplay. prass O3 LS ta print the
document. T'ext Mangesment prines the dacament and lecks vodt
wevhoard until L coanplefes prinung the docoment. Tear
S anagemont displtavs the oo Jisplay and o messags Prng

omntae whien 0 finshes pintirg the doounment

|".|1uplr-‘ 1 |‘rml.'r|t ezt Mocun.crls ID- ]




Printing from the EXIT FROM EDIT Display

When you key Y for Yes in the Print document without formatting field
on the EXIT FROM LDIT display, Text Management prints the
document on the system printer exactly as it appears on the display.
Text Management does not resolve the print control commands or use
the print options stored with the document.

Using Default Print Options

When you print your document, you can use Text Management’'s default
print options or you c¢an choose to change them. Use the document you
created on the DOCUMENT LIST to see how to use the various print
options provided by Text Management.

Changing a Document’s Print Options

Text Management allows you to change many options for printing.
Irach example shows you how to change a specific option, but you can
change more than one option at a time. You can also use the default
printing options to print the document.

You can get to the PRINT OPTIONS display in one of two ways: from
the PRIMARY MENU or the Edit display.

To get to the PRINT OPTIONS display from the PRIMARY MENU:
1. Key 3 in the Option ficld.

2. Key in the document, file, and library names in the corresponding
ficlds.

3. Press ENTER, Text Management displays the PRINT MODE
MENU.

4, Key 1in the Option {icld.

5. Key *TEMP in the Display/change print options ficld to display the
PRINT OPTIONS display and to change the options for the printing
of this document.

To bypass displaying or changing any print options, key *NO. To
display the PRINT OPTIONS display or to change the options and
save them with the document, key *PERM.
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& Peess ENTER Tew Manageomen: displavs the PRINT OPTLONS
cispluy

b TEXT PFRINT OPFTIONS
Document:  STDLET2 File: EXAMPLE Library:  QGPL

Enter temporary changes:

Display/change
Printing device options (Y N):
Page headings and footings (Y N):
Data files that cantrol printing (Y N):
Draft copy options (Y N):

= EIE

Print control
Printer device type: *5YEPRT __
Printer file name (blank far & 1ist): QSYSPRT__

Library: *L1EL
Number of coples:
Print pages

From:

_ To:
Non-print character:

l|||

Figure 13000 Tie PHINT OPTICHS duplay

To get toothe TRINT OPTIONS Sepay hom che BEdie displav al youe
Jocumear, 1se The following steps:

Lo Dok 22hie daplay of the docnment, press €15 Text Managemuent

displays the SERYICTA REIENG

2o Key Ban the Caeunr feld

i=d

Press ENTER . Text Maragement new displass the "RIN
OPTIONS displuy.

Conpaee 100 Pomveg Ten Docpmen |01 3



Change Header/Footer

You may print headings and footings at the top and/or bottom of the
pages of the document. (These are often called running headers and
running footers.) You can also specify that Text Management print the
headings and/or footings on the first and/or following pages. If you
imbed a doecument using the .im print control command, note that Text
Management ignores the headings and footings of an imbedded
document and uses those of the principal document.

When you want to change the headers/footers of the document, make
sure you are on the PRINT OPTIONS display and follow these steps:

2.

Key Y for Yes in the Page headings and footings (Y N) ficld.

Press ENTER. Text Management displays the PAGE HEADING
AND FOOTING OPTIONS display.

On the four lines of underlining on the display under the Headings
title, key in the text that you want to appear as a header. If you
want a hcader to appear on the first page, you must change the N
for No in the /ST PAGE field to Y for Yes.

On the four lines of underlining on the display under the Footings
title, key in the text that you want to appear as a Jooter. The
default is for no footer to print on the first page, If you want to
priat vour footer on the first page, you must change the N for No in
the IST PAGE field to Y for Yes. Remember vou may use headings
or footings or both.



C

[

\

TEXT PAGE: READING ARD TOOTING OFTIORS
Hesmdings: IST PAGE AFTER 18T PAGE
Print headings Y N): N Y
Documant: File: Library:

or key heading:

KEY THE INFORMATION YOU WANT IN THE HEADING HERE

Foot g 1ET PALE AFIER 15T FAGE

Print footings (¥ HY: N Y

Document: _ Fila: Library:
or key footing:

KEY THE INFORMATION YOU WANT IN THE POOTING HERE

Figure =0-12  Change PAZE IR A G AT OO S0 CIF 1005 disalay

S0 Preds 2NTEIR. Texl Managomeni retams yoic to the PRINT
OP IS display

G Mress ENTLR 1 yowcawe Som the SERVICES MENL, len
Metnagomrery saves the pont opboes weih the docoament. DOheransg,
Toxt Maragument cdhaplave the miessapc Secinenl Predd dn peapre s

T When Teat Maczgement compectes the ponn, b deiplays the
FRIMARY WESLY and 1the e sRARC e EAT NS,

Moy mav specly the natre of ancther cocument that vou wan: 1o Usg as
g beacmp or logs g Key o1 tho document pams Dle naerwe, and hbraryg
namie thad vau win! lo apoear n the hoading o faoaeg in 1
correspoadiae Nelds Forexamples o veu want the hirading or loounge o
conlam mare than ‘owr hnes of (ex1 ar o vow wand a 2eading ar Tnating
b appedr an et Lhane ong documect, asc s documeni i cantam Lhe
oKl

ToL ok alse e pronl control comuminds in the hrading or “pating
Fwro b are aften wsel are pe far s page auecher and Jdaer for 1he
dere. When vou wse . on, Texl Managoment ruinhers each pape far vau,

lf':-.:plr- o 'illl_ll:! T D-;:l_'ll.nll_'nl,_.. I n-', i"Tl




Wehen you use date, Texl Manzgewent pronts the svoem date an each i b

T,

Change Data File Options

You may change the duta Rlzs that contral pontmg ol you want 1o
VWihmn vad prnt the dooament, vou can bave mmformatian petreved from
dara buse mzmbers 2r source dosuments (e docwments that sirmulate
dara base files:. You niay charge the siame of the dawa base Gle and the
rmember froqn whach | exl Manags-ndnt izkes Lhe nformation

Belare oo stam wa change the lata Nles cortralbng ponteng, makes sute
theal vou fave & dach base file ard momber thal yauw can copy flom Toa
work with e cxamples, creats your own cony af the RDBCOPY
gdocument [you could call v 333C0OPY 2] i e TRAMPL T Tile of the
02 Nibeary, dired use the 1 TEM migmber mmothe [TEM Dle inoine
OTXT abwary fos whe datn Sase DACOTY is 4 source docuswent.

From the LBt desplay o TRHCOPYDY, ga toorve PRINT OPTICNNS
duiplay, ard [olizw thess steps:

o Kew ¥ lar Yos an che Dava Sles thar cewtead priating el Yo
dicnlay shows

TEXT  PRINT OFTIONS
Document: DRCOPY2 Fila: EXAMPLE Library: QGPL
Enter permanent changea: '

Display/change

Printing device options (Y N): N

Page headings and footings (Y N): N

Data files thet control printing (Y N): Y
il Traft copy options (¥ N): N
|

Figare 1-13  Choaséeg te change DEOCCP VY date il 850 oot fronting

2 Toess ENHEER S Texn Maragerment desgiays the PRISTT CORTIRAL
FILE LIST display.

1 ey Lar ke Qpreon Nicid wo copy all the recarcs from tha chosen
Eara Lase

4. Zeyocnolhe dota base memtes name, data Rase e narme, and the
libiary i the spereariats fehls (Remember to use ITEM, ITEM, -
and GTET far shis exanmple | i '-
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S0 Key 1an the UYPE ficld te piant & colomn list of Nelds

f

TEXT FHINT COFTROL FIERE LIET

Belect aither & data bese file or a document containing a fiald list that has
fialds whoss names are ln your documant:

OFITON D8 HENRER,/DOCTMENT Il LIBRANY TIPE BEL CONT
1 ITEM ITEH QTxT, 1

OFTioN

1 - Belect all the records im tha Flle/Document.

3 - Prompt for selsction of records and sercing selection rulas.

9 - Daleta this Mesber/Tocument from the Print Comtral Fils List.

TTEE

1 - Column List - a simple column listing of fialds within 4 document.
2 = Hultiple Copilea - each record selected will generate another document.

CF2-Raturn Entar-Parferm any selected optioo

Vigure CO-kd PRINT OO THTE FLLE LIS E Tos 010RCTIP Y2

foo ek BNTLRD Text Managoment processes the deplay and
recisplays it withows iz | the Canea Moid:

TEXT FILINT CONTROL FIIE LIST

Ealect ‘either & data base files or a documant containing a field list that his
fialds whose names are in your docoment:

OFTIUR U AEHARR/MOCMERT F1LE LITHRARY TIFE BEL CoOND
= TTEH. ITEH ___ 1

Prgure 115 Recispaying tne PRENT CONTROL FILE LIST wilbsgad the | mthie Opnian field

T Press ENTER S lext Maragement displays the PRINT OPTONS
IMIENd

Chaaler 1. Frindng Text Docwfents 30-17



Liralt Copy Oplions

§ Prows hMTER W vou came from the SERYECTES MU™LL Taxi
fanagement javes The annl cptigns wnh the docurman, (ke ranse,
Test Managament prnis th2 docdment inmvncdiately

et that von rray remaove dald base [Ves from the L of filey that
gartrol praung by keving 9 ic the Gorioa Deitl bossde the fle that vou
wailg o ramove Cox dManggement roimaves that file o the L.

For oy example, creare vour own cony of STDLET of the
PO YT LISY. and ca’t A S TILE 130 O the | éal dispiay of the
document, chanygs the salvianon ta Dear Custamer: (rom Thear Vs
Souck: Ujsdawe the docuiment apd then work <hrough tins example

A dralt copy ®ma copy o7 a documan that yaw are stll in 2ne process of
revisenp. [Dradl copd oplions allew ot 1o osee what hucs vou changed
wherg nd when., Yoo chanpe the dralt copy opligny on the DREAFT
COMY OGNS dsplay

Lise the Tul'lovwnp ateps Tz cliangs the diall copy options:

| Make sare vau are 3 che PIUIWT OPTI00S dusplay.

I KewX lor veson Lhe .'.?'.rr.'!l"f Fppp aplicers 2 ) [ielid:

Printing devieca options (¥ Nl

Page headings and footings (Y MN):

Data filss thet control printing (Y N):
Draft copy options (Y M):

TEXT PRINT OPFTIENE

Document: STDLET2 Fils: EXAHPLE Library: DEPL
Enter permiment changes:

Display/change

=EE X

rig are LG {:m:n:::mg to wae STTILET s drat oLy opEions

1 Press ENTER S Pext Management naw displavs the DREATT COPY
CQPTHOWS menw.

oS0 Koy Y o Yesan the Mriad dnd number Geld to prinl numoers brside
each Bue ol the dzcument.

|01 K legrring 5y Example Werking Wit Tex: Management
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5. Key a churactes o the Fdong-changes flag Neld  The characte
appravd reside the bne an whgh vou made anv chaness after the
cate spocihod i the Moy changes afres ther date Tield  For thes
grample, oy in F (or Flag

o Kew 2o tbe Starteny colieie Delc se onar Fexe Management hags the
cnanges i the colemn specilizd wilh the Nag chareeer (here, 1he |
you shecified in the precedong step) in (e G50 columm of the draft
copy pring

T Keyam the cald alter wlich yod want to flag charges. Tar ecxample,
fupposd yoU mndde changes (o the document Gurny the lase twa
woeks, un You coly wanl 1o s2e the Changes vou madc lastwsek  In
the Flag chaages aligr thes dare Bield, key in a5t Marday's date Taoxe
Manupument wall Mag al. the Charges thal you have masde te vhe
document simce lesr Monday Your Jisplay shows

\

4 TEXT PRAFT COFY QPTIONS
Document:  STDLETZ2 File: EXAMPLE ILibrary: QGPL
Enter temporary changes:
Print line nomber (Y N): Y
Editing-changes flag (charactars): F
‘Starting coluomn: .
Flag changes after this data: 02 /08 /85

Vigare 10-17. TIHARTE OO CTTHONS display for STOLETE vipmp's

B 'ries EWTER. IMvoi came &=om the SERVICTES MEXD, Tex
Managoment saves the pront orhons with Lthe document. Mberwse,
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Text Management displays the message Docurnent print in progress J
and printing is finished. '

9. When Text Management completes the print, it displays the message
Print complele.

Change Device Type

Text Management allows you to choose the printer you want to use to
print your document,

Before you change the printer device type, make sure that you have the
printer device type that you want to use, and that you are on the
PRINT OPTIONS display. Use these steps to change the printer device

type:

. Key in the name of the device type that you want to use in the
Printer device type field. Depending on the device you have, you
may be able to choose one of the following:

KEY IN FOR THIS PRINTER

*SYSPRT  the system printer

*3219 the [BM 5219
*6670 the IBM 6670
*6580 the IBM Displaywriter

10-20 Learning by Example: Working With Text Management



'

TEXT PRINT OPTIINS
Documsnt:  STODLET2 File: EXAMPLIE Librazy: QGPL

Enter temporary changes:

Display/change
Printing device options (¥ H):
Page headings and footings (Y N):
Data files that conbtrol printing (Y N):
Draft copy options (Y N):

= EE

Print control
Printer device typa: WEYEPRT __
Printer file name {(blank for & lisc): OSYSPRT
Library: *LIBL_ i
Number of copilaes: —
Frint pages

From:

To: =4
Non=print charaster: B
Jab deseription namea:

Library QGPL____

b

Figare =18, Clanging *he prosies device vepe for STOLETL tusiwg ihe delaafesd

2 Pross BNTVR . I you came from the §TRVICES MERL, Toxl
Muanagement saves the print splions with the decament. Otherease,
Text Monagerpeet prints the dovament, and dispiays e mstsgage
Dluceemenm prial in grogreas.

1 Wher Text Managemer! commpleres the peatoat dsslavy the messoge
Pend ceemplatr,

Change Printer File

Fex) Mancygemenl leis you elhange the printer Dle thdl you Q5e 2a prnl
the docemaal Defore vou change the momter e, make sare that vou
wre an the PRIN U OPYIUNS display, and that you have a prirter [ife
ASK yol dyiiem, I8 adsdrstalo?, oo 00 GTpOniate persan in yous
orgincralien, for snsprmc ol Lhe pronree e han van ol wee

Oy the FRENT OPFTHIONS daplay:

Chapees W Preeting Tent Decuments 0-2]




I, Key imrhe name ol the anniar (e vou wanl 1o use m Lhe Proater file i
pame weld,  Ask vour System AR administrator lor the printer Dle
A that o asjocillad i he dewige hle voa want te use,

2 Kayan e poter Hile's hiorary s i e Lefrary Oedd, (o
lrave the febrarp ekl blank, Ten Management uses *LIRL 17 vou
igave Lthe Prorier Sle wanee Peld blank, Texe Manaosmert takes yan
12 the PRINTER FILE LIS1 disnlpy The defaule far the e rare
5 QAYSPRT and the hbrary defaolt is *CIHL Far thie cxamplo, use
the defaule vaises  Your display shows

TEXT FRINT (HTIINS
Dooumsnt) ETDLET2 Fila: EXAMPLE Library: QGPL
Entar tamparary changes: '
Displasy/change
Printing devica cpticns {¥ N): H
Paga haadings snd footings (¥ K): H
Data flles that contral printing (Y N): ]
braft copy options (Y W) N
Print control
Frinter device Ttyps: *SYSPRT__ =
Printer fils nams (blank for a List): QSYSPRT_ .
Likrary: *LIBL_____
Humbar of copilas: -
Print pages
From:
T
Non=print charactar: -
Job description ndmes JBATCH
Libraxy QGPL
\ J

I'i:-Jn: §LE-7, Ch‘nglnl ihe. |'r|ir'h_'r file nunwe far 5T DLE 2 dusmy the alefgufi =]

Y. Press TR I v cane fram the SCRVICES MTXL, Text
Managremenl taves LHE phet aplion: with Lhe document, narwss,
Text Management prints sne decument, aml displayvy 1ng inessape,
Documea! privl in progreis.

4 Weaen Text Management enmpietes the proet, it didplays Lhe
nessae, Mrt covepleie el Mangzement saves the pronter file
mame with the document
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.

Change MNumber of Coples

You can alse chacse how many copies =f the document you want @0
Tt

To change the numper of copues an the PRINT OPTIGKS duplay

[ Key in the namber of copies yau wanl 1o print i the Mumbher of
eapaes Dell, 1T vew leave the Number of copier Reld hlank, ar il veu
ket i bcea () of one [ 1Y, Tedt Managenient prirts one copy 2l the
document | or thes cxample, Kov in 3 oo prane thece copics of

STOLEZ fromahe EXAMPLLE file an (5P

Number of copies: TR
Print pages
From: =
Ta: o
Hon-print character:

Job description name: QEATCH__
Library

Iigure B0 I0.  Frinting three copies of 3 dncument

Kemember to check the prancer device tepe [0 ke sure you arc
Prinung on e prnoe: vou wanl,

& Press ENTER I vou vame iram Lhe 3ERVICES M ENLL ex
Maragemenl saves the print bptiops with the document, Otheratse,
lext Manggement pnnts 1he ilocumenm When mrmung o compiete,
Tex) Managesmien displays taz méssage, Proar compiesc

Inserting Nonprint Options

[exl Monazement allows vou to specily @ nonpring character that you
can ige on your display bul Lthat does nes print ain the documrens. You
vse 4 nonpoind hrdeter when you want Texl Management to mnsern a
tpace bl dn oAt wanl 1o use & space characler hecanse, poevanpie,
paragraph adjustment deleies tham. Yoo designate arnther characler as
a nonpont caaractsr an:d usc oL mstead of the space character, Yow can
spocily @ nonprind charactzr on cne PRES D OPFT QNS duplay:
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. Keyin the characler vaw want as the nonpnnt charpsier i Lhe
Naonprar charaecrer licld. For example, you could ute an asterisk (*)
g5 the nonpenc chiaracter, Your dsplay snows:

Humber of copies: s« M
Print pages
From: —
To: S
Mon-print character: L
Job description nama: QBATCH__
Libracy QEPL_____

Feguic 10" Desgnating o nonprial characier

o, Press ENTER. 1 you came rem the SERVIC S VENL, Tox
Managuinent saves the prnt opbans with the documert. Ciliepase,
Text Managoment prints the downmoent anil desplays Lhe inessige.
Dacumemt prinsin progeess. Remember that Text Managersen locks
viur kewvhoard unnil it fmithes primbng.

1 When Test Management firushcs printing, of displays the nessage
Priar commpleré. The chatacier that vou Jdesipnated 35 & sonsol
CRardclor 00Cs nal prinl in (he dJocument. $Paces apoeds .noils
locatior.

Chanee the Jub Description (JOBD)

| -24

JOBD stands [or job descniplion. A job descapuon éeternines how ta
CArry Out @ bawen job  lvcomtams 3 wpeciiic sel of job-rclatcd a2urbutcs
that one or mare jobks can use. Whnen vou pront dacaricnts -n katch
using a job description. Text Manaygement does nat lock your kevioard
whil= it prints the dlocument. The Nells Mo the job descripioun aoped:
when yau choose Opuon 2 oy the PRINT WIS, o when yin come
i the PRINT QPTIONS mienu fom the SERVICES MWL

| he following example assumes vou came Itom the PRINE MENL
only Belure yau =tart 1u change the job descrintion fror the
PRIMARY MENL, make sure ihat vou are an that display s cse the
folowang sicns

L. Onthe PRIMARY SMENI key o the Onotinn field

Learmmg ny Evample. Waorkeng With Ten Managemern




Summary

Key in the document, file, and library names in the corresponding
fields.

Press ENTER. Text Management displays the PRINT MENU.

Key 2 in the Option [ield to print the document at a later time as a
batch job.

Key *TEMP in the Display/change print options field.

Press ENTER. Text Management displays the PRINT OPTIONS
menu,

Key in the job description that you want to use in the Job description
name field. Note that the default job description is QBATCH.

Key in the job description’s library name in the Léibrary [ield. Note
that the default library is *LIBL.

Press ENTER. Text Management submits the batch job, returns
you to the display from which you issued the print command, and
displays a message containing the job description name of the batch
in the format:

Job QTU_XXXXX.userprname. YYYYYY
Note that XXXXX is a five digit number that Text Management

assigns, the userprname is your user prolile name, and YYYYYY is a
six digit number that Text Management assigns.

When you have completed the examples in this chapter, you shou!d have
learned how to;

Print a document from the PRIMARY MENU.

Print a document using CF15 on the Edit display.

Print a document from the EXIT FROM EDIT display.
Change the print options for the document.

Use headings and footings in a document,

Change the data file options.
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¢ Print a draft copy of the document with line numbers and mark any
changed lines.

¢ Change the device type.
¢ Print more than one copy of the document.
* Insert nonprint characters.

* Change the job description for a batch job.
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Index

Special Characters

+x, line posiioning  2-5
*SYSPRT 10-4

*5219 10-5

*6580 10-8

*6670 10-€

A

A for After  4-14
adding words 1o temporary dictionary 7-10
addilional space 3-13
adjusling
form fields to the right 8-15
paragraphs 3-1D
text 3-10
aligning form fields §-4
AR, repealed target 4-135
assigning paragraph formats  3-16
automatic hyphenation 3-17, 3-21

B

B for Refore 4-14

batch print.  10-24

blank lines 3-20

BR, repeated target 4-13

browsing
browsing  9-1
selecting data  3-1
lext documents  9-1

C

centering
form fields &-15
CF keys
CFl0 4-5
CFIL 4-12
CF13 39
CFl4 &-3,8-12, 8-15
CFts 109
CF17 3-17

Crig 4-27
Cr21 4-25
CF22 4-22
CF23 74
CF3 324
Cr4 8-11
CF5 10-9
CF6 4-5
CF7  9-1
CEFS  9-1
CF$ 39
CF12 4-3,7-5
CFl4 74
CF23 7-10
changing
data merge file opliens 10-16
default paragraphs  3-23
default print options  10-12
headings and foolings 10-14
paragraph formats 3-18, 3-22
print eptions  10-12
printer device type  10-20
printer file options  10-21
column move  4-27
columns
creating  §-7
copying
copying  4-16
formatted lext 4-21, 4-22
CF22 4-22
[romn a second document  4-32
from split display 4 32
into a text document  4-29, 4-30
target  4-30
line cornmand {C) 4-16
line command C  8-7
repeated black copy (CCR) 4-20
repeated targets  4-15
repeatedly (CR)Y  4-18
selecting data  3-1
text blocks (CC) 4-19
unformatled text 4-17
CREATE TEXT FILE prompt  3-4
creating
columns  8-7
documents  3-7
duplicate object -5
files 3-2
form documents  §-1
form fields 8-4
source documeris §-19
text documents  3-1, 3-7
text fites  3-2
creating a text document 3-3

Index



D

data base 5-1
copying data from  5-1
data base merge files 10-18
deleting 10-18
data merge file 10-16
field S-]
FIELD SELECTION display 5-2
mermber  3-1
record S-1
RECORI) SELECTION TEST 5-4
selecting data from  5-1
data base field $-1
data base record 5-]
database
database merge 10-17
PRINT CONTROL FILE LIST 10-17
dale created or changed 2-8
decimal point alignment 8§-17
defaull, definition  3-5
defining
format options  3-19
paragraph format options 3-19
deleting
characters  4-1]
data base merge files 1D-18
docurnents from a file  4-35
files 9-7
from a paragraph 4-12
CFIl key 4-12
highlighung 6-8
text block 4-14
text documents  9-3
underlining  6-11
unformatted text 4-]12, 4-13
line command (D) 4-13
device lype
names 10-20
dictionaries
automatic hyphenation 7-11
cancelling changes 7-17
changing search order 7-135
diclionary search  7-12
DICTIONARY SEARCH LIST 7-12
for Spell Aid  7-7
hyphenation points  7-17
status codes  7-16
temporary 7-4
CFl4 7-4
CF23 74
displaying

default paragraphs 3-17
displaying the default paragraph  3-17
displays
CRLATE TEXT FILE prompt  3-4, 3-5
delining margins of new paragraph format
DISPLAYWRITER OPTIONS  10-9
DOCUMENT LIST 2-3,9-6
DRAFT COPY OPTIONS 10-19
EXIT FROM EDIT prompt 3-14, 9-16
EXTENDED PARAGRAPH FORMAT
OPTIONS  3-25
PAGE HEADING AND FOOTING
OPTIONS 10-14
PAGE HEADINGS AND FOOTINGS
OPTIONS 10:15
paragraphing 3-10
PRIMARY MENU 3-2
PRINT CONTROL FILE LIST 10-17
PRINT MENU  10-3
PRINT OPTIONS menu 104, 10-11
sample display ready for document 3-6
sample of inserting commands Lo duplicate a
line §-8
SERVICES MENU  1D-1D
TEXT DEFINITION 8-17
TEXT DEFINITICN prompt  8-13
3219 PRINTER OPTIONS  10-6
Displaywriter (6380) 10-8
document
creating 3-7
deleting from a file  4-35
source 8-19
writing 37
document list  2-1, 4-1
documents
deleting text docurnents  9-5
fill in forms  9-8
form documents  9-%
printing texl documents  9-8
draft copies  10-18
DRAFT COPY OPTIONS menu 10-18

E

editing
EXIT FROM EDIT prompt  3-14
entering Text Mapagement 1!
EXIT FROM EDIT (forms} prempt  9-15
EXIT FROM EDIT prompt  3-14
EXTENDED PARAGRAPH FORMAT
OPTIONS  3-24, 3-25

3-19
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field
data base 5-1
freld movement keys  9-10
FIELD SELECTION display  3-2
FIELD SPACING display  §-7
file
deleting a document from  4-35
files
data base merge  10-18
deleung  9-7
flagging changes  10-19
floating currency symbol  8-17
fonts  3-25
footer 10-14
form documents 8 |
aligning form ficlds 8-4
blank or zero filled 8-13
centering {orm lelds &-15
CrFld4 38-12
CFld key B-5,K-15
CF4 key 8§-11
completing form  9-8
completing form fields 9-10
creating §:]
creating form fields 8-4
creating multple form fields  8-5
crealing the form  8-17
decimal point alignment  ¥-17
display incomplete fields 9-11
EXIT FRONM EDIT prompt  9-15
filling in  9-12
filling multiple forms  9-18
floating currency symbel 8-17
form field columns 8-7
form field definiten  8-]
form fields §-1
FORM mode 8§-11
highlighting  8-9, 8-14
inserling prompting text §-9
leading asterisks 8-16
leading reros  8-17
numeric input fields  B-16
numerical input only 89
prinung  9-14
prompting text  8-9, §-11
right adjusting (orm fields 8-15
text definiion  8-12
underlining  8-14
underscoring  §-4

using field movement keys
windowing  $-11

form fields
aligning  8-4
blank or zero filled §-135
centering  8-13
CFl4 8-12
CF14 key B8-5, 815
completing form  9-10
creating 8-4
creaung columns  8-7
creating multiple fields  8-5

decimal point alignment 8-

definiton  §-]

display incomplcte fields 9-

5-10

17

floating currency symbol 8-17

form fields 8-1
highlighting  6-9, 8-9, §-14

inserting prompting text 8-9

leading asterisks  8-16

leading zeros §-17

numeric input  §-16

numerical input only 8-9

prompting text 8-9

right adjusting  §-15

text definition  8-12

underlining 8-14

underscoring 89

using field movement keys

windowing  9-11
formatled text  3-15, 3.2), 4-5
formaiting lext documents  6-)
forms, multiple  9-15

H

header 10-14
footer 10-14

highlighting  8-14
aline 6-7
deleting  6-8
form fields 6-9
highlighung 6.4

Crldkey 6-4
text definition  0-4
hyphenation

automatic  7-10

manual  2-11, 7-10

using CF23 7-10
hyphenation, CF23 7.4
hyphenation, manual 7-10

9-10
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1]

1 for insert 3-13

INSERT 4-3

inserl characters 4-3

insert lext 4-3

inserting
aline 4-3
a skeleton line 4-8
additional space  3-13
blank lines in a paragraph 3-20
CFF10 4-3,4-5
CFl2 4-3
CFo6 to cancel 4-5
characters  4-3
I for insert  3-13, 4-3, 4-8
inserting text 4-3

inserling characters 4-3

into paragraph 4-4
prompling text §-9
text 4-3
unformalted text 4-5
with INSERT 4.3

job descriplion  10-24
JOBD 10-24

L

leading zeros  8-17
leaving Text Management 1-2
line commands
A for Alter 4-14
Ax or BX (repeated copy) 4-15
B for Before 4-14
C for Copy 4-16,4-17, 8-7
CC (block copy) 4-19
CCR (repeated block copy) 4-20
CR (repeated copy) 4-18
D for Delete 4-13
DD/DD (block delete) 4-14
Dx (block delete) 4-14
[ for insert  3-13, 4-8
IS (insert skeleton Lne) 4.9
M for Move 4-23

MM (block move) 4-23
P for assigning paragraphs 3-22
P lor Paragraph 3-23
pending 4-5
PPx/PP 3-23
repeated targets  4-15
AR for Aller  4-15
BR for Before 4-15
S {skeleton line) 4-8
targels 4-14, 8-7
A for Afller 4-14, 8.7
B for Before 4-14, 8.7
windowing (W) 2-6
line positioning commands (+x or -x) 2-5
line spacing  3-25

M

main menu 1-2

manual hyphenation 7-10
margins  3-19

member 5-]

modes
BROWSE 9-]
FORM 8.11
Spell 75
moving

block move (MM)  4-23
cotlumns  4-27

CF18 4-27
formatted text 4-25
CF2l 4-25

line positioning (+x or -x) 2-5
ROLL keys 2-5
text  4-23
unformatted text 4-23
multiple copies 10-23
multiple forms 9-15

N

naming
text fites 3-3
naming files  3-3
naming text files 3-3
nonprint characters 10-23
nonprint options  10-23
nonprint characters 10-23
numeric input fields  8-16
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0

opliens, paragraph format 3135

P

P lor assigning paragraphs 3-22
P for Paragraph 3-23
paragraph formal identifier 3-23
paragraph format eptions  3-15
paragraphing
adjusting  3-10
assigning formats  3-16
automalic hyphenation  3-17, 321
CFIO 4-5
CF17 formal options  3-17
CF3 3-24
Cre 39
changing default  3-23
changing the format  3-1§, 3-22
copying  4-21
default paragraph  3-17
defining a format option  3-19
deleting from  4-12
displaying defaull paragraph 317
extended format options  3-24, 3-25
LXTENDED PARAGRAPLIL FORMAT
OPTIONS 324
format identifier 3-23
formal oplions  3-15
formatted text  4-5
in documents  3-9
indentation  3-20
inserting a biank line  3-20
inserling text 4.4
P for assigning  3-22
paragraph print options  3-23
right margin alignment  3-17
paragrapis
assigning  3-23
P lor Paragraph 3-23
PPx/PP 3.23
pending delete (D) 4-12
PPx/PP 3-23
PRIMARY MENU 1-2
print control commands  6-]
headings 6-2
in header or footer  10-15
Jdate (datey 10-15
.pn (page number) 10-15
PRINT MODE MENU  9-8, 10-2
print options
(JOBD) job description  10-24

change data merge file 10-16
changing database merge 10-17
PRINT CONTROL FILE LIST 10-17
changing print options 10-12
data merge file 10-16
default  10-12
device type  10-20
drafl copies  10-18, 10-19
flagging changes [0-19
line numbers  10-18
draflt copy options  10-18
DRAFT COPY OPFTIONS menu  10-18
header or fooler 10-14, 10-15
on first page 10-14
print contrel commands  10-15
inscrting nenprint options  10-23
job description 10 24, 10-25
QBATCH 10-25
nonprint characters  10-23
nonprint options  10-23
nurmber of copies  10-23
PAGE TTEADING AND FOOTING
OPVIONS 1014
printer devices 10-20
printer file  10-21
PRINT OPTIONS menu  9-§, 10-10
printed format
browse on split display 92
highlighting  9-4
underlining  9-4
printer file
changing options  10-21
printers
Displaywriter (6580) 10-8
system printer  10-4
5219 3-25,10-3
6670 10-6
printing
a form document 9-14
batch 10-24
change printer file options  10-21
changing device type 10-20
default print options  [10-]2
Displaywriter (6580) 10-8
draft copies 10-18
from [dit display  10-9
ling numbers 1018
multiple copies  10-23
number of copies 1023
on EXIT FROM EDIT 10-12
on the system printer  10-4
PRINT MODE MENU  9-8,10-2
PRINT OPTIONS menu  9-8, 10-(D
system printer 10-4
text docurnents  9-8, 10-1
3219 10-3
6670 Information Distributor  10-6
prompl

Index
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definition  3-4
prompting 8-9
prompting text 8-11
prompts

TEXT DEFINITION  8-12
proofing

Spell Aid  7-6

Spell Check  7-1

synonym aid  7-8, 7-9

cancelling entry  7-9
text documents  7-1

Q

QBATCH 10-25
QSYSPRT 10-4

R

ragged right, definition  3-19

record  5-1

RECORD SELECTION TEST 54, 5.7
repeated copy at targel (Ax or Bx) 4-15
repeated targets (AR, BR} 4-15

revising
plock move (MM) 4-23
CFl0 4.5

copying  4-15, 416, 4-18, 4-20, 4-21. 4-29, 4-30,

4-32
formatted text 4-21
from a second document 4-32
from split display 4-32
into a text document  4-29
line command ((.) 4-16
repeated block copy (CCR)  4-20
repeated targets  4-15
repeatedly (CR)  4-18
repeatedly at target  4-15
text document target  4-30
deleting  4-12, 4-14, 68, 6-11
from paragraphs 412
highlighting 6-8
text block 4-14
underlining  6-11
deleting unformatted text  4-12
formatted text 422
CF22 4-22
[rom the DOCUMENT LIST 4-
inserting  4-3, 4-4, 4-5, 4-8
a skeleton line  4-8
cancelling with CF6  4-3
CFl0 4-5

characters  4-3
1 for Insert. 4-8
INSERT 4.3
inlo a paragraph  4-4
unformatled text  4-3
moving  4-23, 4-27
CFI18 4-27
unformatted text  4-23
moving columns 427
moving formatted text  4-25
CF21  4-25
moving text 4-23
pending line commands 4.5
proofing 7-1,7-6,7-8
Spell Aid  7-6
Spell Check 7]
synonym aid  7-8
revising 4]
text blocks (CCY 419
underlining text 69
unformaltted text 4-5, 4-13, 4-17
line commmand (D) 4-13
right margin alignment 317
ROLL keys 2-5

scanning  2-9, 91
ignaring upperfower case  2-10
on BROWSE display  9-1
scan field 2.9
scan string 29
SCANSUBSTITUTE OPTIONS display  2-9
scanning  2-9
substituting  2-9
sequence numbers  3-6
turning onsoff  3-9
show before substituting  2-12
signing off Text Management  1-2
signing o1 1o Text Management !-{
skeleton line  4-8
source document
creating  8-19
space, addilional  3-13
spacing lines  3-25
Spell Aid 7-6
Spell Check  7-1
split display  4-32
browsing printed format  9-2
defliniion  9-2
viewing printed format  9-2
Substituting
automatic  2-12
ignoring upper/lower case  2-10
SCAN/SUBSTITUTE OPTIONS display 29

5.1, 8-19
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substitute string  2-9
synonym aid  7-8

cancelling entry  7-9
systemn printer 10-4

T

table of contents  6-2
targets  4-14
A for After  4-14, 8-7
B for Before 4-14, 8-7
definition 4-14
repeated  4-13
AR for After 4-15
BR for Before 4-13
temporary dictionary 7-4
text
adjusted  3-10
[ormatted  3-21
[ormatted text  3-15
prompling 8-9, 8-11
unformatted  3-16, 3-2]
unformatted text 3-15
TEXT DEFINITION prompt  8-12, §-17
text document functions
browse a document on split display  9-1
browse a text document  9-1
delete a text document  9-1
print a text document  9-1
text documents
browsing 91
scanning  9-1
composing  3-1
copying  4-32
from a second document 4-32
copying into  4-29
crealing documents 35
dale created or changed 2-8
deleting 9-5
document list  2-1, 4-1
dralt copies 10-18
EXIT FROM EDIT prompt  3-14
Nlagping changes 10-19
formatting 6-1
header or [coler 10-14
on first page 10-14
number of copies 10-23

printed format on split display 9-2
printing  9-8, 10-1
proofing  7-1
revising 4-1
writing  3-6
text files
CREATE TEXT FILE prompt  3-4
crealing 3-2
naming 3-3
Text Management main menu [-2

U

underlining  &-14
deleting  6-11
underlining text  6-9

unformatted lext 3-15, 3-16, 3-21, 4-5, 4-12, 7-10

W

windowing
form documents  9-11
form ficlds  9-11
line command (W) 2-6
text documents  2-6
writing
documents  3-7
text documents  3-6, 3.7

X

-X, line positioning  2-5

Numerics

5219 10-5
6380 (Displaywriter) 10-8
6670 Information Distributor  10-6
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