


























































































































































































































































































































































































































































































































































































































TNL SN&44-2079 (20 August 82) to S544-2031

Omitting Record Detail

11-22

So far, we have been printing record detail, the
information from every record in each group. However, at
times, you may want only summary information about a
group, and not the record detail. Reports, such as the
one in Figure 11-7, can be printed with headings and
summaries without any record detail.



To answer the many questions we've received, we've prepared the
following report which gives a summary of salaries. This list is
divided by sex.

Managers' salaries are not included.

EEO Report: Salary and Sex
F
Average Salary: $19,099.32
Highest Salary: $29,082.00
Lowest Salary: $10,500.00
M

Average Salary: $21,964.83
Highest Salary: $32,938.00

Lowest Salary: $12,938.00

Average Company Salary: $20,472.38
Highest Company Salary: $32,938.00
Lowest Company Salary: $10,500.00

Figure 11-7 (Part 1 of 3). Report Printed Without Detail

Reports

11-23



REPORT DESIGN WORKSHEET

Reaord Group Definition 1 CSesx (FieldNMG)
Headmgs Sow ¥ N R

Record Group Deflnlt:’.on 2
Headmgs L o

Record Group Defmxmon 3
He”dingF :

keéé{difﬁé:ﬁa’ii +(what shou 1d prwt from eachrecord

RecordGroupSUmfﬂary 3 L ; ‘iffieiﬂi Nétpe :

Record Group Y,Siz"nim'éry 2

R cord Group\ Summary 1.

You can use the following wor[ﬁsheets with the Report Design Worksheet: Record

Selection Specifications, Sort Specifications, Math Instructions, and Summary
Math Instructions.

Figure 11-7 (Part 2 of 3). Report Printed Without Detail

11-24




RECORD SELECTION SPECIFICATIONS

SELECTION |-«
CLINE | . FIELD SELECTION CRITERIA
~ ) y L

SORT SPECIFICATIONS

ST ‘ _ FIELD NAME : KIND OF SORT = ..
FIELD TO BESORTED FIRST | g (oW To HIGE)/ HIGH TO LOW -
FIELD TO BE "SORTED SECOND | IOV TO HIGH / HIGH TO LOW -
FIELD TO BE SORTED THIRD | o 1 LOW ‘TO HIGH / HIGH TO LOW. -
FIELD TQ. BE SORTED FOURTH | LOW TO HIGH / HIGH TO LOW

FIELD 0 BE- SORTED FIFTH ‘| o | Low TO HIGH / HIGH TO LOW

SUMMARY MATH INSTRUCTIONS

REF. '|" VARTABLE NAME. B Y ET R
NO.* |~ FOR ANSWER¥® - OPERATION®<+ | FIELD TO BE COMPUTEDS

wh*tOperations are Count, Average, Total, High, Low

Figure 11-7 (Part 3 of 3). Report Printed Without Detail



Reports With More Than One Group Definition

11-26

So far, you've learned how to use report instructions to
make a report more readable. However, a report should
also make the file information more usable. You may need
to create a report that divides the file information into
smaller, more defined groups. You can do this by using up
to three group definitions.

Using multiple record group definitions is similar to
sorting the file on more than one field:

1. The records are divided into groups according to the
first group definition (Record Group Definition 1).

2. Then the records within each group are divided into
subgroups according to the second record group
definition (Record Group Definition 2).

3. Finally, each subgroup is divided according to the
third record group definition (Record Group
Definition 3).

Figure 11-8 shows the records in a report format with
Department as the first record group definition field and
Sex as the second record group definition field.



TNL SN44-2079 (20 August 82) to S544-2031

EEO Report: Salary and Sex

Name Salary
Marilyn L. Velasco $16,783.00
Carol A. Fisher $20,387.00
Helen K. Morgan $22,839.00

Average Salary: $20,003.00

Name Salary
Roger T. Norton $18,378.00
George J. Steiniger $20,298.00
David Y. Clark $22,918.00
Walter M. Smith $24,893.00
Maxwell A. Madison $25,298.00

Average Salary: $22,357.00

Average Department Salary: $21,474.25

Name Salary
Sue R. Burns $10,500.00
Tracy S. Perry $11,456.00
Laverne W. Kelly $11,892.00
Dorothy P. Boswell $12,827.00
Nancy W. Tweeden $14,284.00

Average Salary: $12,191.80

Name Salary
Brian K. Rogers $13,495.00
Ralph R. Garcia $14,893.00
Stanley R. Lambert $18,394.00

Average Salary: $15,594.00

Average Department Salary: $13,467.63

Figure 11-8 (Part 1 of 3). Report With Two Group Definition Fields--Department
and Sex

Reports 11-27
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REPORT DESIGN WORKSHEET

You can use the following worksheets with the Report Design Worksheet: Record
Selection Specifications, Sort Specifications, Math Instructions, and Summary
Math Instructions.

Figure 11-8 (Part 2 of 3). Report With Two Group Definition Fields--Department
and Sex
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RECORD SELECTION SPECIFICATIONS

SELECTION

LINE FIELD

SELECTION CRITERIA

[ |Gl Fowel

F Pdrager

/ @M‘:W/xﬂwyl

SORT SPECIFICATIONS

FIELD NAME KIND OF SORT -
FIELD T0 BE SORTED FIRST | £)) 0y Zorieyi™ HIGH TO LOW
FIELD TO 8% SORTED seconp| 2o . (Cow_T0_HIGHD/ -HIGH TO LOW

FIELD TG BE SORTED THIRD

FIELD TO BE SORTED FOURTH

Salery

(ToW T0 HIGEY HIGH TO “Low

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED FIFTH

LOW TO HIGH / HIGH TO LOW

SUMMARY MATH INSTRUCTIONS

'VARTABLE' NAME

REF. . SRR
ND.% | FOR ANSWER®* OPERATTON# 33 FIELD TO BE COMPUTED:
SM5

swe | L

s |

“&*Operations are Count, Average, Total, High, Low

Figure 11-8 (Part 3 of 3). Report With Two Group Definition Fields--Department

and Sex

Reports
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11-30

Figure 11-9 shows the same information as Figure 11-8,
but the group definition fields have been reversed so

that Sex is the first record group definition field and
Department is the second record group definition field.

Notice that the information in the record group summaries
becomes more usable as you use more record group
definition fields, because each record group summary
describes a smaller, more specific group of records.



EEO Report: Salary by Sex and Department

Administration

Name Salary
Brian K. Rogers $13,495.00
Ralph R. Carcia $14,893.00
Stanley R. Lambert $18,394.00

Average Department Salary (M): $15,594.00

Average Salary: $19,820.88

EEO Report: Salary by Sex and Department

F
Accounting
Name Salary
Marilyn L. Velasco $16,783.00
Carol A. Fisher $20,387.00
Helen K. Morgan $22,839.00

Average Department Szalary (F): $20,003.00

Administration

Name Salary

Sue R. Burns $10,500.00
Tracy S. Perry $11,456.00
Laverne W. Kelly $11,892.00
Dorothy P. Boswell $12,827.00
Nancy W. Tweeden $14,284.00

Average Department Salary (F): $12,191.80

Average Salary: -$15,121.00

M

Accounting

Name Salary
Roger T. Norton $18,378.00
George J. Steiniger $20,298.00
David Y. Clark $22,918.00
Walter M. Smith $24,893.00
Maxwell A. Madison $25,298.00

Average Department Salary (M): $22,357.00

Figure 11-9 (Part 1 of 3). Report With Two Group Definition Fields--Sex and
Department

Reports 11-31



REPORT DESIGN WORKSHEET

Page lieading. EEC Repotl . Splesy by Sev Mjé)%m " o

L (Field Name) . -

ﬁéé&t&fﬁkou,;, :
Headings - Sex ¥

; ’(};fie”l‘d;Ném»é). :

“ﬂ“_:SZzé5m4‘4f
Record Grnup Defmn;tian (Fleld Name)

Headlngs

A ML

Recard Detaxl (what§should p:;nt,from each record)
me Y : ; ‘fzzéz,z. 'VL

Récdﬁd‘sréﬁﬁﬂSuﬁmBr i FiélajNéme’f*!>

F Fiotd vamey (577D

geééfdjﬁrgqg S’ﬁmgryf

You can use the following worksheets with the Report Design Worksheet: Record
Selection Specifications, Sort Specifications, Math Instructions, and Summary
Math Instructions.

Figure 11-9 (Part 2 of 3). Report With Two Group Definition Fields--Sex and
Department
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RECORD SELECTION SPECIFICATIONS

SORT SPECIFICATIONS

SUMMARY MATH INSTRUCTIONS

Figure 11-9 (Part 3 of 3). Report With Two Group Definition Fields--Sex and
Department

Reports 11-33
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ADDITIONAL FUNCTIONS YOU CAN USE WITH REPORTS

11-34

You can use some of theé functions already discussed with
reports. Remember, you must sort the records to group in
a report. The first sort fields should be the same as the
record group definition fields.

You can also use:

. Select records for merging

. Conditional text instructions

4 Math instructions.
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REVIEW QUESTIONS

On the following page are sample reports. Using the
information from the File Design Worksheet shown below,
fill in Report Design Worksheets to produce the sample
reports.

FILE DESIGN WORKSHEET

FIELD NUMBER OF
FIELD NAME TYPE* CHARACTERS™** COMMENTS

toness [ Yomes | ehaw |22 Lonynuny Liame.

7y vl 48 4

Ct ! /5~

5 ¢ Y Z /I%MMMM_
5 -

0,71%&/ ! 4 e o, dordact RLraor)

Fvist Tlpmes | " /0 v

ML " L \unolude) pumelialior)

Koot Slame/ | " /5 v

Abttle ! 4 ol punclualiov

Contact TNy | path 2

Contact Oay | " 2 | duy of Last Contact: |

Contret L | 2z | 7 °

Sdor) 7 1 / Gmeuant Jale, —

chtlrs) et |20 (6 | lpst sume onby

Koo A0 " 4 leweudy pun '

Jod, o Y e oo R b riatind

*character field *¥% 1-80 characters
math field 1-17 characters
text field 1-500 characters
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Report 1

Customer
Cactus Hardware

City College

City Services
Clinical Supply
Community College
Dareco Supply Co.
Farmers Association
Farrington Co.

Global Industries
Hospital Supply Co.
Johnson Manufacturing
Mayan Construction
Ranchers Inc.

Rural Implements
State Pipe Co.

State University
Thompson Construction
Tool Setting Co.
Universal Industry
Wrench Inc.

TOTAL: $1,420,355.00

CUSTOMER LIST

Contact Amount

Mr. Manual Shull $18,900.00

Mr. Robert Ries $67,300.00

Ms. Suzanne Strayer $89,900.00

Mr. Donald Higgins $17,450.00

Ms. Sharon Smith $235,980.00
Mr. Donald Smith $10,500.00

Mr. John Gaus $200,550.00
Mr. Timothy Sainz $42,500,00

Ms. Patricia Ross $28,000.00

Ms. Donna Ikeda $51,790.00

Mr. Samuel Smith $125,890.00
Ms. Betty Smith $110,700.00
Ms. Brenda Hebert $130,890.00
Ms. Judy Exline $26,000.,00

Mr. Keith Cronin $60,000.00

Ms. Pamela Ramage $54,900.00

Ms. Betsy McKane $64,350.00

Ms. Leslie Garland $32,780.00

Mr. Thomas Boyd $19,975.00

Mr. Robert Arino $32,000.00

Representative

Ortiz
Jones
Curtis
Jones
Ortiz
Jones
Hull
Jones
Hull
Ortiz
Hull
Ortiz
Hull
Hull
Curtis
Ortiz
Jones
Jones
Curtis

Curtis

Reports
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Report 1
REPORT DESIGN WORKSHEET

Report Preface

Page Heading

Record Group Definition 1 (Field Name)
Headings
Record Group Definition 2 (Field Name)
Headings
Record Group Definition 3 (Field Name)
Headings

Record Detail (what should print from each record)

Record Group Summary 3 (Field Name
Record Group Summary 2 (Field Name)
Record Group Summary 1 (Field Name)

Report Summary

You can use the following worksheets with the Report Design Worksheet: Record
Selection Specifications, Sort Specifications, Math Instructions, and Summary
Math Instructions.
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Report 1

RECORD SELECTION SPECIFICATIONS

SELECTION
LINE FIELD

SELECTION CRITERIA

SORT SPECIFICATIONS

FIELD NAME KIND OF SORT
FIELD TO BE SORTED FIRST LOW TO HIGH / HIGH TO LOW
FIELD TO BE SORTED SECOND LOW TO HIGH / HIGH TO LOW
FIELD TO BE SORTED THIRD LOW TO HIGH / HIGH TO LOW
FIELD TO BE SORTED FOURTH LOW TO HIGH / HIGH TO LOW
FIELD TO BE SORTED FIFTH LOW TO HIGH / HIGH TO LOW

Reports
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Report 1

MATH INSTRUCTIONS

REF.
NO.*

VARIABLE NAME
FOR ANSWER**

FIRST

NUMBER*#*

+

-t
Iy

SECOND
NUMBER®##>

M1

M2

M3

M4

M5

M6

M7

M8

M9

M10

M11

*Eniter Ref. No. on Report Design Worksheet at point of calculation
**Maximum of 16 characters
*%*%Fjield name, constant number, or variable name for answer of

previous Math Instruction

SUMMARY MATH INSTRUCTIONS

REF.
NO.=

VARIABLE NAME
FOR ANSWER™**

OPERATI QN3

FIELD TO BE COMPUTED#**

SM1

SM2

SM3

SMé4

SM5

SM6

SM7

*%%*QOperations are Count, Average, Total, High, Low




Report 2

REVENUE ANALYSIS BY INDUSTRY

YEAR-TO-DATE 1981

Mayan Construction
Thompson Construction

Community College
State University

Farmers Association

Rural Implements

Clinical Supply
Dareco Supply Co.
Hospital Supply Co.

INDUSTRY CUSTOMER
Bld
Ed

City College
Frm

Ranchers Inc.
Med
Mfg

Cactus Hardware

City Services
Farrington Co.

Global Industries
Johnson Manufacturing
State Pipe Co.

Tool Setting Co.
Universal Industry
Wrench Inc.

YEAR-TO-DATE TOTAL
LARGEST AMOUNT
AVERAGE AMOUNT
NUMBER OF CUSTOMERS

AMOUNT

$110,700.00
$64,350.00

$67,300.00
$235,980.00
$54,900.00

$200,550,00
$130,890.00
$26,000.00

$17,450.00
$10,500.00
$51,790.00

$18,900.00
$89,900.00
$42,500.00
$28,000.00
$125,890.00
$60,000.00
$32,780.00
$19,975.00
$32,000.00

$1,420,355.00

$235,980.00
$71,017.75
20

TOTAL

$175,050.00

$358,180.00

$357,440.00

$79,740.00

$449,945.00

Reports
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Report 2

REPORT DESIGN WORKSHEET

Report Preface

Page Heading

Record Group Definition 1 (Field Name)
Headings
Record Group Definition 2 (Field Name)
Headings
Record Group Definition 3 (Field Name)
Headings

Record Detail (what should print from each record)

Record Group Summary 3 (Field Name
Record Group Summary 2 (Field Name)
Record Group Summary 1 (Field Name)

Report Summary

You can use the following worksheets with the Report Design Worksheet: Record
Selection Specifications, Sort Specifications, Math Instructions, and Summary
Math Instructions.
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Report 2

RECORD SELECTION SPECIFICATIONS

SELECTION
LINE FIELD

SELECTION CRITERIA

SORT SPECIFICATIONS

FIELD NAME KIND OF SORT

FIELD TO BE SORTED FIRST

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED SECOND

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED THIRD

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED FOURTH

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED FIFTH

LOW TO HIGH / HIGH TO LOW

Reports
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Report 2

MATH INSTRUCTIONS

REF.
NO.*

VARIABLE NAME
FOR ANSWER™**

FIRST
NUMBER % + -

SECOND
NUMBER:+#%

M1

M2

M3

M4

M5

Mé

M7

M8

M9

M10

M11

previous Math Instruction

*Enter Ref. No. on Report Design Worksheet at point of calculation
**Maximum of 16 characters
“***Field name, constant number, or variable name for answer of

SUMMARY MATH INSTRUCTIONS

REF.
NO.*

VARIABLE NAME
FOR ANSWER™*

OPERATIOQON s

FIELD TO BE COMPUTED**

SM1

SM2

SM3

SM4

SM5

SM6

SM7

***%Operations are Count, Average, Total, High, Low




Report 3

STATE INDUSTRY

AZ
Ed

Frm

Med

Mfg

CA
Bld

Ed

Frm

Med

Mfg

REVENUE ANALYS1S BY STATE

REP REP TOTAL 1INDUSTRY TOTAL
Jones $67,300.00C
Ortiz $54,900.00

$122,200.00

Hull $156,890.00
$156,890.00
Jones $27,950.00
$27,950.00
Curtis $92,00C.00
Hull $153,890.00
Jones $32,780.00
$278,670.00
STATE TOTAL $585,710.00
Jones $64,350.00
Ortiz $110,700.00
$175,050.00
Ortiz $235,980.00
$235,980.00
Hull $200,550.00
$200,550.00
Ortiz $51,790.00
$51,790.00
Curtis $109,875.00
Jones $42,500.00
Ortiz $18,900.00
$171,275.00
STATE TOTAL $834,645.00

NUMBER OF CUSTOMERS

YEAR-TO-DATE TOTAL

REPORT SUMMARY

20

$1,420,355.00

Reports
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Report 3

REPORT DESIGN WORKSHEET

Report Preface

Page Heading

Record Group Definition 1 (Field Name)
Headings
Record Group Definition 2 (Field Name)
Headings
Record Group Definition 3 (Field Name)
Headings

Record Detail (what should print from each record)

Record Group Summary 3 (Field Name
Record Group Summary 2 (Field Name)
Record Group Summary 1 (Field Name)

Report Summary

You can use the following worksheets with the Report Design Worksheet: Record
Selection Specifications, Sort Specifications, Math Instructions, and Summary
Math Instructions.
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Report 3

RECORD SELECTION SPECIFICATIONS

SELECTION
LINE FIELD

SELECTION CRITERIA

SORT SPECIFICATIONS

FIELD NAME KIND OF

SORT

FIELD TO BE SORTED FIRST

LOW TO HIGH /

HIGH TO LOW

FIELD TO BE SORTED SECOND

LOW TO HIGH /

HIGH TO LOW

FIELD TO BE SORTED THIRD

LOW TO HIGH /

HIGH TO LOW

FIELD TO BE SORTED FOURTH

LOW TO HIGH /

HIGH TO LOW

FIELD TO BE SORTED FIFTH

LOW TO HIGH /

HIGH TO LOW

Reports
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Report 3

MATH INSTRUCTIONS

REF.
NO.*®

VARIABLE NAME
FOR ANSWER+**

FIRST
NUMBER

+ - %

SECOND
NUMBER:

M1

M2

M3

M4

M5

M6

M7

M8

M9

M10

M11

*Enter Ref. No. on Report Design Worksheet at point of calculation
**Maximum of 16 characters
*#**Field name, constant number, or variable name for answer of

previous Math Instruction

SUMMARY MATH INSTRUCTIONS

REF.
NO.*

VARIABLE NAME
FOR ANSWER¥**

OPERATIONvseiess

FIELD TO BE COMPUTED**

SM1

SM2

SM3

SM4

SM5

SMé

SM7

****Operations are Count, Average, Total, High, Low




TNL SN44-2079 (20 August 82) to S544-2031

REVIEW ANSWERS

Report 1

REPORT DESIGN WORKSHEET

Report Preface

Page Heading (,@ afd,t
CooZomer  Copulacl  Qumocn? RoprescrTobive

Record Group Definition 1 (Field Name)
Headings
Record Group Definition 2 (Field Name)
Headings
Record Group Definition 3 (Field Name)
Headings

Record Detail (what should print from each record)

¥ ¥ A Tl A A Ecre® Hamnt ¥ ¥-FooX Fla—e V-
7~ 4 A Z3 ¥ Sl litle tf N orcler ¥ V¥ Selea fepr V"

Record Group Summary 3 (Field Name
Record Group Summary 2 (Field Name)
Record Group Summary 1 (Field Name)

Report Summary@Mh
\—-—/ 7—5&1 : 1"—/01‘41’7‘

You can use the following worksheets with the Report Design Worksheet: Record
Selection Specifications, Sort Specifications, Math Instructions, and Summary
Math Instructions.

Reports
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11-50

Report 1

RECORD SELECTION SPECIFICATIONS

SELECTION
LINE FIELD

SELECTION CRITERIA

SORT SPECIFICATIONS

FIELD NAME

KIND OF SORT

FIELD TO BE SORTED FIRST

C: IZ! ) M (LOW TO HIGH)/ HIGH TO LOW

FIELD TO BE SORTED SECOND

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED THIRD

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED FOURTH

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED FIFTH

LOW TO HIGH / HIGH TO LOW




Report 1

MATH INSTRUCTIONS

REF.
NO.*

VARIABLE NAME
FOR ANSWER™**

FIRST

NUMBER:<rs + -

SECOND
- NUMBER® %

M1

M2

M3

M4

M5

M6

M7

M8

M9

M10

M11

*Enter Ref. No. on Report Design Worksheet at point of calculation

**Maximum of 16 characters

*%*Field name, constant number, or variable name for answer of
previous Math Instruction

SUMMARY MATH INSTRUCTIONS

REF.
NO.*

VARIABLE NAME
FOR ANSWER¥#*

OPERATION

FIELD TO BE COMPUTED**

SM1

Astal.

727l

Groter

SM2

SM3

SM4

SM5

SMé6

SM7

*¥%¥%*QOperations are Count, Average, Total, High, Low

Reports
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Report 2

REPORT DESIGN WORKSHEET

Report Preface

I

fear 12 s 1977

Page Heading

Cecadonnetr  (2novwerl Totak

d

Record Group Dgfinition 1 Jnoé (Field Name)

Headings ¥~ jmo'»'V‘

Record Group Definition 2 (Field Name)
Headings )

Record Group Definition 3 (Field Name)
Headings

Record Detail (what should print from each record)

¥ Cualormes Hame V- V- Opolan -
Record Group Summary 3 (Field Name
Record Group Summary 2 (Field Name)

R?:_o,ri%oup Summary 1 M (Field Name)

S|

Vefotak V-

Report Summar‘y@ (sm 3> 5@ CSME
Yoon - Lo~ Wele ToBl N -ovesll J2l -

Wvemder sf Cosdorners - Cocrl V- v

You can use the following worksheets with the Report Design Worksheet: Record
Selection Specifications, Sort Specifications, Math Instructions, and Summary

Math Instructions.




Report 2

RECORD SELECTION SPECIFICATIONS

SELECTION
LINE FIELD

SELECTION CRITERIA

SORT SPECIFICATIONS

FIELD NAME

KIND OF SORT

FIELD TO BE SORTED FIRST

é / ( LOW TO HIGH Y HIGH TO LOW

FIELD TO BE SORTED SECOND

FIELD TO BE SORTED THIRD

LOW TO HIGH / HIGH TO LOW
+

FIELD TO BE SORTED FQURTH

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED FIFTH

LOW TO HIGH / HIGH TO LOW

Reports 11-53
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Report 2

MATH INSTRUCTIONS

REF. VARIABLE NAME
NO.*® FOR ANSWER:

FIRST

SECOND

NUMBER®**% + - % - NUMBER#*#+

M1

M2

M3

M4

M5

M6

M7

M8

M9

M10

M11

*Enter Ref. No. on Report Design Worksheet at point of calculation

**Maximum of 16 characters

“%%Field name, constant number, or variable name for answer of

previous Math Instruction

SUMMARY MATH INSTRUCTIONS

REF. VARIABLE NAME
NO.* FOR ANSWER™**

OPERATTONswssses

FIELD TO BE COMPUTED**

Total

Droter

Zernl

Dheten

SM3

SM2 42;”?26362? Zﬁ?Zﬁi{f
fsd.

N

Gpoten

Stié éu.e/uo/q,e &ZM Dnaler

SR P zjo 4;“,‘1—0 (WWM
SM6

SM7

#*¥%%Qperations are Count, Average, Total, High, Low




Report 3

REPORT DESIGN WORKSHEET

Report Preface

/FWW—?_{ZZZZ

Page Heading

State SndeBog Kw  Bw THL  DncesTig ToBX

Record Group Definition 1 s7 (Field Name)
Headings ¥ STV

Record Group Definition 2 M (Field Name)
Headings ¥~ =

Record Group Definition 3 w (Field Name)
Headings

Record Detail (what should print from each record)

Record Group Summary 3 ﬁ&@/_ (Field Name
EmD A Splea ,é?g,-w- - Rep Totald V-

Record Group Summary 2 Jf»ﬂL (Field Name)
2y st e

Record Group Summary 1 < (Field Name)
@_zi&:@ﬂt T afate fital -

Report SummarygsM; D (S-MFD
Y R

| frar o Dot ToZl V- Betrort’” Lol V-

ou can use the following worksheets with the Report Design Worksheet: Record
Selection Specifications, Sort Specifications, Math Instructions, and Summary
Math Instructions.

Reports 11-55
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Report 3

RECORD SELECTION SPECIFICATIONS

SELECTION
LINE FIELD SELECTION CRITERIA
z s57 = AZ 1=(4A

SORT SPECIFICATIONS

FIELD NAME KIND OF SORT

FIELD TO BE SORTED FIRST | <7~ (ToW_TO HIGEY/ HIGH TO LOW

FIELD TO BE SORTED SECOND|_/ . o¢ / HIGH TO LOW

FIELD TO BE SORTED THIRD Y7 (TOW_TO HIGE>/ HIGH TO LOW
Sakes Lt

FIELD TO BE SORTED FOURTH LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED FIFTH LOW TO HIGH / HIGH TO LOW




Report 3

MATH INSTRUCTIONS

REF.
NO.*

VARIABLE NAME
FOR ANSWER#**

FIRST

NUMBERs¢ + -

SECOND
* - NUMBER=*#*

M1

M2

M3

M4

M5

Mé

M7

M8

M9

M10

M11

*Enter Ref. No. on Report Design Worksheet at point of calculation

**%Maximum of 16 characters

#%*Field name, constant number, or variable name for answer of

previous Math Instruction

SUMMARY MATH INSTRUCTIONS

REF. | VARIABLE NAME
NO.* FOR ANSWER¥* OPERATIOQN % FIELD TO BE COMPUTED#**
SM1 /zge/ YNV Totel Goler

SN2 | pre ol folal Y1774 Lrpler

SM3 | g it folal Talal eler

SM4 /).%/wa‘: Al Total Eolee

SM5 Lo (ocernt= Cloalomer. 77hrme
SM6

M7

*Operations are Count, Average, Total, High, Low

Reports
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CHAPTER SUMMARY

'INL SNA4-2068 (23 Apr 83) to $544-2031-0

A report can have up to six parts:

1. A report preface prints once at the beginning of
the report.

2. A page heading prints after the report preface
and at the top of each subsequent page in the
report, up to the beginning of the report
summary.

3. Record group definitions
— Define the groupings (do not print)

— Can contain group headings and math
calculations

~ Must be used if a record group summary is
used.

4. Record detail prints information and/or performs
calculations from each record.

5. A record group summary prints at the end of each
group.

6. A report summary prints at the end of the report.

A report is an output document which contains
information from all selected records in a file. It
may be grouped to be more meaningful. If it is
grouped, it must:

—  Have record group definition fields that define
the groups.

—  Be sorted so the first sort fields are the same as
the record group definition fields.

A report can have up to three record group definition
fields.

A report can have both math calculations and summary
math instructions. Summary math instructions
calculate: '

—  The total of a math field

— The highest number in a math field

—  The lowest number in a math field

—  The average of a math field,

—  The number of records in a group or report.

Reports 11-59
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Additional funct
are:

-—

The Report Design Worksheet is used in this chapter.

Sort records in order

Select records for merging
Conditional text instructions
Math instructions.

iqf_xs that can be used w.ith: reports o



TNL SN44-2079 (20 August 82) to S544-2031

REPORTS THAT LOOK LIKE LETTERS

If you want to create a letter and use information from
more than one record in that letter, you must create a
report. A report can be made to look like a letter by

typing:

. The first part of the letter as a group heading in the
record group definition

i The information from the records as record detail

. The closing part of the letter as a record group
summary.

(Each group summary must end with a required page end
code so that each new group of records begins on a new

page.)

The IBM Displaywriter System Work Station Procedures
Guide — Reportpack contains additional information about
creating reports that look like letters.

Figure 12-1 shows a report that looks like a letter. The
report parts are marked.

Reports That Look Like Letters 12-1
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pst}

4Record Group Definition,Supervisor#
August 3, 1982

To: ¥Supervisor¥

From: George Alexander

Re: Overdue Appraisals

As you know, each employee should be appraised at least once a year by
his or her manager. The following is a list of employees whose

appraisals are overdue.

Name Date of Last Appraisal

#Record Details
¥First NameV¥ ¥MI¥ ¥last Name¥ ¥App Date¥
#Record Group Summary,Supervisor#

Please handle these meetings as soon as possible. Notify the Personnel
Department of the employee's name, appraisal level, and appraisal date.

August 3, 1982

To: Barbara Wilson

From: George Alexander

Re: Overdue Appraisals

As you know, each employee should be appraised at least once a year by

his or her manager. The following is a list of employees whose
appraisals are overdue.

Name Date of Last Appraisal
Roger T. Norton 79/12/30
Helen K. Morgan 80/07/24
Carol A. Fisher 80/10/15
Marilyn L. Velasco 80/10/30
Maxwell A. Madison 80/11/28
George J. Steiniger 80/12/15
Walter M. Smith 81/01/15
David Y. Clark 81/02/05

Please handle these meetings as soon as possible. Notify the Personnel
Department of the employee's name, appraisal level, and appraisal date.

ALY

Figure 12-1 (Part 1 of 2). Report Designed to Look Like a Letter
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SORT SPECIFICATIONS

You can use the following worksheet

s with

Selection Specifications, Sort Specifications, Math Instructions, and

Math Instructions.

Worksheet: Record
Summary

the Report Design

Figure 12-1 (Part 2 of 2). Report Designed to Look Like

a Letter

Reports That Look Like Letters 12-3
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REVIEW QUESTION

Using the information from the File Design Worksheet
below, complete the Report Design Worksheet on the
following page so that a report that looks like a letter

is sent to every sales representative listing his or her
customers and orders.

FILE DESIGN WORKSHEET

FIELD NUMBER OF
FIELD NAME TYPE* CHARACTERS** COMMENTS

Cstomers M lomne | ehaw) | 22| Lormpumyy. trme
"y, ' g5 4
az; 7 165~
5 gi ! Z /mof fi@a@m@m@a
= ! 5
~ ! 4 (e o, derndact josreor
Fiist Tames | " /0 v
ML " 2 MM/MW
et S e’ " /5
A bttty u A4 | ymolide) puncluation)
Contact TNy | 7atls 2
Contact Say | " 2\ Ay of Last Contactc |
Contrer L4, | " 2z | 77
Sdw ° " b et e
chlr) Koty |20 (6 | fuat onby
Koo A0 “ 4 omtudy pupitibation)
2 Y e

L2 4~

*character field
math field
text field

12-4

*% 1-80 characters

1-17 characters
1-500 characters
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REPORT DESIGN WORKSHEET

Report Preface

Page Heading

Record Group Definition 1 (Field Name)
Headings
Record Group Definition 2 (Field Name)
Headings
Record Group Definition 3 (Field Name)
Headings

Record Detail (what should print from each record)

Record Group Summary 3 (Field Name
Record Group Summary 2 (Field Name)
Record Group Summary 1 (Field Name)

Report Summary

You can use the following worksheets with the Report Design Worksheet: Record
Selection Specifications, Sort Specifications, Math Instructions, and Summary
Math Instructions.

Reports That Look Like Letters 12-5
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REVIEW ANSWER

SORT SPECIFICATIONS

Math Instructions.

You can use the following wor
Selection Specifications, Sort Specifications, Math Instructions, and Summary

ksheets with the Report Design Worksheet: Record

12

6



To: Ms. Jones

From: James Johnson, Sales Manager

Re: 1981 Sales

As we come to the closing quarter of the year, I'd like to give you a
clear picture of your sales in 1981l. The following is a list of your

customer and their orders.

Dareco Supply Co. $10,500.00

Farrington Co. $42,500.00
Tool Setting Co. $32,780.00
City College $67,300,00
Thompson Construction $64,350.00
Clinical Supply $17,450.00

If you have any questions, please call me.

Reports That Look Like Letters
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CHAPTER SUMMARY

. To create a letter that uses information from more
than one record, you must do it as a report.

Reports That Look Like Letters 12-9
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File Lists

A list is a type of report which has fields from all
selected records merged with a shell document to produce
one output document.

SINGLE COLUMN FILE LISTS

To print a list that has a single set of columns, such as
the one in Figure 13-1, you print it ds a report using
only the page heading and record detail instructions.
Because this is simply a report, it can have math
instructions.

A single column file list is created by using a Report

Design Worksheet. This is the same worksheet that you
used in Chapter 11.

File Lists 13-1



Name

Wilson,
Young,

Extension

Frank P. 1839
Name Extension
Acker, Michael F. 3849
Anderson, Peggy L. 4579
Benson, Karen J. 4567
Black, Theresa H. 8493
Boswell, Dorothy P. 3728
Boyle, Lorna A. 2736
Bradley, Richard J. 2734
Burns, Sue R. 2938
Carrigan, Simon E. 3879
Chapman, Lorna J. 8293
Clark, David Y. 8293
Crawford, Ronald G. 5736
Davidson, Jean T. 6483
Fisher, Carol A. 5647
Fisher, Victor P. 7874
Forrest, .Rachel L. 4958
Garcia, Ralph R. 3684
Goodman, Debbie S. 6789
Hunt, Allen K. 8394
Jackson, Thomas W. 2837
Kahn, Cecelia B. 2838
Kelly, Laverne W. 2839
Knight, Roger H. 9087
Kramer, Roger P. 2273
Lambert, -Stanley R. 5483
Lee, Cynthia R. 2837
Lopez, Robert M. 3782
Madison, Maxwell A. 3956
Martin, Jeff D. 3856
Morgan, Helen K. 2583
Nelson, Mavis Y. 8293
Nelson, Patricia H. 5434
Norton, Roger T. 2837
Ostrom, Gerald S. 1726
Ostrom, James R. 3847
Park, Trisha J. 3948
Perkins, Sherry J. 3553
Perry; Tracy S. 2839
Preston, Diane K. 3894
Rogers, Brian K. 7462
Schultz, Lisa G. 5839
Shaw, Pauline F. 5840
Smith, Walter A. 5938
Smith, Walter M. 3874
Steiniger, George J. 8379
Swanson, Simon E. 5849
Tweeden, Nancy W. 8293
Velasco, Marilyn L. 4958
Velasco, Michael L. 2748
White, Barbara N. 5394
White, Jack E. 3868
Wilson, Barbara J. 2647

Figure 13-1. Single Column List
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MULTI-COLUMN FILE LISTS

A multi-column file list can be printed with two to eight
sets of columns of information with headings at the top of
each set of columns. The list shown in Figure 13-2 has two
sets of columns.

A Multi-Column File List Worksheet is used to design a
multi-column list. On the worksheet, you need to indicate

the:

L number of sets of columns

4 width of each set of columns
. headings

®

fields to be used

You'll learn more in this chapter about how to set up
multi-column file lists.
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Name Extension Name Extension

Acker, Michael F. 3849 Nelson, Patricia H. 5434

Anderson, Peggy L. 4579 Norton, Roger T. 2837
Benson, Karen J. 4567 Ostrom, Gerald S. 1726
Black, Theresa H. 8493 Ostrom, James R. 3847
Boswell, Dorothy P. 3728 Park, Trisha J. 3948
Boyle, Lorna A. 2736 Perkins, Sherry J. 3553
Bradley, Richard J. 2734 Perry; Tracy S. 2839
Burns, Sue R. 2938 Preston, Diane K. 3894
Carrigan, Simon E. 3879 Rogers, Brian K. 7462
Chapman, Lorna J. 8293 Schultz, Lisa G. 5839
Clark, David Y. 8293 Shaw, Pauline F. 5840
Crawford, Ronald G. 5736 Smith, Walter A. 5938
Davidson, Jean T. 6483 Smith, Walter M. 3874
Fisher, Carol A. 5647 Steiniger, George J. 8379
Fisher, Victor P. 7874 Swanson, Simen E. 5849
Forrest, Rachel L. 4958 Tweeden, Nancy W. 8293
Garcia, Ralph R. 3684 Velasco, Marilyn L. 4958
Goodman, Debbie S. 6789 Velasco, Michael L. 2748
Hunt, Allen K. 8394 White, Barbara N. 5394
Jackson, Thomas W. 2837 White, Jack E. 3868
Kahn, Cecelia B. 2838 Wilson, Barbara J. 2647
Kelly, Laverne W. 2839 Wilson, Frank P. 1839
Knight, Roger H. 9087 Young, Gloria F. 3847
Kramer, Roger P. 2273

Lambert, Stanley R. 5483

Lee, Cynthia R. 2837

Lopez, Robert M. 3782

Madison, Maxwell A. 3956

Martin, Jeff D. 3856

Morgan, Helen K. 2583

Nelson, Mavis Y. 8293

Figure 13-2 (Part 1 of 2). Sample Multi-Column File Name and Address List
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MULTI-COLUMN FILE LIST WORKSHEET

1. Number of Sets of Columns (2-8) [2] 2
2. Column Width of Each Set (3-284) (40] @
3. Column Headings

Fame Elenaeor
4. Field Names

Note: Numbers in parentheses following each item are range of choices. The number

g

/

§

4
¢

VML Ltlormaion

in brackets following each item is the system default.

You can also use the following worksheets with this worksheet:

.

Record Selection Specifications
Sort Specifications

SORT SPECIFICATIONS

FIELD NAME KIND OF SORT

FIELD TO BE SORTED FIRST | £ 04 370mme (Tow To HIGD)/ HIGH TO LOW
FIELD TO BE SORTED SECOND| 7, # 27, .. -/ HIGH TO LOW
FIELD TO BE SORTED THIRD | /37 7~ / HIGH TO LOW
FIELD TO BE SORTED FOURTH LOW TO HIGH / HIGH TO LOW
FIELD TO BE SORTED FIFTH LOW TO HIGH / HIGH TO LOW

Figure 13-2 (Part 2 of 2). Sample Multi-Column File Name and Address List

File Lists
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Determining Column Width

13-6

To create a multi-column file list, you need to determine
the number of sets of columns you want and the width of
each set of columns. The width of a set of columns is the
total amount of space necessary to print the fields from
one record plus the amount of white space you want between
set of columns. Figure 13-3 shows what we mean by the
width of a set of columns (we'll call it column width).

To determine how wide a set of columns should be, add:

1. the maximum field length for each field that will be
printed

2. the amount of space you want between the fields

3. the amount of space you want between the sets of
columns

Note: You specify the column width for only one set of
columns because the system automatically repeats that
information for the other columns.



Colecrnre /

Nane Extension Name Extension

Acker, Michael F. 3849 Nelson, Patricia H. 5434

Anderson, Peggy L. 4579 Norton, Roger T. 2837

Benson, Karen J. 4567 Ostrom, Gerald S. 1726

Black, Theresa H. 8493 Ostrom, James R. 3847

Boswell, Dorothy P. 3728 Park, Trisha J. 3948

Boyle, Lorna A. 2736 Perkins, Sherry J. 3553

Bradley, Richard J. 2734 Perry, Tracy S. 2839

Burns, Sue R. 2938 Preston, Diane K. 3894

Carrigan, Simon E. 3879 Rogers, Brian K. 7462

Chapman, Lorna J. 8293 Schultz, Lisa G. 5839

Clark, David Y. 8293 Shaw, Pauline F. 5840

Crawford, Ronald G. 5736 Smith, Walter A. 5938

Davidson, Jean T. 6483 Smith, Walter M. 3874

Fisher, Carol A. 5647 Steiniger, George J. 8379

Fisher, Victor P. 7874 Swanson, Simon E. 5849

Forrest, Rachel L. 4958 Tweeden, Nancy W. 8293

Garcia, Ralph R. 3684 Velasco, Marilyn L. 4958

Goodman, Debbie S. 6789 Velasco, Michael L. 2748

Hunt, Allen K. 8394 White, Barbara N. 5394

Jackson, Thomas W. 2837 White, "Jack E. 3868

Kahn, Cecelia B. 2838 Wilson, Barbara J. 2647

Kelly, Laverne W. 2839 Wilson, Frank P. 1839

Knight, Roger H. 9087 Young, Gloria F. 3847

Kramer, Roger P. 2273 | |
Lambert, Stanley R. 5483 : |
Lee, Cynthia R. 2837 i |
Lopez, Robert M. 3782 !
Madison, Maxwell A. 3956 |
Martin, Jeff D. 3856 |
Morgan, Helen K. 2583 | |
INelson, Mavis Y. 8293 i
[ |
| ]
| |
| |
- ——— N -~

Figure 13-3. Multi-Column File List With Column Width Marked

File Lists
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ADDITIONAL FUNCTIONS YOU CAN USE WITH LISTS

13-8

You can use any function with a single column file list
that you would use with a report. See the "Additional
Functions'" in Chapter 11.

You can use several of the functions already discussed
with multi-column file lists. You can:

o sort the records
. select the records
. use conditional text instructions

Any conditional text used in a multi-column file list
must be no longer than one line.

You cannot use math calculations or text fields in a
multi-column file list.
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REVIEW QUESTION

Using the file information from the File Design Worksheet
shown below, fill out the Multi-Column List Worksheet on
the next page so that a three-column customer name and
address list is printed. There are no column headings.

FILE DESIGN WORKSHEET

FIELD NUMBER OF .

FIELD NAME TYPE* CHARACTERS*¥* COMMENTS
stones / omes | ehaw | 22 /’W Sme
D dhsea’ u d5~
Ot / /5
s¢ ’ 2 | Siheiaiti abbreciating |
S ! 5~
~ § 4 (e of, tortact poeran
st Tpmes | " /0 v
ML " 2 | unclude) pumclialior)
At Slame | " /5 | d
Al ttle u A4 nobide) punctuationw
Contact TNy | 7t 2
Contact Oay | " 2\ duy of Last Contacts
Contanet L4, | " A A
e ° " 4 W
chtre Koty |1ho (6" | st 7ume only
/@i@ dag(y " 64 neludy) pume :
hd, " 4 abbrcoalion

*character field i

math field
text field

13-10
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MULTI-COLUMN FILE LIST WORKSHEET

1. Number of Sets of Columns (2-8) [2]

2. Column Width of Each Set (3-284) [40]

3. Column Headings

4. Field Names

Note: Numbers in parentheses following each item are range of choices. The number
in brackets following each item is the system default.

You can also use the following worksheets with this worksheet:

Record Selection Specifications

. Sort Specifications

File Lists 13-11



REVIEW ANSWERS

MULTI-COLUMN FILE LIST WORKSHEET

1. Number of Sets of Columns (2-8) [2] =)
2. Column Width of Each Set (3-284) [40] “(0 (ow st/

P age-)

3. Column Headings

— 20?2 ——

4. Field Names

V- Tl A- V- Fnal Hlame - MI V- Lol Hame - +4%
LMt o 10 erpily |, V- S ML Y+

Y CsZomarn Hame ¥

V-Aololr2as V-

YLkt STV A Zoi

Note: Numbers in parentheses following each item are range of choices. The number
in brackets following each item is the system default.

You can also use the following worksheets with this worksheet:

* Record Selection Specifications
. Sort Specifications

13-12



CHAPTER SUMMARY
. A single column file list is done as a report.

o A multi-column file list can have two to eight sets of
columns with headings.

. Column width is calculated by adding:
—~  the field widths
—  the space between the fields

—  the space between the columns

. Additional functions that can be used with
multi-column lists include:

—  sorting records
— selecting records

— using conditional text (no longer than one line)

File Lists 13-13
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Evaluating And Correcting File Problems

Once you have read this guide, you can begin to design and
use your own files. Not everything may work right the
first time. This chapter is designed to help you identify
and correct any problems.

DO A DESIGN CHECK FIRST

To test your file design, create a small file of
approximately 20 representative records. Then, create all
the shell documents that you will use and merge these with
the 20-record file. Often this procedure will help you’
identify any design problems before you expend a lot of
time and effort creating a large file.

HOW YOU CAN DETERMINE THE CAUSE OF A PROBLEM
If you have problems, go through the following procedure.

1. 1Is the file designed correctly? Are the field types
correct? Did you include all the necessary fields?
Are there any of the problem fields identified in
Chapter 3? If the file was designed correctly, go to
the next area.

2.. Look at the shell document you created. Are there any
error messages? If there are, the IBM Displaywriter
System Prompts and Messages Guide — Textpack
4 /Reportpack indicates when a message might occur and
actions you can take. In addition, if you specify
that the system continue processing the job even if
it finds an error (Cancel on Error = No), the error
message will print at the point where the error
occurred.

3. Review the worksheets and determine whether you
filled them out correctly.

4. TFinally, review what was typed to assure yourself
that the worksheets were correctly transferred to the
IBM Displaywriter. Stored setups are particularly
helpful here because you can check exactly what was
typed. ‘ '

After you've checked all the potential problem areas,

rerun the application. If problems still exist, call
your IBM Marketing Support Representative.

Evaluating and Correcting File Problems 14-1
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Blank Worksheets

This appendix contains blank worksheets for your use.
Make copies, as you need them, to use as you design your
files and your output documents.

Blank Worksheets A-1



FILE DESIGN WORKSHEET

FIELD NAME

FIELD
TYPE*

NUMBER OF
CHARACTERS**

COMMENTS

“*character field
math field
text field

*% 1-80 characters
1-17 characters
1-500 characters




MATH FORMATS WORKSHEET

ITEM FORMAT 1 FORMAT 2 FORMAT 3 FORMAT 4

Character for

Decimal comma comma comma
colon colon colon colon

Character for period period period

Thousands

Separator req. space req. space req. space
none none none

Number of 0-15 0-15 0-15

Characters to o

Right of Decimal g1

Rounding Rule

1 5¢;m6¥§fi

1-5¢,
1-9¢ 1-94 1-3¢
1-91 1-97 1-91
none none none none
Text (any eight characters)
Preceding
Positive Number _ _
or Zero nn text $ no text noteXs
Following
Positive Number o v
or Zero ‘no-text 1o Lext no. text
Preceding
Negative Number =’ (minus) -8 « (minus) = (minus)
Following »
Negative Number no text

Your Notes

Example of
This Format+®

25

This Format
Used For

*Example uses the positive number 25

**Add $ in text

***Grade Point Average

Blank Worksheets
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A-4

MATH INSTRUCTIONS

REF.
NO.*

VARIABLE NAME
FOR ANSWER®**

FIRST

NUMBER# + -

K
ity

SECOND
NUMBER-#>

M1

M2

M3

M4

M5

Mé

M7

M8

M9

M10

M11

*Enter Ref. No. on Report Design Worksheet at point of calculation
**Maximum of 16 characters
***Field name, constant number, or variable name for answer of

previous Math Instruction

SUMMARY MATH INSTRUCTIONS

REF.
NO.*

VARIABLE NAME
FOR ANSWER**

OPERATION##%*

FIELD TO BE COMPUTED¥**

SM1

SM2

SM3

SM4

SM5

SMé

SM7

**%**0perations are Count, Average, Total, High, Low




MULTI-COLUMN FILE LIST WORKSHEET

1. Number of Sets of Columns (2-8) [2]

2. Column Width of Each Set (3-284) [40]

3. Column Headings

4. Field Names

Note: Numbers in parentheses following each item are range of choices. The number
in brackets following each item is the system default.

You can also use the following worksheets with this worksheet:

. Record Selection Specifications

. Sort Specifications

Blank Worksheets A-5
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REPORT DESIGN WORKSHEET

Report Preface

Page Heading

Record Group Definition 1 (Field Name)
Headings
Record Group Definition 2 (Field Name)
Headings
Record Group Definition 3 (Field Name)
Headings

Record Detail (what should print from each record)

Record Group Summary 3 (Field Name
Record Group Summary 2 (Field Name)
Record Group Summary 1 (Field Name)

Report Summary

You can use the following worksheets with the Report Design Worksheet: Record
Selection Specifications, Sort Specifications, Math Instructions, and Summary
Math Instructions.




RECORD SELECTION SPECIFICATIONS

SELECTION
LINE FIELD

SELECTION CRITERIA

SORT SPECIFICATIONS

FIELD NAME

KIND OF SORT

FIELD TO BE SORTED FIRST

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED SECOND

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED THIRD

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED FOURTH

LOW TO HIGH / HIGH TO LOW

FIELD TO BE SORTED FIFTH

LOW TO HIGH / HIGH TO LOW

Blank Worksheets
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TNL SN44-2068 (23 Apr 83) to S544-2031-0

Character Sort Chart

The sort chart on the following page shows the sorting
order the system uses to put records in alphabetic or
numeric order. The default is low-to-high, so a space
is the first character and a nine is the last. A
high-to-low sort is done in the opposite order.

Upper and lower case alphabetic characters are sorted as
though they were the same character. The capitalized
version is sorted before the lower case version only if
it was typed in the file first.

A Required Space (SP), a Syllable Hyphen (SHY), and an
Apostrophe (') are ignored during a sort.

This sort order chart is for all of the languages
available with the system.

Character Sort Chart B-1
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SP
NSP

ct
9]

v —=—— Nt R FHEKOTD S R

= e |l o3e|

VoA @SS

-
b4

—- W an__cv-—n,-/\\\; /\\

[o

Space

6 Unit Space
Cent Sign
Period

Open Parenthesis
Minus/Hyphen
Ampersand

Spanish Exclamation Mark

Exclamation Mark
Florin, Guilder
Pound Sterling
Peseta

Dollar

Yen

Int. Currency
Plus/Minus
Asterisk

Close Parenthesis
Semicolon

Plus
Slash/Division
Reverse Slash
Division Sign
Split Vertical
Logical OR

Comma

Underscore
Percent

Double Underscore
Spanish Question Mark
Question Mark
Colon

Number Sign

At Sign

Less Than

Equal To

Logical NOT
Greater Than
Quotation Mark
Opening Quote
Closing Quote
Opening Brace
Opening Bracket
Closing Brace
Closing Bracket
Degree

Section Sign
Paragraph Sign

or A
or B
or C

NG X E< et QT OB B = NG H D00 HhO A

O OOV HE wW DN H X INRO

V<> v | 7\

or
or
or
or
or
or
or
or
or
or
or
or
or
or
or
or
or
or
or
or
or
or
or

NMME<<dH NI O"WOoOZRIHERGHITDQEEED

NUMERICS

Zero

One Quarter

One Half

Three Quarters
One

Two

Two Superscript
Three

Three Superscript
Four

Five

Six

Seven

Eight

Nine

ACCENT MARKS
Overdot
Acute
Grave
Overbar
Cedilla
Circumflex
Caron
Tilde
Diaeresis
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CONVERSION RULES

Converting Text Into Records

You must provide some conversion information for the
system before converting the text. This information can
be divided into four parts.

1.

You must specify at least one record separator
character that marks the end of each record (a
required carrier return, for example), and you can
specify two different record separator characters.

When the system finds a record separator character
while it is reading text during a conversion process,
it ends the record at that point and begins a new
record.

Unless you specify otherwise, the system assumes that
any required carrier return is a record separator
character.

You must specify at least one field separator
character that marks the end of each field (such as a
tab), and you can specify two different field
separator characters.

The system reads the text until it finds a field
separator. Then it places all the information up to
that point in the first field of the record after the
Displaywriter Record ID. The system continues
reading the text until it finds another field
separator character. It places all the text located
between the end of the first field and the field
separator in the second field, and so on, until the
system finds another record separator character.

There are two additional considerations in specifying
the field separators:

a. The two characters that you use for field
separators cannot be used within a field, because
the system reads them as field separators and
assumes that they mark the end of that field.

b. Neither of the two characters used for the field

separators can be the same as either of the two
characters used for record separators.
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Unless you specify otherwise, the system assumes that
the two field separators are a tab and an index
return. (Those are the field separators on an IBM
Office System 6.)

You can specify a comment begin character. The
comment begin character marks the beginning of
information to be treated as a comment and not to be
converted as a file field. If, for example, you are
converting a table that was typed as text, you want
the entries in the table to be converted into file
fields. However, you do not want the table headings
to be a part of the file. To prevent this, you would
indicate that the table headings are a comment.

The comment begin character must always be at the
beginning of a document or following a record
separator. The system reads all information as a
comment from the comment begin character up to, and
including, one of the following characters:

. carrier return

. required carrier return
index return

zero index return

page end

required page end

line format change

return to master line format

® o o o o

Immediately following the comment text, either a new
comment may begin (if another comment begin character
is found) or the first field is started. If a comment
begin character is anywhere other than at the
beginning of the text in the source document or
immediately following a record separator character,
the system treats it as a regular character.

Unless you specify otherwise, the system assumes that
the comment begin character is a required space.

You can specify whether the first field in each source
record is to be used in the Displaywriter file. For
records developed on the IBM Office System 6, for
example, the first field is a Record ID field.
Because the Displaywriter assigns its own Record IDs,
the Record ID from the original file is not needed.
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CONVERSION CONSIDERATIONS

The text must meet certain requirements before it can be
converted into a file. The characters used for
separating the text into fields and records must be
consistent. If your field separators are tabs and index
returns, for example, each field in the text must be
separated by them, and no other character.

Common Conversion Problems

Look at the text to determine if there are any characters
that violate the file's field descriptions. These two
problems are common:

1. A word underline character can only be placed in a
text field. It cannot be used in a math or character
field.

2. Only numbers, a decimal point, and a plus or minus
sign can be used in a math field. If the number text
has a $§, slashes (81/10/05, for example), or commas
separating the thousands, they must be deleted before
conversion, or the destination field must be
identified as a character field.

Notice how the text information is arranged. If you
convert the named-variable list in Figure C-1, the title,
first name, and last name are placed in one field. The
city, state, and zip code are also placed in one field.
You will need to edit the text before converting it if it
does not match your file design.

In addition, other considerations related to specific

types of text documents are discussed in the following
section.
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Converting Named-variable Lists

If the text is a named-variable list, such as the one in
Figure C-1, the same variables must appear in every list,
and each variable must always be in the same order. If
you specify ¥ as a field separator and instruct the system
accordingly, the system ignores the variable names during
the conversion process. It simply reads the variable
values into the records in the same order the values
appear in the list.

If variables are missing from a list, or are not always in
the same order, the records will not convert properly.

¥todays date¥August 18, 1981
¥name¥Mrs. Renee Taylor

¥inside address¥1876 Salem Avenue
Austin, Texas 78734

¥eredit 1imit¥1,000.00
¥signature¥P. A. Payne

Rec ID date name

inside address

credit limit signature

1 August 18, 1981 Mrs. Renee Taylor

1876 Salem Avenue
Austin, Texas 78734
1000.00 P. A. Payne

Figure C-1. Named-variable List and File Entries
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Converting Switch-code Lists

If the text is a switch-code list such as the one in
Figure C-2, each group of values that is to be a record
must end with a unique control character that does not
appear elsewhere in the group of variables. You may have
to edit the list before conversion and add a control
character, such as a carrier return, to mark the end of
each record. ' '

August 18, 1981Mrs. Renee Taylor 1876 Salem Avenue

Austin Texas 7873411,000.00P. A. PayneAugust 18, 1981Mr. Douglas
Kylel200 Blair Road

Austin, Texas 7877Mr. Kyle750.00P. A. PayneAugust 20, 1981Mrs. K. S.
Meyers1980 lLonsdale CircleSt. Louis, Texas 78759Mrs. Meyers2,000.00L. R.

Penny

Rec ID date name

inside address

credit limit signature

1 August 18, 1981 Mrs. Renee Taylor

1876 Salem Avenue
Austin, Texas 78734
1000.00 P. A. Payne

Figure C-2. Switch Code List and File Entries
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Converting Text Tables

If the text is a table, such as the one in Figure C-3, the
entries on each line must be separated by a tab so that
each entry is in a separate field. Each line must be
ended by the same character, such as a carrier return or
required carrier return, if each line is to be a record.

Current 1980 1979 1978
695,441 719,343 653,948 602,344
200,756 453,971 163,487 154,773
150,442 512,111 131,162 129,761
879,881 398,356 723,325 482,609
Rec ID Current For 1980 For 1979 For 1978

1 695441 719343 653948 602344

2 200756 453971 163487 154773

3 150442 512111 131162 129761

4 879881 398356 732325 482609

Note: Commas were deleted prior to conversion and the table heads
were dropped during the coversion. The field names were assigned
when the file description was created.

Figure C-3. Text Table Converted to File Entries

Converting the Text to a File

C-6

Once the text in the source document is ready, you can
convert it into a file. To convert a document, you must
have a source document, a destination file with field
descriptions, and an error document.

The error document stores any text that could not be
successfully converted from the source document into the
destination file. You can look at the information in the
error document after completing the conversion process



and correct any problems. After the problems are
corrected, you can convert the text from the error
document into a file.
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The following terms are defined as they
are used in this book. For other items,
refer to the IBM Data Processing
Glossary, GC20-1699. All terms marked
with an asterisk (*) are from the
American National Dictionary for
Information Processing.

IBM is grateful to the American
National Standards Institute (ANSI)
for permission to reprint its
definitions from the American National
Dictionary for Information Processing
(Copyright (c) 1975 by the American
National Standards Institute, Inc.),
which was prepared by Subcommittee X3K5
on Terminology and Glossary of American
National Standards Committee X3.

/. A symbol marking the beginning
and end of an instruction, such as a
math instruction, in a shell document.

V. A symbol marking the beginning
and end of a variable in a shell
document. If the variable is followed
by a number, the number is the number
of the math format to be used.

carrier return. The function of
moving the printer element to the left
margin of the next line.

character. A letter, digit, or other
symbol used as part of the
organization, control, or
representation of data.

character field. A type of file field
that can contain either alphabetic or
numeric characters.
complete record. A record with all
fields filled in.

conditional text. Text that is
printed based on the existence or
non-existence of an entry in a field.
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control character. A non-printing,
word processing character, such as a
tab or carrier return, used to format
text.

count. The function of counting the
number of records meeting a set of
selection criteria.

default. A value, attribute, or
option that is preassigned and assumed
by a system when no other has been
specified by the operator.

delete. The function of erasing a
record or records.

destination file. During the
duplication of a file, it is the file
that records are copied to.

diskette. A thin, flexible, magnetic
disk and its semirigid, protective
jacket, in which the diskette is
permanently enclosed. It provides
reusable storage of documents that can
be used and updated.

document. A collection of one or
more lines of text that can be named
and stored as a separate entity.

duplicate. To copy information from
a location, leaving the information at
that location unchanged, and to move
the copy to another location.

field. One piece of information in a
record; for example, the first name of
a person. A record is made up of
fields.

field name. An operator-assigned
name for a field in a file.
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field type. A definition of a field
based on the type of characters that
can be typed into the field. Can be
character, math, or text.

file. A collection of related
information. For example, a personnel
file may consist of the information
found in personnel folders.

format. A set of specific conditions
that determine the final position of
text on a page.

function keys. Special keys that do
not produce characters for printing
when they are used, but allow the
operator to give instructions to the
system for additional functions.

group. A subdivision of records
within a report. All records in a
group must have the same value in a
specified field.

header. Constant text formatted to
be in the top margin of one or more

pages.

highlight. The process of
emphasizing an area on the display by
brightening the area and reversing the
color of any characters within the
area.

include instruction. An instruction
used in a text field to retrieve and
print text typed in a text document
when the field is printed.

index. On a diskette, a list of
document names and comments. A
diskette index can be viewed or
printed.

licensed program. Software program
which remains the property of the
manufacturer, for which customers pay
a license fee.

linking field. In a file containing
both complete and partial records, it

is a field used in both types of
records to link them during output.

math field. A type of field that can
contain only numbers, a decimal point,
and a plus or minus sign.

math instruction. A type of
instruction used to peform math
calculations during output.

maximum field length. The
system-defined limit on the number of
character that can be typed into each
field type.

menu. Choices listed on the display
that can be selected by an operator.

merge file/report. The ability to
combine fields from all selected
output records with a shell document
to produce one output document.

merge file/text. The ability to
merge file information into a shell
document; may be either merge
file/report or merge record/text.

merge record/text. The ability to
combine fields from a single record
with a shell document to produce one
output document per record.

message. A message issued by the
system because of a condition that
requires an operator response.

pagination. The process of adjusting
text to fit within margins and/or page
boundaries.

prompt. Information that appears on
the display to alert the operator to a
specific condition or action needed.

record. A collection of related
data or words, that make up one entry
in a file. For example, a record can
contain all the information about one
person, one project, or one
department.



repetitive letter. A personalized form
letter created by merging a record with
a shell document. When the shell
document is merged with the file, one
letter is produced for each selected
record.

report. A type of file output that
compiles information from all selected
records into one final document. It is
created by merging a file with a shell
document.

revision. The process of changing the
text and/or format of a document.

running total. Use of an answer
variable to compile the total of the
answers to a math calculation performed
on a series of records.

scale line. A line on the display
showing margins, tabs, and character
positions.

segment. To move the display image
horizontally to bring into view
information that is to the left or
right of the display's boundaries.

select. The ability to choose only
certain records based on field values.

shell document. A standardized
document containing codes that allow
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file information to be merged with the
shell to produce final documents.

skip to line instruction. An
instruction that causes information to
print on a specified line number during
merge file/text.

sort. The ability to arrange records
sequentially according to field
values.

source file. During the duplication
of a file, it is the file that the
records are being copied from.

subtitle. A secondary or explanatory
title that follows a name, such as Jr.
or III.

text field. A type of field that can
contain alphabetic and numeric
characters, as well as formatting
control characters.

title. A descriptive name that
precedes a persons's name, such as Mr.
or Miss.

variable. Information (such as name,

date, time) that can be inserted within
a standardized document.
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adding records
from another file 4&4-7
from computer 4-6
from text 4-6
typed 4-4
address fields 3-7
alphabetic characters
use in fields 2-13, 4-4
with numbers 2-13, 3-11
AND 6-3
answer variable 8-1

calculation

answer variable 8-2

constant number 8-2

first number 8-1

second number 8-1

sign 8-2
chapter exercises (how to use) 1-2
character field 2-13
character sort chart B-1
column

single set of 13-1

multiple sets of 13-3
column width 13-6
combined fields 3-13
comment begin characters C-2
comparison criteria 6-2
complete records 3-14
conditional text

defined 5-7

in repetitive text 10-2
constant number 8-2
conversion of

named variable list C-4

switch code list C-5
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text tables C-6
conversion

problems C-3

rules C-1
counting records 4-9

dates
printing fields 3-8
sorting
by month, day 3-9
by year, month, day 3-8
deleting records 4-9
design check 14-1
detail (record)
defined 11-1
omitted 11-22
used 11-4
duplicating records
to an existing file 4-7
to a new file 4-7

field (defined) 2-1
field name 2-11
field order 4-3
field separator C-1
field type

defined 2-12

character 2-13

math 2-13

revising 2-15

text 2-14
fields, determining 3-4
file

defined 2-1

maximum size 2-10
file description 4-1
File Design Worksheet 3-2, A-2

Index X-5
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file output
defined 2-3
types
with merge 5-4
without merge 5-1
file setups 9-5
first number 8-1
formats, math 9-1

group definition (see record group
definition)

group summary (see record group
summary)

information management 3-1
ignore character 6-8
ignore rest (of field) 6-9

key field 3-15
keyword field (see combined field)

letters
repetitive 10-2
that are reports 12-1
list
multi-column
defined 2-8
used 13-3
single column 13-1
logical criteria 6-3

X-6

math calculation (also see calculation)

more than one §-3
placement in a shell 8-6
running total 8-8
single 8-1

math field type 2-13

math formats 9-1

Math Formats Worksheet 9-2,

math instructions 8-1

Math Instructions Worksheet

math, summary 11-7

maximum field length
character field 2-13
defined 2-12

math 2-13
revising 2-15
text 2-14

merge file/text 5-4

multi-column file list
defined 2-8, 13-3
determining column width
worksheet 13-5, A-5

name fields 3-6
named variable list C-4
numbers

use in fields 2-13

with alphabetic characters

OR 6-3
output sample documents 3-4

A-3

8-1, A-4

13-6

3-11



page heading

defined 11-1

used 11-14
partial records 3-14
preface

defined 11-1

used 11-18

record (defined) 2-1
record detail
defined 11-1
omitted 11-22
used 11-4
record group definition
defined 11-1
used 11-6
using more than one
record group summary
defined 11-1
used 11-7
Record ID 4-3
Record Selection Specifications 6-1
record separator (-1
repetitive letters
defined 2-3
used 10-1
report
building one 11-4
defined 2-6
look like letters 12-1
more than one group 11-26
parts
page heading 11-1, 11-14
record detail 11-1, 11-22
record group definition
11-1, 11-6

11-26

record group summary 11-1, 11-7

report preface 11-1, 11-18

report summary 11-1, 11-14
Report Design Worksheet 11-4, A-6

revising field type and length 2-15
running total 8-8
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second number 8-1
select
comparison criteria 6-4
defined 2-1
used 6-1
using ignore 6-8
Selection Specifications 6-1
setups 9-5
shell document
defined 2-3
creating 5-5
repetitive letter 10-1
report 11-1
single column file list 13-1
skip to line 5-10

sort
chart B-1
defined 2-3
used 7-1

Sort Specifications 7-1
stored file setups 9-5
subtitle field 3-7

summary
record group 11-1, 11-7
report 11-1, 11-14

summary math instructions 11-7

Summary Math Instructions Worksheet
11-11, A-4

switch code lists C-5

text field 2-14
text tables C-6
title field 3-7
typed records 4-4

variable name for answer 8-1
variable sign 5-5

Index
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how to use 1-2
Math Formats 9-2, A-3
Math Instructions 8-2, A-4

w Multi-Column File List 13-3, A-5
Record Selection Specifications
6-1, A-7
Report Design 11-4, A-6
Worksheets Sort Specifications 7-1, A-7
File Design 3-2, A-2 Summary Math Instructions 11-11, A-4
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