
























































































































































































































































































































































































































































































































































































































































































































































































































































































































Copy Average I nto Total 

MENU BYPASS 

3-164 Reference Guide 

Note: When performing math calculations, the 
system maintains a number that is precise to 15 
digits. The precise number will be displayed as 
the constant when this ITEM is selected. 

Choose this ITEM Yes to copy the average that is 
displayed in the MATH REQUESTS menu into the total 
for further math calculations or functions. 

Menu Bypass allows you to skip the menus and the 
ITEMS you would normally choose to get to the menu 
you need to perform a task or to make a selection. 

To initiate Menu Bypass press MENU BYPASS (CODE + 
GO TO) key. The prompt Type Abbreviation; Press 
ENTER. will display. You can then type the 
abbreviation of the menu or function you want to 
perform. 

For example, if you are creating or revising a 
document and are in the typing area of the 
document, you could use Menu Bypass to get you to 
the menu that would allow you'to duplicate a 
document. 

To do this, you would: 

1. Press MENU BYPASS (CODE + GO TO). 

2. Type "dupdoc" and press ENTER. 

The system will end the document, load the 
Work Diskette Tasks, and display the 
DUPLICATE DOCUMENT menu. 

You can now make the necessary choices in 
the menu. 

You have skipped the normal sequence of menus to 
reach the menu that allows y,ou to perform the task 
of duplicating a document. 
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You can also use Menu Bypass to put instructions in 
text, such as Begin Keep, that you would normally 
choose from the INSTRUCTIONS menu. 

To do this: 

1. Press MENU BYPASS (CODE + GO TO). 

2. Type begkeep (the abbreviation for Begin Keep) 
and pres sENTER. 

The Begin Keep instruction is placed in 
text. 

When Menu Bypass Is Not Allowed 

The system does not recognize all the abbreviations 
at all times. When you type an abbreviation that is 
not allowed, the system wiil display the message 
(abbreviation) not allowed at this time. 

For example, if you typed the abbreviation for a 
line format change and the cursor was not at the 
left margin, the message would display. 

In most instances, if you can get to the desired 
menu by using the normal menu flow, you can bypass 
the menu(s) by typing the abbreviation for the menu 
you want. 

Note: Menu Bypass cannot be used: 

• When the TASK SELECTION menu is displayed. 

• When the TEXTPACK PROGRAM DISKETTE TASKS menu 
is displayed. 

• When the PROGRAM DISKETTE TASKS menu is 
displayed. 

• To acces s the ITEMS in the PROGRAM DISKETTE 
TASKS menu. 

• To access Feature Diskette Tasks. 

To Create Or Revise A Document Using Menu Bypass 

I f you have only one work diskette loaded, the 
system assumes the loaded diskette is the one you 
want to use, and you will not be asked for the 
diskette name. 

Quick Reference 3-165 
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You can create or revise a document when the menus 
for other tasks (Work Diskette Tasks, Spelling 
Tasks, or Program Diskette Tasks) are displayed. 
For example, if you are in Work Diskette Tasks 
because you just initialized a work diskette, and 
you want to create a letter called Jones Letter, 
you would: 

1. Press MENU BYPASS (CODE + GO TO). 

2. Type "create Jones Letter" and press ENTER. 

The system will load the Typing Tasks and 
go directly to the CREATE OR REVISE 
DOCUMENT menu of the document. 

If you have two diskettes loaded in a Dual Diskette 
Unit, the system will ask you the name of the work 
diskette you want to use. You can bypass the prompt 
for the diskette name by typing "create (document 
name).1..work" and the system will go directly to the 
Typing Frame. 

Tc t:rye the separator charact~r (.1..) beLween the 
document name and the diskette name, press CODE + 
M. Only the separator character should be between 
the document name and the diskette name. 

For example, to create a document called "Jones 
Letter" on a diskette named "work" when two work 
diskettes are loaded: 

1. Press MENU BYPASS (CODE + GO TO ). 

2. On the same line, do the following: 

Type "create Jones Letter" 
Press .1.. (CODE + M) 
Type "work" 
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The names of the menus, the functions that can be 
performed using Menu Bypass, and their 
abbreviations are listed in the Menu Section. The 
abbreviations are also listed on the Menu Bypass 
Abbreviation Card. 

Changing the Short Form of a Menu Abbreviation 

MERGE FILE/TEXT TASK 

Repetitive Letters 

See "CHANGE MENU ABBREVIATIONS" in this section of 
the Operator Reference Guide. 

Merge File/Text is used to create output documents 
by merging constant information in a text shell 
document with a file. The merged documents can then 
be stored, printed, or both. 

The two major types of Merge File/Text document 
are: 

Repetitive Letters 

• Mass mail letters 
• Forms 

File Listings or Reports 

• 
• 
• 

Reports 
Listings 
Multi-column Listings 

Repetitive letters are created by merging a text 
shell document with variables from a single record 
in a file, to form one output document. The same 
shell document is then merged with the variables 
from a different record to create a second 
document. This process is repeated, creating an 
output document (letter) for each qualifying record 
in the file. 

Quick Reference 3-167 
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Typing variable names 

3-168 Reference Guide 

Creating the Shell Document 

The Shell Document is the form letter with 
variables (file field names) inserted in the text 
at the places where variable text, from the file 
fields, is to be inserted. A shell document can 
have any number of pages. 

Print the Shell Document after you have created it, 
to check the placement of the variables. 

1. Choose Typing Tasks in the TASK SELECTION menu. 

2. Create the Shell Document as follows: 

1. In the typing screen, change Display Codes to 
yes. (See "SCREEN FaRHAT KEY" in this 
section. ) 

2. In the typing area, when you reach the place in 
text where you want a variable inserted, press 
the VARIABL key (CODE + ;). 

The system will prompt Type variable name; 
press ENTER. 

3. Type the name of the File Field that contains 
the variable information, exactly as it appears 
in the File Description (for example, DATE). 

If the variable is an answer to a Hath 
calculation, type the Answer Variable name. 

Note: An alternate method of 
variables is from the VARIABLE menu. 
method if you prefer, or if the 
requires an Output Format: 

entering 
Use this 
variable 

When the prompt Type variable name; press 
ENTER. appears on the display: 

a. Press ENTER without typing the variable 
name (The VARIABLE menu will appear). 

b. Choose Variable Name in the VARIABLE menu, 
and type the variable name. 

c. Choose Output Format, and type a Format 
Code 1-4, if necessary, to choose one of 
the four Hath Formats specified on the 
program diskette. 
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The format number will display next to the 
variable name in the shell (for example 
~Amount, 2*7). 

4. Press ENTER. 

The document will reappear on the display, 
with the variable name displayed (for 
example OOATEtJ-~ . 

5. Repeat steps 2 through 4 until all text and 
variables have been entered. 

File Reports are created by a single merging of a 
text shell document with all qualifying records in 
a file. A si:ngle output document (listing or 
report) is created. 

Creating the Shell Document 

File Reports can vary from a simple single-column 
detail listing, to a group or summary report 
containing multiple math calculations. 

The following example is for a shell document 
containing a Report Heading, a Page Heading, and a 
detail listing. Following the shell document 
example, other items in the FILE REPORT menu are 
explained. 

Note: Format changes that precede the first File 
Report Instruction will not be used. To change the 
File Report format, press CHG FMT immediately after 
the File Report Instruction. 

For additional examples of File Report shell 
documents, see the IBM Displaywriter System Guide 
to File Design and Use and the IBM Displaywriter 
System Work Station Procedures Guide, Reportpack. 

1. Choose Typing Tasks in the TASK SELECTION menu. 

2. In the typing frame, change Display Codes to 
Yes. 
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Choosing the File Format 

3-170 Reference Guide 

1. In the typing frame, press the INSTR key. 

2. Choose File Report Instructions in the 
INSTRUCTIONS menu. 

3. Choose Report Preface in the FILE REPORT 
INSrRUCTIONS menu - - Change to Yes. 

4. Choose Page Heading - - Change to Yes. 

5. Choose Record Detail - - Change to Yes. 

6. Press ENTER with no selections made to return 
to the typing frame. 

The File Report Instructions you chose will 
display in the text frame. The cursor is on the 
line after the Report Preface. 

7 . Type the report preface. 

(A Report Preface appear~ once at the beginning 
of a merged document.) 

8. Move the cursor past the Page Heading 
instruction and type the page heading. 

Note: The Page Heading instruction can be used 
to type column headings for .the listing. The 
page heading will appear at the top of the 
listing on every page. 

9. Move the cursor past the Record Detail 
instruction to the place where a variable 
(field name) should appear in the listing. 

10. Press the VARIABL key (CODE + ;). 

11. Type the name of the File Field that contains 
the variable information, exactly as it appears 
in the File Description. 

12. Press ENTER. 

13. Repeat steps 10 through 12 until all variable 
names have been entered. 



Typing variable names 

1. 
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In the typing area, 
Yes. (See "SCREEN 
section. ) 

change Display Codes to 
FORMAT KEY" in this 

2. In the typing area, when you reach the place 
where you want a variable inserted, press the 
VARIABL key (CODE + j). 

The system will prompt Type variable name; 
press ENTER. 

Quick Reference 3-170.1 
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Record Group Defi n ition 

Record Group Summary 

3. Type the name of the File Field that contains 
the variable information, exactly as it appears 
in the File Description (for example, DATE). 

If the variable is an answer to a Math 
calculation, type the Answer Variable name. 

Note: An alternate method of entering 
variables is from the VARIABLE menu. Use this 
method if you prefer, or if the variable 
requires an Output Format: 

When the prompt Type variable name; press 
ENTER. appears on the display: 

a. Press ENTER without typing the variable 
name (The VARIABLE menu will appear). 

b. Choose Variable Name in the VARIABLE menu, 
and type the variable name. 

c. Choose Output Format, and type a Format 
Code 1--4, if necessary, to choose one of 
the four Math Formats specified on the 
program diskette. 

d. pres sENTER. 

Choose a Record Group Definition Instruction to 
separate a report into groups by a field name 
variable (for example: to group by STATE). 

Use the additional Record Group Definition 
instructions to create sub-groups within a main 
group (for example: CITIES within STATES, and 
SCHOOLS within CITIES. 

In the FILE REPORT INSTRUCTIONS menu, select Record 
Group Definition and enter the variable name (field 
name). The Record Group Definition instruction and 
the field name will appear in the typing frame. If 
you want the field contents to print, enter a 
Variable instruction and the field name. 

Following a Record Group Definition instruction, 
you may also add constant text for a group heading. 

Choose a Record Group Summary Instruction to 
indicate that Record Group Summary text, totals, 
etc. are to appear at the end of a group. 
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Adding Conditional Text 

Every Record Group Summary instruction must have a 
matching Record Group Definition instruction of the 
same level. The variable name used in the two 
instructions must be the same. 

In the typing frame type the Record Group Summary 
text, Summary Math instructions, etc. following the 
Record Group Summary instruction. 

Choose the Report Summary Instruction to add 
summary text or math instructions at the end of a 
report. 

In the typing frame type the Report Summary text, 
Summary Math instructions etc. following the Report 
Summary instruction. 

Conditional Text: Field or Variable Empty 

3-172 Reference Guide 

Use this Conditional Text Instruction to specify 
that certain paragraphs, words, variables, etc., be 
8.dded to all cutpllt dccument only if a [Ie ld or 
variable contains no data. For example, you might 
include a reminder that a payment is overdue if the 
PAYMENT field in a record is empty. 

Note: A Math Field or an answer variable that 
contains only zeroes is considered to be empty. 

To add this Conditional Text instruction: 

1. Use the SCREEN FORMAT key to set Display Codes 
to yes. 

2. When the cursor is 
conditional text is 
INSTR key. 

at the place where the 
to be added, press the 

3. Choose Conditional Text: Field or Variable 
Empty in the INSTRUCTIONS menu. 

The message Type variable name; press ENTER 
will appear on the display. 

4. Type the name of the variable to be tested for 
no data. 

5 . Pres sENTER. 
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The typing area will reappear on the display, 
with the conditional text instruction inserted 
as below: 

-If Empty, (variable name)-

6. Type the conditional text. 

7. Press the INSTR key. 

8. Choose End of Conditional Text in the 
INSTRUCTIONS menu. 

The typing area will reappear on the display 
with the End of Conditional Text instruction 
inserted as below: 

-End If-

Conditional Text: Field or Variable Not· Empty 

Use this Conditional Text Instruction to specify 
that certain paragraphs, words, variables, etc., be 
added to the output document only if a field or 
variable contains data. For example, you might 
include a paragraph thanking someone for a 
donation, only if the DONATION field in a record 
contained an amount. 

Note: A Math Field or an answer variable that 
contains only zeroes is considered to be empty. 

To add this Conditional Text instruction: 

1. Be sure Display Codes is set to Yes. 

2. When the cursor is at the place where the 
conditional text is to be added, press the 
INSTR key. 

3. Choose Conditional Text: Field or Variable Not 
Empty in the INSTRUCTIONS menu. 

The message Type variable name; press ENTER 
will appear on the display. 

4. Type the name of the variable to be tested for 
data. 

5. Press ENTER. 

The typing area will reappear on the display, 
with the conditional text instruction inserted 
as below: 
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Math Instructions 

Skip to Line Instructions 

3-174 Reference Guide 

-If Not Empty, (variable name)-

6. Type 'the conditional text. 

7. Press the INSTR key. 

8. Choose End of Conditional Text in the 
INSTRUCTIONS menu. 

The typing area will reappear on the display 
with the End of Conditional Text instruction 
inserted as follows: 

-End If-

The shell document can contain variable names that 
hold the results of math calculations. The variable 
name must be inserted in text at the place where the 
calculation result should appear. 

Th\; Ma.th Iiistr-uction t.hat performs 'the calculation 
must also be inserted in the shell document at a 
point prior to the variable name. 

Note: The number of variable names used with Math 
Instructions and Summary Math Instructions cannot 
exceed a combined total of twenty. 

See "INSTR KEY" in this section for more 
information on Math Instructions. 

Use this instruction in a repetitive letter or a 
file report shell document to cause text or 
variables to begin on a specified line. 

To use the Skip to Line instruction: 

1. At the place in the document where the skip 
should begin, press the INSTR key. 

2. Choose ~kip to Line in the INSTRUCTIONS menu. 

3. Press ENTER. The system will prompt Skip to 
what line number? 

4. Type the number of the line to be skipped to. 



Summary Math Instructions 

Multi-Column File Listing 
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Note: The line number must be in whole space or 
half-space increments. For example, line 20, 
20.5, and so on. 

5. Press ENTER. The typing area will appear on 
the display, with the cursor positioned after 
the Skip to Line instruction. 

6. Type the text or variables. 

In the merged document, the text will 
appear on the line specified in the Skip to 
Line instruction. 

See "INSTR Key" in this section for more 
information. 

Summary Math instructions can be used in Record 
Group Summaries and Report Summaries to count the 
records within groups, or to calculate the total, 
average, maximum or minimum values of a field. 

Note: The number of variable names used with 'Math 
Instructions and Summary Math Instructions cannot 
exceed a combined total of twenty. 

See "INSTR KEY" in this section for more 
information on Summary Math Instructions. 

A Multi-Column File Listing is a listing such as 
the listing in a telephone book, where multiple 
sets of columns appear on a page. The shell 
document consists of two instructions, a 
Multi-Column Heading, and a &ecord Detail 
instruction. You need only type the Column Heading 
and field variables once, regardless of how many 
sets of columns are to appear on th~ pa~e. You can 
have up to eight sets of columns on a page. 

Creating the Shell Document 

1. Choose Typing Tasks in the TASK SELECTION menu. 

2. Choose Create Document in the TYPING TASKS 
menu. 
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3. Choose Change Document Format in the CREATE OR 
REVI SE DOCUMENT menu. 

4. Choose Change Margins and Tabs in the FORMAT 
SELECTION menu. 

Set the tabs necessary for one set of 
columns. Press ENTER when finished in the 
MARGINS AND TABS menu. 

5. In the typing frame, change Display Codes to 
Yes. 

6. In the typing frame, press the INSTR key. 

7. Choose Multi-Column File Listing in the 
INSTRUCTIONS menu. 

8. Choose Sets of Columns in the MULTI-COLUMN FILE 
LI STING menu. 

For YOUR CHOICE, enter the number of sets 
of columns that you want to print on a 
page. 

9. Choose Width of Each Set 

For YOUR CHOICE, enter the width of one set 
of columns. The width includes the space 
between sets of columns, and is figured by 
counting the number of spaces from the 
first character in one set of columns to 
the first character in the next set of 
columns. (See the following example.) 

Blair 40.00 Morris 
Edwards 112.00 Owens 
Hall 63.00 Rogers 
<-----column set width-----> 

10. Press ENTER to return to the typing frame. 

38.00 
58.00 

227.00 

The Multi-Column instruction and Record 
Detail instruction appear in the shell 
document. 

11. Fill in the heading for one set of columns. 

12. Enter the field name variables after the Record 
Detail instruction. 
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Merging the Shell Document With the File 

1. Choose Feature Tasks in the TASK SELECTION 
menu. 

2. Load the Reportpack Feature Diskette. 

3. Choose Merge File/Text in the FILE TASK 
SELECTION menu. 

4. Choose Document Name for Shell in the MERGE 
FILE/TEXT menu. Type the shell document name. 

5. Choose Diskette Name. Type the name of the 
diskette that contains the shell document. 

6. Choose Output Choice, either Repetitive Letter 
or File Report. 

7 . Choose Print Merged Document if you want an 
immediate printout. 

8. Choose Document Name for Output if you want the 
merged document stored on diskette. 

9. Choose Diskette Name. Name the diskette on 
which to store the merged document. 

10. Select Choose Sort Order to put the output 
document in the field order of your choice. The 
SORT ORDER menu will display. 

Note: A File Report with Record Group 
Definitions must be in the correct sort order 
to merge correctly. 
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MERGE TASKS 

11. Choose Select Records to select the records to 
be included in the merge. The RECORD SELECTION 
frame will display. 

12. Choose Cancel on Error if you wish to cancel 
the entire task on any merge error. 

13. When all selections have been made in the MERGE 
FILE/TEXT menu, press ENTER to begin the Merge 
File/Text operation. 

The Merge Tasks are used to create documents by 
combining Shell Documents with Fill-In Documents. 
The Shell Document can be a form letter or a 
reference to selected paragraphs from a Paragraph 
Library. 

When you merge a Shell Document with a Fill-In 
Document, you can store, print, or store and print 
the merged document. 

To indicate how far along the Merge Task has 
progressed, the Page Number field on the status 
line will display the system page number of the 
Fill-In Document being used to fill-in the shell. 

When creating a Shell Document and a Fill-In 
Document, use Display Codes yes if you want to see 
how all variables are named. (See "SCREEN FORMAT 
KEY" in this section.) 

Note: I f your documents were created by reading 
cards from the Mag Card Unit and the cards were set 
up for merging with Switch Codes, see the topic 
"Converting Switch Codes On Mag Cards to Named 
Variables On The Displaywriter" in the Work Station 
Procedures Guide, Textpack ~. 

Form Letters with Variable Names 

The variable name allows you to "mark" a position 
in a document where variable text is expected to be 
inserted. 

With Variable Names you: 

May control the order the variables are 
presented for fill-in. 
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Creating a Variable Name 
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Create names for the variables relating to the 
text. 

Design names for the variables used by both you 
and the system for reference. 

The Shell Document is the form letter with 
variables at locations corresponding to the places 
where variable text is to be inserted. A Shell 
Document can contain one or more pages. Print the 
Shell Document after you have created it to see the 
placement of all variables. 

Note: If your Shell Document contains more than one 
page and specific text must begin on a new page, you 
must creat the Shell Document with Required Page 
Ends separating those pages. The system will 
paginate during Merge. 

1. Choose Typing Tasks from the TASK SELECTION 
menu. 

'> 
L. • 

1. 

Create the Shell Document with Variable Names 
as follows: 

In the typing area, 
yes. (See "SCREEN 
section. ) 

change Display Codes to 
FORMAT KEY" in this 

2. When you reach the location where a variable is 
to be inserted, press the VARIABL key (CODE + 
; ) . 

The system will prompt Type variable name; 
press ENTER. 

3. Type the name by which you want to reference 
the variable (for example, trDATEB) . 
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The variable name can be 1 to 16 characters 
long. 

The first character must be a letter (a-z). 

The remaining characters may be letters, 
numerals, spaces, or underscores. A space 
will display as an underscore after ENTER 
is pressed. Punctuation marks will be 
invalid characters. 

4. Press ENTER. 

The system will return to the form letter 
and the variable name will display (for 
example, VDATEV). 

If an invalid variable name is entered (for 
example, one containing a period or comma), 
the system will display Invalid variable 
name. Press CANCL and type name again. 

Retype the variable correctly. 

1. Move the cursor to the variable name. 

Press the NEXT VARIABL key (CODE + L) to 
move down through the document and quickly 
locate a variable. 

2. Press the Cursor Left key once. 

The cursor is under the Variable symbol 
( tI- ). 

3. Press ENTER. 

The VARIABLE menu displays. 

4. Choose Variable Name. 

5. Type another variable name to replace the 
current variable and press ENTER. 

To view the current variable name, you must 
choose Display Codes Yes. (See "SCREEN 
FORMAT KEY" in this section.) 
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Creating the Fill-In Document 

Each variable name and accompanying fill-in 
information can be typed together on a line by 
themselves. A Carrier Return, Required Carrier 
Return, or an Index Return will be ignored. 

1. Choose Create Document in the TYPING TASKS 
menu. 

2. In the typing area, change Display Codes to 
Yes. 

3. Press VARIABL (CODE + i). 

The system will prompt Type variable name; 
press ENTER. 

4. Type the variable name exactly the way it was 
typed in the Shell Document and press ENTER. 

5. Type the fill-in information. 

6. Carrier return and do the same procedure for 
each variable and variable fill-in. 

When creating more than one set of variable 
fill-ins, separate each set with a Page End 
code. 

7. Compare the printed copy of the variable names 
in the Shell Document with the variable names 
in the Fill-In Document that appear on the 
display. They must match exactly. 

Merging the Shell Document with the Fill-In Document 

3-180 Reference Guide 

Single Diskette Unit - The Shell Document and the 
Fill-In Document must be on the same diskette. 

1. Choose Merge Tasks from the TASK SELECTION 
menu. 
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2. Choose Merge with Named Variables. 

3. Type the name of the She 11 Document at the 
Shell Document Name ITEM. 

4. If the Shell Document is on another diskette, 
type the name of the diskette at the Diskette 
Name ITEM. 

5. Type the name of the Fill-In Document at the 
Fill-In Document Name ITEM. 

6. If the Fill-In Document is on another diskette, 
type the name of the diskette at the Diskette 
Name ITEM. 

7 . Type the page numbers, separated by spaces, 
which represent the pages to be merged with the 
Shell Document. 

8. Choose the Merged Document Name ITEM if you 
want the fin~l document to be stored on 
diskette. 

If this ITEM is left blank, the document 
will not be stored on diskette. 

9. Type the name of the diskette that should 
receive the merged document. 

10. If the merged document should be printed, 
choose 1 (Yes) for the Print Merged Document 
ITEM. 

11. Choose the Cancel On Error ITEM to tell the 
system if you want to cancel or not cancel the 
print job if a merge error occurs during 
printing. 

If you chose No, merging will continue when 
an error is detected. 

12. Choose Paper Handling to identify the type of 
paper and printer you use. 

13. After the last selection, press ENTER. 

Merge will begin. 
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Cancelling Merge 

To cancel a merge operation: 

1. Press END to cancel the Merge function. 

2. Cancel the print job by pressing Cancel on the 
printer or by pressing REQST and using Request 
Tasks. 

3. If the merged document is also being stored on 
a diskette, use Work Diskette Tasks to delete 
the document. 

Getting Variable Names for Frequently Used Form Letters 

3-182 Reference Guide 

You can save time by typing the Variable Names for 
frequently used Form Letters once and then using 
the Get function to repeat them for new documents. 

1. Create the Shell Document and Variable Names. 
See "Creating a Shell Document" and "Creating a 
Variable Name" in this section. 

2. Print the document. 

3. Choose Create Document in the TYPING TASKS 
menu. 

4. For easier verification, choose Display Codes 
Yes. (See "SCREEN FORMAT KEY" in this 
section.) 
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5. Using the printed copy, type the variable 
names. 

a. Press VARIABL (CODE + ;). 

The system will prompt Type variable 
name; press ENTER. 

b. Type the variable name exactly the way it 
was typed in the Shell Document and press 
ENTER. 

c. 

Do not type the fill-in information. 

Carrier return 
procedure for 
names. 

and follow the same 
the rest of the variable 

6. When you are ready to create the Fill-In 
Document: 

a. Choose Create Document in the TYPING TASKS 
menu. 

b. In the typing area, press GET. 

The GET menu will display. 

c. Type the document name of the document that 
has the variable names and press ENTER. 
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d. Using the NEXT VARIABL key (CODE + L) to 
move the cursor, type the fill-in 
information. 

e. If you need to create more than one Fill-In 
Document using the same variable names: 

1) Get the Variable Names again for each 
Fill-In Document. 

2) Press PAGE END at the end of each 
Fill-In Document. 

Using Merge with a Paragraph Library 

You can store paragraphs that are frequently 
repeated. These stored paragraphs are called a 
Paragraph Library. 

When you include paragraphs, any pages or 
. paragraphs you include take on the format of the 

new shell document. See the example illustration 
on the next page. 

Therefore, to preserve the original format of the 
included pages or paragraphs: 

1. Change the 
Document if 
documents, or 

document format 
the change is 

of the Shell 
for all the 

2. Type a CHG FMT in the text you are getting and 
copy this change with the text. (Remember to 
return to the original format if the change is 
not for the whole document.) 

For more information on this topic, refer to 
"Repetitive Paragraphs with Instructions to Get 
Other Paragraphs," in the Work Station Procedures 
Guide. 
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Creating a Paragraph Library 

Creating the Shell Document 
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1. Choose Create Document in the TYPING TASKS 
menu. 

2. Choose Preserve Page Numbers 1 (yes) to prevent 
accidently renumbering page numbers. 

3. In the typing area, choose Display Codes yes. 
(See "SCREEN FORMAT KEY" in this section.) 

4. Type the first paragraph. 

5. At the end of the paragraph, press PAGE END. 

6. Type all of the remaining paragraphs, inserting 
PAGE END codes as necessary. 

7. After typing the last paragraph, press END. 

8. Print the Paragraph Library. 

Make a note of each paragraph's system page 
number. 

1. Choose Create Document in the TYPING TASKS 
menu. 

2. In the typing area, choose Display Codes yes. 
(See "SCREEN FORMAT KEY" in this section.) 



Creating the Fill-In Document 

This Shell Document will contain only one line; 
the variable name representing the Include 
instruction which you are about to create in 
the Fill-In Document. 

3. Press VARIABL (CODE + ;) and type the variable 
name. 

For example, the variable name could be 
-\::;!-do cum ent-\::;!-. 

4. Press ENTER. 

5. Press END. 

1. Choose Create Document in the TYPING TASKS 
menu. 

2. In the typing area, choose Display Codes yes. 
(See "SCREEN FORMAT KEY" in this section.) 

3. Press VARIABL (CODE + ;) and type the variable 
name for the Include instruction. 

This variable name will be the same one you 
typed in the Shell Document. The above 
example used the variable name -\::;!-document-\::;!-. 

4. Press ENTER. 

5. Press INSTR (CODE + CRG FMT). 

6. Choose Include Instruction in the INSTRUCTIONS 
menu. ( ..2 - / (j 1::) 

7. Type the name of the document that contains the 
Paragraph Library. 

8. Type the system page numbers, separated by 
spaces, that indicate which paragraphs you want 
in this document. 
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9 . Pres sENTER. 

Merging the Shell Document and Fill-In Document 

1. Choose Merge Tasks in the TASK SELECTION menu. 

2. Choose Merge with Named Variables in the MERGE 
TASKS menu. 

3. Type the name of the Shell Document. 

This is the document that has only one 
line. 

4. Type the name of the Fill-In Document. 

This is the document with the Include 
instruction. 

5. To store the newly created document on 
diskette, type a Merge Document Name. 

If this ITEM is blank, the document will 
print but will not he stored OIl diskette. 

6. To store the document on a different diskette, 
type the diskette name at g (Diskette Name 
ITEM). 

7. Choose the POSSIBLE CHOICES for the rest of the 
menu. 

8. Press ENTER. 

Merge will begin. 

Paragraphs With Variable Information 

A Paragraph Library can have paragraphs containing 
variable names. 

Creating a Variable Name in a Paragraph 
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Type the variable name within the paragraph the 
same as you would for a form letter. (See "Creating 
a Variable Name") 



Creating the Shell Document 

Creating the Fill-in Document 

1. Choose Create Document in the TYPING TASKS 
menu. 

2. In the typing area, choose Display Codes yes. 
(See "SCREEN FORMAT KEY" in this section.) 

This Shell Document will contain only one line; 
the variable name representing the Include 
instruction which you are about to create in 
the Fill-in document. For example, the 
variable name could be *fdocument*f. 

3. Press VARIABL (CODE + ;) and type the variable 
name. 

4. Press ENTER. 

5. Press END. 

1. Choose Create Document in the TYPING TASKS 
menu. 

2. In the typing area, choose Display Codes yes. 

3. Press VARIABL (CODE + ;) and type the variable 
name you used in the Shell Document. In the 
example above, the variable name is *fdocument*f. 

4. Press INSTR (CODE + CRG FMT). 

5. Choose Include instruction in the INSTRUCTIONS 
menu. 

6. Type the name of the document that contains the 
Paragraph Library. 

7 . Type the system page numbers, separated by 
spaces, indicating which paragraphs you want in 
this document. 

8. Press ENTER. 

9. Using the printed copy of the Paragraph 
Library, find the first paragraph containing a 
variable name from the ones selected in the 
Include instruction. 

10. Press VARIABL. 
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11. Type the variable name character for character 
as it appears in the paragraph. Press ENTER. 

12. Type the fill-in information. 

13. Type the variable names and fill-in information 
for all variable names which appear in the 
paragraphs you have selected. 

14. After the last fill-in, press PAGE END. 

15. For the next document which may get different 
paragraphs from the same Paragraph Library, 
type the variable name. In the example above, 
the variable name is ~document~. The variable 
name must be the same name as the previous 
variable name. 

16. Press INSTR and type the document name and page 
numbers of the paragraphs for the next 
document. 

17. Fo llow steps 8 through 14 for all documents 
that are to be created. 

18. When you have finished the Fill-In Document, 
press END. 

Merging the Shell Document and the Fill-in Document 

Reference Guide 

1. Choose Merge Tasks in the TASK SELECTION menu. 

2. Choose Merge with Named Variables in the MERGE 
TASKS menu. 

3. Type the name of the Shell Document. 

This is the document that has only one 
line. 

4. Type the name of the Fill-In Document. 

This is the document with the Include 
instruction and the fill-in information. 

5. To store the newly created document on 
diskette, type a Merge Document Name. 

If this ITEM is blank, the document will 
print but will not be stored on diskette. 
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6. If you want the document stored on a different 
diskette, type the diskette name at 9 (Diskette 
Name ITEM). 

7. Choose the POSSIBLE CHOICES for the rest of the 
menu. 

8. Press ENTER. 

Merge will begin. 

Merging Specific Pages of a Fill-I n Document 

MOVE KEY 

If the Fill-In Document has more than one page, and 
you want to merge specific pages: 

1. Choose Merge Tasks in the TASK SELECTION menu. 

2. Choose Merge with Named Variables in the MERGE 
TASKS menu. 

3. Type the name of the Shell Document. 

4. Type the name of the Fill-In Document. 

5. Type the system page number(s) of the fill-in 
document. 

6. To store the newly created document on 
diskette, type a Merge Document Name. 

7. If you want the document stored on a different 
diskette, type the diskette name at the 
Diskette Name ITEM. 

8. Choose the POSSIBLE CHOICES for the rest of the 
menu. 

9. Press ENTER. 

The system page number(s) of the fill-in 
document you selected are merged with the 
Shell Document. 
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In Crea1te or Revise Document 

To Move Text 

Use the MOVE key to move text or a column to a 
different place in the same document. The text or 
column will be deleted from its original location. 

1. Move the cursor under the first character of 
the text to be moved. 

2. Press MOVE. 

3. When the system prompts Move what?, move the 
cursor under the last character to be moved 
(including any punctuation, spaces, or carrier 
returns that are part of the text). 

4. Press ENTER. The system will prompt To where? 

5. Move the cursor to the place where the first 
character of the moved text should appear in 
+-'L.. _ ...1 _______ +-

L-U.C UV\..U1UC.U L- • 

6. Press ENTER. 

After the text is moved, the system places the 
cursor under the first character of the relocated 
text. 

Note: The lines where moved text is deleted and 
inserted are not automatically adjusted by the 
system. Use LINE ADJ, pagination, or insert 
carrier returns where they are needed. 

To Move A Column Within The 8ame Table 
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To move a column within the same table: 

1. Move the cursor under any of the characters in 
the first column entry of the column to be 
moved. 

Note: The cursor must be on the same line as 
the Begin Table code (~). 

2. Press MOVE. 



3. When the system prompts Move what?, press 
COLUMN. 

4. When the system prompts To where?, move the 
cursor to the location where you want to move 
the column. 

• To place the column at the beginning of the 
table, move the cursor to the left margin. 

• To place the column at the end of the 
table, move the cursor to the right of the 
right margin. (The cursor will be in the 
non typing area) 

• To place the column in front of another 
column, move the cursor under a character 
in the column you want to be after the the 
column you are moving 

5. Press ENTER. 

The column is placed at the new location. 

To Move A Column To A Different Table 

To move a column to another table: 

1. Move the cursor under any of the characters in 
the first column entry of the column to be 
moved. 

2. Press MOVE. 

3. When. the system prompts Move what?, press 
COLUMN. 

4. When the system prompts To where?, move the 
cursor to the location where you want to move 
the column. 
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Note: The cursor must be on the same line as 
the Begin Table code (~). 

• To place the column at the beginning of a 
table, move the cursor to the left margin. 

• To place the column at the end of a table, 
move the cursor to the right of the right 
margin. (The cursor will be in the non 
typing area) 

• To place the column in front of another 
column, move the cursor under a character 
in the column you want to be after the the 
column you are moving 

5. Press ENTER. 

The column is placed at the new location. 

6. Press LAYOUT (CODE + COLUMN) 

The Column Insert Layout menu will display. 

7. Press LAYOUT (CODE + COLUMN) 

The column headings (aaaaaaa) will be 
adjusted within the margins. 

8. Press ENTER to return to the typing area. 

The columns are adjusted within the 
margins. 

9. }10ve the cursor back to the table the column 
was moved from. 

10. Place the cursor on the same line as the Begin 
Table code (~) 

11. Press LAYOUT (CODE + COLUMN). 

The Column Insert Layout menu will display. 

12. Press LAYOUT (CODE + COLUMN) 

The column headings (aaaaaaa) will be 
adjusted within the margins. 

13. Press ENTER to return to the typing area. 

The columns are adjusted within the 
margins. 



In File Fields (Record Selection frame) 

MSG KEY 

MULTI-COLUMN FILE LISTING 

MULTIPLY KEY (X) 

NEXT VARIABL KEY 

Use the HOVE key to reposition fields on the 
display. 

1. In the Record Selection Frame, position the 
cursor in the Record Heading of the field to be 
moved. 

2. Press HOVE. 

The Field Heading will highlight, and the 
message To where? Move cursor to desired 
location. will display. 

3. Press ENTER to move the field and its contents 
(or press CANCL to cancel the move). 

Note: Hoving a field on the display does not 
change the location of the field in the file. 
The fie ld will appear in its new locat ion on 
the display only until you return to the FILE 
TASK SELECTION menu. 

Press the MSG (Message) key to clear messages and 
display messages from the message queue every time 
the blinking arrow appears at the bottom of the 
display screen. 

See MERGE FILE/TEXT Task 

See MATH - Multiplying and Dividing Numbers 

Press the NEXT VARIABL key (CODE + L) to move the 
cursor to the first character following a variable 
name. NEXT VARIABL will search across Page End 
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codes. (See "MERGE TASKS - Changing a Variable 
Name.") 

I n File Frames (I nput/Edit and Record Selection) 

NOT EQUAL KEY (I) 

NUMBERS 

OR KEY (I) 
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Press the NEXT VARIABL (CODE + L) key to move the 
cursor from one field of a record to the first 
positon of the next field. 

See SELECT RECORDS 

See MATH 

See SELECT RECORDS 

Use this task to output a simple file listing to 
print, to be stored as a document on the diskette, 
or both. The output can be in sorted order, and can 
contain selected records and/or selected fields if 
desired. 

Going to the Output File menu 

1. Choose Output File in the FILE TASK SELECTION 
menu. 

2. In the OUTPUT FILE menu, choose from the 
descriptions listed below to obtain the type of 
output you need. After making your choices, 
press ENTER in the menu with no choices made to 
begin the output task. 

To Print the Output 

To get an immediate printout of the file: 

1. Choose Print in the OUTPUT FILE menu. 



2. Choose Document Name for Format, only if you 
want the output to be in a format other than the 
default document format. 

Note: If this option is selected, the document 
format and alternate format will be used to 
create the output document. However, tabs will 
not be honored, and a PSM typesyle will be 
replaced with typestyle 86. 

3. (Use only if Step 2 chosen). Choose Diskette 
Name and name the diskette on which the 
document in Step 2 is stored. 

To Output to Diskette 

To store a copy of the output file on the diskette, 
in document format. Choose these items if you want 
to defer printing until some other time, or if you 
want a stored copy of the output in addition to your 
immediate printout. 

Note: The output file will be stored on the 
diskette in document format. To print the document 
later, choose Print Document from the REQUEST TASKS 
menu. 

1. Choose Document Name for Output, and name the 
document. 

2. Choose Diskette Name, and name the diskette on 
which you want the output document to be 
stored. 

3. Choose Document Name for Format, only if you 
want the output to be in a format other than the 
default document format. 

Note: If this option is selected, the document 
format and alternate format will be used to 
create the output document. However, tabs will 
not be honored, and a PSM typesyle will be 
replaced with typestyle 86. 

4. (Use only if Step 3 chosen). Choose Diskette 
Name and name the diskette on which the 
document in Step 3 is stored. 

To Sort (sequence) the Output 

1. Select Choose Sort Order in the OUTPUT FILE 
menu. 
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OVERSTR I KE KEY 

To Overstrike a Character 
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The SORT ORDER menu will appear on the display. 

2. Choose the items you want in the SORT ORDER 
menu. 

3. When finished wit~ the SORT ORDER menu, press 
ENTER. 

The OUTPUT FILE menu will return to the 
display. 

To Select Records and Fields 

1. Choose Select Records or Fields in the OUTPUT 
FILE menu. 

The RECORD SEL~CTION frame will appear on the 
display. 

2. Se lect the recorqs you want to output, and 
delete unwanted fields in the RECORD SELECTION 
frame. 

3. Rearrange the order of fields, if desired, 
using the MUVE key. 

4. When finished with the RECORD SELECTION frame, 
press ENTER. 

The OUTPUT FILE menu will return to the 
display. 

Use the OVERSTRIKE (CODE + DEL) Key to ove~strike a 
character, q word, or a section of text in a text 
document. 

1. Move the cursor under the character you want to 
overstrike. 

2. Press the OVERSTRIKE key. 



To Overstrike a Word 

3. When the system prompts Overstrike what?, 
pres sENTER. 

4. When the system prompts Overstrike with what 
character?, type the character you want to use 
as the overstrike character. 

5. Press ENTER. 

The system will display the overstrike 
character in place of the original 
character once the cursor is moved. 

1. Press FIND. 

2. When prompted, type the word that you want to 
overstrike and press ENTER. 

3. Press OVERSTRIKE (CODE + DEL). 

4. When prompted, type the last character of the 
word (to overstrike the entire word) and press 
ENTER. 

5. When the system prompts Overstrike with what 
character?, type the character you want to use 
as the overstrike character. Press ENTER. 

The system will overstrike the word with 
the overstrike character. 

6. To continue overstriking the same word 
throughout the document, repeat these steps: 

a. Press FIND. 

b. When prompted, press ENTER to find the next 
appearance of the word. 

c. Press OVERSTRIKE. 
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d. When prompted, type the last character of 
the word. Press ENTER. 

e. When prompted, type the character that you 
want to use as the overstrike character. 
Press ENTER. 

To Overstrike Several Words On a Line 

To Overstrike Lines of Text 
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1. Move the cursor under the first character you 
want to overstrike. 

Use any of the cursor movement keys, 
including FIND and GO TO. 

2. Press OVERSTRIKE (CODE + DEL). 

3. When prompted, type one space for each word you 
want to overstrike. Press ENTER. 

4. When prompted, type the character you want to 
use as the overstrike character. 

5. Press ENTER to overstrike the highlighted text. 

1. Move the cursor under the first character you 
want to overstrike. 

Use any of the cursor movement keys, 
including FIND and GO TO. 

2. Press OVERSTRIKE (CODE + DEL). 

3. When prompted, use one of the following ways to 
overstrike a line: 

For lines within a paragraph, hold down the 
CODE key and type a carrier return for each 



line (normal 
overstrike. 

length) you want to 

For short lines and the last line of a 
paragraph, type a carrier return. 

4. Press ENTER. 

5. When prompted, type the character you want to 
use as the overstrike character. Press ENTER. 

The system will overstrike the highlighted 
lines. 

To Overstrike Text Through the End of a Page 

1. Move the cursor under the first character you 
want to overstrike. 

Use any of the cursor movement keys, 
including FIND and GO TO. 

2. Press OVERSTRIKE (CODE + DEL). 

3. When prompted, use one of the following ways to 
delete through the end of the page: 

Press PAGE END, or 
Press Ii" (Boundary Down) . 

4. Press ENTER. 

5. When prompted, type the character you want to 
use as the overstrike character. 

6. Press ENTER to delete the highlighted text. 

To Overstrike a Section of Text 

The system will overstrike the text through 
the end of the page. 

1. Move the cursor under the first character of 
the text you want to overstrike. 
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Use any of the cursor movement keys, including 
FIND and GO TO. 

• To move the cursor by us ing FIND: 

Press FIND. 

When prompted, type the first word you 
want to overstrike; press ENTER. 

• To move the cursor by using GO TO (to get to 
another page) : 

Press GO TO. 

When prompted, type the number of the 
page containing the text you want to 
overstrike; press ENTER. 

2. Press OVERSTRIKE (CODE + DEL). 

• When the system prompts Overstrike what?, 
move the cursor under the last character 
you want to overstrike (including any 
punctuation, spaces. or cArrier returns 
that are part of the text you want to 
overstrike). 

For a fast way to move the cursor, type the 
character you want to move the cursor 
under. 

The cursor automatically moves to the 
first location of that character. 

Repeat this step, if necessary, to get 
to the end of the text you want to 
overstrike. 

• Press ENTER. 

• 

The system highlights the text that you 
want to overstrike and prompts 
Overstrike with what character? . 

Type the character you want to use as the 
overstrike character; press ENTER. 

The system will overstrike the section 
·of text from the document. 
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Deleting OVERSTRIKE Instructions 

1. Press FIND. 

2. When prompted, press OVERSTRIKE to move the 
cursor under a BEGIN OVERSTRIKE instruction. 

3. Press DEL. 

4. When the system prompts Delete what?, press 
ENTER. 

5. Press FIND again. 

6. When the system prompts Find what?, press 
ENTER. 

The system will move the cursor under an 
END OVERSTRIKE instruction. 

7. Press DEL. 

8. When the system prompts Delete what?, press 
ENTER. 

Deleting Text That Has Been Overstruck 

PAGE END KEY 

1. Press FIND. 

2. When the system prompts Find what?, press 
OVERSTRIKE . 

The cursor will move under a BEGIN 
OVERSTRIKE instruction. 

3. Press DEL. 

4. When the system prompts, Delete what?, move the 
cursor to the end of the text to be deleted 
including the END OVERSTRIKE instruction. 

5. Press ENTER. 

You may wish to type a PAGE END when you hear the 
tone (beep) when you reach the end of a page. If 
you type a long document without typing in any Page 
Ends, the system automatically puts them in for you 
during pagination. 
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PAGE NUMBERING 

System Page Number 
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They are inserted after the Last Typing Line choice 
from the PAGE FORMAT menu is reached. Page Ends may 
be moved during pagination to rearrange text to fit 
between page margins. 

Use DEL if you want to delete a Page End. You 
cannot delete the last Page End in a document. 

When you press the INSTR key while creating a 
header or footer, the INSTRUCTIONS menu displays. 
Choose either System Page Number or Page Number 
from the INSTRUCTIONS menu. 

You can cause page numbers to print on a document by 
creating a header or a footer and using the INSTR 
key to create a page numbering instructiQn. Since 
you can also create header or footer text, you can 
cause the page number to print anywhere on the 
line, with any appropriate text preceding, 
following, or surrounding the page number. See 
"Page Numbering" in the Work Station Procedures 
Guide for more information. 

Choose System Page Number from the INSTRUCTIONS 
menu when you want to keep the printing page number 
the same as the system page number. The 
Instruction symbol (-++-) displays in the header or 
footer text where the system page number will 
print. When you print the document, a number 
prints on every page with the system page number 
one (1) always printing on the first page. 

A system page number is the number you use to 
identify to the system a page you want to use during 
GET, GO TO, or request to print. When a document 
page displays, the system page number displays on 
the second status line. 

System page numbers are usually whole numbers (for 
example, 1, 2, or 3), but they can go up to 2 
decimals if you put additional pages in a document. 
During revision, when you insert additional text 
between page 1 and page 2, the system sees the 



Page Number 

Preserve Page Numbers 

PAGINATE DOCUMENT TASK 
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additional text as a new page and assigns 1.1 as its 
sys tem page number. The maximum number is 
9999.9.9. for a system page number. 

Note: System page numbers can be renumbered to 
consecutive whole numbers with the Paginate 
Document task. 

Choose Page Number in the INSTRUCTIONS menu when 
you want to reset the page numbering of a document 
beginning with a specific page or cause page 
numbers to print in a merged document. You can also 
use Page Number when you want the first page of a 
document to print with a page number different than 
1. 

An example of where you would reset page numbers is 
a document with several sections. Each section 
could start with a page number of 1, or any other 
number you choose. 

Note: I f you enter a page number which is not in 
logical sequence (for example, you want page 3 to 
print as page 100), paginate the document before 
printing it. After pagination, the pages print as 
1, 2, 100, 101, 102, 103. If you do not paginate 
before printing, the pages print as 1, 2, 100, 4, 5, 
6. 

Choose Preserve Page Numbers in the CREATE OR 
REVISE DOCUMENT menu to prevent accidentally 
renumbering the pages of a paragraph library during 
the Paginate Document task and if pagination is 
selected during the Check Document task. 

Use this Typing Task to adjust the lines and pages 
of text andj or renumber the document. This task 
can only be used if Preserve Page Numbers is No. 

1. Choose Typing Tasks in the TASK SELECTION menu. 

2. Choose Paginate Document in the TYPING TASKS 
menu. 
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3. When prompted, type the document name and, if 
necessary, the diskette name. 

4. Change any ITEM in the PAGINATE DOCUMENT menu, 
if needed. 

• The number of pages currently in the 
document displays under POSSIBLE CHOICES 
for the first ITEM. 

• See "PAGINATE ON EXACT LINE COUNT" for more 
information on that function and for 
information on how to prevent headings from 
separating from text (widow lines). 

• To renumber the document without adjusting 
lines, paragraphs, or pages, choose No for 
Adjust Line Endings and Adjust Page 
Endings. 

5. Paginate the document. 

• Pagination continues until completion 
without your assistance. 

• The system displays a message that tells 
y0~ the dcc~T.cnt is paginated. 

• When pagination is complete, the TYPING 
TASKS menu displays. 

PAGINATE ON EXACT LINE COUNT 
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This ITEM determines where the system places a Page 
End on a page during pagination. 

This ITEM appears in the PAGINATE DOCUMENT menu, 
the HYPHENATE AND PAGINATE DOCUMENT menu, the 
CHANGE CHECK DOCUMENT DEFAULTS menu, and the CHANGE 
PAGINATE DOCUMENT DEFAULTS menu. 

Choose Yes to cause the syst.em to insert a page end 
in a document when the system reaches the line 
following the Last Typing Line choice identified in 
the PAGE FORMAT menu. A widow line may occur. (A 
widow line is a single line of a paragraph being 
placed on the separate page from the rest of the 
paragraph.). 

If you wish to prevent widow lines, choose No for 
Paginate On Exact Line Count. This allows the 
system to automatically keep widow lines with their 
paragraphs during pagination. It inserts a page 
end before or after the choice identified for the 
Last Typing Line in the PAGE FORMAT menu. 



PRINT DOCUMENT TASK 

Using the Print Document Task 
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Print Document appears in the TYPING TASKS menu and 
the TEXTPACK REQUEST TASKS menu. Use this task to 
print a document (after you end it or to print 
documents you previously stored) in the following 
ways: 

• 
• 
• 
• 
• 

• 
• 

Print a single-page document. 
Print a document having more than one page. 
Print one copy of the document. 
Print only certain pages of a document. 
Print a document with the type of paper feed 
that your printer uses. 
Continue to print when an error is found. 
Cancel printing when an error is found. 

Note: Only 6 documents can be queued at one time. 

1. Choose Print Document in the TYPING TASKS menu. 

OR 

Press REQST and choose Print Docum~nt in the 
TEXTPACK REQUEST TASKS menu. 

Note: If you are in the REPORTPACK REQUEST 
TASKS menu, choose Textpack Request Tasks. 

2. When prompted, type the document name and, if 
necessary, the diskette name. 

3. If necessary, change any items in the PRINT 
DOCUHENT menu. 

a. Print From Page. 

Use this choice to identify to the 
system the system page number of the 
first page to be printed. 

If you want to begin printing at a page 
other than the first page in the 
document, type the system page number 
of the page you want to begin printing. 

b. Print Through Page. 

Use this choice to identify the last 
page you want to print. 

If you do not want to print the entire 
document, identify the system page 
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number of the last page you do want to 
print. 

c. Print Quantity. 

Use this choice to tell the system the 
number of times you want a document to 
print. 

If you want to print a multi-page 
document more than once, it will print 
in collated sequence. (The document 
will print in its entirety for each 
copy, keeping the pages in order.) 

d. Paper Handling. 

Use this choice to identify the type of 
paper feed your printer uses. YOUR 
CHOICE should match your printer's 
capabilities. 

e. Cancel On Error. 

Use this function to tell the system if 
you want to cancel the print job if a 
printing error occurs during printing. 

Yes will cancel the print job if an 
error occurs. 

No allows the print job to continue if 
a printing error (not a typing mistake) 
message displays. Check the complete 
printed job for paper size, document 
format, or possible loss of text. 

4. Press ENTER when you finish using the PRINT 
DOCUNENT menu. 

5. Load paper into the printer and put on the 
printer element, when prompted. 

6. Press Start on the printer or choose Start 
Printer in the TEXTPACK REQUEST TASKS menu. 

When printing is completed, the system 
displays a message to tell you the document 
is printed. 
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PRINT INDEX OF DISKETTE CONTENTS TASK 

DISKETTE: KLSAAA 

DOCUMENT NAME: 
TYPE: 
COMMENT: 

DOCUMENT NAME: 
TYPE: 
COMMENT: 

PRINT KEY 

Use this Work Diskette Task to print the name, 
type, comment, .and status of each document on the 
diskette, and the percentage of the diskette which 
is available and unusable. 

1. Choose Work Diskette Tasks in the TASK 
SELECTION menu. 

2. Choose Print Index of Diskette Contents in the 
WORK DISKETTE TASKS menu. 

3. Insert the diskette you want to index. 

4. When prompted, load paper into the printer. 

5. Press Start on the printer. 

The system prints one copy of the index. 

An example is shown below. 

Notes: 

1. The print request is ignored if the printer is 
printing other documents. 

2. The printout is a fixed format and cannot be 
changed. 

INDEX OF DISKETTE CONTENTS 

Available: 26% Unusable: 0 % 

Planning 
Document 
KLS Spring Budget 

Letter 
Document 
Request For AET Visit 

Use the PRINT key to print one copy of a page while 
you are creating and revising the next page of the 
same document. 

Only 25 pages can be queued at one time. 
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PRINT PAGINATED PAGES 
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1. Press PRINT when you finish creating or 
revising a page. 

The system stores the page on the diskette. 

The system automatically inserts a PAGE 
END, if necessary. 

The system takes you to the next available 
page. 

2. Load paper into the printer and put on the 
print element when prompted. 

3. Press Start on the printer or choose Start 
Printer in the TEXTPACK REQUEST TASKS menu. 

The system prints one copy of the page. 

4. Press END when you finish creating, or 
revlslng, and printing the remainder of the 
pages in the document. 

Use this ITEM to tell the system to print the pages 
in the document during pagination. 

Note: Printing will start with the page number 
selected in the Paginate From Page ITEM. 

Print Paginated Pages appears in the HYPHENATE AND 
PAGINATE DOCUMENT menu and the CHANGE CHECK 
DOCUMENT DEFAULTS menu. 

Choose Yes, and the pages in the document will be 
printed during pagination. After a page is 
paginated, it is sent to the printer. 

Note: In some limited instances, you will not be 
able to do any other tasks until the first page of 
the document is printed. 

Choose No and the document pages will not be 
printed. 
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PROPORTIONAL SPACING (PSM) 

RECALL FILE SETUP 

PSM characters are assigned unit values by the 
system. (See Appendix E. "PSM Unit Value Chart" in 
the back 0 f this book. ) 

Use the Conversion Scale provided to calculate tab 
stops for documents to be printed in PSM. 

Documents typed in 12 pitch, 10 pitch, or 15 pitch 
and revised to PSM will print differently. 

Do not use PSM for Column Layout. The Column Layout 
function calculates column width in 12 pitch. If a 
table is typed in PSM, there will probably be tab 
overrides. 

This Reportpack Request Task appears in the 
REPORTPACK REQUEST TASKS menu during the Merge 
File/Text, Output File, and Duplicate Selected 
Records tasks, and during Record Selection in an 
Update File task. Recall File Setup allows you to 
use previously stored file setup information with 
your current file, without having to re-key it. 

The frame in which you make the Recall File Setup 
request determines which part of the setup will be 
recalled from the diskette. For example, if you 
make the Recall File Setup request in the RECORD 
SELECTION frame, only the Record Selection choices 
are recalled. If you make the Recall File Setup 
request in the OUTPUT FILE menu, the Output File 
choices, the Sort Order choices, and the Record 
Selection choices are all recalled as a single 
setup. 

The following chart shows in which frames the 
Recall File Setup request can be made, and which 
choices are recalled. 

Note: If the File Setup was created for a different 
file or a different task, only the compatible 
frames will be recalled. A message will appear on 
the display listing the frames that were 
successfully recalled. 
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Make the Recall 
File Setup Request 
in This Frame 

Record Selection 

Sort Order 

Output File 

Merge File/Text 

Duplicate Selec-
ted Records 

Record 
Selection 

X 

X 

X 

X 

These Choices are Recalled 

Sort Output Merge Duplicate 
Order File File/Text Selected Records 

X 

X X 

X X 

X X 

Going to the Store/Recall File Setup Menu 

RECOVER DOCUMENTS TASK 

3-210 Reference Guide 

Press the RF.QST key in any of the 
in the chart above. 

_t... ___ ~ 
~HUW.U 

Use this Work Diskette Task to recover documents 
that did not end properly. 

An improper ending can be caused by a loss of power, 
a system failure, or removing a diskette that is in 
use. 

1. Choose Work Diskette Tasks in the TASK 
SELECTION menu. 

2. Choose Recover Documents in the WORK DISKETTE 
TASKS menu. 

3. Identify the diskette slot if you have a Dual 
Diskette Unit. 

4. Insert the diskette needing recovery if you 
have a Single Diskette Unit. 

Note: I f Recover Documents is unsucces s ful, 
the message Error on Diskette (diskette name) 
will be posted. Refer to Prompts and Messages 
for the appropriate action. 

5. Press ENTER to begin recovery. 
6. To check recovered documents, use the following 

steps: 



RELEASE PRINTER TASK 

RENUMBER RECORDS 

REPLACE MODE 
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a. When the system displays the name of the 
recovered document on the message line, 
make a note of it. Then press ENTER to 
allow the system look for other documents 
that need recovery. 

b. Continue pressing ENTER and note recovered 
names until the system displays the message 
Recover documents complete. 

c. After you have completed this task, review 
each recovered document for lost data, and 
retype if needed. 

d. To check for lost documents, press REQST 
and choose Display Index of Diskette 
Contents. Note any that are missing. 
Create them again if needed. 

Use this Textpack Request Task to release the 
exclusive use of the printer. This task makes sure 
the printer is available to other work stations in 
a shared printer environment. 

Note: This ITEH is in the TEXTPACK REQUEST TASKS 
menu even though the printer may not be in a shared 
environment. It can be selected and entered, but 
it is not necessary since the pr inter is always 
assigned to its only work station. 

1. Press REQST. 

2. Choose Release Printer in the TEXTPACK REQUEST 
TASKS menu and press ENTER. 

Note: If you are in the REPORTPACK REQUEST 
TASKS menu, choose Textpack Request Tasks. 

The system releases the printer from your 
exclusive use after the current job is printed. 

Control of the printer goes to the next work 
station waiting in the queue. 

See UPDATE FILE TASKS 

See INSERT/REPLACE KEY 
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REPLY KEY 

REQD BKSP KEY 

REQD PAGE END KEY 

3-212 Reference Guide 

When a task or function is initiated that requires 
a diskette to be loaded, the system displays a 
message telling you to insert the diskette. If you 
are not going to insert the required diskette, 
press the REPLY (CODE + MSG) key to cancel the task 
or function needing the diskette. Then press MSG 
to clear the message from the display screen. 

CODE + 

Use the REQD BKSP (Required Backspace) key to 
create a special character by overstriking that is 
not available on the keyboard. 

EXAMPLE: 

1. Type the text to be overst,...lJc.k, 

Do not space, tab, or carrier return after 
typing the text. The cursor should be in 
the position immediately following the 
text. 

2. Type the exact number of required backspaces 
(CODE + BKSP) to place the cursor under the 
first character of text to be overstruck. 

CODE + 

3. Type the overstriking character. 

In some instances, only the overstriking 
characters will show on the display. 

4. Continue typing your document. 

For more information on overstriking, see 
"OVERSTRIKE KEY" in this section. 

Type a Required Page End (CODE + PAGE END) at the 
end of a page where you want to always eject the 
current page during printing. 



REQD TAB 

I REQST KEY 
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After you type a REQD PAGE END, the cursor does not 
go to a new page automatically; If you want to go 
to a new page, type a PAGE END after the REQD PAGE 
END. A REQD PAGE END will always cause a page to be 
ended at this point during pagination. Use DEL 
when you want to delete a REQD PAGE END. 

CODE + 

See TABS - Indent/Required Tab 

In other parts of this book, you may see Request 
Tasks mentioned. There is more than one REQUEST 
TASKS menu available. If you press the REQST 
(Reqnest) key while you are using the Output File 
Task, the Merge File/Text Task, or the Driplicate 
Selected Records Task available with Reportpack, 
the REPORTPACK REQUEST TASKS menu displays. 
Otherwise, the TEXTPACK REQUEST TASKS menu displays 
when you press the REQST key. Request Tasks cannot 
be done during Program Diskette tasks. 

The TEXTPACK REQUEST TASKS menu allows you to 
choose from the following tasks: 

Print Document 

Use this task to change the printing defaults and 
to queue a document to print after you end it or to 
print a document you have previously stored. See 
"PRINT DOCUMENT TASK" in this section. 

Only 6 documents can be queued at one time. 

Display Print Queue or Cancel Print Job 

Use this task to display the print queue (a waiting 
line for printings), cancel a job that is printing, 
or remove a job from the print queue. 
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Change Printing Order 

Use this task to move a job to be printed next. 

Display I ndex of Diskette Contents 

Use this task to display the name, type, comment, 
and status of each document on the diskette. Also, 
use it to display what percent of the diskette is 
available and what percent is unusable. See 
"DISPLAY INDEX OF DISKETTE CONTENTS TASK" in this 
section. 

Continue Printing with Element Now on Printer 

Use this task when the system displays a message 
telling you to put a previously chosen element on 
the printer. The requested element may be one that 
you do not want to use now or one that you do not 
have. See "CONTINUE PRINTING WITH ELEHENT NOW ON 
PRINTER TASK" in this section. 

Request Printer 

Use this task to request the printer in a shared 
printer environment, where more than one work 
station shares a single printer. See "REQUEST 
PRINTER TASK" in this section. 

Release Printer 

Releases exclusive use of the printer. 

Start Printer 

Starts the printer from the work station. 
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The REPORTPACK REQUEST TASKS menu allows you to 
choose from the following tasks: 

Textpack Request Tasks 

Displays the TEXTPACK REQUEST TASKS menu. 

Store File Setup 

Use this task to store a File Setup (sort, select, 
duplicate, Nerge File/Text, and output information) 
for use later with the same or a different file. 

By storing a File Setup you save the sort, select, 
duplicate, Merge File/Text, and output information. 
This saves having to re-key the setup each time. 

Recall File Setup 

Use this task to recall a previously stored File 
Setup (sort, select, duplicate, Merge File/Text, 
and output information) for use with lhe same or a 
different file. 

Display I ndex of Diskette COl1tents 

Use this task to display the name, type, comment, 
and status' of each document on the diskette. Also, 
use it to display what percent of the diskette is 
av&ilable and what percent i~ unusable. See 
"DISPLAY INDEX OF DISKETTE CONTENTS TASK" in this 
section. 
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REQUEST PRINTER TASK 
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Use this Tex~pack Request Task to request the 
printer in a shared printer environment, where more 
than one work station sh~res a single printer. 

Notes: 

1. If you are in the REPORTPACK REQUEST TASKS 
menu, choose Textpack Request Tasks. 

2. This ITEM appears in the TEXTPACK REQUEST TASKS 
menu even though the printer may not be in a 
shared environment. It can be selected and 
efttered, but it is not necessary since the 
printer is already assigned to its only work 
station. 

There are three ways you can request the printer in 
a shared environment: 

1. Using Request Printer. 

a. Pres s REQST. 

b. Choose Request Printer in the TEXTPACK 
REQUEST TASKS menu and press ENTER. 

The system automatically enters your 
request for the printer. If it is 
currently assigned to another work station, 
the system places the request in a queue 
(wait list)' with any other work station 
requests, in order of entry. 

Note: Your work station has exclusive use 
of the printer until you release it. 

c. When your printing is completed, release 
tl1e printer by pressing REQST, choosing 
Release Printer, and pressing ENTER. 

2. Using Print Document. 

a. Press REQST. 
b. 9hoose Print Document in the TEXTPACK 

REQUEST TASKS menu and press ENTER. 
c. When prompted, enter the name of the 

document you want to print. 
d. Enter any necessary changes in the PRINT 

DOCUMENT menu. 
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The system automatically enters your request 
for the printer. If it is currently assigned 
to another work station, the system places the 
request in a queue (wait list) with any other 
work station requests, in order of entry. 

When your document printing is completed, the 
system releases the printer from your work 
station. 

3. Using PRINT key. 

a. Press PRINT key on the cursored page that 
you want to print. 

The system automatically enters your 
request for the printer. If it is 
currently assigned to another work station, 
the system places the request in a queue 
(wait list) with any other work station 
requests, in order of entry. 

When your printing is completed, the system 
releases the printer from your work 
station. 

b. Press END when you finish creating, or 
revising, and printing any remaining pages 
of the document. 
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REQUIRED CARRIER RETURN 

3-216.2 Reference Guide 

Use required carrier returns at the end of short 
lines you do not want rearranged to adjust text 
when you paginate or use LINE ADJ. 

Also use required carrier returns to cancel an 
indented left margin made by typing required tabs. 

There are two ways to type a required carrier 
return: 

Choose 1 (Coded) in the WORK STATION DESCRIPTION 
menu. 

This choice means that you must hold down the 
CODE key while you press the RET key to type a 
required carrier return. 



REQU I RED SPACE 

REQU I RED TAB 

REVIEW DOCUMENT 

REVISE DOCUMENT TASK 

Us ing this choice, you can type a regular 
carrier return by pressing the RET key alone. 

Choose 2 (Non-Coded) 
DESCRIPTION menu. 

in the WORK STATION 

• 

• 

This choice tells the system to automatically 
insert a required carrier return each time you 
press the RET key. 

Us ing this choice, you can type a reqular 
carr ier return by ho lding down the CODE key 
while you press the RET key. 

If you have Auto Carrier Return/Auto Adjust On 
when you are using this choice, the system will 
automatically put carrier returns where they 
are needed when you type to th~ right m~rgin. 

Use required space (CODE + Space Bar) between words 
that should print together on the ~ame line (for 
example, May 12), or be underlined using WORD UND 
(for example, Time Schedule). 

CODE + 

REQUIRED 

See TABS - Indent/Required Tab 

Documents which have been typ~d on a diskette may 
be reviewed using the Revise Document Task. When 
you get to the typing area, you may review the text 
without revising it. See "REVISE DOCUMENT TASK" in 
this section. 

This Typing Task allows you to revise or review a 
document. 

1. Choose Typing Tasks in the TASK SELECTION menu. 

Quick Reference 3-217 



REVISE FILE DESCRIPTIOr·~ 

2. Choose Revise Document in the TYPING TASKS 
menu. 

3. When prompted, type the name of the document 
(if it is not already displaying) and if 
necessary, the diskette name. 

If the name of the document you want to 
revise is already displaying, press ENTER. 

If the name of a document is displaying 
that you do not want to revise, BKSP or 
CANCL to remove it before you type the name 
you want. 

4. (Steps 4 and 5 are optional.) To revise a 
comment, choose Document Comment in the CREATE 
OR REVISE DOCUMENT menu. 

5. Revise the comment (up to 44 character). 

6. To change the format you are using, see "CHANGE 
DOCUMENT FOR1'1AT" or "CHANGE ALTERNATE FORMAT" 
in this section. 

7. Revise the document. 

In this section, see the topics ADD TEXT, BKSP, 
CANCL, COPY, DEL, CHG FMT, GET, GLOBAL, GO TO, 
INSTR, LINE ADJ, and MOVE for information on 
making revisions. 

8. When you have finished revising the document, 
press END. 

9. Paginate and print the document, if necessary. 

See CREATE FILE DESCRIPTION/REVISE FILE 
DESCRIPTION 

REVISE OR DISPLAY FIELD DESCRIPTIONS 
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See CREATE FILE DESCRIPTION/REVISE FILE 
DESCR I PTION 



REVISE OR DISPLAY RECORDS 

ROW ADD KEY 

SCREEN FORMAT KEY 

See UPDATE FILE TASKS 

See MATH - Adding A Row Of Numbers Using Row 
Add 

Press the SCREEN FORMAT (CODE + END) key to display 
the SCREEN FORMAT menu. 

SCREEN FORMAT is active only when you are creating 
or revising a document. It is not available if you 
are currently making a format change or using a 
Request Task. 

The SCREEN FORMAT menu a llows you to change the 
display of symbols that represent functions in a 
document. 

If YOUR CHOICE is 2 (No) for Display codes, the 
symbols display only when you move the cursor to 
the character location. The first status line 
defines the cursored symbol. Using this choice 
allows text to display on the screen as it would 
look if printed. 

If YOUR CHOICE is 1 (Yes) for Display Codes, the 
symbols display at all times in the document. The 
first status line of the display screen will 
define a symbol as you move the cursor under it. 
Using this choice may cause some text to appear to 
be moved to the right of the display screen. It 
appears this way so all symbols for coded functions 
can be displayed. Tabs in proportionally-spaced 
text may appear to go past the actual locations. 
Actual locations are represented by the scale line 
cursor. Therefore, in some instances, the scale 
line cursor may not be directly over the cursor 
that appears in the text. 

Quick Reference 3-219 



SCREEN MOVEMENT 

Screen Right Key 
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Choose yes when creating Shell Documents and 
Fill-In Documents for the Merge Task. Also, choose 
yes when copying or moving columns to create a new 
table. 

You can move the display screen to see blocks of 
text on a page by using the screen right, screen 
left, screen down, and screen up keys. 

For example, if a document you are revlslng 
contains a table that is wider than the display 
screen, you can use the screen right key to 
position the screen over the part of the table you 
want to see. 

To see text that is past the right edge of the 
display screen, use the SCREEN RIGHT key. 

The position of the cursor on the line determines 
how filL" Lhe screen will move. 

1. Move the cursor under the character you want to 
be at the left edge of the screen. 

2. Press SCREEN RIGHT. 

The left edge of the screen will move to 
the cursor position. 

You can now see the text that was past the 
right edge of the screen. 

Note: When the cursor is at the left edge of the 
screen and you press SCREEN RIGHT: 

• The screen will move 60 characters to the 
right. 

• The cursor will be at the left edge of the 
screen. 



Screen Left Key 

Screen Down Key 

To see text that is past the left edge of the 
screen, us e the SCREEN LEFT key. 

The position of the cursor on the line determines 
how far the screen will move. 

1. Move the cursor under the character you want to 
be at the right edge of the screen. 

2. Press SCREEN LEFT (CODE + SCREEN RIGHT). 

The right edge of the screen will move to 
the cursor. 

You can now see the text that was to the 
left of the display screen. 

Note: The screen will move to the left boundary of 
the document if the right edge of the screen cannot 
move to the cursor position. 

To see text that is below the last line on the 
screen, use the SCREEN DOWN key. 

The line the cursor is on determines how far the 
screen will move. 

1. Move the cursor to the line you want to be the 
first line on the screen. 

2. Press SCREEN DOWN. 

The screen will move down to make the line 
the cursor is on the first line on the 
screen. 
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Note: When the cursor is on the first line on the 
screen and you press SCREEN DOWN: 

• The screen will move down to make the last line 
on the screen the first line. 

OR 

~ The screen will move to the next page if a page 
end code is on the screen. 

To see text above the first line on the screen, use 
the SCREEN UP key. 

The line the cursor is on determines how far the 
screen will move. 

1. Move the cursor to the line you want to be the 
last line on the screen. 

2. Press SCREEN UP (CODE + SCREEN DOWN). 

The screen will move up to make the line 
the cursor is on the last line on the 
screen. 

Note: If this did not occur when you pressed SCREEN 
UP: 

• The screen moved to the top of the page. 

You cannot see two pages at once. 

OR 

• The screen moved to the bottom of the previous 
page. 

The first line on the screen was the first 
line of the page when you pressed SCREEN 
UP. 



SELECT RECORDS 

Application Keys 

Equal Key (=) 

The Select operation is used in several tasks to 
choose certain records from a file based on the 
content of one or more fields. The operator 
supplies the information used in determining which 
records are selected, by making entries in the 
Record Select~on frame. 

The following examples show how to make basic 
selection entries using the application keys. 

The Application keys, Equal (=), Not Equal (~), 
Greater Than (», Less Than «), And (&), and Or 
(I), are located in the upper right outboard key 
group, as shown in the figure below. 

These keys can be used individually or in 
combination to make selection entries in fields of 
the Record Selection frame. The key symbols display 
on the typing line, half-indexed up. 

Press the Equal key (=) prior to typing a selection 
entry, to select all records that are equal to the 
entry. 

Note: Pressing no application key will also select 
all records that are equal to the entry. The 
defaul t value for a selection is the equal (=) 
condition. 

EXAHPLE: Last Name OR Last Name 
=Smith Smith 

Selects all people whose last name is Smith. 
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Greater Than Key (» 

Less Than Key «) 
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Press the Not Equal key (1) prior to typing a 
selection entry, to select all records that are not 
equal to the entry. 

EXAMPLE: Last Name 
1Smith 

Selects all people whose last name is not Smith. 

Press the Greater Than key (» prior to typing a 
selection entry, to select all records of a higher 
value than the entry. 

EXAMPLE: Amount 
>1000 

Selects all amounts greater than 1000. 

EXAMPLE: State 
>Ohio 

Selects all states that come alphabetically after 
Ohio. 

Press the Less Than key «) prior to typing a 
selection entry, to select all records of a lower 
value than the entry. 

EXAMPLE: Amount 
<1000 

Selects all amounts less than 1000. 

EXAMPLE: State 
<Ohio 

Selects all states that come alphabetically before 
Ohio. 



And Key (&) 

Or Key (I) 

Ignore Char Key 

Use the And key (&) when a field must meet more than 
one selection condition. Press the And key (&) 
between the conditions. 

EXAMPLE: Amount 
>100&<500 

Selects all amounts greater than 100 and less than 
500 (101 through 499). 

Use the Or key (I) when selecting on any of several 
conditions in the same field. Press the OR key (I) 
between the conditions. 

EXAMPLE: Last Name 
Smith\Jones\Brown 

selects all people whose last name is Smith, or 
Jones, or Brown. 

The Ignore Character key can be used when selecting 
fields, to ignore specific character positions in 
which the content does not matter. For example, in 
a DATE field with the format YR/MO/DY, to select on 
the month of October regardless of day or year, 
enter the selection as follows: 

DATE 
.. / 10/' . 

The Ignore Character appears in the field as a 
period indexed half-up, and can be used in 
combination with other selection keys. 

Restrictions 

• Can only be used in a Character Field. 

• A character must exist in the position. 
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Ignore Rest Key 

The Ignore Rest key can be used when selecting 
fields, to ignore anything that follows a typed 
string of characters. For example, in a UNIVERSITY 
field, to select all Universities beginning with 
Texas, enter the selection as follows: 

UNIVERSITY 
Texas? 

The system will select Texas, Texas A&I, Texas 
Tech, Texas Lutheran, etc. 

The Ignore Rest appears in the field as a question 
mark indexed half-up, and can be used in 
combination with other selection keys. 

Restrictions 

• Can only be used in a Character Field. 

Selecting On More Than One Fieid 

SEQUENCING 
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If the records must meet selection conditions on 
more than one field, make the selections on the 
same horizontal line. 

EXAHPLE: Occupation Donation 
Merchant >100&<500 

Selects people whose occupation is merchant, and 
who have donated more than $100 but less than $500. 

If the records must meet the conditions in one 
field, or the conditions in another field, make the 
selections for each field on a separate line. 

EXA~lPLE : Occupation Donation 
Herchant 

>100&<500 

selects all people who are merchants, and all people 
who have donated more than $100 but less than $500. 

See CHOOSE SORT ORDER 



SPELL CHECK FUNCTION 

The Spell Check function allows you to check the 
spelling in a document, hyphenate and paginate a 
document, and print each document page as it is 
paginated. When you spell check and hyphenate, the 
system compares the spelling of the words in the 
document against the system dictionary and loaded 
supplement. (See "LOAD SUPPLEMENT TASK" in this 
section. ) 

The Spell Check function will spell check and 
hyphenate words in a document that are typed in a 
foreign language. To do this, a Spelling Language 
Dictionary from a Languagepack 2 Program Diskette 
must be loaded. The document will then be checked 
against the words in the Spelling Language 
Dictionary if the document begins with the 
appropriate Language For Spelling Check 
Instruction. 

Spell check and hyphenation/pagination can be 
initiated by: 

1. Pressing the SPELL key when creating or 
revising a document. 

• The Spelling Tasks will be loaded, the 
SPELLING TASKS menu will display, and Check 
Document will be highlighted. 

2. Choosing Check Document in the SPELLING TASKS 
menu. 

Note: See "SPELL KEY," "CHECK DOCUMENT TASK," or 
"KIND OF SPELLING CHECK" in this section for more 
information and "how to" steps. 

Identifying Portions Of A Document That 
Should Not Be Spell Checked Or 
Hyphenated 

You can mark portions of a document you do not want 
checked by placing an End Spelling Check 
instruction at the beginning and a Begin Spelling 
Check instruction at the end of that portion of 
text. 
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To Spell Check Selected Pages 
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Tq type the End Spelling Check and Begin Spelling 
Check instructions in the document: 

1. Press INSTE (CODE +CHG FMT) at the beginning of 
the text you do not want spell checked. 

CODE + 

2. Choose End Spelling Check in the INSTRUCTIONS 
menu. 

3. Type the portion of th~ docum~nt you do not 
want spell checked. 

4. Press INSTR. 

~. Choose Begin Spelling Check in the lNSTRUCTIONS 
menu to tell the system you wqnt spell check to 
begin a~ain at that point in the document. 

When the document is spell checked, the 
portion marked by the End and Begin 
Spelling Check Instructions will not be 
checked for spelling and will not be 
hyphenated. 

If certain pages of a document have been revised 
and need to be spell checked again, you can tell the 
system you want just those pages checked. 

Note: So the system will check the proper page 
numbers, you should spell check the selected pages 
before repaginating. 

1. Choose Check Document in the SPELLING TASKS 
menu. 

2. Choose Kind Of Spelling Check prompted. 

3. Choose System Page Number(s) For Spelling 
Check. 

4. Type the system page numbers on the prompt line 
separated by spaces and press ENTER. 

Note: The system can spell check up to 10 
selected pages. 



The system will spell check in the prompted 
mode just the system page numbers you 
specified. 

5. Paginate the document if necessary. 

Checking Spelling Of A Multi-language Document 

You can tell the system to check a document that is 
typed in several languages by placing Language For 
Spelling Check instructions in the text you are 
creating or revising. These instructions tell the 
system to check the document against the 
appropriate spelling language dictionary. 

1. Press INSTR (CODE + CHG FMT) at the beginning 
of the document. 

CODE + 

2. Choose Language For Spelling Check in the 
INSTRUCTIONS menu. 

The LANGUAGE FOR SPELLING CHECK INSTRUCTION 
menu will display. 

3. Choose the language you want that part of the 
document to be checked against. 

4. Press ENTER enough times to return to the 
typing area. 

Follow the above procedure at the places in the 
document where there is a change to another 
language. 

When you spell check the document, you will spell 
check it once for each language you have 
identified. You will load the the appropriate 
Spelling Language Dictionary for those spell 
checks. 

Note: The system does not prompt which dictionary 
to load. Dictionary hyphenation will also occur 
during the spell check for each language if 
Dictionary Hyphenation was selected in the 
HYPHENATE AND PAGINATE DOCUMENT menu. 
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SPELL KEY 
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To use the Spelling Tasks while you are creating or 
revising a document: 

1. Press SPELL when you are ready to use the 
Spelling Task in a document. The system 
displays the TASK SELECTION menu and highlights 
Spelling Tasks. 

Next, the system displays the SPELLING TASKS 
menu and highlights Check Document. 

Then the system displays on the prompt line the 
name of the document you were using when you 
pressed SPELL. 

2. Press ENTER. 

The CHECK DOCUHENT menu displays. 

Notes: 

a. If you want to check -the spelling of a 
different document, BKSP or CANCL to remove 
the current document name, then type the 
name. 

b. If you do not want to use the Check 
Document task and want to choose another 
Spelling Task, press CANCL twice. Choose 
the Spelling Task you want to use. 

3. Choose Kind Of Spelling Check Automatic. 

4. Choose Hyphenation/Pagination Yes. 

5. Press ENTER. 

The HYPHENATE AND PAGINATE DOCUHENT menu 
displays. 

6. Choose Dictionary Hyphenation Automatic. 

7. Choose Print Paginated Pages No. 

8. Press ENTER. 



The page numbers display as the document is 
checked. 

When checking is complete, the system 
displays the number of words that did not 
match words in the system dictionary and 
loaded supplement. 

The system displays a message that tells 
you the task is complete. 

9. The system displays the TASK SELECTION menu and 
highlights Typing Task. 

10. Next, the system displays the TYPING TASKS menu 
and highlights Revise Document. 

11. Then the system displays on the prompt line the 
name of the document that you used for the 
Spelling Task. 

12. Press ENTER to revise the document identified 
on the prompt line. 

Notes: 

a. If you want to revise a different document, 
BKSP or CANCL to remove the current 
document name, then type the name of the 
document you want to revise. 

b. If you do not want to use the Revise 
Document task and want to choose another 
task, press CANCL twice and then choose the 
task you want. 

To review words highlighted by the Check Document 
Spelling Task: 

1. Move the cursor to the beginning of the 
document. 

2. Press FIND, then press SPELL. Then press ENTER 
to begin locating the highlighted words. 

3. Press CANCL to remove the highlighting. 

4. Revise the spelling, if necessary. 

5. Press FIND and ENTER to locate the next 
highlighted word. 

6. Continue to press FIND and ENTER for each 
highlighted word until all have been reviewed. 
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You can delete the spell highlighting in a 
document by using the GLOBAL key. See "GLOBAL 
KEY Deleting Spell Highlighting" in this 
section. 

SPELLING LANGUAGE DICTIONARY 

START PRINTER TASK 

STOP CODE 

STORE FILE SETUP 

3-232 Reference Guide 

Spelling language dictionaries are language 
dictionaries on Languagepack 2 diskettes. Use a 
spelling language dictionary to check the spelling 
and to hyphenate the words in a document typed in a 
foreign language. 

Note: The appropriate Language For Spelling Check 
instruction must be at the beginning of the 
document. 

Each language dictionary on the Languagepack 2 
diskettes can contain a 500 word supplement. If 
the words in the supplements are typed with 
syllable hyphens (non-coded hyphens), the system 
can hyphenate those words during Dictionary 
Hyphenation. See "STORE SUPPLEMENT ON LANGUAGE PACK 
2 DISKETTE" in this section. 

Use this Request Task to start the printer from the 
work station. 

A S top Code (CODE + 9) can be us ed in a She 11 
Document when doing repetitive documents. See 
"Work Samples - Repetitive Documents" in the Work 
Station Procedures Guide, Textpack 4. 

A Stop Code can also be used in a document when the 
document is to be recorded on magnetic cards for 
use on other IBM word processing equipment. 

This Request Task appears in the REQUEST TASKS menu 
during a Merge File/Text, Output File, or Duplicate 
Selected Records task, and during Record Selection 
in the Update File task. Store File Setup allows 
you to store the choices that you made in the RECORD 
SELECTION frame, the SORT ORDER menu, the OUTPUT 
FILE menu, the HERGE FILE/TEXT menu, and the 



Make the Store I 
File Setup Request I 
in This Frame 

l 

Record Selection 

Sort Order 

Output File 

Metge File/Text 

Duplicate Selec­
ted Records 

DUPLICATE· SELECTED RECORDS menu. Thes e choices, 
stored as a setup, can be recalled from the 
diskette later, to be used again without having to 
re-key each frame. 

The frame in which the the Store File Setup request 
is made determines which frames will be stored as 
the File Setup. For example, if the Store File 
Setup request is made in the Record Selection 
frame, only the Record Selection choices are 
stored. If the Store File Setup request is made in 
the Output File frame, the Output File choices, the 
Sort Order choices, and the Record Selection 
choices are all stored as a single setup. 

The chart below shows in which frames the Store 
File Setup request can be made, and which choices 
are stored. 

These Choices are Stored 

~ 
Record Sort Output Merge Duplicate 

Selection Order File File/Text Selected Records 

X 

X 

X X X 

X X X 

X X X 

GOing to the STORE/RECALL FILE SETUP Menu 

Press the REQST KEY in any of the frames 
shown in the chart above. 

STORE SUPPLEMENT ON LANGUAGEPACK 2 DISKETTE 

This task allows you to store a supplement to a 
language dictionary on a Languagepack 2 program 
diskette. When a supplement is stored with a 
language, both the language and supplement are 
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loaded when the spelling language is chosen from 
the SPELLING LANGUAGE DICTIONARIES menu. 

Use the Store Supplement On Program Diskette task 
to: 

• Create a stored language supplement 

• Add words to a stored language s~pplement 

• Change the words in stored language supplement 

• Clear the words in a stored language supplement 

"How To" 
explained 
section. 

steps to perform these operations are 
in the following headings in this 

Using Store Supplement To Create A Stored 
Supplement To A Language Or To Add Words 
To An Existing Stored Supplement 

3-234 Reference Guide 

1. Choose Spelling Tasks in the TASK SELECTION 
menu. 

2. Choose Choose Spelling Language Dictionary in 
the SPELLING TASKS menu. 

3. Choose the language you want to load into the 
system. 

4. Choose Load Supplement in the SPELLING TASKS 
menu as often as needed to load words from the 
document into the supplemental dictionary (up 
to 500 words) . 

When prompted, type the name of the 
document, and if nec~ssary, the diskette 
name. 

The document can contain a word list you 
create, or it can be an existing document 
that contains words you want to add. Words 
already in the language dictionary will not 
be added. 

5. Choose Store Supplement On Program Diskette in 
the SPELLING TASKS menu. 

6. Follow the prompts and messages as they appear 
for this task. 



Wh.en the task is completed, the system 
displays the message Supplement stored. 

Using Store Supplement To Replace The 
Words In An Existing Stored Language 
Supplement 

1. Choose Spelling Tasks in the TASK SELECTION 
menu. 

2. Choose Choose Spelling Language Dictionary in 
the SPELLING TASKS menu. 

3. Choose the language you want to load into the 
system. 

4. Choose Clear Supplement in the SPELLING TASKS 
menu. 

This clears the supplement that was loaded 
with the language. 

5. Choose Load Supplement in the SPELLING TASKS 
menu as often as needed to load the new words 
from the document on a work diskette into the 
supplemental dictionary (up to 500 words). 

When prompted, type the name of the 
document, and if necessary, the diskette 
name. 

The document can contain a word list you 
create, or it can be an existing document 
that contains words you want to add. Words 
already in the dictionary will not be 
added. 

6. Choose Store Supplement On Program Diskette in 
the SPELLING TASKS menu. 

7. Follow the prompts and messages as they appear 
for this task. 

Using Store Supplement To Delete The 
Words In An Existing Stored Language 
Supplement 

When the task is completed, the system 
displays the message Supplement stored. 

1. Choose Spelling Tasks in the TASK SELECTION 
menu. 
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2. Choose Choose Spelling Language Dictionary in 
the SPELLING TASKS menu. 

3. Choose the language you want to load into the 
system. 

4. Choose Clear Supplement in the SPELLING TASKS 
menu. 

This clears the supplement that was loaded 
with the language. 

5. Choose Store Supplement On Program Diskette in 
the SPELLING TASKS menu. 

6. Follow the prompts and messages as they appear 
for this task. 

When the task is completed, the system 
displays the message Supplement stored. 

Since no words were in the supplement, the 
words that were in the supplement stored 
with the language were deleted. 

STORE SUPPLEMENT ON PROGRAM DISKETTE TASK 
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This task allows you to store a supplemental 
dictionary on a program diskette. When a 
supplement is stored on a program diskette, the 
supplement is loaded with the system dictionary 
each time the Spelling Task is loaded. 

Use the Store Supplement On Program Diskette task 
to: 

• Create a stored supplement 

• Add words to a stored supplement 

• Change the words in stored supplement 

• Clear the words in a stored supplement 

"How To" 
explained 
section. 

steps to perform these operations are 
in the following headings in this 



Using Store Supplement To Create A Stored 
Supplement Or To Add Words To An Existing 
Stored Supplement 

1. Choose Spelling Tasks in the TASK SELECTION 
menu. 

2. Choose Load Supplement in the SPELLING TASKS 
menu as often as needed to load the 
addititional words from the document on a work 
diskette into the supplemental dictionary (up 
to 500 words) . 

When prompted, type the name of the 
document, and if necessary, the diskette 
name. 

The document can contain a word list you 
create, or it can be an existing document 
that contains words you want to add. Words 
already in the dictionary will not be 
added. 

3. Choose Store Supplement On Program Diskette in 
the SPELLING TASKS menu. 

4. Follow the prompts and messages as they appear 
for this task. 

When the task is completed, the system 
displays the message Supplement stored. 

Using Store Supplement To Replace The 
Words In An Existing Stored Supplement 

1. Choose Spelling Tasks in the TASK SELECTION 
menu. 

2. Choose Clear Supplement in the SPELLING TASKS 
menu. 

This clears the supplement that was loaded 
with the system dictionary. 

3. Choose Load Supplement in the SPELLING TASKS 
menu as often as needed to load the new words 
from the document on a work diskette into the 
supplemental dictionary (up to 500 words). 

When prompted, type the name of the 
document, and if necessary, the diskette 
name. 

Quick Reference 3-237 



Using store Supplement To 
Delete An Existing Stored 
Supplement 

SUBSTITUTE CODE 
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The document can contain a word list you 
create, or it can be an existing document 
that contains words you want to add. Words 
already in the dictionary will not be 
added. 

4. Choose Store Supplement On Program Diskette in 
the SPELLING TASKS menu. 

S. Follow the prompts and messages as they appear 
for this task. 

When the task is completed, the system 
displays the message Supplement stored. 

1. Choose Spelling Tasks in the TASK SELECTION 
menu. 

2. Choose Clear Supplement in the SPELLING TASKS 
menu. 

This clears the supplement that was loaded 
with the system dictionary. 

3. Choose Store Supplement On Program Diskette in 
the SPELLING TASKS menu. 

4. Follow the prompts and messages as they appear 
for this task. 

When the task is completed, the system 
displays the message Supplement stored. 

Since no words were in the supplement, the 
words that were in the supplement stored on 
the program diskette were deleted. 

Substitute codes () may be inserted into a 
document by the system after a recovery operation, 
when the sys tern cannot read a character from a 
magnetic card, or during Communications when there 
are keyboard differences. 

To find Substitute codes in order to delete them: 

1. Press FIND. 



SUBTRACT KEY 

2. Hold down the CONTROL key while you press the Z 
key. 

3 . Pres sENTER. 

4. Find all of the Substitute codes and replace 
each with the correct character. 

See MATH - Adding and Subtracting Numbers 

SUMMARY MATH INSTRUCTION 

SWITCH CODE 

SYSTEM PAGE NUMBER 

See MERGE FILE/TEXT Summary Math 
Instructions 

A Switch Code (CODE +k) can be used in a document 
when the document is to be recorded on magnetic 
cards for use on other IBM word processing 
equipment. See "Switch Codes" in the IBM 
Displaywriter Mag Card Compatibility Guide for more 
information. 

See PAGE NUMBERING 

SYSTEM PAGE NUMBER(S) FOR SPELLING CHECK 

System Page Number(s) For Spelling Check displays 
in the CHECK DOCUHENT menu. 

Use this ITEM to tell the system to check the 
spelling of selected pages in a document. Type the 
system page numbers (up to a maximum of 10 page 
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TABLES 

TABS 
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numbers) separated by spaces to spell check more 
than one page. 

Note: To check the spelling of selected page~, 
Hyphenation/Pagination must = No. 

See COLUMN LAYOUT 

Use the Change Margins and Tabs ITEM in the FORMAT 
SELECTION menu to change the way tabs are set up in 
documents. 

Tab changes are made from the MARGINS AND TABS 
menu. 

To change tabs in Column Layout, see "COLUMN LAYOUT 
- Revising the Layout of a Table" in this section. 

Go to the MARGINS AND TABS menu in anyone of three 
ways, depending on what you want the change to 
affect. 

1. You can change the tab defaults on the Vol.01 
Program Diskette. I f you change the defctul ts 
on the program diskette, the new tabs apply to 
all new documents you create using the changed 
program diskette. 

2. You can also change the Document or Alternate 
Format of tabs for a single document. In this 
case, the program diskette defaults remain the 
same and the new tab choices apply only to the 
single document. They are set at the start of 
the document. 

3. Finally, you can change the tabs for only a 
portion of a document. In this case, neither 
the program diskette defaults nor the Document 
(or Alternate) Format are changed. This change 
does not affect the format between the start of 
the document and your current cursor location. 
It begins where you press eHG FMT and remains 
in effect until you change it or until the end 
of the document, whichever comes first. 

You go to the MARGINS AND TABS menu through a 
different menu sequence for each of the cases 
described. 



Going to the MARGINS AND TABS Menu 

If you want to change the defaults for a program 
diskette, follow these steps to go to the MARGINS 
AND TABS menu. 

1. Insert the Vol.01 Program Diskette. 

2. Choose Program Diskette Tasks in the TASK 
SELECTION menu. 

3. Choose Change Document Format Defaults or 
Change Alternate Format Defaults in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

4. Choose Change Margins and Tabs in the FORMAT 
SELECTION menu. 

Using the MARGINS AND TABS menu is described 
under the next heading in this section. 

I f you want to change the Document or Alternate 
Format of tabs for a single document, follow these 
steps to go to the MARGINS AND TABS menu. 

1. Choose Change Document 
Alternate Format in the 
DOCUMENT menu. 

Format 
CREATE 

or 
OR 

Change 
REVISE 

2. Choose Change Margins and Tabs in the FORMAT 
SELECTION menu. 

Using the MARGINS AND TABS menu is described 
under the next heading in this section. 

If you want to change the tabs for the portion of 
the document beginning at the cursored line, follow 
these steps to go to the MARGINS AND TABS menu. 

1. Position the cursor at the left margin of the 
line where the change will begin. 

Note: If you press the CRG FMT key when the 
cursor is not at the left margin (within a 
line), you can change only the typestyle, not 
including a pitch change. 

2. Choose Change Margins and Tabs in the FORMAT 
SELECTION menu. 

Using the MARGINS AND TABS menu is described 
under next heading in this section. 
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Using the MARGINS AND TABS Menu 

Setting Tabs 

Setting Individual Tabs 
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Change any of the tabs in the MARGINS AND TABS menu 
to the tabs you want. 

See "Setting Tabs" and "Clearing Tabs" in this 
section for more information. 

When you have complete your changes in the MARGINS 
AND TABS menu, press ENTER enough times to return 
to the point from which you began (the TEXTPACK 
PROGRAM DISKETTE TASKS menu, the CREATE OR REVISE 
DOCUHENT menu, or the document typing area) . 

If you are in the Revise Document task, paginate 
when you finish revising the document to make the 
change effective. 

You can set up to 48 tabs on the system. 

Note: I f you are also going to change the type 
style pitch (for example, pica [10] to elite [12], 
change the pitch before changing the margins and/or 
tabs to prevent errors in alignment. 

1. Choose Change Margins and Tabs in the FORMAT 
SELECTION menu. 

2. Press the cursor right (-.) key or the cursor 
left (.-) key to move the scale line cursor to 
the location where you want a tab. 

3. Set the tabs in one of the following ways: 

• Press the Tab key for normal left alignment 
at the tab location. (See Left Alignment.) 

• Press the Period key to align the first 
period of the group of characters at the 
tab location. (See Decimal Alignment.) 

• Press the Comma key to align the first 
comma of a group of characters at the tab 
location. (See Comma Alignment.) 

• Press the Center key to center characters 
around the tab location. (See Center 
Alignment.) 



Setting Evenly Spaced Tabs 

Moving Tabs 

• 

• 

TNL SN44-2075 (20 August 1982) to S544-2036-0 

Press the RET key to align characters to 
the left of the tab location. (See Right 
Alignment.) 

Press the Colon key to align the first 
colon of a group of characters at the tab 
location. (See Colon Alignment.) 

1. Choose Change Hargins and Tabs in the FORMAT 
SELECTION menu. 

2. Press the cursor right (-.)key or the cursor 
left (+-) key to move the scale line cursor 
under the left margin «<) in the MARGINS AND 
TABS menu. 

Type the number (1 or 2 digits) of spaces 
between each tab. (The number will not 
display.) For example, typing the number 
12 will give you tabs every 12 spaces. 

All previous tabs will be cleared, and the 
new ones will be set between the margins 
when you pres sENTER. 

1. Choose Change Margins and Tabs in the FORMAT 
SELECTION menu. 

2. Use the cursor right (-.) key or the cursor 
left (+-) key to move the cursor under the 
first tab to be moved. 

3. Press the Space Bar to move all tabs located at 
the scale line cursor and to the right of the 
scale line cursor to the right. 

Press BKSP to move all tabs located at the 
scale line cursor and to the right of the scale 
line cursor to the left. 
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Clearing Tabs 

Individual Tabs 

All Tabs 

Using Tab Alignment 

Left Alignment 
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1. Choose Change Margins and Tabs in the FORMAT 
SELECTION menu. 

2. Press the Cursor Right (-+) key or the Cursor 
Left (+-) key in the MARGINS AND TABS menu to 
move the scale line cursor to the tab location 
(indicated by an underline, ~ , ~ , I-I, --i, 
or : ). -

3. Press DEL. 

1. Choose Change Margins and Tabs in the FORMAT 
SELECTION menu. 

2. Press the Cursor Right (-+) key or the Cursor 
Left (.-) key in the NARGINS AND TABS menu to 
move the scale line cursor under the left 
margin C«). 

3. Press DEL. 

Always use the TAB key to go to the tab location. 
The tab alignment function is not active when you 
press the Space Bar to reach the tab location. 

For tab alignment in tables and columns, see 
"COLUMN LAYOUT." 

EXAMPLE: ~~k 

J OFF 
ON 
IN USE 

1. Press the TAB key to reach the Flush Left Tab 
location. 

2. Type text to be aligned. 



The left side of the text automatically 
aligns at the tab location. 

3. Tab to the next tab locat'ion if there is one. 
If not, carrier return and continue typing. 

Decimal Alignment EXAM PLE: 

Comma Alignment 

~~~ 

123 . .)-45 
12.345 

123 
1. 23 

1. Press the TAB key to reach the Decimal Tab 
location in the column. 

2 . Type the number. 

The number automatically aligns at the left 
of the tab location until you type a period 
(decimal). Then it aligns to the right of 
the tab location. 

If you type a whole number (no decimals), 
the entire number aligns to the left of the 
tab location. 

3. Tab to the next tab location if there is one. 
If not, carrier return and continue typing. 

EXAMPLE: 
~4AI~ 

£ 1,000,000 
2,000 

112,000,000 
112 
22,000 

The primary use for comma alignment is typing 
numbers for foreign currencies. 

1. Press the TAB key to reach the Comma Tab 
location in the column. 

2. Type the number. 
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Center Alignment 

Right Alignment 

3-246 Reference Guide 

The number automatically aligns at the left 
of the tab location until you type a comma. 
Then it aligns to the right of the tab 
location. 

If you type a number without a comma, the 
entire number aligns to the left of the tab 
location. 

3. Tab to the next tab location if there is one. 
If not, carrier return and continue typing. 

EXAMPLE: :U ~fJl t~A.u 

~ 
International 

Business 
Machines 

Corporation 

1. Press the TAB key to reach the Center Tab 
location. 

2. Type the text to be aligned. 

The text automatically centers around the 
tab location. 

3. Tab to the next tab location if there is one. 
If not, carrier return and continue typing. 

EXAMPLE: ~l"J I> .• t ;(','lI­
OFF~) 
ON" 

IN USE 

1. Press the TAB key to reach the Flush Right Tab 
location. 

2. Type the text to be aligned. 

The right side of the text automatically 
aligns at the tab location. 



Colon Alignment 

I ndent/Required Tab 

3. Tab to the next tab location if there is one. 
If not, carrier return and continue typing. 

EXAMPLE: h?.4CIY'tOr<.. 
-I 

3:6 
124:86 

30:829 
1:1 

The primary use for colon alignment is for 
alignment of ratios. 

1. Press the TAB key to reach Colon Tab location 
in the column. 

2. Type the ratio. 

The ratio automatically aligns at the left 
of the tab location until you type the 
colon. Then it aligns to the right of the 
tab location. 

3. Tab to the next tab location if there is one. 
If not, carrier return and continue typing. 

CODE + ~ 
~ 

EXAMPLE: 
I.. /111-

~"'" :==========-=-=--=--Il,.t'~ 
f ~:-------
-----~ 

~ ~I-----______ /lJ 

1 -------W' 

Before using Required Tabs, set a tab (or tabs) for 
each indent level. You can set as many as 15 
levels. 

Auto Carrier Return must be in use to use the steps 
exactly as given below. 

1. Type enough Required Tabs to move the cursor to 
the desired indent level (or a new level of 
indention). 

If only the first line of the paragraph is 
to be indented, use regular tabs. 
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2. Type the text. 

3. Press RET to end each paragraph or to end all 
indent levels. 

To cancel the indented left margin, use one 
of the following: 

RET 
INDEX (coded) 
REQD PAGE END 
Page or Line Format Change 
Begin Using Document Format 
Begin Using Alternate Format 
Return Line Format 
Return All Formats 

Note: The CHG FMT key allows you to indent 
either, or both, left and right margins by 
changing the margin settings. It prevents 
having to tab for every indented line. If 
you are also indenting the right margin, 
you do not have to type a carrier return 
for every indented line. However, 
indenting text by using CHG FMT is not 
recommended if you have more than one level 
of indention. 

Text tables are sentences typed in a columnar 
style. 

So, You Want a Projector? 

The equipment handles easily 
and is inexpensive in general. 
Even an inexperienced person 
can use overlays for a step by 
step presentation while 
talking. 

The large projectors give a 
brilliant image, even on an 
oversized screen in a well-lit 
area. These projectors are 
good for special occasions. 

The contrast, when you use 
black and white film, is 
better than when you use 
color. Additional available 
equipment includes rear 
projection units. 

The color intensity on medium 
size equipment can be weak and 
ineffective with large 
overlays. 

The large projectors are 
seemingly contradi.ctory in 
that while heavy to carry, are 
quite fragile. These 
proj ec tors also can be 
difficult to locate. 

Some of the mountings are 
expens i ve when comb ined wi th 
overlays and handart. 

Centering is difficult, and 
absolute darkness may be 
required, too. 

The sentences are typed in a column the same as they 
are typed in the body of a document. The Column 
Layout function is used to specify the width and 
placement of text columns. 
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1. Decide the number of characters you want. in 
each column. 

2. Press LAYOUT (CODE + COLUMN). 

The Column 
display. 

Layout instructions will 

3. For the left column, press LINE ADJ, then type 
as many a's as you decided the line length 
should be. For example, if the first column 
should be thirty characters wide, type 30 a's. 

4. Pres s the COLUMN key. 

This will leave blank space between the 
columns. 

5. For the right column, press LINE ADJ, then type 
as many a's as you decided the line length of 
the right column should be. 

6. Press LAYOUT. 

7 . Pres sENTER. 

The system will display the tab symbols on 
the scale line to mark where your columns 
will begin. 

8. Press ENTER again. 

You have now created an empty table 
containing a Format Change, Begin Table 
code, End Tab Ie code, and another Format 
Change. 
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Typing.tb:e. T~.xt T~ble 

Left Column 

Right Column 
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1. Press SCREEN FORHAT (CODE + END). Set Display 
Codes = yes to display the Begin Table code. 

2. Hove the cursor under the Begin Table code 
-++ (-4) . 

3. Once the cursor is under the Begin Table code, 
press SCREEN FORHAT to change Display Codes = 
No. 

4. Press COLUMN. 

This tells the system you want to work with 
columns. 

Revise Column will display on the first 
status line. 

5. Type all the text for the left column. Carrier 
return twice to separate paragraphs. 

6. After the last paragraph, press ENTER. 

1. Hove the cursor to the tab symbol for the right 
column. 

2. Press COLUl'1N. 

3. Type all text for the right column. Carrier 
return twice to separate paragraphs. 

4. After the last paragraph, press ENTER. 

For information on Advanced Text Tables, see 
"Creating Advanced Text Tables" in the Selectable 
Topics--Book 2 . 



TYPESTYLE 

UNDERLINING 

Character Underline 
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Change the typestyle number when you want to use a 
different printer element or printwheel for 
printing. You can change the typestyle in the LINE 
FORMAT menu (or a FORMAT SELECTION menu if the 
change is within a line). 

If you want to change the typestyle choice and 
you need the typestyle number for your printer 
element or printwheel, look at Appendix A or E 
in the Printer Guide. Locate the part number 
on the chart. The chart provides a listing of 
typestyle numbers and the keyboard IDs for the 
available typestyles. 

The part number for the printer element is 
under the release lever. The part number for 
the printwheel is on the front of the case. 

To verify that the printer element or 
printwheel is supported by your current program 
load, make a note of the keyboard ID and see 
"CHANGE WORK STATION DESCRIPTION TASK" in this 
section. 

For information on PSM see "PROPORTIONAL 
SPACING (PSM)" in this section. 

There are several ways to underline. You can 
underline a single character, a single word, 
continuously underline text, and double underline. 
Choose the way that is most appropriate for the 
kind of underlining you want to do. If you need to 
underline while using Key-To-Print, see 
KEY-TO-PRINT. 

Use the REQD BKSP key to underline one character at 
a time. 

1. Type the character to be underlined. Do not 
space or punctuate. 

EXAMPLE: CODE + 

sit, not set 
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WORD UNO Key 
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2. Press the character underline (_) key. 

The system underlines the character, 
however, only the underline displays. 

SHIFT + B 
3. Space, punctuate, tab, or carrier return. 

Continue typing the document. 

Use the WORD UND (Word Underline) key to underline 
one word at a time. 

1. Type the word. Do not space or punctuate 
unless the punctuation is to be underlined 
also. 

To underline spaces before or following the 
word or numbers to be underlined, type 
required spaces (CODE + Space Bar) instead 
of the spaces you normally type. The 
system will recognize them as part of the 
word. 

2 . Pres sWORD UND. 

The system underlines the word. 

EXAMPLE: 
CODE + 

si t, not set 

Beginning with the cursored character, WORD 
UND underlines until it is stopped by one 
of the following: 

SPACE 
UND 
RET (Coded and Non-Coded) 
TAB 
REQD TAB 
INDEX 
PAGE END 
REQD PAGE ENn 
REQD BK8P 



TNL SN44-2021 (22 April 1983) to S544-2036-0 

The following characters do not stop WORD 
UND and can be under 1 ined. 

REQUIRED SPACE 
STOP 
HYPHEN (Coded and Non-Coded) 

3. Space, punctuate, tab, or carrier return. 

BEGIN UNO and END UNO Keys 

Continue typing the document. 

Note: To underline an existing word during 
reV1S10n, move the cursor to the space 
following the word then press WORD UND. 

Use the BEG UNO (Begin Underline) and END UND (End 
Underline) keys to continuously underline text. 

Note: To .underline existing text during revision, 
move the cursor under the first character to be 
underlined. All following text on the page will be 
underlined until you move the cursor to the right 
of the last character that you want underlined and 
press END UND. 

1. Type up to the words to be underlined. 

2. Press BEGIN UND. 

EXAMPLE: CODE + 

si t, not set 

3. Type the words to be underlined. At the end of 
the last word do not space or punctuate unless 
that is to be underlined also. 

4. Press END UND. 

CODE + 

The words are underlined. 

If you want to remove BEGIN UND or END UND, move 
the cursor to each location where it was 
inserted and press DEL. 
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5. Space, punctuate, tab or carrier return. 
Continue typing the document., 

Underlining Multi-line Headings 
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Use this procedure when you want multi-line 
headings underlined as in the following example. 

Sales Volume 
1982 

1. At the end of the line you want underlined, 
type a Zero Index Carrier Return (CONTROL + 
RET) . See "ZERO INDEX CARRIER RETURN (ZICR)" 
in this section for information. 

2. Press the Space Bar until the cursor is at the 
place on the line you want the underline to 
begin. 

3. Manually underline. ' 

The underline appears on the next line of 
the display; but when the document prints, 
the underline will be under the text. 

4. Press RET and continue typing. 

Note: This procedure cannot be used to create 
headings for tables if the tables were created 
using the Column Layout function and the headings 
are part of the table. 



Double Underline 

Underline key ( ) 

Equal Sign Key (=) 
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Three ways to double underline text are: 

1. Using the underline ·key 

2. Us ing the equal sign key 

3 . Making a keyboard change 

1. Type the text to be underlined using any of the 
underline methods (character, word, or 
continuous underline) to type the first line 
under the appropriate text. Carrier return at 
the end of the line. 

2. Press Half Index Up (CODE + Y). 

CODE + ill/ Y \ 
~ 

3. Press the Space Bar until the cursor is under 
the first character to be underlined twice. 

4. Underline the text using manual underline. 
Space between any columns or areas that do not 
need to be under lined. 

EXAMPLE: 

sit, not set 

5. Carrier return after you underline the last 
character to be underlined twice. 

6. Press Half Index Down (CODE + H). 

7 . Continue typing the document. 

1. Type the text to be underlined. Do not space, 
punctuate, or carrier return following the text 
to be underlined. 
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2. Press 1/2 ~ (CODE + H). 

3. Press REQD BKSP until the cursor is under the 
first character to be underlined twice. 

The characters disappear from the display 
as you backspace over them however, they 
will be on the document when it prints. 

Press the equal sign key (=) for each 
character. 

EXAMPLE: 

Press 1/2 i after you underline the last 
character to be double underlined. 

CODE+ ~Y,Yi ~ 
Space, punctuate, tab, or carrier return. 
Continue typing the document. 

KYB CRG Key (IBM 5215 Selectric Element Printer) 

(Use this method only if you have a printer element 
with the double underline character. Your element 
must match the accounting keyboard used to type the 
document. Refer to Appendix C "KEYBOARD 
ARRANGEMENTS" for the accounting keyboard numbers.) 

Type the text to be underlined. Do not space, 
punctuate, or carrier return following the text to 
be underlined. 

1. Press KYB CRG. 

CODE + 
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2. Type the keyboard number having a double 
underline character. 

This number must be one of the keyboards 
specified as an Alternate Keyboard on the 
licensed program diskette you currently 
used to Initial Program Load (IPL) the 
system. (The Change Keyboard Description 
task allows you to see the current 
alternate keyboards.) 

3. Press ENTER. 

The system returns to the text to be 
underlined. 

4. Press REQD BKSP until the cursor is under the 
first character to be underlined. 

The characters disappear from the display 
as you backspace over them however, they 
will be on the document when it prints. 

5. Press the double underline key for each 
character to be underlined. 

EXAMPLE: 

si t, not set 

6. Press KYB CHG and change the keyboard number 
back to the keyboard number you were us ing 
before typing the double underlines. 

7. Space, punctuate, or carrier return. Continue 
typing your document. 

KYB CHG Key (IBM 5218 and IBM 5228 Printwheel Printers) 
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Use this method only if you have the Accounting 
printwheel -- Keyboard #17 which is equipped with a 
double underline key. 

This method causes the underlines to print closer 
to the text because the line spacing will be 
changed. 

1. At the beginning of the document, press KYB 
CHG. 

2. Type keyboard #17. 



This number must be one of the keyboards 
assigned to the licensed program diskette 
you currently used to Initial Program Load 
(IPL) the system. (The Change Keyboard 
Description task allows you to see the 
current alternate keyboards.) 

3. Type until you reach the line containing the 
words that must be double underlined. 

4. Press CHG FMT at the beginning of the line to 
change the Line Format. 

I f you are not at the beginning of the line 
when you press CHG FMT, you will not be 
able to change the Line Format. 

5. Choose Change Line Format in the FORMAT 
SELECTION menu. 

6. Choose the Line/cm or in. ITEM. 

7. Choose POSSIBLE CHOICE 4 (9.45/cm or 24/in). 

8. Press ENTER enough times to return to the 
typing area. 

9. Type the line and carrier return. 

10. Underline the text using the double underline 
key. Carrier return at the end of the line. 

11. Press CHG FMT; change line spacing and 
typestyle to starting choice. 

UPDATE COMBINED PROGRAM DISKETTE 

UPDATE FILE TASKS 

Add Records 

See COMBINED PROGRAM DISKETTE 

Use this task to add, revise, delete, delete, 
renumber, or count records in a file. 

Note: A File Description must exist before an 
Update File task can be performed. 

Use this task to enter records into a new file, or 
to add records to an existing file. 
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1. Choose Update File in the FILE TASK SELECTION 
menu. 

2. Choose Add Records in the UPDATE FILE TASKS 
menu. 

The Record Input/Edit Frame will appear, with 
the next sequential Record ID number showing, 
and the cursor in the first position of the 
first field in the record. 

3. Type the first field contents. 

4. Press NEXT VARIABL or TAB to move the cursor to 
the next fie ld. 

5. Type the field contents for each succeeding 
field in the record, using NEXT VARIABL or TAB 
to move the cursor between fields. 

Note: 

To skip over a field, press NEXT VAR or TAB when 
the cursor is in the first position of the 
field to be skipped. 

To enter information in a Text Field: 

a. With the cursor in the text field, press 
the J. key. 

The cursor will move to the left of the 
screen, below the Record ID field. 

b. Type the contents of the Text field. Use 
the Carrier Return key to end lines. 

c. When finished typing, press the i or NEXT 
VARIABL key to move the cursor back to the 
record line. 

6. When you have finished typing the last field in 
the record, press ENTER to store the record on 
the diskette. 

7. Repeat steps 3 through 6 until all records have 
been added. 

8. Press END to return to the UPDATE FILE TASKS 
menu. 



Revise or Display Records 

Use this task to display individual records in a 
file, or to make revisions to existing records in a 
file. 

1. Choose Update File in the FILE TASK SELECTION 
menu. 

2. Choose Revise or Display Records in the UPDATE 
FILE TASKS menu. 

3. When the Record Selection Frame appears, select 
the records you wish to edit or display by 
typing the selection information in the proper 
fields. (For more information on selecting 
records, see SELECT RECORDS in this section.) 

I f you know the Record ID numbers of the 
records you want to revise or display, you can 
select on the Record ID number. 

4. Press ENTER. The records that you selected will 
appear on the display one at a time. 

5. Revise the first record as needed. 

6. Press ENTER to restore the revised record on 
the diskette. The next selected record will 
display. 

7. Revise each selected record as needed. 

8. After revising or displaying the last selected 
record, the message Records revised or 
displayed = (number) will appear on the 
message line, showing how many records were 
selected. The Record Selection Frame will be on 
the display, showing the selection choices you 
made. 

9. If you have more records to revise, change your 
selection choices and repeat steps 3 through 7 
as often as necessary. 

10. When you finish revising or displaying records, 
press END to return to the UPDATE FILE TASKS 
menu. 
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Delete Records 

3-260 Reference Guide 

Use this task to count the total number of records 
in a file, or to count records that meet the 
conditions you select. 

1. Choose Update File in the FILE TASK SELECTION 
menu. 

2. Choose Count Records in the UPDATE FILE TASKS 
menu. 

3. When the Record Selection frame appears, select 
which records you want to count by typing the 
selection information in the proper fields. If 
you make no selection, all records in the file 
will be counted. (For more information on 
selecting records, see SELECT RECORDS in this 
section. ) 

4. Press ENTER. 

The Record Selection Frame will remain on the 
display while the system counts the records. 

5. When the count is complete, the message 
Records Counted = (number) will appear on the 
message line, showing the number of records 
counted. 

6. If you have more record counting to do, change 
the selection information in the Record 
Selection Frame, and press ENTER. 

7. When finished counting records, press END to 
return to the UPDATE FILE TASKS menu. 

Use this task to delete records that meet the 
conditions you select. 

1. Choose Update File in the FI~E TASK SELECTION 
menu. 

2. Choose Delete Records in the UPDATE FILE TASKS 
menu. 

3. When the Record Selection frame appears, select 
which records you want to Delete by typing the 
selection information in the proper fields. 



Ren umber Records 

TNL SN44-2021 (22 April 1983) to S544-2036-0 

(For more information on selecting records, 
see SELECT RECORDS in this section.) 

4. Press ENTER. 

The Record Selection Frame will remain on the 
display while the system deletes the records. 

5. When the deleting task is complete, the message 
Records Deleted = (number) will appear on the 
message line, showing the number of records 
deleted from the file. 

6. If you have more record deleting to do, change 
the selection information in the Record 
Selection Frame, and press ENTER. 

7 . When finished deleting records, press END to 
return to the UPDATE FILE TASKS menu. 

Use this task if you want to sequentially renumber 
the records in a file after having deleted records. 

1. Choose Update File in the FILE TASK SELECTION 
menu. 

2. Choose Renumber Records in the UPDATE FILE 
TASKS menu. 

3 . Pres sENTER. 

The UPDATE FILE TASKS menu remains on the 
display during renumbering. 

4. When the renumbering task is complete, the 
message (number) records renumbered appears 
at the bottom of the display. 

UPDATE SPELLING LANGUAGE SUPPLEMENTS 

This ITEM appears in the ADDITIONAL UPDATES FROM 
COMBINED PROGRAM DISKETTE menu. 

Choose Yes to transfer the spelling language 
supplements from your Combined Program Diskette to 
the Diskette 2D during the Update Combined Program 
Diskette task. 
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UPDATE MACHINE SETUPS 

VARIABL KEY 

This ITEM appears in the ADDITIONAL UPDATES FROM 
COMBINED PROGRAM DISKETTE menu. 

Choose Yes to transfer your personalized setups 
(format defaults) from the combined program 
diskette to the Diskette 2D during the Update 
Combined Program Diskette task. 

Use the VARIABL key (CODE + ;) to create Variable 
Names in Shell Documents and Fill-In Documents for 
the Merge task or Merge File/Text task. 

For more information, see "MERGE TASKS" or "MERGE 
FILE/TEXT TASK" in this section. 

ZERO INDEX CARRIER RETURN (ZICR) 

CONTROL + RET inserts a Zero Index Carrier Return 
(ZICR) into text. 

I Using Zero I ndex Carrier Return to Print 
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A ZICR (..-r) is a code that returns the cursor to the 
left margin and moves it to the next line on the 
display. However, when a ZICR prints, the the 
printer returns to the left margin but does not 
move to the next 1 ine on the paper. This a 1 lows the 
text following the ZICR to print on the same line as 
the text with the ZICR. 
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I Zero Index Carrier Return Inserted by the System 

ZICRs are inserted by the system after certain File 
Report instructions. This allows the instruction 
and the text to appear on the display as separate 
lines, but does not add an extra line to the report 
when it is printed. 

Note: ZICRs inserted by the system should not be 
deleted. 

Using Zero I ndex Carrier Return for I nitial Program Load 

ZONE WIDTH 

You can use the ZICR to IPL without turning the 
system off. 

1. Go to the TASK SELECTION menu. 

2. Remove all diskettes from the diskette slot(s). 

3. In the TASK SELECTION menu, type a Zero Index 
Carrier Return (CONTROL + RET). 

4. Press ENTER. 

The IBM initials will display in a few 
seconds. 

5. You may now insert your Vol. 01 Program 
Diskette or a Combined Program Diskette to 
Initial Program Load (IPL). 

This ITEM in the LINE FORMAT menu defines the 
number of characters before the right margin used 
to hyphenate lines during LINE ADJ and Dictionary 
Hyphenation. 

Change the zone width in the LINE FORMAT menu. It 
can range from 1-30 characters. 

The smaller the number chosen for the zone width, 
the more even the right margin will be, since you 
hyphenate more words. See "CHANGE LINE FORMAT" in 
this section for information on changing the zone 
width. 

Quick Reference 3-263 



tNt SN44~2021 (22 April 1983) to 8544-2036-0 

3~264 Reference Guide 



Appendix A. Metric Conversion 

Inches to mm. Inches 

2 50.8 7 

2-1/2 63.5 7-1/2 

3 76.2 8 

3-1/2 88.9 8-1/2 

4 101. 6 9 

4-1/2 114.3 9-1/2 

5 127 10 

5-1/2 139.7 10-1/2 

6 152.4 11 

6-1/2 165.1 11-1/2 

The following table lists the equivalents of inches 
to millimeters. If the measurement you require is 
not in the table, multiply the inch number by 25.4 
to find the millemeter equivalent. 

Note: If you are using continuous form paper, the 
paper must be in 1/2 inch increments for the system 
to automatically index the proper amount. 

to mm. Inches to mm. 

177.8 12 304.8 

190.5 12-1/2 317.5 

203.2 13 330.2 

215.9 13-1/2 342.9 

228.6 14 355.6 

241.3 14-1/2 368.3 

254 15 381 

266.7 15 -1/2 393.7 

279.4 16 406.4 

292.1 16-1/2 419.1 

17 431.8 

Metric Conversion A-I 
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Appendix B. Function And Symbol Information 

Function Symbol 

Begin Keep 

Begin Spelling ++ 

Begin Table 

Begin Overstrike -------. 

Begin Und 

BKSP 1 • 
BKSP 6 • 
Card Rept • 

This appendix explains the symbol information that 
can appear on the first status line. A special 
symbol displays when you move the cursor under a 
coded function or instruction that has been typed 
in the text. A brief description of the symbol 
appears in the first line of the display. 

------------------------------------------------------------~-------------1 Copy Text IDocument Name 1 1 IWord Und 1 1 1 
1 1 1 1 1 1 1 1 
1---------------------------------------------------------------------------------1 !«. 2 •.•. : .... 3 .... : ...• 4 .... : •... 5 .... : .... 6 ••.• : ••.. 7 •.•• : .... 8 .•.. : •..• » .... : . ! 

If necessary, you can remove the function or 
instruction by deleting the symbol (using DEL). 

Explanation 

The cursor is under a begin keep instruction. This 
signals the beginning of a text area that will not 
be split during pagination. 

The cursor is under a begin spelling instruction. 
This signals the beginning of a text area to be 
spell checked. 

The ,cursor is under a begin table code. This 
signals the beginning of a table. 

The cursor is under a begin overstrike instruction. 
This indicates the beginning of a text area for 
overstrike. 

The cursor is under a begin underline instruction. 
This signals the beginning of a text area for 
underlining. 

The cursor is under a character that was typed on a 
non-Displaywriter system. Displaywriter ignores 
this instruction. 

The cursor is under a character that was typed on a 
non-Displaywriter system. Displaywriter ignores 
this instruction. 

The cursor is under a card repeat instruction. 
During text entry, the CODE key and numeric 1 were 
pressed. 
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Carrier Return 

Conditional Text 

Ctr 

End Keep 

End Overstrike 

End Spelling 

End Table 

End Und 

File Report Defin. 

Half I ndex Down 

Half I ndex Up 

Include 

-H-

--

++ 

++ 

The cursor is under a carrier return. This returns 
the cursor to the left margin, or temporary left 
margin, on a new typing line. 

The cursor is under a conditional text instruction. 
Use Display Codes Yes (SCREEN FORMAT) to identify 
the specific conditional text instruction. 

The cursor is under an instruction to center text 
around that point. 

The cursor is under an end keep instruction. This 
signals the end of a text area that will not be 
split during pagination. 

The cursor is under an end overstrike code. This 
signals the end of a text area for overstrike. 

The cursor is under an end spelling instruction. 
This signals the beginning of text that is not to be 
spell checked. 

The cursor is under an end table code. This signals 
the end of a table. 

The cursor is under an end underline instruction. 
This signals the end of a text area for 
underlining. 

The cursor is under a file report instruction. Use 
Display Codes Yes (SCREEN FORMAT) to identify the 
specific file report instruction. 

The cursor is under an instruction to move the 
cursor or printing position one-half space below 
the line (subscript). 

The cursor is under an instruction to move the 
cursor or printing position one-half space above 
the line (superscript). 

The cursor is under an include instruction. If 
Display Codes = Yes, this symbol will display 
followed by the choices made in the INCLUDE menu. 

If Display Codes = No, the Instruction symbol (++) 
will display. 

You can press ENTER to display the INCLUDE menu. 

I ndex The cursor is under an instruction to move the 
print position to the next line without any 
horizontal movement. However, the cursor appears 
at the left margin (or temporary left margin) of 
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Index Return 

Keyboard Change 

Line Format Change 

Line Format Return 

Math 

Multi-Column Head'g 

Non-Typing Area 

Null 

Page End 

Page Format Change 

Page Format Return 

Pg. Number 

• 

-++ 

-H-

• .. 

Pg. Number: (number) ++ 

Req'd BKSP 

Req'd Carrier Ret 

the next line on the display. The document will 
print correctly. 

The cursor is under an index return which, when 
typing or printing, causes the cursor or print 
position to return to the left margin and cancels a 
required tab (if an indent level is in effect) . 

The cursor is under a keyboard change instruction. 

The cursor 
instruction. 

is under a line format 
You can press ENTER to see it. 

change 

The cursor is under a line format return 
instruction that places the original line format 
back into effect. 

The cursor is under a Math Instruction. 

The cursor is under a Multi-Column Heading 
instruction. 

The cursor is in an area where you cannot type (for 
example, to the right of a carrier return). Move 
the cursor into the typing area. 

The cursor is under a null (invalid) instruction . 

The cursor is under a temporary page end (the last 
character of the current page. 

The cursor 
instruction. 

is under a page format 
You can press ENTER to see it. 

change 

The cursor is under a page format return 
instruction that places the original page format 
back into effect. 

The cursor is under an instruction for a page 
number that is YOUR CHOICE. 

The cursor 
number to 
displaying. 

is under an instruction for the page 
be reset to the number that is 

The cursor is 
instruction that 
without erasing. 

under a 
moves the 

required backspace 
cursor to the left 

The cursor is under a required carrier return 
instruction which, when typing or printing, causes 
the cursor or print position to return to the left 
margin and cancels a required tab (if an indent 
level is in effect). 
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Req'd Tab 

Required Hyphen 

Required Page End 

Required Space 

Right Paper Edge 

Space 6 

Spelling Language: (x) 

Spelling Mark Begin 

Spelling Mark End 

Start Alternate Fmt 

Stop 

Substitute 

Summary Math 

Switch 

B-4 Reference Guide 

~I 

• 
• 
++ 

• 
• 

• 

The cursor is under a required tab instruction that 
sets a temporary left margin. 

The cursor is under a required hyphen instruction 
that is a permanent part of the word. 

The cursor is under a required page end instruction 
that causes a page to end during pagination. 

The cursor is under a required space instruction 
that keeps words together during pagination. 

This symbol appears on the scale line to show the 
last print position on a line. Text should not 
extend beyond this symbol. 

The cursor is under a character that was typed on a 
non-Displaywriter system. Displaywriter does not 
honor this instruction. 

The cursor is under a spelling language 
instruction. This signals the beginning of a text 
area that is to be spell checked in a different 
language. The ID letter ex) of the language that 
was chosen from the SPELLING LANGUAGE DICTIONARIES 
menu will also display. 

The cursor i'S under a spelling mark begin 
instruction. This signals the beginning of a word 
highlighted for a spelling check. 

The cursor is under a spelling 
instruction. This signals the end 
highlighted for a spelling check. 

mark end 
of a word 

The cursor is under an instruction to start using 
the alternate format defaults. 

The cursor is under a stop instruction. During 
text entry, the CODE key and 9 key were pressed. 

The cursor is under a substitute code that is 
placed into text for a character that is not 
available on the current keyboard arrangement, was 
inserted into text by the system after a recovery 
operation, or could not be read from a magnetic 
card. 

++ The cursor is under a Summary Math instruction. 

• The cursor is under a switch code instruction. 
During text entry, the CODE key and k key were 
pressed. 



Syllable Hyphen 

System Pg. Number 

Tab 

Typestyle Chg ( ) 

Typestyle Return 

Unassigned Code 

Und 

Variable 

Word Und 

Zero I ndex RET 

++ 

~ 

[E 

rR 

• 

The cursor is under a hyphen that originally was 
inserted between syllables in the word. The hyphen 
does not appear on the display or print unless it 
ends a line. 

The cursor is ~nder a system page number 
instruction. 

The cursor is under a tab that was set on the scale 
line. 

The cursor is under a typestyle change instruction. 

The cursor is under a typestyle return instruction 
that places the original typestyle back into 
effect. 

The cursor is under an unassigned code instruction . 

The cursor is under a character underline 
instruction that underlines a character at a time. 

The cursor is under a variable name. You can press 
ENTER to see it. 

xx The cursor is under a word underline instruction 
that underlines a word at a time. 

..,.. The cursor is under a Zero Index Carrier Return. 
The system does honor this code. No action 
necessary. 
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Appendix C. Keyboard Arrangements 

Keyboard 
ID No. 

(88 Char.) (96 

1 ~" 
2 
3 
4 
5 
6 
7 
8 

17 
18 
19 
20 
24 25 
26 27 

29 
32 31 

33 
36 37 
38 39 
46 41 
42 43 
44 45 
48 49 
50 

51 
52 53 
54 55 
56 57 
62 63 
66 67 
68 69 
74 75 

The following chart lists the keyboard ID numbers 
and corresponding countries (language or type of 
keyboard) that are supported by the IBM 
Displaywriter System. The ID numbers of 
88-character and 96-character keyboards are 
separated for identification of the ones your 
printer supports. 

Country 
(Language or Type 

Char) of Keyboard) 

U.S./Australia/New Zealand 
U.S. (Correspondence) 
U.S. (Correspondence) 
U.S. (Correspondence) 
U.S. (Correspondence) 
U.S. (Legal) 
U.S. (Legal) 
U.S. (Legal) 
U.S. (Accounting) 
U.S. (Accounting) 
U.S. (Accounting) 
U.K. (Legal) 
Latin American (Puerto Rico) 
Germany 
Austria/Germany 
France/Belgium (AZERTY) 
France (QUERTY) 
Canada (English) 
Canada (French) 
Italy 
Netherlands 
Spain 
Switzerland (French) 
Switzerland/Germany 
Switzerland (Germany) 
Finland/Sweden 
Norway 
Denmark 
Portugal 
U.K./Israel 
Japan (English) 
Greece (Latin) 
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Keyboard Country 
ID No. (Language or Type 

(88 Char.) (96 Char) of Keyboard) 

80 81 South Africa 
82 83 Czechoslovakia (Czech) 
84 85 Czechoslovakia (Slovak) 
86 87 Rumania 
90 91 Hungary 

93 Poland 
94 95 Yugoslavia (Latin) 

100 101 U.S. (EBCDIC) 
102 103 U.S. (ASCII) 

119 Hong Kong (Latin) 
200 Symbol (Selectric) 

201 Symbol (6240) 
202 Symbol (OS/6) 
203 Symbol (6670) 
1-1 U.S. (DVORAK) 
251 France/Belgium (AZERTY) 
251-1 France (QUERTY) 

,;''-Printer Model 5215 has Keyboard ID 1 (92-character keyboard) as its home 
keyboard; however, the system defaults to Keyboard ID 2 for printing. The 4 extra 
keys on Keyboard ID 1 are unavailable for Printer Model 5215. See Keyboard ID 2 
for the keys that are available. 
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ID~ 1 
U.S. CORRESPONDENCE 

REPEAT KEY 

" (Olmmmmmm(D0ICDm l-'ll+1 
l=.)l!.)~l2.)~~W7W9l.£)UL:.) 

@000080[D@J0mm 
00@J00000CDOOCD 

CD00000®@OOCD 
\ \ 

REPEAT KEY REPEAT KEY 

ID~3 
U.S. CORRESPONDENCE 

CD- mmmmm(D0ICD~~;; 1~l2.)~~W7W9l£JUl=J 

@J000080[D@J0m 
00@J00000CDOO 
00000®@OOCD 

ID~5 
U.S. CORRESPONDENCE 

REPEAT KEY 

" CD- mmmmm(D0ICD()l1-'l1+1 
1~l2.)~~~7W9l.£)Ul=J 

@J000080[D@J0GJ 
00@J00000CDOO 
00000®@OOCD 

REPEAT KEY 

" (Olmmmmm(D0ICDm l-'lr+l 
l!.)~~~~W7W9l.£)Ul=J 

@J000080[D@J0CD 
00@J00000CDOO 
00000®@OOCD 

TNL 8N44-2021 (22 April 1983) to 8544-2036-0 

ID~2 
u.s. CORRESPONDENCE 

REPEAT KEY 

" mmmmmm(D0ICD()lr=lr+l 
l!.)~l2.)~~~7W9l.£)Ul=J 

@J000080[D@J0m 
00@J00000CDOO 
00000®@OOCD 

ID~4 
u.S. CORRESPONDENCE 

COmmmmm(D0ICD~~;; 1~l2.)~~W7~9l£JUl=J 

@J000080[D@J0CJ 
00@J00000CDOO 
00000®@OOCD 

ID~6 
u.S. LEGAL 

REPEAT KEY 

" commmmmm0lCDIiII-'lr+l 
1~l2.)~~~l.2J~9l.£)Ul=J 

@J000080[D@J0GJ 
00@J00000CDOO 
00000®@OOCD 

ID~8 
u.S. LEGAL 

REPEAT KEY 

" folmmmmm(D0ICDlilr=lr+l 
l!.)~l2.)~~W7W9l.£)Ul=J 

@J000080[D@J0m 
00@J00000CDOO 
00000®@OOCD 
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TNL 8N44-2021 (22 April 1983) to 8544-2036-0 

10# 17 
u.s. ACCOUNTING 

10# 19 
u.s. ACCOUNTING 

(±1m(#1m(%)m(&)01mlilr=1(+J 
~~~ 4 ~~~~~~~~ 

@00008@JCD@J0m 
00@J0@JG00(gOO 
000~(~)0@OOCD 

iD#24 
LATIN AMERICAN (Puerto Rico) 

REPEAT KEY 
DEAD KEY " 

CD, (Zl(#1m(%J(7](&)01mlilf-l(+J 
1l2)~4~~~~~~~~ 

@J00008@JCD@J0CD--
00@J0@JG00(gGO 
000~00@c)OO 

10#26 
GERMANY 

DEAD KEY 

" OJ· r::11=1(%)(&)mCD(+)QJ(!)m' 0 
1 ~~~~~ 7 ~ 9 ~ B -

@00000@JCD@J0GJ 
00@J0@JG00(g®0 
800~00@CJCJ(J, 

REPEAT KEY 
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10# 18 
U.s. ACCOUNTING 

CD, m(#1m(%)(+)(&). (£l((1Iilr=1r=;] 
1~~4~~~~~~~l:) 

@00008@JCD@J0GJ 
00@J0@JG00(gOO 
000~00@OOCD 

10#20 
UNITED KINGDOM LEGAL 

CD01(!)m(£lmmm((1mmrn 
1 ~~~~~~~~~~ 1 

@00008@JCD@J00 
00@J0@JG00(gLJO 
000~00@o9rn 

REPEAT KEY 

ID:jf: 25 
LATIN AMERICAN (Puerto Rico) 

REPEAT KEY 

" DEAD KEY 

(?JCD' m(#1m(%J(7](&)01. ((11il8r+1 l.0 1 2 ~ 4 ~~~~~~ - ~ 

@00008@JCD@J0 ',' CD 
00@J0@JG00(gGOm 
CD0~0~00@OQO 

REPEAT KEY REPEAT KEY 

ID:jf: 27 
GERMANY 

DEAD KEY 

" (3) CD, n(D($)(%](&)CD((1()JI=1CDO 
~ 1 ~ 3 ~~~ 7 ~~~ B -

@00000@JCD@J0@JGJ 
00@J0@JG00(g®0CD 
GJ800~00@OO(J, 

REPEAT KEY 



ID#29 
AUSTRIA/GERMANY 

ID#31 
FRANCE/BELGIUM (AZERTY) 

REPEAT KEY 
~ (3)rnmmmmm m· mmmGJG l.!.) & l.!.JL:.)U ( l!.J e ! W~ l L) 

0000080CD00QGJ 
@000@JG00(g®,~m 
m0~0000CJQCJGJ DEAD KEY 

REPEAT KEY REPEAT KEY 

ID#36 
CANADA(English) 

REPEAT KEY 

CD· mmm(%lCDr&:l01CD(}l~r+l 1 ~~ 4. ~ 6 l.0~ 9 19JUl=J 
@000080CD00GJ 
0000@JG00(gOO 
000000@OOCD 

ID#38 
CANADA (French) 

(±lnmm(%lmmmCDmS~ 
10~~4~~l.0~9~LJl.!) 

@0000GJ0CD00GJ 
0000@JG00(gOO 
000000@OOCD 1 

DEAD KEY 

TNL SN44-2021 (22 April 1983) to S544-2036-0 

ID#32 
FRANCE/BELGIUM (AZERTY) 

REPEAT KEY 
~ 

rnmmmmmm. mmmGJf-I &l.!.JL:.)Ul..J.)l!.Jel.0Wl!.JlL) 

000008. 0CD00~" 
@000@J000(g®~ 
000000CJOCJGJ 

ID# 33 
FRANCE/BELGIUM (QWERTY) 

DEAD KEY 

DEAD KEY 

'" CDOJCDOJCDmmmmCDCDCDCJ 
@000080CD00mm 
0000@JG00(gmmCD 
m0~0000@OOO, 

REPEAT KEY ~EPEAT KEY 

ID# 37 
CANADA (English ) 

REPEAT KEY 
'\ 

CDCDwCDmCDCDCDGJCDCDLJGJ 
@000080CD00GJm 
0000@J000(gOOCD 

GJ000000@OOCD 
REP~AT KEY REPEAT ~Y 

ID# 39 
CANADA (French) 

GJOJCDCDCDCIlCDCDCIlCDCIEjm 
@J000CD00CD@0,OA 
00@J00000~CJ ; ,CD 

[)00000080CJCD , " REPEAT KEY REPEAT KEY DEAD KEY 
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TNL 5N44-2021 (22 April 1983) to 5544-2036-0 

ID~46 
ITALY 

DEAD KEY REPEAT KEY 
£.. ~ rlCDmmm(5)(6)rnmmmA l:..)&UUWWl!.)TL0l!JWU 

@J000CiJ00CD00m 
0000®00®CD@ffi 
@00000CJOCJCD 

ID~42 
NETHERLANDS 

mmmmmrnCDmCDmoCD 
@J000CiJ00CD00Q----DEAD KEY 

0000®000CDQO/' 
000000@CJOGJ\ 

ID~44 
SPAIN 

REPEAT KEY 

REPEAT KEY 
~ CDCDCDCDmmmmrnmLJO 

@J000CiJ00CD000~ 
DEAD KEY 

0000®00®CD00~ 
000000@OOGJ 

ID~48 
SWITZERLAND (French) 

DEAD KEY 
L 

CDGJGJrnmmCDrnrnCDOCD 
@J000CiJ00CD0000 
0000®00®CDOCD 
000000@c:Ju(J 

,/ 
REPEAT KEY 
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ID~ 41 
ITALY 

DEAD KEY REPEAT KEY 
~ ~ o CD CD CD mm CD CD CD CDCDLJCD 
@J000CiJ00CD00mm 
0000®00®CD@ffim 

CD80~G00CJO,CJCD 
REPEAT KEY REPEAT KEY 

ID~43 
NETHERLANDS 

DEAD KEY 

CDOJ' GJ' mmmmmm(TJr=-IC]· ~ 
2 1 2 \2) 4 ~~l.U 8 l!)~ '~\~ 

@J000CiJ00CD@J0aJO 
0000®00®~CJmGJ 

CIJ000G00@OO(J 
'" " " REPEAT KEY REPEAT KEY 

ID~45 
SPAIN 

CDOJGJCDmITXIJCDmCDGJCJGJ 
@J000CiJ00CD000GJ 
0000®00®CD0~ 
@00.0G00@O~: (J D~DKEY 

, I 
REPEAT KEY R PEAT KEY 

ID~49 
SWITZERLAND (French) 

(O')l+1n01CDmm(/)((')mI=lD~iP K~Y 
l!.)l!.J~W 4 ~Wl.UWl!)\,J0, A 

@J000CiJ00CD00CD ~. 
0000®00®CDmrnm 
CD0~0G00@OQU 

REPEAT KEY REPEAT KEY 



ID# 50 
SWITZERLAND IGERMANY 

CIJGJGJWmCDCDCDwCDm 
@JG00000CD@J0OJ 
000000008CDm 
GJ00000800u -- ./ 

ID#52 
FINLAND/SWEDEN 

REPEAT KEY 

DEAD KEY 
./. 

GJCDCDmmCDmCDCDCDom 
@JG000GJ0CD@J0LJ 
00@J0000080D 
000000800@J \ 

ID#54 
NORWAY 

REPEAT KEY 

DEAD KEY 
\ 

($l~(%JCDf=lmmm()l(!li+lO 
~~~ 4 ~~~~~~~ -

@JG000GJ0CD@J0u 
00000000800 
00000080@O \ 

ID#56 
DENMARK 

REPEAT KEY 

DEAD KEY 
~ mn(%JCDf=lmmmm(/]i+lO 

1 l2)l2) 4 ~~~~~~~ " 

@JG000GJ0CD@J00 
000000008@0 
000000800LJ 

\ 
REPEAT KEY 

ID#51 
SWITZERLAND (Germany) 

CDCDGJGJCDrnCDCDCDrnm:~ ~
E DKEY 

@JG00000CD@J0w " 
000000008CDCDCD 

CDGJ00000800LJ 
\ V 

REPEAT KEY REPEAT KEY 

ID#53 
FINLAND/SWEDEN 

(§lCD' GJ' (£\($I(%J(&ICDmm~~KeE: w 1 2 ~~~~ 7 ~~~uU 

@JG000GJ0CD@J0(B~ 
000000008@J00 

CD000000800LJ, 
REPEAT KEY 'REPEAT KEY 

ID#55 
NORWAY 

ID#57 
DENMARK 

(§ICDGJ' (£\($I(%Jr&lCDmmf=lmo w 1 2 ~~L0~ 7 w~~G.J ' [lEAD 

@JG000GJ0CD@J0(BO}EY 
000000008@00 

CD000000800u, 
REPEAT KEY 'REPEAT KEY 
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ID#62 
PORTUGAL 

r+if=')(7.l(!Jmm.£ (?Im0lQJD~EA~K~ 
V010l3.J~ 4 \.2)~L0~ 9 0 l!J 

0000080GJ@J0: 
@J0000000CDGO 
800800wOOLJ 

ID#66 
UNITED KINGDOM 

/ 
REPEAT KEY 

r+l0](/Im(£l($\(&\0ilQJ()')(?I(!] 
10l2Jl2J~\.2)~l2J~9~U~ 

@J800080GJ00CJ 
00000000CDLJO 
00080080000\ 

ID#68 
JAPAN (English) 

REPEAT KEY 

REPEAT KEY 
\ CDwCDCDrnmCDCDCDwLJGJ 

@J800080GJ00GJ 
00000000CDOCJ 
000800800CD 

ID#74 
GREECE 

REPEAT KEY 

\ CDGJwCDCDCDCDGJQJwOLJ 
@J800080GJ@J0CO 
00000000CDOO 
0008008000 
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ID#63 
PORTUGAL 

OCDGJ CDCDwCD CD CD cDffiCJCD 
0000080GJ00qm 
@J0000000CDGOCD 

OJ800800wOOLJ 
\ \/ 

REPEAT KEY REPEAT KEY 

ID# 67 
UNITED KINGDOM/ ISRAEL 

REPEAT KEY 
L ioICD· (:]m CD(%)(&lG]((J())f=lnm 

~ 1 l2Jl2J 4 ~~ 7 ~~~~~ 

@J800080GJ@J0wco 
00000000CDCDOCD 
GJ0~0800800QJ 

REPEAT KEY REPEAT KEY 

ID# 69 
JAPAN (English) 

REPEAT KEY 
\ CJCDwCDCDrnmCDCDQJwLJGJ 

@J800080GJ@J0GJO D~:VO 
7" 

00000000CDOCDO 
CD000800800CD 

\ I 
REPEAT KEY REPEAT KEY 

ID# 75 
GREECE (Latin) 

0· OJ· (7.l(£lCD(%J(&\CD((J(),)f=lO· 101 
, 1 l3.Jl2J 4 ~~ 7 ~~~ A U 

~EAD 

@J800080GJ@J0rn(~;r 
00000000CDITJom 

CD00080®800LJ 
\ \ t 

REPEAT KEY REPEAT KEY 



10:jj: 80 
SOUTH AFRICA 

10:jj: 82 
CZECHOSLOVAKIA 

DEAD KEY 
\ \ 

GJCDwCDOJCDCDwCDCDCJO 
@J000CD00CD@J0OJ 
00000@00CDGJCD 
0000008LJCJLJ 

10:jj:84 
CZECHOSLOVAKIA 

1 
REPEAT KEY 

DEAD KEY 
'\ \ 

GJCDwCDCDCDCDwCDCDOO 
@J000CD00CD@J0OJ 
00000@00CDGJCD 
0000008CJCJLJ " \ 

10:jj:86 
RUMANIA 

REPEAT KEY 

DEAD KEY 

~ QQGJCDCDCDCDCDCDGJGJO 
@J000CD00CD@J0CD 
00000@00CDCDCD 
0000008CJOLJ 

/ 
REPEAT KEY 

10:jj: 81 
SOUTH AFRICA 

($JCD0\(£J(@J(%J(&j0]((lmRW·[]DEAD 
u 1 L0~~~~10~~~ / '2!?KEY 

@J000CD00CD@J0CJITJ 
00000@00CDGJOm 

aJ0000008000 
, \1 

REPEAT KEY REPEAT KEY 

10:jj: 83 
CZECHOSLOVAKIA (Czech) 

DEAD KEY 
\ iol(1JCDv 018mm01mmCD· (%J[J 

~~ e ~~~~~~~ e ~ , 

@J000CD00CD@J0CDrn 
00000@00CDGJCDO 

CD0000008CJOLJ 
~ " \ REPEAT KEY REPEAT KEY 

10:jj: 85 
CZECHOSLOVAKIA (Slovak) 

DEAD KEY 
\ 

LJGJCDwCDOJCDCDwCDCDCIJ[J 
@J000CD00CD@J0wCD 
00000@00CDGJCDCD 

CD0000008LJOLJ 
~ \1 

REPEAT KEY REPEAT KEY 

10:jj: 87 
RUMANIA 

DEAD KEY DEAD KEY 

I ~ 

OmQITJmCDCDCDCDrnmmO 
@J000CD00CD@J00CD 
00000@00CD000 

CD0000008000 
\ V 

REPEAT KEY REPEAT KEY 
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10#90 
HUNGARY 

f+lnmf=lOJ' mOJIalGJ' mm(OJ ~~~~5~7l£)9U0WW 

@JG0000@JCD@J00 
00000000~00 
000GJ00@OO[J 

7 
REPEAT KEY 

10#94 
YUGOSLAVIA 

REPEAT KEY 
\ (+IGJ' mGJOJ' mm(&l01f=lf-lo l.0 2 ~ 4 5 ~ 7 ~WWU .. 

@JG0000@JCD@J00\ 
00000000~@J@J 
000GJ00@LJ00 

10# 100 
U,S.(EBCOIC 88) 

DEAD KEY 

REPEAT KEY 
\ 

OJ(©llilm mACD0l({]mf-lr+l 
1~~4l2J~7~WWU~ 

@JG0000@JCD@J0OJ 
00000000~OO 
000GJ00@OOCD 
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10# 91 
HUNGARY 

@JOJGJOJrnWCDCDCDCDGJGJ@J 
@JG0000@JCD@J0@@J 
00000000~00@) 

CD000GJ00@OO[J 
\ 17 

REPEAT KEY REPEAT KEY 

10# 93 
POLAND 

DEAD KEY 
\, 

CJOJCDOJCDwCDCDCDCDGJrnO 
@JG0000@JCD@J0wCD 
00000000~0CDCD 

0000GJ00@OO[J 
\ // 

REPEAT KEY REPEAT KEY 

10# 95 
YUGOSLOVAKIA (Latin) 

®OJGJCDmwCDCDCDGJGJO@ 
@JG0000@JCD@J00GJ 
00000000~@J@J0 

@J000GJ00@OOLJ 
\ \ t 

REPEAT KEY REPEAT KEY 

10# 101 
U.S.(EBCOIC) 

REPEAT KEY 
\ r:JOJ(©lmm(%)ACD0l({]mnr+l 

L.J1~~4l2J~7~WWU~ 

@JG0000@JCD@J0OJCD 
00000000~OOCD 

CD000GJ00@OOCD 
"-REPE.AT KEY 



10# 102 
U.S. (ASC 1188) 

REPEAT KEY 

" CD· mmmmnCD01({')()Jf-]N 
1~l2.)4~~7~~~Ul=J 

@000000CD@J0CO 
00@J0@G00CDOO 
000~0G@CJCJCD , 

IO:f:l:200 
SELSYMBOL 

REPEAT KEY 

(Vlmmmm~CDCDQJmr=lm 
l2.J~l2.) 4 ~~ 7 8 9 ~L:Jl!:0 

mmQ(1)QGJCDCIJCDCD(1) 
mmrnCDCDGJCJCJ(TIJOCJ 
mmrnCDCTIGJGJOOGJ 

10# 103 
U.S. (ASC I I) 

REPEAT KEY 

" o CD· mmmmnCD01({')()Jf-]N , 1 ~l2.) 4 ~~ 7 ~~~Ul=J 

@000000CD@J0COGJ 
00@J0@G00CDOOm 
CD000~0G@OOCD 

10# 119 
HONG KONG (Latin) 

REPEAT KEY 

" (OlCD' mmmmmCD01({')()Jf-]N 
l=J1~l2.)4~~7~~~Ul=J 

@000000CD@J0CDCD 
00@J00G00CDOOCD 
CD0G{0~0G@OQCD 

REPEAT KEY REPEAT KEY 

10# 201 
SYMBOL (6240) 

(©l(Vlmmmm~CDCDQJmr=lm 
~l2.J~l2.) 4 ~~ 7 8 9 ~L:Jl!:0 

mmNfeiRmCD-= mCDCD(TI](7t y WWWW8 sUo p l20W 

mmrnCD CD GJCJ CD (TIJOCJw 
CDmmrnCDCTIGJGJOOGJ 

10# 202 
SYMBOL REFERENCE CHART 

r7l(V]folmmm01CDCDmmr=l(©] 
~l2.J~l2.) 4 ~~ 7 8 ~~L:J~ 

mmQ(1)QGJCDCIJCDCD(1)w 
mmrnGJCDGJGJCD(TIJOCJw 

OmmrnCDCTIGJGJOOGJ 
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10# 203 
SYMBOL (6670) 

0CDGJGJGJCDCDCDGJCDGJ~QJ mmm(1)mmmCJCDgCDCD 
mmm(li] (Al(TM)(©)(®l(OJ(Iilnm 
~~lJl)~~~~~~~~ ) 

0lf=1I=1(\iJ](OC] (OO](15)GJO(0)m 
l0WWW10W~ fi \ ~~ 

10# 1-1 
U.S. (Dvorak) 

(olCD~EPm\~CDmmCD0Im. (})m(+1 
l0 1 10_~~ 4 ~~ 7 ~WlQJWL:.) 

CD000000@0~OCD 
00@@)(D00GJ00CJCD 

CD000900@000/ 
REPEAT KEY REPEAT KEY 

10# 251 
FRANCE/BELGIUM (AZERTYj 

REPEAT KEY 
::::-....... 

CDCDCDCJCJCOCOmCOmmCJCJ 
0000GJ00(D00QqJ 
00000000CD@,L't\CD 

CD00@000CJOOm DEADKEY , \ 
REPEAT KEY REPEAT KEY 

10# 251-1 
FRANCE (QWERTY) 

DEAD KEY 
"'-CD CD GJOJ CD CD CD CD CD CD GJCJO 

0000GJ00(D00CDCD 
00000000CDCDGJm 

CD000000800u, " '- "'-REPEAT KEY REPEAT KEY 
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APPENDIX D. TYPESTYLES 

Typestyle 
Number 

1 
2 
4 
5 
5 

11 
11 
12 
13 
14 
15 
20 
80 
81 
81 
82 
83 
84 
85 
86 
87 
89 
90 
91 
92 
93 
94 
95 

158 
159 
160 

-;': 

221 
222 

The keyboard ID numbers and corresponding printer 
element part numbers for the typestyles below are 
listed in Appendix B or F for the Printer Message 
Descriptions in the Printer Guide. 

Typestyle Name Pitch 

Advocate 10 
Delegate 10 
Polygo Pica 10 
Orator 10 
~hetoric 10 
Courier 10 10 
Courier 72 10 
Prestige Pica 10 
Artisan All Caps 10 
~lanifold 10 
Bookface Academic 10 
Pica 10 
Scribe 12 
Artisan 72 12 
Artisan 12 12 
Auto Elite 12 
Elite 12 
Script 12 
Courier 12 12 
Prestige Elite 12 
Letter Gothic 12 
Large Elite 12 
Dual Gothic 12 
Light Italic 12 
Courier Italic 12 12 
Polygo Elite 12 
Diplomat 12 
Adjutant 12 
~lodern PSM 
Boldface PSM 
Essay PSM 
Symbol 
Prestige 15 15 
Gothic 15 15 

~t"The symbol printer element does not require a 
special typestyle number. Use one that is available 
for your keyboard. 

Typestyles D-1 
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Appendix E. PMS Value Charts 

Number of Number of 
Letter Units Letter Units 

a 5 A 7 
b 6 B 7 
c 5 C 7 
d 6 D 7 
e 5 E 6 
f 4 F 6 
g 6 G 7 
h 6 H 7 
i 3 I 4 
j 3 J 5 
k 6 K 7 
I 3 L 6 
m 7 M 7 
n 6 N 7 
0 5 0 7 
P 6 P 6 
q 6 Q 7 
r 5 R 7 
s 5 S 6 
t 4 T 7 
u 6 U 7 
v 6 V 7 
w 7 W 7 
x 6 X 7 
Y 6 y 7 
z 5 Z 6 

All numbers (0123456789) are 5 units. 

All symbols, punctuation marks, and space are 
5 units with the following two exceptions: 
, (apostrophe) = 3 units 
& (ampersand) = 6 units 

PSM Value Chart E-l 
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APPENDIX F. SORT ORDER CHART 

The sort charts on the following pages 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-Iow 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. 

These sort order charts are for all of the languages available with the system. 

Sort Order Chart F-1 
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SP 
NSP 
¢ 

( 

& 

f 
£ 
Pts 
$ 
¥ 
Jl 
+ 

* 
) 

+ 
/ 
\ 

% 
= 
l 
? 

/I 
@ 
< 
= 
"I 

> 
" 
« 
» 
{ 
[ 
} 
] 
o 

§ 

~ 

a 
b 
c 

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 
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d 
e 
f 
g 
h 
i 
j 
k 
I 
m 
n 
o 
p 
q 
r 
s 
t 
u 
v 
w 
x 
y 
z 

o 
~ 
~ 

% 
1 
2 
2 

3 

4 
5 
6 
7 
8 
9 

• 

, 

~ 
1\ 
V 

or D 
or E 
or F 
or G 
or H 
or I 
or J 
or K 
or L 
or M 
or N 
or 0 
or P 
or Q 
or R 
or S 
or T 
or U 
or V 
or W 
or X 
or Y 
or Z 

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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FOREIGN LANGUAGE SORT ORDER CHART 

a g Breve 
A G Breve 
a Acute h 
A Acute H 
a Grave i 
A Grave I 
a Circumflex I Overdot 
A Circumflex i Grave 
a Ogonek I Grave 
A Ogonek i Circumflex 
a Diaeresis/a-umlaut I Circumflex 
A Diaeresis/A-umlaut i Diaeresis 
a Breve I Diaeresis 
A Breve i Dotless 
a Tilde i Acute 
A Tilde I Acute 
b j 
B J 
c k 
C K 
c Cedilla (Sedilla) 1 
C Cedilla (Sedilla) L 
c Acute 1 Acute 
C Acute L Acute 
c Caron 1 Slash 
C Caron L Slash 
d 1 High Comma, off 
D L High comma, off 
d Caron 1 Caron 
D Caron L Caron 
d Icelandic 1 Script 
D Stroke m 
e M 
E n 
e Acute N 
E Acute n Acute 
e Grave N Acute 
E Grave Apostrophe-n 
e Circumflex n Caron 
E Circumflex N Caron 
e Caron n Tilde 
E Caron N Tilde 
e Ogonek 0 

E Ogonek 0 
e Diaeresis 0 Acute 
E Diaeresis 0 Acute 
f 0 Grave 
F 0 Grave 
g 
G 

Sort Order Chart F-3 



o Circumflex 
o Circumflex 
o Double acute'" 
o Double acute"· 
o Diaeresis/o-umlaut* 
o Diaeresis/O-umlaut* 
o Tilde 
o Tilde 
p 
p 
q 
Q 
r 
R 
r Caron 
R Caron 
r Acute 
R Acute 
s 
S 
s Acute 
S Acute 
s Cedilla (Sedilla) 
S Cedilla (Sedilla) 
s Caron 
S Caron 
Sharp s (s-tset) 
t 
T 
t Cedilla (Sedilla) 
T Cedilla (Sedilla) 
t High comma, off 
T High comma, off 
t Caron 
T Caron 
Thorn, Small 
Thorn, Cap. 
u 
U 
u Acute 
U Acute 
u Grave 
U Grave 
u Circumflex 
U Circumflex 
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u Ring (overcircle) 
U Ring (overcircle) 
u Double acute·'· 
U Double acute·" 
u Diaeresis/u-umlaut* 
U Diaeresis/U-umlaut* 
v 
V 
w 
W 
x 
X 
y 
Y 
y Acute 
Y Acute 
y Diaeresis 
u Double acute** 
U Double acute** 
u Diaeresis/u-umlaut** 
U Diaeresis/U-umlaut** 
z 
Z 
z Overdot 
Z Overdot 
z Acute 
Z Acute 
z Caron 
Z Caron 
a Overcircle (ring)*** 
A Overcircle (ring)*** 

ae Dipthong 
AE Dipthong 

a Diaeresis/a-umlaut** 
A Diaeresis/A-umlaut** 
o Slash 
o Slash 
o Double acute** 
o Double acute·b '. 

o Diaeresis/o-umlaut** 
o Diaeresis/O-umlaut** 
a Overcircle (ring)**** 
A Overcircle (ring)**** 

* European Standard, German only 
** Swedish, Finnish, Danish, Norwegian only 

*** Swedish, Finnish only 
**** European Standard, German, Danish, Norwegian 
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Appendix G. Controls Allowed in a File Text Field 

Backspace 
Carrier Return 
Horizontal Tab 
Include 
Indent TAB 
Index 
Index Return 
Keyboard Change 
Numeric Backspace 
Null 
Numeric Space 
Required Carrier Return 
Required Hyphen 
Required Page End 
Required Space 
Space 
Stop 
Subscript 
Superscript 
Substitute 
Switch 
Syllable Hyphen 
Unit Backspace 
Word Underscore 
Zero-Index Carrier Return (ZICR) 

Note: Not every control is supported on all keyboards. Some 
controls are not supported on any Displaywriter Keyboard, but 
may be allowed in a Text Field received from another product. 

File Text Field Controls G-l 
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Glossary 

DEFINITION OF TERMS AND 
ABBREVIATIONS 

This section of your IBM Disp1aywriter 
System Operator Reference Guide 
contains definitions of terms and 
abbreviations. The IBM Data Processing 
Glossary, GC20-1699-S, also contains 
definitions and data processing terms. 

This glossary provides a reference for 
Disp1aywriter users. It does not 
include terms that are defined in 
nontechnical dictionaries and that 
have no special meaning in text 
processing. Some terms may have 
different meanings in other contexts, 
or to people not familiar with text 
processing usage. 

In the interest of clarity ,and 
consistency of style, the glossary uses 
the same method of arranging, 
organizing, and cross-referencing 
entries as the American National 
Dictionary for Information Processing. 

ARRANGEMENTS OF ENTRIES 

Entries are arranged in the same order 
as in the American National Dictionary 
for Information Processing ana 
Webster's New and International 
Dictionary, 1966 edition, published in 
Springfield, Massachusetts, by the G. & 
C. Merriam Company. The sequence of 
entries is determined on a 
1etter-by-1etter basis. In other 
words, only the letters of the alphabet 
are used to determine sequence; special 
characters and spaces between words are 
ignored. 

ORGANIZATION OF ENTRIES 

The entry for each consists of a 
singular-word or multiple-word term, 
the abbreviation or acronym for a term, 
followed by a commentary. A commentary 
includes one or more items (definitions 
or references), organized as follows: 

1. An item number if the commentary 
contains two or more items. 

2. A usage label, indicating the area 
of application of the term; for 
example, "In the Disp1aywriter 
System" or "on a Selectric 
device." 

3. A descriptive phrase, stating the 
bas ic meaning of the term. The 
part of speech being defined is 
indicated by the opening words of 
the descriptive phrase: "to ... " 
indicates a verb, "pertaining 
to ... " indicates a modifier, and 
any other wording indicates a noun. 

4. Annotative 
additional 
information. 

sentences, providing 
or explanatory 

S. References, directing the reader 
to other entries or items in this 
section of the Glossary. 

REFERENCES 

The following reference symbols are 
used in this glossary: 
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Contrast with. This refers to a 
term that has an opposed or 
substantively different meaning. 

Synonym for. This indicates that 
the term has the same meaning as 
another term, which is defined. 

Synonymous with. This identifies 
terms that are synonyms for the 
term being defined. 

See. This refers to multiple-word 
terms that have the same last word 
and are defined. 

See also. This refers to related 
terms that have a similar, but not 
synonymous, meaning. 

Deprecated term for. This 
indicates that the term should not 
be used. It refers to a preferred 
term, which is defined. 

SELECTION OF TERMS 

A term is a word or group of words to be 
defined. In this section, the singular 
of the noun and the infinitive form of 
the verb are the terms most often 
selected to be defined. If the term 
can be abbreviated, the abbreviation is 
given in parentheses immediately 
following the term. 

adjust. The process of moving text to 
fit between the left and right margins. 

alphabetic. Pertaining to a set of 
letters a through z. 

alphanumeric. Both alphabetic and 
numeric characters, usually including 
special symbols. 

alternate format. A stored second 
format that can be changed. 

arrangement. See keyboard. 
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audible tone. A sound that is made 
when operator attention or 
intervention is required for system 
operation. 

author. The person who originates a 
document to be typed by the 
Displaywriter operator. 

auto carrier return. The ability of 
the system to place carrier returns 
automatically within the text and on 
the display. This is accomplished by 
moving whole words that exceed the line 
end zone to the next line. 

auto line adjust. The process of 
moving text to fit between the left and 
right margins automatically when text 
is inserted or deleted and when the 
left, right, or temporary left margin 
is changed. 

automatic carrier. The unit that 
carries the type element on Selectric 
devices. 

automatic mode. A form of system 
operation which requires no operator 
responses to complete a specific task. 

average. The result of dividing the 
sum of a group of numbers by the number 
of items in the group. 

backspace. To move one character 
position backward at a time. 

backup diskette. A diskette that 
contains information that was copied 
from another diskette. It is used in 
case the original information is 
unintentionally destroyed. 

basic assurance test (BAT) . 
Internal diagnostic program which is 
activated each time the system is 
turned on. 

batch men u access. In the IBM 
Displaywriter System, a function that 
allows the operator to enter, in the 
proper sequence, menu selections and 



responses to prompts without waiting 
for the menu or prompt to be displayed. 

batch printing. Queueing one or more 
documents to print as a separate job. 
The operator can type or revise 
additional documents at the same time. 

block overstrike. See overstrike. 

body text. The main body of text, 
excluding headers and footers on a 
page. 

cancel. To remove or to clear. 

carrier return. The function of 
moving the printer element to the left 
mar gin 0 f the next line. 

center. To place text at or around a 
designated position. 

char. Character. 

character. A letter, 
symbol that is displayed, 
printed. 

character field. A 

number, or 
entered, or 

file field 
designated to hold alphabetic, 
numeric, punctuation and spacing 
characters, and on which sorting and 
selecting operations can be performed. 

character position. 
each location that 
symbol can occupy. 

On a display, 
a character or 

choice. An option in a menu that may 
be used to influence the operation of 
the system. 

coded function. A function that 
occurs when the CODE key is held down 
while another key is pressed. 

collate. To put papers together in 
proper sequence. 

column. A vertical arrangement of 
text or numbers separated by blank 
space. 

combined program diskette. In the 
IBM Displaywriter System, a diskette 
than contains more than one software 
program product. 

comment. An area used in a menu to 
include descriptive information about 
a document. Comments are not treated 
as part of the text for any formatting 
function. 

completion message. A message 
informing an operator that a function 
is complete. 

constant. A fixed value. 

constant text. In a Merge File/Text 
operation, that part of the output that 
is not dependant on data from the file 
or from variables. 

continuous paper. Connected paper 
forms that feed continuously through a 
printer. 

copy. The function of duplicating 
and moving a portion of text from one 
part of a document to another. 

cr. Carrier Return - the function of 
moving the printer element to the left 
margin of the next line. 

create document. To name, type, and 
enter a document for the first time. 

cursor. A movable, visible mark used 
to indicate the current position on ~ 

display. 

cu rsor movement keys. The 
directional, GO TO, and FIND keys used 
to move the cursor without inserting 
spaces, characters, or codes in text. 

decimal alignment. To type and 
display aligned entries with a column 
on the decimal point. This implies 
right alignment when no decimal point 
is typed. Also called decimal tab. 
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dedicated printer. An equipment 
environment where only one work station 
has the exclusive use of a printer. 

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 deleting a 
defined portion of text. 

diagnostic aid. A tool (procedure, 
program, reference manual) used to 
detect and isolate a device or program 
malfunction or error. 

dictionary hyphenation. Hyphenation 
performed, when necesssary, by the 
system. Words are hyphenated as they 
are hyphenated in the IBM Displaywriter 
System dictionary. 

digit. A numeric character of 0 to 9. 

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

diskette contents. On a program 
diskette, a licensed program of system 
instructions. On a work (data) 
diskette, a current list of document 
names and document information 
contained on the diskette. The list 
may be displayed or printed. 

diskette name. A series of 
characters recorded on the diskette to 
identify that diskette to the system. 

diskette slot. The opening in the 
diskette unit into which a diskette is 
inserted. 

display. (1) To present text on a 
display surface. (2) Deprecated term 
for display module. 

X-4 Reference Guide 

display codes mode. The mode in 
which all control codes in the text 
stream are visible on the display. 

display module. A unit that gives a 
visual interaction between the 
operator and the system. 

display position. On a display 
screen, each location that a character 
or a symbol can occupy. 

display work station. A device having 
a display station and a diskette unit. 

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

document author. The person who 
writes a document to be typed by an 
operator. 

document comment. An area used in a 
menu to include descriptive 
information about a document. It is 
not treated as part of the text for any 
formatting function. 

document 
arrangement 
document. 

format. 
of text 

The 
for a 

selected 
specific 

document name. A series of 
characters identifying a document. 

dual. Pertains to two. 

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

end. To finish, or stop. 

enter key. Causes the system to 
perform whatever task or function the 
operator has selected from a menu or 
specified with a function key. 

entry. Information put into the 
system with the ENTER key. 



erase. To remove text from a 
diskette, leaving the diskette 
available for recording new text. 

error message. A 
indication that an error 
detected by the system. 

displayed 
has been 

execute. To carry out an instruction 
or perform a task or function. 

existi ng. Being in present use; 
something already there. 

failure. The inability of a 
functional unit to perform its required 
function. 

field. An area of a record containing 
a specific category of information. 

field description. The des ignated 
name, type, and maximum length of a 
particular field in a file. 

field name. An operator assigned name 
that identifies a particular field in a 
record. 

field type. A designation in a Field 
Description that specifies whether a 
field is to be a Character field, a 
Math field, or a Text field. 

file. A set of related records, 
treated as a unit. 

file description. All the field 
descriptions of a particular file, 
considered as a unit. 

file field. A field from the point of 
view of an entire file. 

file name. A string of characters 
identifying a particular file. 

file setup. The combined sort, 
select, and output information 
associated with a particular Output 
File, Merge File/Text, or Duplicate 
Selected Records task. 

find key. Activates a search for a 
specific character string, up to 60 
characters. FIND is an exact-match 
function. 

fi rst status Ii ne. A line on the 
display screen which indicates special 
functions currently being performed, 
the document name, and the identity of 
cursored codes or symbols. 

footer. Constant text that is 
formatted to be in the bottom margin of 
one or more pages. 

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

format change. A point in the text 
where a change is made to the previous 
layout of the document. 

function. In a system, the action or 
purpose of a specified feature. 

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. 
Included are the keys that normally 
produce a printed character, but when 
used with the code key produce a 
function instead. 

get. The function of retrieving a 
defined block of text from a documerit 
and inserting it into the documerit 
currently being created or revised. 

global key. Allows the operator to 
access the GLOBAL REPLACE/DELETE menu. 

global search. The process of having 
the system look through a document for 
specific characters. 

go to key. Allows the operator to 
access a specific page, by number, 
within a job. 

group defi n ition . In 
document, the ability 

an output 
to separate 
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portions of the output based on text or 
formatting controls. 

hard copy. A printed copy of machine 
output in a visually readable form; for 
example, printed reports, listings, 
documents, and summaries. 

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

high light. The process of emphas izing 
an area on the display by brightening 
the area and revers ing the co lor of any 
characters within the area. 

hyphenation. The process of 
separating a word by inserting a hyphen 
to end a line and moving the remainder 
of the word to the start of the next 
line. 

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

initialize. In the IBM Displaywriter 
System, to use the initialization 
procedure to prepare a diskette for 
use. See also initial program load. 

initial program load (I PL) . The 
process by which the system is turned 
on, then reads and stores the set of 
instructions which make up a program 
diskette. Once this process is 
completed, those instructions remain 
in effect until changed by loading 
another program diskette or until the 
power is turned off. 

insert mode. A 
operation that puts 
from the keyboard 
characters. 

form of system 
characters typed 

between existing 

instruction. An instruction symbol 
within the text. Instructions 
represented by the symbol cause 
specific system functions to occur. 

job. A document that is sent to the 
printer. 
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justify. To print a document with even 
right and left margins. 

keystroke. The act of pressing a key 
on the keyboard. 

keystroke save. The system function 
that allows the operator to save 
keystrokes for automatic playback. 

left ma rgi n . The area on a page 
between the left paper edge and the 
leftmost character position on the 
page. 

licensed programs. Software programs 
which remain the property of the 
manufacturer, for which customers pay a 
license fee. 

line. A row of characters (one or 
more) entered, displayed or printed. 

line adjust key. Causes the system to 
adjust the line on which the cursor 
appears. This function is 
repeat-action for multi-line 
adjusting, and will stop for 
hyphenation, if needed. 

line end zone. The 1-30 character 
positions on a line immediately prior 
to the right margin. 

line number. A number associated 
with a line in a printout or display 
screen. 

line spaci ng. The spacing between the 
type line of one printed line and the 
type line of the preceding line. 

load. To put a program or information 
into the system from a diskette that is 
inserted into the diskette unit. 

load lever. A mechanism on the 
diskette unit. When closed 
(horizontal), it causes the system to 
search, read, or store information on 
diskettes. When open (vertical), it 
allows the operator to insert or remove 
a diskette. 



lowercase. The uncapitalized form of 
characters, such as a, b, c, as opposed 
to A, B, C. 

margin. The space between the text 
area and the bottom, and side edges of 
a printed page. 

margin text. Information printed in 
the top and/or bottom margin of a page. 

mask. A group of characters used to 
exclude portions of a field from 
selection requirements. 

math field. A file field designated 
to hold numeric data, and on which 
sorting and selecting operations can be 
performed. 

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

menu bypass., The system function 
that allows the operator to skip the 
normal menu sequence to perform a task 
or to display a menu. 

merge. The function that allows the 
operator to combine several documents 
to produce a single output document. 

merge file/text. The function that 
allows the operator to combine fields 
from a record, and answer variables, 
with a shell document, to produce an 
output document. 

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

message indicator. A visual 
indication (==» on the display 
informing the operator that a message 
is waiting. 

message line. A line on the display 
on which messages are displayed. 

message queue. A list of up to six 
messages waiting for operator 
response. 

mod u Ie. A hardware unit des igned for 
use with other components. 

move. The function of moving a 
portion of text from one part of a 
document to another, deleting the 
original occurrence. 

msg (message) key. Enables operator 
to view messages from the Message 
Queue, such as Change printer ribbon 
and Load paper in printer. 

negative number. A number that is 
preceded by or enclosed in certain 
characters. 

non typing area. The blank space 
within text that occurs following a tab 
character or carrier return. 

number. 
digit. 

A numeric character. A 

numeric character. 
numbers. A digit. 

Pertaining to 

operate. 
work. 

operator. 
system. 

To do work or to cause to 

A person who operates the 

originator. The person who writes a 
document to be typed by an operator. 

overstrike. To place a typewriter 
character on a spot occupied by another 
character. 

page. In a document, a defined 
section formatted to be contained 
within specified boundaries, ending 
with a Page End or Required Page End. 

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

paper jam. A condition in which 
paper has not fed properly during 
printing and has become wedged in the 
feeding or printing mechanism. 
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paragraph. A subdivision of text 
that consists of one or more lines. 

percent. A part of a hundred. 

percentage. The result of 
multiplying a number by a percent. 

pitch. A unit of width of typewriter 
type, based on the number of times a 
letter can be set in a linear inch. For 
example, 10 pitch type has 10 
characters per inch. 

platen. 
~ylindrical, 
mechanisms 
impression. 

A backing, commonly 
against which printing 

strike to produce an 

prepare. To make ready. 

printer. A device producing copy from 
a system onto paper. 

printer element. A typing ball used 
on an IBM Selectric Element printer. 

prin~ job. A document, or pages of a 
document, the operator has instructed 
the system to print. 

printwheel. A typing wheel used on an 
IBM printwheel printer. 

problem determination procedure. A 
prescribed sequence of steps aimed at 
recovery from, or circumvention of, 
problem conditions. 

program diskette. The diskette on 
which a software program product is 
recorded. 

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

prompted mode. A form of system 
operation that requires operator 
actions during the task to complete the 
task. 

prompt line. A line of the display 
screen on which prompts appear. 
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PSM. Proportional spacing machine. 

queue. A waiting line or list formed 
py items in a system waiting for 
service; for example, tasks such as 
printing to be performed or messages to 
be transmitted. 

rearrange. The ability to output 
fields in an order or format different 
from the way they exist in a record. 

record. A group of related ~ields, 
treated as a unit. 

reference copy. The file copy of a 
shell document using variable 
information to complete it. 

repetitive paragraph. 
paragraph. 

See stored 

rep I ace mode. A 
operation that puts 
from the keyboard 
characters. 

form of system 
characters typed 

over existing 

reply key. Enables the operator to 
clear Insert Diskette messages. 

request key. Provides the operator 
with the REQUEST TASKS menu. 

required page end key. Defines a 
permanent page ending, which cannot be 
overridden by pagination; inserted by 
the operator during text entry or 
revision. 

return. See carrier return. 

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

right align. The proce$S of aligning 
lines of text at the right margin or 
tab setting. 

right justify. See right align. 

right margin. The area on a page 
between the last text character and the 
right paper edge. 



row. A series of numbers typed on the 
same line. 

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

scale line cursor. A visible mark that 
indicates on the scale line the current 
position of the cursored character on 
the display screen. 

screen. The 
display device. 

display surface of a 

screen movement keys. Keys that 
move the text on the display screen a 
prescribed distance depending on the 
cursor position. 

scroll. To move the display image 
vertically to bring into view 
information that is above or below the 
display's boundaries. 

second status line. A line of the 
display which includes the diskette 
name(s), page number, line number, 
keyboard number, and pitch. 

segment. To move the display image 
horizontally to bring into view 

select. The ability to choose records 
or fields that meet certain conditions 
specified by the operator. information 
that is to the left or right of the 
display's boundaries. 

sequence. (1) An order of 
succession. (2) A series connected at 
certain intervals. 

set, setti ng . To put something into a 
predetermined position. 

shared printer. An equipment 
environment where more than one work 
station shares a single printer. 

shell document. A standardized 
document that uses variable 
information to complete it. 

shift character. A keyboard action to 
allow uppercase or other characters to 
be entered. 

slot. See diskette slot. 

spell key. Used to check spelling 
during document creation or revision. 
With the FIND key, allows the operator 
to access words highlighted by the 
spelling verification function. 

spelling language dictionaries. In the 
IBM Displaywriter system, dictionaries 
stored on Languagepack diskettes. 

status lines. The first two lines of 
the display which indicate special 
functions currently being performed, 
the document name, the identity of the 
cursored codes or symbols, the diskette 
name(s), page number, line number, 
keyboard number, and pitch. 

store. To place information onto a 
diskette where it is available for 
retrieval and updating. 

stored paragraphs. Text stored in 
the document library that can be 
combined with text or other stored 
material to create document, i.e., 
stored paragraphs with variable names. 

subfield. A subdivision of a field. 

substitute code. A code that can be 
inserted into a document by the system. 
This occurs when the system is unable 
to identify a code during a magnetic 
card read, a receive, or a recover 
operation. 

supplement. An addition to something 
that already exists. For example, a 
spelling supplement is one or more 
words that are added to the system 
dictionary. 

syllable hyphen. A hyphen used to 
temporarily divide a word at the end of 
a line. 

Glossary X-9 



system page number. System assigned 
identifier for a page of a document. 

task. A type of work to be performed 
by the operator. 

temporary left margin. The position 
on a page defined by the current indent 
level. 

temporary page end. The position on 
a page defined by the current indent 
level. 

text. The information displayed or 
printed of a document. 

thousands separator. 
usually a comma, that 
hundreds pos it ion from 
position in a number. 

The character, 
separates the 
the thousands 

type element. A typing ball used on 
an IBM Selectric typewriter. On 
printing devices, it is called a 
printer element. 

typematic key. A repeat-action key. 

typestyle. Characters of a given 
size, style and design. 
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typing area. Portion of display used 
to create or revise document text. 

unload. To remove. 

update. To revise with current 
information. 

uppercase. The capitalized form of 
letters, such as A, B, C, as opposed to 
a, b, c. 

variable. Information (such as name, 
date, time) that can be inserted within 
a standardized document. 

widow line. A single first or last 
line of a paragraph separated from its 
related text and appearing on a 
different page. 

work station. In the IBM 
Displaywriter System, the combination 
of Electronics Module, Display Module, 
Keyboard Module, and Diskette Unit. 

zero index carrier return (ZICR). 
The function of moving the printer 
element to the left margin on the same 
line. 
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