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DATA SECURITY 

All magnetic media are subject to 
physical damage, erasure, and loss 
for a variety of reasons, including 
operator error, accidental 
occurrences and machine malfunction. 
In addition, magnetic media are 
subject to theft. Therefore, an 

iv 

integral part of any information 
system should be to establish and 
implement backup (duplication) 
procedures, recovery procedures, and 
other appropriate security 
procedures. The customer, not IBM, is 
solely responsible for establishing 
and implementing all such 
Drocedures. 
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Part 1. Procedures Guide 

Chapter 1. Introduction 

This "Procedures Guide" applies to the IBH Displaywriter 
System -- Textpack 4. 

The purpose of this guide is to help you develop and write 
procedures for using your system. The "Procedures Guide" 
shows some alternate ways to use your system most 
effectively. Choose the sections that apply to your work. 
Remember, these are ideas, not rules. Adapt these ideas 
so that they work the best for you and others in your 
office. 

Write down the actual procedures that you will use in your 
office. You may change your procedures as you develop 
work routines with other operators, your supervisor, and 
the originators whose typing you do. 

Effective procedures will help you set up and type your 
documents, then print and distribute them. The time you 
spend establishing procedures will help you save time 
later. 

Get together with others in your'office who will be using 
the system--the other operators, your supervisor, and the 
originators. Agree on the way documents will be handled. 
This will help eliminate questions later. 

These steps will assist you in writing your procedures: 

• 

• 

• 

• 

Write in your own words how various situations will 
be handled. 

Use the fewest number of words possible, and omit 
unnecessary details. 

Number the items when they must be done in a certain 
order. 

The individual procedures should be easy to find and 
the steps should be easy to follow. Use headings to 
break up the procedures you write. 
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This guide includes guidelines for the following: 

• 
• 
• 

Program diskette handling 
Work diskette handling 
Printer sharing 



Chapter 2. Setting Up Procedures 

PREREQUISITES 

PLANNING YOUR WORK 

Before you begin writing procedures, you should: 

• Complete the sections of the operator training books 
that apply to your work. 

• Understand the types of work that you will be doing on 
the system. 

• Find out from your supervisor the special rules that 
apply to your office. 

Some procedures will help you save time when you are 
planning your work day: 

• Batch your work -- Whenever possible, do all of the 
jobs of one type, then jobs of another type. This will 
make good use of your setup time. 

Of course, if you are ins'tructed to handle your 
documents in some other order, follow the procedures 
that are established in your office. 

• Type the entire document, check the spelling, 
hyphenate, paginate and print the document. 

• Keep track of any documents that you put in the print 
queue, but that did not print. For example: 

The system cancelled a document because of a 
print error. 

A document has to be reprinted because it was 
unsatisfactory the first time -- for instance the 
wrong type of paper or the wrong typestyle. 

You cancelled a document -- especially one in the 
print queue which had not yet printed at the end 
of the day. 

The print queue was full when you queued your 
document. 

Queue these documents again. 
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TYPES OF WORK 

Original Documents 

Revised Documents 

This section provides guidelines for setting up your work 
diskettes. 

Documents that you will be typing using Textpack 4 are in 
one of three general categories: 

• Original documents--documents that you type for the 
first time. 

• Revised documents - -documents that are returned for 
revision. 

• Repetitive documents--documents that you type and 
store, and then personalize with variable information 
and print. 

The originator will inform you of 
requirements for a document; for example: 

any special 

• 

• 

• 

• 

• 

• 

The need to keep a document on the diskette more than 
__ days if the document will be needed later or 
revised later. 

Special paper, other than letterhead or bond. 

Rough drafts. 

Format changes within a document. 

Rush handling. 

Confidential work. 

The originator will return documents that need to be 
revised. Make necessary corrections on the copy. 
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Repetitive Documents 

FORMATS 

2-4 

Give each originator a file folder or notebook containing 
copies of repetitive material. Examples of repetitive 
material are form letters, paragraphs, and contracts. 
Variable information is inserted to personalize the 
document. The originator will provide the variable 
information. You may provide the originator with a 
variables sheet for submitting the variables. You will 
find a blank copy at the end of this section. (See 
"Repetitive Document Samples" and "Repetitive Paragraphs 
Samples". 

EXAMPLE -- Variables Sheet 

NOTE: The varlabhtson this sheet are for as many as 
lourcopi8$ofonerepetitlYedocument 

I'""''''''' I'" 1°'" 

Use the IBM-supplied or personalized defaults whenever 
poss ib Ie, to reduce the set up time before you begin 
typing. (See "Program Diskette Procedures", for more 
information about personalizing your Program Diskette.) 

If you use several formats, write down the changes that 
you make to the defaults for each document. For example, 
you may have six formats, one for each of the following: 



Document 

1. Letters--first 
page 

2. Letters--following 
pages 

3. General reports-­
first page 

4. General reports-­
following pages 

5. Engineering reports-­
first page 

6. Engineering reports-­
following pages 

Changes to the defaults 

10 pitch, first line 14 

10 pitch, first line 10 

left margin 25, 
first line 14 

left margin 25, 
first line 10 

10 pitch, last line 55 

10 pitch, last line 55, 
first line 20 

Note: For this example, because the changes are minor, 
you would not need to change the Program Diskette 
defaults. 

Each time you type the document, you will know exactly how 
to set up the format for that document. In addition, you 
may fill out a work sample for each type of document that 
you type. See "Work Samples Handbbok," Part 2 of this 
book. 
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VARIABLE SHEET 
Repetitive Document 

NOTE: The variables on th is sheet are for as many as 
four copies of one repetitive document. 

Stored Document Code I Requested By 

Variable 
No. 

1 

Instructions: 

Variable 
No. 

1 

Instructions: 

2-6 

(please print) 

1 Ext. I Date 

Variable 
No. 

1 

Instructions: 

Variable 
No. 

1 

Instructions: 



VARIABLE SHEET 
Repetitive Paragraphs 

NOTES: The paragraphs and variables on this sheet are for 
one document created from repetitive paragraphs. 
List paragraphs in correct print out sequence. 

Document Description & Code I Requested by 

Variable Paragraph Variable 
No. No. --- No. 

1 1 

Variable Paragraph Variable 
No. No. --- No. 

1 1 

Variable Paragraph Variable 
No. No. No. 

1 1 

Variable Paragraph Variable 
No. No. No. 

1 1 

Special Instructions: 

1 Ext. I Date 

Paragraph 
No. ---

Paragraph 
No. ---

Paragraph 
No. 

Paragraph. 
No. 
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• Vertical . Spacing (8)--Use this scale only if you have 
the printwheel printer and you use Lines/cm or in. 3 = 
8 in. in the LINE FORMAT menu. This scale will help 
you choose first and last typing line and header and 
footer typing lines. Place the "0" on the top edge of 
the paper to measure line numbers. 

• Vertical Spacing (24) - -Use this scale if you are 
measuring forms with irregular distances between 
lines. This scale is divided into 24 lines per inch 
and will help you position the cursor more accurately 
.inside the boxes or blanks on the form. 

Each of the scales on the reverse side of the ruler is 
used to decide margin and tab settings for your 
documents. You may use the Inches scale on the other side 
first to mark the margins and tabs on the page. Use the 
Elite, Pica, or Proportional scale with the "0" at the 
left edge of the paper to determine your choices for 
margins and tabs. 

Elite--Use the Elite scale for documents that 
will be printed in a 12-pitch (12 characters to 
the inch) typestyle. 

Pica--Use the Pica scale for documents that will 
be printed in a 10-pitch (10 characters to the 
inch) typestyle. 

15 pitch--Use the 15 pitch scale for documents 
that will be printed in' 15-pitch (15 characters 
to the inch) typestyle. 

Character Spacing (l3.3)--You will not use this 
scale for these documents. 

• Proportional/Vertical Spacing (6) -- This scale helps 
you choose first and last typing lines in the PAGE 
FORMAT menu, or the typing line for headers or 
footers in the HEADERS AND FOOTERS menu. Place the 
"0" on the top edge of the paper to measure line 
numbers. 

Note: The Conversion Ruler may contain technical 
inaccuracies or typographical errors. 

Program Diskette Procedures 3-3 



TNL SN44-2096 (22 April 1983) to S544-2037-0 

DECIDING ON THE FORMATS 

3-4 

The following steps' will help you decide whether to 
personalize your Program Diskette defaults. 

You should determine the typewriter settings for the 
types of documents that you will be typing on the system. 
Use the samples of your own formats that you have 
gathered. 

1. Decide what general type of document each of your 
samples is: letter and envelope, repetitive document, 
etc. 

Write the document type on the top of each sample. 

2. On each sample, mark the following typewriter 
settings that you would use to type the document. If 
you do not know what the settings are, use the 
Conversion Ruler to measure the settings that you are 
not sure of. 

• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

Line spacing 
Typestyle and special keyboards 
Left margin 
Right margin 
Tabs 
First typing line, first page 
First typing line, following pages 
Last typing line 
Paper or envelope size 
First header line 
Print header on (page numbers) 
First footer line 
Print footer on (page numbers) 

Note: Some of the items in the format menus are 
included in this chart because they are not 
normally used on a regular typewriter. If you' 
have a question about an item in a menu, consult 
the Master In'dex. 







STANDARDIZING FORMATS 

You may be able to standardize your formats: that is, use 
the same settings for most of the documents that you type. 
This will save you time when you type the document. 

For example, suppose that for four documents you have the 
following margins: 

• Document 
• Document 
• Document 
• Document 

1 
2 
3 
4 

18 
15 
20 
16 

Perhaps you could use the Program Diskette default left 
margin of 18 for all of these documents. 

If you cannot use the default left margin of 18 for all of 
your documents, perhaps another setting would work for 
you--say 15. You could then change your Program Diskette 
default left margin to 15, and that would be your new left 
margin for all of the documents that you type. 
Standardizing saves steps, but it is not necessary to 
standardize if you prefer to use the exact settings that 
you have been using. 

You have circled all of the measurements that are 
different from the Program Diskette defaults. 

1. Look at the Document Measurements chart. Look at the 
menu items that have circles. 

If you can standardize your documents, write the 
standardized settings in the Personalized Defaults 
column. You can personalize either the document or 
the Alternate Format, or both. Set up the format that 
you will use the most as the Document Format. 

2. Take the Program Diskette Defaults--Document Format 
chart and fill in the numbers from the Personalized 
Defaults column of the Document Measurements chart. 

Notice that the PrQgram Diskette Defaults chart has 
additional items listed from the LINE FORHAT menu. These 
are items that you did not measure on your documents in 
the "Deciding on the Formats" section, but that you can 
change on the Program Diskette. Mark any of these items 
that you want to change. 
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CHANGING THE DOCUMENT 
FORMAT DEFUAL TS ON THE 
PROGRAM DISKETTE 

Make the changes to the Program Diskette defaults on a 
duplicate of the Program Diskette. (You should keep the 
original Program Diskettes in a safe place.) 

Be sure that you have marked the Program Diskette 
(Duplicate) label with the name and number of the 
original program diskette. Attach the label to the new 
Program Diskette. (See "Duplicating Program Diskette" in 
the Operator Training Book 2 - Selectable Topics for 
steps to duplicate the Program Diskette.) 

If you have to change the alternate keyboard, see the 
"Change Work Station Description" task in the "Quick 
Reference" section of the Operator Reference Guide. 

• Turn on the Printer. 

• Turn on 
attached 
Diskette. 

the 
to 

power to the 
the printer, 

work station directly 
and load the Program 

• Turn on the power to your work station and insert the 
program diskette on which you want the new defaults. 

• Choose Program Diskette Tasks in the TASK SELECTION 
menu. 

• Choose Change Document Format Defaults in the 
PROGRAM DISKETTE TASKS menu. 

Changing the Defaults (for 
Letters and Other Documents) 

Use the following steps to change the document format. 
Follow the prompts and messages in each menu. 

Make the changes that you have marked on the Program 
Diskette Defaults chart. Copy the numbers from the 
Personalized Defaults column to the blanks below. 

• Choose Change Line Format in the FORMAT SELECTION 
menu to make these changes: 

Line Spacing __ 
Line Alignment __ 
Typestyle Number ____ _ 
Lines/cm or inch 
Adjust Line Endings ____ _ 
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Zone Width 

• Choose Change Margins and Tabs in the FORHAT 
SELECTION menu to make these changes: 

Left Hargin ____ _ 
Right Hargin __ 
Tabs --------------------

• Choose Change Page Format in the FORHAT SELECTION 
menu to make these changes: 

First Typing Line, First Page ____ _ 
First Typing Line, Following Pages __ 
Last Typing Line __ 
Paper or Envelope Size ____ _ 
Printing Paper Source (if you have the IBH 
Sheet-Feed Paper Handler) 

• Choose Change Header and Footer in the FORHAT 
SELECTION menu to make these changes: 

First Header Line 
Print Header On (Page Numbers) 
First Footer Line 
Print Footer On (Page Numbers) 

Press ENTER to go the PROGRAM DISKETTE TASKS menu. 

CHANGING THE ALTERNATE 
FORMAT DEFAULTS ON THE 
PROGRAM DISKETTE 

3-10 

If you need an additional personalized format, change the 
Alternate Format defaults using the following steps. 
Follow the prompts and messages in each menu. 

• Choose Change Alternate Format Defaults in the 
PROGRAH DISKETTE TASKS menu. 

To set up the Alternate Format for envelopes, continue 
with the next section, "Changing the Defaults (for 
Envelopes)." 

To set up the Alternate Format for other types of 
documents, repeat the "Changing the Defaults (for Letters 
and other Documents)" section on the previous page. Then 
continue with "Preparing Another Program Diskette. " 



Changing the Defaults 
(For Envelopes) 
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To set up the Alternate Format defaults for No. 10 
envelopes in 12 pitch: 

Note: For other suggested envelope formats, see 
"Envelopes It in "Letters and Envelopes", Chapter 10. 

• Choose Change Line Format in the FORMAT SELECTION 
menu to make these changes: 

Line Spacing 1 = Single 
Adj us t Line Endings 2 = No 

• Choose Change Margins and Tabs in the FORMAT 
SELECTION menu to make this change: 

Left Margin 48 

• Choose Change Page Format in the FORMAT SELECTION 
menu to make thes e changes: 

First Typing Line, First Page 13 (This is the 
center of the envelope.) 
First Typing Line, Following Pages 13 
Paper or Envelope Size (7,8, or 9) 9 
Printing Paper Source (if you have the IBM 
Sheet-Feed Paper Handler) 4= Manual Feed 

Press ENTER until you return to the PROGRAM DISKETTE 
TASKS menu. 

Choose Go To Task Selection in the PROGRAM DISKETTE TASKS 
menu. 

Choose Typing Tasks in the TASK SELECTION menu. 

You now have your own personalized Document and Alternate 
Formats on the Program Diskette. 

Be sure you turn the work station off and back on again 
before you begin using this Program Diskette. 

Some of the 
instructions 
Formats. 

work samples in the handbook have 
for both the Document and the Alternate 
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CHANGING OTHER PROGRAM 
DISKETTE DEFAULTS 

If you need to change other program diskette defaults, 
consul t the appropriate topic in the "Quick Reference" 
section of the Reference Guide. 

• Change Check Document Defaults 

• Change Math Format Defaults 

• Change Menu Abbreviations 

• Change Paginate Document Defaults 

• Change Printer Description 

• Change Work Station Description 

The charts at the end of this chapter list the 
IBM-supplied defaults. You may use these charts as a 
record to keep track of those defaults that you change. 

STORING A SUPPLEMENTAL 
DICTIONARY 

3-12 

Store the supplemental dictionary that you use most of 
the time on the Program Diskette. Then you will not have 
to load it each time you want to check the spelling in a 
document. See "Supplemental Dictionaries" in the Operator 
Training Book 2 - Selectable Topics. 





If you are considering setting up formats on more than one 
Program Diskette, remember that you must load the 
appropriate Program Diskette to type different documents. 
Therefore, you may prefer using just one Program Diskette 
and changing the menus for an individual document, a 
page, part of a page, or within a line, if needed. 

If you do needmore than these two formats, try to keep 
related formats together on the same Program Diskette; 
for example, letters and envelopes. Also, be sure to keep 
documents with related formats on the same work diskette 
to cut down on diskette handling. 

You may stote a different supplemental dictionary on each 
Program Diskette. Each supplement can have words in it 
that relate to the documents you will type using that 
Program Diskette, or, you may duplicate the supplement 
from another Program Diskette. 

COMBINED PROGRAM DISKETTES 

3-14 

If you have 2D diskettes you may want to consider creating 
special combined program diskettes. These diskettes may 
combine special features, languages and/or real work. 
Consider combining tasks for individual authors, 
departments or operators. For example, you could create a 
special combined diskette for the authors or departments 
who do work with report pack and Textpack 4. Any space 
remaining on the diskette could be used for text work. 

You should have received a sheet of labels with your 
original IBN Program Diskette. An additional label, found 
in Operator Training Book 2 Selectable Topics, the 
Program Diskette (Duplicate) label allows you to identify 
the combined program diskette that you created. Write in 
the diskette name and date. Indicate the tasks, features 
or languages you have combined to create this diskette. 
Check whether this diskette has the IBM-supplied or 
personalized defaults. Check the Program Type. If the 
diskette does have personalized defaults, write some 
indication of what those defaults are in the Comments 
section of the label. 







DOCUMENT MEASUREMENTS 

Document 1 
Document 2 
Document 3 

MENUS/ITEMS 

LINE FORMAT MENU 
Line Spacing 

Typestyle Number 

MARGINS AND TABS MENU 
Left Margin 

Right Margin 

Tabs 

PAGE FORMAT MENU 
First Typing Line, First Page 

First Typing Line, Following 
Pages 

Last Typing Line 

Paper or Envelope Size 

Printing Paper Source 

HEADER AND FOOTER MENU 
First Header Line 

Print Header on 

First Footer Line 

Print Footer On 

ALTERNATE HEADER AND FOOTER 
MENU 

First Header Line 

Print Header On 

First Footer Line 

Print Footer On 

WORK STATION DESCRIPTION 
MENU 

Engraved Keyboard 

Alternate Keyboard 

PROGRAM DISKETTE 
DEFAULTS 

1 = Single 

86 

18 

90 

Every 5 spaces 

7 

7 

60 

3 = 215.9 x 279.4 mm 
(8.5 x 11 in.1 

1=Top 

3 

1 = All Pages 

63 

1 = All Pages 

3 

1 = All Pages 

63 

1 = All Pages 

1 = Before First 
Alternate 

TNL 8N44-2096 (22 April 1983) to 8544-2037-0 

1 2 

Document 4 
Document 5 Document6 __________________________________ ___ 

DOCUMENT PERSONALIZED 
DEFAULTS 

3 4 5 6 Document Alternate 
Format Format 
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PROGRAM DISKETTE DEFAULTS - DOCUMENT FORMAT (1 of 2) 

PROGRAM DISKETTE NAME ------------------
PROGRAM DISKETTE PERSONALIZED 

MENUS/ITEMS DEFAULTS DEFAULTS 

Line Format Menu 
Line Spacing 1 = Single 

Line Alignment 1 = Left 

Typestyle Number 86 

Lines/cm or Inch 2 = 2.36 cm/or 6/inch 

Adjust Line Endings 1 = Yes 

Zone Width 6 

Margins and Tabs Menu 
Left Margin 18 

Right Margin 90 

Tabs Every 5 Spaces 

Page Format Menu 
First Typing Line, First Page 7 

First Typing Line, Following 
Pages 7 

Last Typing Line 60 

Paper or Envelope Size 3 = 216x280 DUD 
(8.5xll in.) 

Printing Paper Source 1 = Top 

Header and Footer Menu 
First Header Line 3 

Print Header On 1 = All Pages 

First Footer Line 63 

Print Footer On 1 = All Pages 
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PROGRAM DISKETTE DEFAULTS - 'DOCUMENT FORMAT (2 of 2) 

PROGRAM DISKETTE NAME -----------------
PROGRAM DISKETTE PERSONALIZED 

MENUS/ITEMS DEFAULTS DEFAULTS 

Alternate Header and Footer Menu 
First Header Line 3 

Print Header On 1 = All Pages 

First Footer Line 63 

Print Footer On 1 = All Pages 
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PROGRAM DISKETTE DEFAULTS - ALTERNATE FORMAT (1 of 2) 

PROGRAM DISKETTE NAME 

PROGRAM DISKETTE 
MENUS/ITEMS DEFAULTS 

Line Format Menu 
Line Spacing 1 = Single 

Line Alignment 1 = Left 

Typestyle Number 86 

Lines/cm or Inch 2 = 2.36 cm/or 6/inch 

Adjust Line Endings 1 = Yes 

Zone Width 6 

Margins and Tabs Menu 
Left Margin 18 

Right Margin 90 

Tabs Every 5 Spaces 

Page Format Menu 
First Typing Line, First Page 7 

First Typing Line, Following 
Pages 7 

Last Typing Line 60 

Paper or Envelope Size 3 = 216x280 mm 
(8.5xl1 in.) 

Printing Paper Source 1 = Top 

Header and Footer Menu 
First Header Line 3 

Print Header On 1 = All Pages 

First Footer Line 63 

Print Footer On 1 = All Pages 
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PROGRAM DISKETTE DEFAULTS - ALTERNATE FORMAT (2 of 2) 

PROGRAM DISKETTE NAME -----------------
PROGRAM DISKETTE PERSONALIZED 

MENUS/ITEMS DEFAULTS DEFAULTS 

Alternate Header and Footer Menu 
First Header Line 3 

Print Header On 1 = All Pages 

First Footer Line 63 

Print Footer On 1 = All Pages 
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PROGRAM DISKETTE DEFAULTS -
PRINTER DESCRIPTION 
WORK STATION DESCRIPTION 
CHANGE PAGINATE DOCUMENT DEFAULTS 

PROGRAM DISKETTE NAME 

PROGRAM DISKETTE 
MENUS/ITEMS DEFAULTS 

*Printer Description 
Printer Model 2 = Model 5218 

Paper Handling 2 = Cut Paper, 
Automatic Feed 

Work Station Description 
Auto Carrier Return/Auto Adjust 1 = On 

Required Carrier Return 2 = Non-Coded 

Required Hyphen 2 = Non-Coded 

Engraved Keyboard 1 = Before First 
Alternate 

Alternate Keyboards 

Alternate Tasks 2 = No 

Tone in Alternate Task 1 = Yes 

Final-form Document Support 1 = Yes 

Change Paginate Document Defaults 
Paginate on Exact Line Count 2 = No 

Adjust Line Endings 1 = Yes 

Adjust Page Endings 1 = Yes 

------------------
PERSONALIZED 

DEFAULTS 

*If the printer is turned on before the electronics module is turned on, the 
Printer Description Defaults will match whatever printer is attached to the 
system. 
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PROGRAM DISKETTE DEFAULTS - CHANGE CHECK DOCUMENT DEFAULTS 

PROGRAM DISKETTE NAME _______ _ 

PROGRAM DISKETTE PERSONALIZED 
MENUS/ITEMS DEFAULTS DEFAULTS 

Change Check Document Defaults 
Kind of Spelling Check 1 = Prompted 

Hyphenation/Pagination 1 = Yes 

Dictionary Hyphenation 1 = Prompted 

Paginate on Exact Line Count 2 = No 

Print Paginated Pages 1 = Yes 
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PROGRAM DISKETTE DEFAULTS - CHANGE MATH FORMAT (1 OF 2) 

PROGRAM DISKETTE NAME 

PROGRAM DISKETTE PERSONALIZED 
MENUS/ITEMS DEFAULTS DEFAULTS 

Active Math Format 1 
(Appears on Math Format 
Selection) 

Change Math Format 1 
Decimal Point Character 1 = 

Thousands Separator Character 2 = , 

Number of Positions Past 
Decimal 2 

Rounding Rule 1 = 1-4 Down 
5-9 Up 

For Positive Numbers 
Leading Characters None 

Trailing Characters None 

For Negative Numbers 
Leading Characters -
Trailing Characters None 

Change Math Format 2 
Decimal Point Character 1 = 

Thousands Separator Character 2 = , 

Number of Positions Past 
Decimal 2 

Rounding Rule 1 = 1-4 Down 
5-9 Up 

For Positive Numbers 
Leading Characters $ 

Trailing Characters None 

For Negative Numbers 
Leading Characters -$ 

Trailing Characters None 
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PROGRAM DISKETTE DEFAULTS - CHANGE MATH FORMAT (2 OF 2) 

PROGRAM DISKETTE NAME 

PROGRAM DISKETTE PERSONALIZED 
MENUS/ITEMS DEFAULTS DEFAULTS 

Change Math Format 3 
Decimal Point Character 1 = 

Thousands Separator Character 2 = , 

Number of Positions Past 
Decimal 0 

Rounding Rule 1 = 1-4 Down 
5-9 Up 

For Positive Numbers 
Leading Characters None 

Trailing Characters None 

For Negative Numbers 
Leading Characters -
Trailing Characters None 

Change Math Format 4 
Decimal Point Character 1 = 

Thousands Separator Character 3 = None 

Number of Positions Past 
Decimal 1 

Rounding Rule 1 = 1-4 Down 
5-9 Up 

For Positive Numbers 
Leading Characters None 

Trailing Characters None 

For Negative Numbers 
Leading Characters -
Trailing Characters None 
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ABBREVIATIONS FOR MENU BYPASS - TYPING AND REQUEST TASKS 

PROGRAM DISKETTE NAME ----------------

PROGRAM PERSONALIZED 
MENU ITEM SHORT FORM SHORT FORM 

Create Document C 

Revise Document R 

Paginate Document PG 

Print Document P 

Print Document Being Edited PRN 

Display Index of Diskette 
Contents I 

Display Print Queue or Cancel 
Print Job CP 

Change Printing Order PO 

Continue Printing With Element 
Now On Printer CTP 

Request Printer RQP 

Release Printer RLP 

Start Printer STP 
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ABBREVIATIONS FOR MENU BYPASS - WORK DISKETTE TASKS 

PROGRAM DISKETTE NAME 

PROGRAM PERSONALIZED 
MENU ITEM SHORT FORM SHORT FORM 

Delete Document XDC 

Duplicate Document DDC 

Change Document Name DCN 

Change Diskette Name DKN 

Duplicate Diskette DDK 

Condense Diskette CDK 

Erase or Initialize (Name) 
Diskette E 

Recover Documents REC 

Print Index of Diskette 
Contents PI 

ABBREVIATIONS FOR MENU BYPASS - SPELLING/MERGE TASKS 

PROGRAM PERSONALIZED 
MENU ITEM SHORT FORM SHORT FORM 

Check Document CD 

Load Supplement LD 

Clear Supplement CLR 

Store Supplement on Program 
Diskette STO 

Choose Spelling Language 
Dictionary LGD 

Create Document of Supplemental 
Words CDS 

Merge With Named Variables 
Henu HV 

Merge With Switch Code Henu HSW 
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ABBREVIATIONS FOR MENU BYPASS - DOCUMENT FORMAT SELECTION 

PROGRAM DISKETTE NAME 

PROGRAM PERSONALIZED 
MENU ITEM SHORT FORM SHORT FORM 

Line Format Menu LF 

Margins and Tabs Menu MT 

Page Format Menu PF 

Header and Footer Menu HF 

Alternating Header and Footer 
Menu AHF 

Mid-Line Typestyle Menu TY 

Return All Formats to Starting 
Choice RF 

Return Line Format, Margins and 
Tabs to Starting Choice RLF 

Return Typestyle to Starting 
Choice RTY 

Begin Using Alternate Footer AF 

Begin Using Document Format DF 

ABBREVIATIONS FOR MENU BYPASS - ADDITIONAL TYPING TASKS 

PROGRAM PERSONALIZED 
MENU ITEM SHORT FORM SHORT FORM 

System Page Number SN 

Page Number PN 

Display Codes = No CDN 

Display Codes = Yes CDY 

Get Menu G 

Global Replace/Delete GL 

Return To Typing Area or To 
Create/Revise Document 
Menu RT 
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ABBREVIATIONS FOR MENU BYPASS - INSTRUCTIONS 

PROGRAM DISKETTE NAME 

PROGRAM PERSONALIZED 
MENU ITEM SHORT FORM SHORT FORM 

Begin Keep BK 

End Keep EK 

Include Henu INC 

Math M 

File Report Instructions F 

Multi-Column File Listing MC 

Summary Math SM 

If Empty IFE 

If Not Empty IFN 

End If ElF 

Begin Spelling Check BSP 

End Spelling Check ESP 

Language for Spelling Check LG 

Skip To Line STL 
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Chapter 4. Work Diskette Procedures 

INTRODUCTION 

DOCUMENT CODING 

It is important to think about naming and filing 
diskettes as soon as you start uSing the system. This 
makes it easier for you to keep your diskettes organized 
and up to date; that is, deleting jobs when they are no 
longer needed, but not deleting them before they have 
been finalized. 

You should set up a system to name, organize, and file 
your work diskettes. 

If it is acceptable in your office, type the diskette name 
on the lower corner of the last page of the document. If 
the originators in your office obj ect to having the 
diskette Iiame on the document, try uS ing the diskette 
names suggested in the "Diskettes Filed by Operator" 
section of this chapter. Or, you could keep a list of 
diskettes that you use, and give them an identifying 
letter or number on the list. For example: 

Letter 

a 
b 
c 

Diskette Name 

BUDGET 
SALES 
ENGRG 

Then, on the bottom of the last page of the doc.ument, type 
the originator's initials, a Slash, and the identifying 
letter for the diskette: 

EXAMPLE -- Originator's initials/identifying letter 
SP/a 

This would appear to be an operator's initials and may not 
be objectionable to the originator. 

You could also write the document code on a routing slip 
and attach it to the document. The originator would have 
to be sure to return the routing slip with the document 
when the document is returned for revision, additional 
processing, or printing. 

You could also use the date as the document code...;-for 
example, if the date of the document is August 17, and 
that is a Monday, the job would be on Monday's Daily 
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NAMING AND FILING 
WORK DISKETTES 

Daily Diskettes 
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Diskette. (Daily Diskettes are discussed in the next 
section. ) 

The following are some sample work diskette naming and 
filing systems: 

• 
• 
• 
• 
• 
• 

Daily 
Special Projects 
Repetitive Projects 
Author/Department 
Document Format 
Operator 

Daily diskettes are used to store documents for a short 
period of time. The documents are kept on the diskettes 
long enough to allow the originator to return the 
document with changes, usuaily one week. Correspondence 
is a good example of a type of document for a daily 
diskette. 

The number of diskettes that you will need for each day 
depends on: 

• 

• 

• 

the number and length of the documents, 

how long the documents must be stored before you can 
delete them from the diskette,and 

the type of diskette and diskette unit that you have 
(single or dual density). 

With Daily Diskettes, it is easy to set up a schedule for 
filing and reusing the diskettes. 











IBM Diskette ID Labels provide space to identify contents 
of each diskette. Apply these labels only to the upper 
right corner of the diskette. 

[ I I 

IBM Diskette ID Labels are available in five colors -­
blue, green, pink, orange, and yellow. Color coding could 
be used in your filing system. 

EXAMPLE --

Daily Diskettes--Yellow 
Special Projects--Blue 
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Other types of diskette holders, such as fan files and 
library cases, may also be used. These are available from 
IBN DIRECT. 

These supply items may be ordered by calling IBN DIRECT, 
toll-free telephone number 800-631-5582. (In New Jersey, 
the number is 800-352-4960.) 

When there is printer sharing, the operators may each 
keep their own diskettes at their work station, or 
establish a central file for all or part of the diskettes. 
The operators could then revise or print each other t s 
diskettes. 
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• 

• 

Print an index of the contents of diskettes that you 
used that day. This will give you a list of the exact 
document names and document comments to help you 
identify jobs when you want to revise, print, or 
delete them. 

Dl.lplicate any critical diskettes that you need a 
backup copy of. 

Note: Try to print new indexes when there are no print 
queues. Otherwise, you would have to wait until the print 
queues are empty or to ask the other operators to release 
the printer to you. 
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Print Document 
In TYPING TASKS 

Note: Using the PRINT key is explained in "Additional 
Print Information," Operator Training Book 2 - Selectable 
Topics. 

You can choose Print Document in the TYPING TASKS menu 
and queue a document to print - -even when your are not 
working with that document or that diskette. You can make 
changes to the printing defaults in the PRINT DOCUMENT 
menu. When the document is queued to the printer, you can 
work on another document. When the printer is ready to 
print the document, you will get a message to load the 
diskette that the document is on, if it is not already 
inserted in the diskette unit. 

Print Document in 
TEXTPACK REQUEST TASKS 

Using the SPELL key 
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You can press the REQST key and queue a document to print 
at any time--even when you are not working with that 
document or that diskette. You can make changes to the 
printing defaults in the PRINT DOCUMENT menu. When the 
document is queued to the printer, you can work on another 
document. When the printer is ready to print the 
document, you will get a message to load the diskette that 
the document is on, if it is not already loaded in the 
diskette unit. 

When you have completed typing a document and are still in 
the typing area, you can press the SPELL key. After­
pressing ENTER twice, the CHECK DOCUMENT menu will 
appear. In this menu you can make choices to check the 
spelling, to hyphenate, to paginate and to print the 
document all at the same time. Once you correct the 
incorrectly spelled words, each page is sent to the 
printer. 

When you print a document while checking the spelling, 
the system prints only one copy of each page. The Paper 
Handling defaults in the PRINTER DESCRIPTION menu will be 
used. 



Using the PRINT Key 
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The PRINT key is used to print the page of the document 
currently on the display. You can use the PRINT key even 
when the printer is printing other documents, because the 
PRINT key places documents in the print queue. It can 
place six documents of up to 25 pages each in the print 
queue. 

When you use the PRINT key, the system prints only one 
copy of each page. The Paper Handling defaults in the 
PRINTER DESCRIPTION menu will be used. 

When the printer is printing a document and you are still 
queuing pages in that document with the PRINT key, no 
other documents can be printed until you have finished 
typing or revising the document and pressed END. 

You hold the printer for a long period of time when you 
type or revise one document and print one page at a time. 
Additionally, you can make no changes in the PRINT 
DOCUMENT menu when you use the PRINT key. 
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PRINT DOCUMENT OPTIONS 

THE PRINT QUEUE 

There are several options that you may choose for 
printing a document. In the PRINT DOCUMENT menu, you may 
make decisions about the following: 

• Print From Page/Print Through Page--which pages you 
want to print: one page, a group of pages, or the 
entire document. 

• Print Quantity--how many (up to 99) collated, printed 
sets you want. 

• Paper Handling--how the paper will be fed into the 
printer. 

• 

The choice Cut Paper, Manual Feed means that you 
will feed each sheet of paper into the printer 
yourself. 

Note: If you have an IBM Sheet-Feed Paper 
Handler, refer to the Displaywriter System 
Printer Guide and review the section, "Inserting 
Cut Sheet Paper Manually with the IBM Sheet Feed 
Paper Handler Attached", to correctly position 
the Paper Insertion Gate. 

The choice Cut Paper, Automatic Feed is for use 
when you have the IBM Sheet-Feed on your printer. 

The Continuous Paper choice is used if you have 
the IBM Tractor Feed on your printer. 

Cancel on Print Error--Whether to automatically 
cancel the print job when a print error is found. 

You became familiar with the print queue as you went 
through the operator training books. When you use the 
REQST key or the PRINT key to print a document, you are 
putting a document in your print queue to be printed. The 
jobs in your queue will be printed as soon as the printer 
is available. 

The printer handles each print queue basically the same 
whether or not there is printer sharing; the difference 
with printer sharing is that the printer could be 
printing jobs from someone else's print queue when you 
queue your document. 
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CHANGING PAPER 

when you have an unusually long job or a number of jobs to 
print, so they will know that the printer will not be 
available for a while. 

Each operator is responsible for the printing of 
documents for that work station, so no one operator 
should be expected to tend the printer for the others. 

When you have an automatic paper handling mechanism on 
your printer, decide with the other operators what kind 
of paper to keep loaded. If you have the IBM Sheet-Feed 
Paper Handler, load the paper that you will use the most 
(for example, plain bond) in the top tray, and another 
type of paper (for example, letterhead, legal size paper, 
or paper turned sideways) in the bottom tray. 

Decide how you will handle changing the paper. Of course, 
when the paper handling mechanism is empty, the work 
station using the printer at the time will get a prompt to 
load paper. 

The operator who wants to change to a different type or 
size of paper to print a document is responsible for 
telling the other operators that another type of paper is 
loaded. 

When the system goes to the print queue of the next work 
station, it prompts that work station for the printwheel 
and the paper. Do not take the prompts for granted. Check 
the printer to be sure that the proper paper and 
printwheel are loaded. 

Note: When you change the paper size, remember to change 
the last typing line. 

ESTABLISHING JOB PRIORITIES 

Normally you queue your documents to print, and the 
system prints the documents from one work station at a 
time. If you find that it is important to have all of the 
documents printed in a certain order, then you can use 
this alternate procedure. 
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returning to the print queues that were entered before 
yours. 

Follow these steps to release the printer: 

5. Press the REQST key. 

6. Choose Release Printer in the REQUEST TASKS 
menu. 

When the system has finished printing your rush document, 
it will resume printing documents from the other work 
station print queues. 





Releasing the Printer After 
Printing the Index 

Follow these steps to release the printer: 
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8. Press the REQST key. 

9. Choose Release Printer in the REQUEST TASKS 
menU. 



RELEASING THE PRINTER 

Methods for Releasing 
The Printer 

When you are using the printer and an operator at another 
work station wants to print a rush document or an index of 
diskette contents, you should release the printer. The 
printer will be released when the system has finished 
printing the current document. If your document has a 
number of pages yet to print, you may wish to also cancel 
the document to permit the printing of the rush document 
to begin sooner. 

If there 
both you 
printer. 

are 
and 

three work stations sharing the printer, 
the third operator should release the 

Use one of the following methods to release the printer: 

1. Press the REQST key. 

2. Choose Release Printer in the REQUEST TASKS menu. 

When the system has finished printing your document, the 
printer will be released and will begin printing the rush 
document. The operator from that work station will 
release the printer, and the system will then 
automatically return to your print queue and print the 
remaining documents, with no further action on your part. 
You will know that the system has resumed printing your 
documents when you get the printwheel and paper prompts. 

Releasing the Printer and 
Cancelling the Document 

Follow these steps to release the printer and to cancel 
the job that is printing: 

1. Press the REQST key. 

2. Choose Release Printer in the REQUEST TASKS menu. 

3. Press the REQST key again. 
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4. Choose Display Print Queue or Cancel Print Job in the 
REQUEST TASKS menu. 

5. Type ID letter a, which is the document that is 
printing, in the DISPLAY PRINT QUEUE OR CANCEL PRINT 
JOB menu. 

The document has been cancelled and the printer has been 
released, so the system can begin printing the rush 
document. The operator from that work station releases 
the printer, and the system automatically returns to your 
print queue and print the remaining documents in your 
print queue. Be sure to requeue the document that you 
cancelled. (Choose the page where printing should resume 
in the PRINT DOCUMENT menu by choosing Print From Page 
and typing the correct page number.) 



DISTRIBUTING PRINTED DOCUMENTS 
IBM SHEET-FEED PAPER HANDLER/ 
I BM TRACTOR FEED 

If you do not have an automatic paper handler, skip to 
"Returning Documents to the Originator" in this chapter. 
If you have an automatic paper handler, you should have a 
procedure for picking up documents from the printer. 

You can choose from several different procedures for 
picking up documents from the printer and giving them to 
the operator. 

Whichever method you choose, it is very important that 
all of the operators be able to tell which operator typed 
a document. Because the jobs are queued, they can be 
printed while the operator is away from the work station. 
Therefore, the other operators sharing the printer should 
be ab Ie to te 11 who typed the document. 

I dentifyi ng P ri nted Documents 

The "Document Coding" section of "Work Diskette 
Procedures," Chapter 4, provides ideas for identifying 
documents for each work station. Use the Diskettes Filed 
by Operator method to identify your diskettes. Type the 
diskette name on the document. This gives the following 
information: the operator who typed the document, the 
diskette the document is stored on, and the name of the 
document. 

Picking Up Documents from 
the Printer 

Decide who will pick up the documents from the printer: 
each operator could pick up his/her own work; the 
operators who share the printer could take turns picking 
up and returning each other's work; or one operator could 
be responsible for returning all the work. 

Normally, each document should be returned to the 
operator who typed it, who can then in turn give each 
document to the originator. 
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Deciding How Often To 
Pick Up the Documents 

Scheduled Pick Up 

Pick Up After the Print 
Queue Pri nts 

Decide when or how often the documents should be picked up 
at the printer. It could be either scheduled or done as 
each print queue finishes printing. 

If the documents are picked up at scheduled times during 
the day, be sure that they are returned to the originator 
with enough time to get them into the mail pickup for that 
day, if necessary. 

Pick up the documents at least every two hours during the 
day, and at closing time. Rush documents should be picked 
up immediately, and not at a regular pick up time. 

If the documents are picked up as soon as the print queue 
has finished printing, each operator could go to the 
printer to pick up the printed documents when the system 
prompts that the documents have printed. 

Retu rn i ng the Documents 
to the Originator 
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After the documents are picked up from the printer and 
returned to the operator for proofreading, they will be 
returned to the originator. 

The operator should call the originator and put the 
document in a folder or out basket for the originator or 
mail person to pick up. The operator could also deliver 
the documents to the originators. 
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shows you how to tailor the work samples for the documents 
that you type. You will select the work samples that 
match your documents, add your own special formatting 
information, and then use the work samples later as a 
quide when you type the document. 

It is not necessary to prepare a work sample for every 
kind of document that you do. The work samples will be 
most helpful for documents with special requirements. 

The work samples in this book have several parts: 

• A title which describes the work sample. 

• Lines at the top of the page where you can fill in 
information about your job. 

• An introduction to the work sample, when necessary. 

• A line drawing of the work sample. (This line drawing 
will not look exactly like your document; it 
represents typed pages.) 

• The steps to complete the work sample. 

Consult the "Table of Contents" or turn to "Work Samples" 
to find a work sample similar to a document that you will 
be typing on the system. 

Choose a work sample that matches your document. 

Because you will be writing on the work sample pages, you 
may wish to make a copy of the ,work sample. (Writing on a 
copy of the work sample means you will always have a fresh 
work sample in the Handbook to use in the future.) 

Fill in the first four lines (shown below) of the work 
sample for your document. 

Document 

Diskette Name 

Program Diskette 

Document Alternate 

It is not necessary to fill in the work diskette menu 
unless you always use the same work diskette for this type 
of document. 



You may wish to change the format at the beginning of the 
document. The "Formatting" section of each work sample 
lists the items which you are most likely to use to change 
your document. Add them to this list. 

Fill in the "Formatting" section of the work sample so 
that you will know which items to change for your 
document: 

• Compare the IPL Diskette Defaults chart with the 
settings that you want to use for your document. 

• Place a check mark next to the format items you will 
change in the work sample. (If you filled out' the 
Document Measurements chart, these changes will 
probably be the same. 

• Fill in your choice for each item that you want to 
change. 

• You may attach the sample document to the copy of the 
work sample if you need it for reference. 

It is important to use the work sample from the beginning 
(choos ing C reate Document) to the end (pr int ing the 
document). This is important because the steps may be 
related to each other and will not work the same unless 
all of the steps are done together. 

The steps in the work samples start with the TYPING TASKS 
menu. Therefore, before you begin, follow these steps: 

• Insert the IPL Diskette that you want to use. 

• Load the program. 

• Insert a work diskette. 

• Choose Typing Tasks in the TASK SELECTION menu. 

Consult the Operator Reference Guide if you have 
questions about any steps in this basic typing procedure. 

To change the format within the document, press the CHG 
FMT key where you want to make the change. Then choose the 
item from the FORMAT SELECTION menu that you want to 
change. For steps in making specific changes, use the 
"Quick Reference" section of the Operator Reference 
Guide. 
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Typing the Document 

Right Margin ____ _ 
Tabs -------------------------

____ Choose Change Page Format to make these 
changes: 

First Typing Line, First Page ___ _ 
First Typing Line, Following Pages (if the document 
is more than one page) ____ _ 
Last Typing Line ____ _ 
Paper Size ___ _ 
Printing Paper Source (if you have the IBM Sheet-Feed 
Paper Handler) ___ _ 

Press ENTER until you get to the typing area. 

If you .are using the Alternate Format, press the CHG FMT 
key and choose Begin Using ALternate Format in the 
FORMAT SELECTION menu. 

Type the document. 

Checking Spelling, Hyphenating 
Paginating and Printing 
The Document 

7-2 

While in the typing area, press the SPELL key. 

When the prompt, Type document name; press ENTER 
appears, press ENTER. 

When the prompt, Type diskette name; press ENTER 
apprears, press ENTER. 

Choose the ITEM (s) in the CHECK DOCUMENT Menu as desired. 

Press ENTER to begin spelling check, hyphenating, 
paginating and printing the document. 



Documents With A More Even Right Margin 

There are several ways to make your right margin more 
even. Choose the one that works best for you. 

You can set up the menus for a more even right margin at 
the beginning of the document or for any part of the 
document by choosing Line Alignment in the LINE FORMAT 
menu. 

There are three options for a right margin: 

• 

• 

Left -- the system does not change the right margin . 

Justified -- the system adjusts the spacing so that 
the right margin is even, except for short lines such 
as the end of a paragraph or the inside address on a 
letter. 

• Half Justified -- the system adjusts the spacing so 
that the right margin iS,more even than it is on the 
diskette, but it is not perfectly even as it would be 
with justified text. 
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Using Half Justify 

Using Justify 

7-4 

Use Half Justify to create a more even right margin: 
Choose Change Line Format in the FORMAT SELECTION menu 
and make this change: 

Line Alignment 3 = 1/2 Justify 

Type the document as you normally would. When you print 
the document, the right margin will be adjusted to be more 
even. 

Use Justify to create an even right margin: Choose 
Change Line Format in the FORMAT SELECTION menu and make 
this change: 

Line Alignment 2 = Justify 

Type the document as you normally would. When you print 
the document, the right margin will be adjusted to be 
even. 
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Chapter 8. Indented Document Samples 

INTRODUCTION 

Indented text is text that is moved in (indented) from the 
left margin. After you tab in for the first line of the 
paragraph, the system automatically indents the rest of 
the paragraph. 

You will use required tabs at the beginning of the 
indented paragraph and carrier returns at the end of the 
indented paragraph. You can type any number of indented 
paragraphs this way. 

If you would like to see the required tabs and carrier 
returns on the screen, press SCREEN FORMAT. 

Choose Display Codes = Yes in the SCREEN FORMAT menu. 

Any document that you type may have indented paragraphs. 
Be sure that you have a tab set in the MARGINS AND TABS 
menu for the indented material. Type the part of the 
document that is not indented as you normally would. 
Then, choose one of the types of indented paragraphs 
listed below for your·document. 

Note: The first line of any of the indented paragraphs 
may be tabbed in further than the rest of the paragraph. 

Use the work sample that matches the kind of document that 
you are typing. Set up the format and type the paragraphs 
that come before the indented material. 

Each of the following indented formats is described in 
the following sections: 

• 

• 

• 

• 

• 

• 

• 

Indented Paragraphs 

Indented Numbered Paragraphs 

Indented Paragraphs with Roman Numerals 

Indented Paragraphs with More Than One Indent Level 

Indented Paragraphs with a Heading at the Left Margin 

Indented Paragraphs with the First Line of the 
Paragraph at the Left Margin 

Indented Paragraphs with the Right Margin Moved In 
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INDENTED NUMBERED PARAGRAPHS 

Sample A Sample B 

1. 1.==== 
2. 

Be sure that you have set tabs in the MARGINS AND TABS 
menu for the numbers and for the indented paragraphs. 

Repeat the following steps for each indented paragraph: 

• Press CODE + TAB to indent the paragraph. 

• Type the number of the paragraph. 

Type a regular tab if you want the left margin of 
the paragraph to line up under the number (Sample 
A above). 

or 

Type a required tab if you want the number to be 
by itself to the left of the paragraph (Sample B 
above) . 

• Type the indented paragraph, and type a carrier 
return at the end of the paragraph. 
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INDENTED PARAGRAPHS WITH ROMAN 
NUMERALS (OUTLINE FORMAT) 

8-4 

Sample A Sample B 

I. 
1. __ _ 

II. 
11._-

You can create indented paragraphs with Roman numerals 
and use them in outlines. 

Be sure that you have set a decimal tab in the MARGINS AND 
TABS menu for the Roman numeral and a normal tab for the 
indented paragraph. 

Repeat the following steps for each numbered paragraph: 

• Tab to the DEC TAB. Then type the Roman numeral and 
the period. 

• Press CODE + BKSP until you reach the left margin. 

• Press CODE + TAB twice to indent the paragraph. 

If the first line of the indented paragraph is 
indented more than the rest of the paragraph 
(Sample B), type a regular tab. 

• Type the indented paragraph, and type a carrier 
return at the end of the paragraph. 



INDENTED PARAGRAPHS WITH MORE 
THAN ONE INDENT LEVEL 

Sample A Sample B 

Be sure that you have set a tab in the MARGINS AND TABS 
menu for each level of indented paragraph. 

Repeat the following steps for each indented paragraph: 

• 

• 

• 

Press CODE + TAB until the paragraph is indented as 
far as you want it to be. 

If the first line of the indented paragraph is 
indented more than the rest of the paragraph (Sample 
B), type a regular tab. 

Type the indented paragraph, ending with a required 
carrier return. 
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INDENTED PARAGRAPHS WITH THE 
FIRST LINE AT THE LEFT MARGIN 
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------

The required tabs must always be typed on the first line 
of each indented paragraph. After you type the required 
tabs, you will backspace to the left margin to type the 
first line. The first line will print at the left 
margin--the other lines will be indented. 

Be sure that you have set a tab in the MARGINS AND TABS 
menu for the indented paragraphs. 

Repeat the following steps for each indented paragraph: 

• 

• 

• 

On the first line of the text, press CODE + TAB until 
you reach the point where you want the indented lines 
to print. 

Press CODE + BKSP until you reach the left margin. 

Type the paragraph, and type a required carrier 
return at the end of the paragraph. 







Changing the Right Margin Back 
to the Starting Choice 

Pres s CHG FMT. 

Choose Return Line Format, Margins and Tabs to Starting 
Choice in the FORMAT SELECTION menu. 

Make other changes (if any) in this menu. 

Press ENTER until you get to the typing area. 
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Marking the End of 
Text to be Kept Together 

9-4 

Move the cursor immediately after the last character that 
you want to keep together. 

Press the INSTR key. 

Choose End Keep in the INSTRUCTIONS menu. 

Press ENTER until you get to the typing area. 
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HEADERS AND FOOTERS 

You can set up the menus for headers and footers at the 
beginning of the document or for any part of the document. 

• Choose Change Header and Footer in the FORMAT 
SELECTION menu. 

• Choose Create or Revise Header or Create or Revise 
Footer. 

• Tab or space to the point on the margin scale where 
you want the text to appear. 

• Type the text. (Headers and footers can be more than 
one line.) 

• Press ENTER until you get to the HEADER AND FOOTER 
menu. 

• Choose First Header Line or First Footer Line and 
choose the line number. 

• Choose Print Header On or Print Footer On and choose 
All Pages or All But First Page. 

Note: The format (margins, tabs, typestyle, paper size, 
etc.) for the headers and footers set up in the Document 
Format or Alternate Format apply throughout the entire 
document, even if there are format changes wi thin the 
document. If a format change typed within a document 
specif ies a change in the headers and/ or footers, the 
system will change to the new header and/or footer text. 
Otherwise, it will remain the same as the format you 
originally set up. 

Press ENTER until you get to the typing area. 

Additional Considerations 
For Headers and Footers 

If your text overlaps header and footer text consider the 
following: 

• If a header is longer than one line, you may need to 
change the first line of typing in the PAGE FORMAT 
MENU to allow space between the header and the actual 
text. 
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• 

• 

If a footer is longer than one line, you may want to 
change the line the footer prints on so that the last 
line of the footer prints no lower than line 63. 

If you change the line for the footer to print on, you 
may need to change the last line of typing in the Page 
Format Menu to allow space between the text and the 
footer. 

If you have a mUlti-page letter with header text for the 
second and additional pages consider the following:" 

• The second page heading can be typed as a header like 
the following example. 

Mr. Jack Jones 
September 15, 1981 
Page 2 

• In the typing area for the header: 

Type the information needed for the page number. 

Type "page" and a space. 

Press INSTR and select system page number. 

• You will probably want the header to print at 
approximately line 7, instead of line 3. 

• After changing the header, choose Change Page 
Format. 

• Change First Typing Line Following Pages to a line 
number compatible with the header. For example, if 
the header will print on line 7, and is 3 lines, you 
may select line 12 for the actual text to begin 
printing. 

• After you type the letter. 

Change your HEADERS AND FOOTERS MENU. Delete the 
header so it will not print on the envelope. 

Type the envelope. 





PAGE NUMBERING -- WITH TEXT 
CHARACTERS SURROUNDING THE NUMBER 

9-8 

ge 3 

12) e2 

11) Page 1 

You can set up the menus for page numbers at the beginning 
of the document or change page numbering after you have 
typed part of the document. 

Cho0se Change Header and Footer in the FORMAT SELECTION 
menu. 

For page numbers at the top of the page, choose Create or 
Revise Header in the HEADER AND FOOTER menu. 

For page numbers at the bottom of the page, choose Create 
or Revise Footer in the HEADER AND FOOTER menu. 

Tab and space to the pos it ion for the page number. 

Type the word or character that goes before the page 
number. 

Press the INSTR key. 

Choose System Page Number in the INSTRUCTIONS menu. 

Type the word or character that you want to appear after 
the page number. 

If there is additional header or footer text, type it in 
this frame. 

If you have other changes in the HEADER AND FOOTER menu, 
make them, and press ENTER after each change. 

Press ENTER until you get to the typing area. 



PAGE NUMBERING BY SECTION 

Setting Up the Menus 
For the First Section 

Section 1 Section? 
-------------

1 
,----------,---

------_._-------
---- 1·3 23 

--------

1·2 77 

1·1 21 

If your document has several sections or chapters, you 
may want the page numbering to start over with page 1 in 
each section. 

You will set up the HEADER AND FOOTER menu for page 
numbering at the beginning of each new section of your 
document. 

You can set up the menus for page numbering before you 
begin typing or change the page numbering after you have 
typed part of the document. 

Choose Change Header and Footer in the FORMAT SELECTION 
menu. 

For page numbers at the top of the page, choose Create or 
Revise Header in the HEADER AND FOOTER menu. 

For page numbers at the bottom of the page, choose Create 
or Revise Footer in the HEADER AND FOOTER menu. 

Type the page number: 

• 

• 

• 

Tab and space to the position for the section number 
and the page number. 

Type the section number and punctuation (for example, 
a hyphen). 

Press the INSTR key. 

• . Choose Page Number 1 = Reset Page Number. 
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Press ENTER to return to the create/revise header or 
create/revise footer typing area. If there is additional· 
header or footer text, type it in this frame. 

If you have other changes in the HEADER AND FOOTER menu, 
make them, and press ENTER after each change. 

Press ENTER until you get to the typing area. 

Type the first section of the document. 

At the end of the section of text, press PAGE END. 

Changing the Section Number 

9-10 

Pres s CHG FMT. 

Choose Change Header and Footer in the FORMAT SELECTION 
menu. 

For page numbers at the top of the page, choose Create or 
Revise Header. 

For page numbers at the bottom of the page, choose Create 
or Revise Footer. 

Use the cursor movement keys to go to the section number. 
Delete the section number and the instruction symbol. 
Type the new section number. 

Press the INSTR key. 

Choose Page Number 1 = Reset Pag,e N umber in the 
INSTRUCTIONS menu to start the numbering over with the 
number 1 in this section. 

Press ENTER until you return to the typing area. 

Type the next section of the document. 

When you get to the end of the section, repeat the steps 
in "Changing the Section Number" for each section of the 
document. 

When you have finished typing the document, you can 
paginate, print, and revise the document if necessary, 
and the section numbers will print correctly. 





After the Document Has 
Been Typed and Paginated 

Printing the Document 

9-12 : 

Press the CRG FMT key at the beginning of each 
odd -numbered page and choos e the ITEM in the FORt--tAT 
SELECTION MENU to begin using the Alternate Format. 

Press the REQST key in the TYPING TASKS menu. 

Choose Print Document in the REQUEST TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

Make your changes (if any) in the PRINT DOCUMENT menu. 
Press ENTER and follow the messages to print the 
documents. 
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Follow the same steps to name the diskette of the shell 
document, name the fill-in document, and name the 
diskette of the fill-in document. 

Choose Merged Document Name if you want to store the 
merged document on the diskette. Type a different name 
from the names of the fill-in and shell documents. Choose 
Diskette Name and type the name of the diskette on which 
it is to be stored. 

Choose Print Merged Document = Yes. 

Press ENTER to begin merging the documents. 

Note: If you have a single diskette unit, both the shell 
document and the document you include must be on the same 
diskette. If you have a dual diskette unit, the 
disketteCs) the documents are stored on must both be 
loaded in the diskette unit. 

Follow the prompts to print the document. 



MULTI-PAGE DOCUMENT WITH 
MANUAL PAGINATION 

Document 

Diskette Name 

Program Diskette 

Format: Document 

Formatting the Document 

Alternate 

You may want to paginate a document manually rather than 
have the system paginate it. You will decide the page 
endings yourself as you type each page. 

Follow the prompts and messages in each menu. 

Choose Create Document in the TYPING TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

I f des ired, type a document comment in the CREATE OR 
REVISE DOCUMENT menu. 

If you want to change the format at the beginning of the 
document, choose Change Document Format in the CREATE 
OR REVISE DOCUMENT menu. 

Choose the items in the FORMAT SELECTION menu that you 
want to change: 

Choose Change Line Format to make these changes: 

Line Spacing __ _ 
Line Alignment ____ _ 
Adjust Line Endings 1 = Yes 

Choose Change Margins and Tabs to make these 
changes: 

Left Margin ___ _ 
Right Margin ___ _ 
Tabs --------------------------
Choose Change Page Format to make these changes: 
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Typing the Document 

First Typing Line, First Page __ _ 
First Typing Line, Following Pages (if the document 
is more than one page) __ _ 
Last Typing Line __ _ 
Paper Size __ _ 
Printing Paper Source (if you have the IBM Sheet-Feed 
Paper Handler) _. __ 

Press ENTER until you get to the typing area. 

If you are using the Alternate Format, press the CHG FMT 
key and choose Begin Using Alternate Format in the 
FORMAT SELECTION menu. 

Type one page of the document. A tone will sound when you 
reach the bottom of the page. 

You can choose one of the following ways to print the 
document. 

Note: If you are sharing a printer, read "Printing a 
Document" in Chapter 5 of this book for more information 
on the PRINT key. 

Checking Spelling, Hyphenating 
Paginating and Printing 
The Document 

9-18 

While in the typing area, press the SPELL key. 

When the prompt, Type document name; press ENTER 
appears, press ENTER. 

When the prompt, Type diskette name; press ENTER 
appears, press ENTER. 

Choose the ITEM (s) in the CHECK DOCUMENT menu as desired. 

Press ENTER to begin spelling check, hyphenating, 
paginating and printing the document. 



Printing Each Page 
After Typing It 

Printing All Pages 

You can print each page as soon as you finish typing it: 

• Press the PRINT key. 

• Continue typing and printing each page. 

Press END when you have finished printing the entire 
document. 

After Typing the Document 

You can print all of the pages when you have finished 
typing the document: 

• Press PAGE END when the tone sounds at the bottom of 
the page. 

• 

• 

• 

• 

Note: You cannot type past the point at which the 
Page End Tone sounds. 

Type each page, and end each page with a PAGE END. 

When you have finished typing the entire document, 
press END. 

Press the REQST key in the TYPING TASKS menu. 

Choose Print Document in the REQUEST TASKS menu. 
Follow the prompts to type the document name and the 
diskette name, if necessary. 

Make your changes (if any) in the PRINT DOCUMENT menu. If 
you type past the number you chose for Last Typing Line 
on any of the pages, choose Cancel on Error 2 = No in the 
PRINT DOCUMENT menu. Press ENTER and follow the messages 
to print the document. 
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MUL TI-PAGEDOCUMENT -- COVER SHEET 

Document 

Diskette Name 

Program Diskette 

Format: Document 

Formatting the Rest 
Of the Document 

9-20 

Alternate 

A cover sheet, also called a title page, appears as the 
first page of a multi-page document. However, this page 
is not normally numbered with the rest of the document. 

To type a document with a cover sheet, you will use two 
work samples, this one for the cover sheet, and one for 
the rest of the document. 

Follow the prompts and messages in each menu. 

Choose Create Document in the TYPING TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

If desired, type a document comment in the CREATE OR 
REVISE DOCUHENT menu. 

Set up the format for the document, not for the cover 
sheet. 

If you are numbering pages for the rest of the document, 
choose Change Document Format in the CREATE OR REVISE 
DOCUMENT menu: 

• Choose Change Headers and Footers in the FORMAT 
SELECTION menu. 

• Tab or space to the point where you want the page 
number. 

• Press the INSTR key. 

• Choose Page Number = 1 to Reset Page Number. 



• 

• 
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Pres s ENTER to go back to the HEADER AND FOOTER menu . 

Choose Print Footer On = 2 for All But First Page . 

(This prevents the page numbers from printing on the 
cover sheet.) 

• Make your other changes, if any, in the HEADER AND 
FOOTER menu. 

• Press ENTER until you get to the FORMAT SELECTION 
menu. 

You have now numbered the pages in the document starting 
with the first page of the document and excluding the 
cover sheet. 

Now, go to the "Formatting" section of the work sample 
that you are using for the rest of your document. Set up 
the format for the rest of the document. After you .press 
ENTER to go to the typing area, return to this work 
sample. 

Now you are ready to set up the format for the cover 
sheet. 

Formatting the Cover Sheet 

Press the CHG FMT key. 

Choose the items in the FORMAT SELECTION menu that you 
wan t to change. 

• Choose Change· Line Format to make these changes: 

Line Spacing __ _ 
Adjust Line Endings 2 = No 

(This will keep the lines from being 
rearranged during pagination or revision. 

• Choose Change Margins and Tabs to make these 
changes: 

Tabs -----------------------
(Clear all tabs and set a center tab at the 
middle of the page. ) 
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Typing the Cover Sheet 

9-22 

It is not normally necessary to change the margins or any 
of the page formats. 

Press ENTER until you get to the typing area. 

Carrier return, if necessary, to center the lines between 
the top and bottom of the page. 

Tab to the center of the page to type each line of the 
cover sheet. Carrier return between the lines enough 
times so that the text is approximately centered on the 
sheet of paper. 

At the end of·the cover sheet, press CODE + PAGE END and 
PAGE END. (This will keep the cover sheet on a page by 
itself if the document is paginated later.) 

Press CRG FMT. 

Choose Return Line Format, Margins and Tabs to Starting 
Choice in the FORMAT SELECTION menu. 

When you finish with ,the changes for the cover sheet, turn 
to the work sample that you are using for the rest of the 
document. Continue with the "Typing" section. 

Note: Because you typed this cover sheet with Adjust Line 
Endings = No and with a Required Page End, you can 
paginate the cover' sheet with the rest of the document. 







Note: The format (margins, tabs, typestyles, and 
paper sizes) for the headers and footers comes from 
the Document or Alternate Format when us ing the 
Create or Revise Document Menu. The format for 
headers and footers stays the same throughout the 
entire document, even if there are format changes 
within the document. 

For each line in the Table of Contents: 

• 

• 

• 

Type the name of the chapter or section. 

Space once. 

Type a period, space, and repeat typing periods and 
spaces until you come to a point two or three spaces 
from the tab that you set for the page numbers. (Be 
sure that the periods line up under each other.) 

• Tab (and space, if necessary), and type the page 
number. 

• Carrier return. 

If some lines are indented, type a regular tab (do not 
code it) and type each line the same as above. 

If the Table of Contents is longer than one page, repeat 
the following steps for each page: 

• Type until you hear the tone at the bottom of the 
page. 

• 

• 

• 

Carrier return until you reach the line where you 
want the page number to print (approximately 3 lines 
from the bottom of the page) . 

Tab to the center of the page and type the page 
number, using a small Roman numeral (i, ii, iii, iv, 
v, etc.). 

Press PAGE END and continue typing the Table of 
Contents. 

When you finish, press END. 
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Printing the Table 
Of Contents 
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Press the REQST key in the TYPING TASKS menu. 

Choose Print Document in the REQUEST TASKS menu. 

Follow the prompts to type the document name and diskette 
name, if necessary. 

Choose Cancel On Error 2 = No. 

Make other changes (if any) in the PRINT DOCUMENT menu. 
Press ENTER and follow the messages to print the Table of 
Contents. 



DOCUMENTS WITH FOOTNOTES 

Document 

Diskette Name 

Program Diskette 

Format: Document 

1 

Alternate 
-1-

When a document contains footnotes, you may simply type 
each page, leaving space at the bottom of the page for the 
footnotes. However, it would be difficult to revise this 
document because additions would change page endings, 
which would cause the footnote to print on the wrong place 
on the page. 

A better procedure is to type the footnote on the first 
line below the footnote number. You may paginate and 
print the document, and revise it, if necessary. On the 
final draft, you will move the footnotes to the bottom of 
the page. 

The following guidelines apply to footnotes: 

• 

• 

• 

• 

• 

Footnotes must appear on the same page as the 
footnote reference number. 

The footnote number is typed one-half index above the 
typing line. 

The footnote number is typed after all punctuation, 
except the dash. 

If possible, the footnote number should come at the 
end of a phrase or sentence. 

The footnotes should be consecutively numbered 
throughout the document, starting with 1. 

In this work sample, you will do the following: 

• Create the document with the footnotes, placing the 
footnotes within the text 

• Paginate and print a draft of the document for review 
by the originator 
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Creating the Document 

Formatting the Document 
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• Revise the draft document, if necessary 

• Move the footnotes to the bottom of the page and print 
the final document. 

• The document is double-spaced and the footnotes are 
single-spaced. 

In addition, there are steps for reVlslng the final 
document, if additional changes are made. 

Single-spaced documents--Follow these steps exactly for 
single-spaced documents, even though you will be typing a 
format change for single spacing and the document is 
already in single spacing. 

Indented projects--Follow these steps exactly for 
indented projects, even though the rough draft will not 
print with the proper indent level. You will have to 
experiment with the Last Typing Line number in the PAGE 
FORMAT menu to allow for adjusting the right margin on the 
final document. Try a Last Typing Line four less than the 
number you want. There is a note in the "Formatting the 
Final Document" section of this work sample with the 
steps for correcting the indent level. 

Follow the prompts and messages in each menu. 

Choose Create Document in the TYPING TASKS menu. Follow 
the prompts to type the document name, and the diskette 
name, if necessary. 

I f des ired, type a document comment in the CREATE OR 
REVISE DOCUMENT menu. 

If you want to change the format at the beginning of the 
document, choose Change Document Format or Change 
Alternate Format in the CREATE OR REVISE DOCUMENT menu. 

Choose the items in the FORMAT SELECTION menu that you 
want to change: 

__ Choose Change Line Format to make these changes: 

Line Spacing 2 = Double 
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Line Alignment ____ _ 
Adjust Line Endings 1 = Yes 

• Choose Change Margins and Tabs to make these 
changes: 

Left Margin __ 
Right Margin 
Tabs (Set a tab five spaces from the left 

margin for the footnote.) 

• Choose Change Page Format to make these changes: 

First Typing Line ____ _ 
First Typing Line, Following Pages ____ _ 
Last Typing Line (Choose a number that 

is two less than the number that you 
want, to allow space for the divider 
line. ) 

Paper Size ___ _ 

Press ENTER until you get to the, typing area. 

If you are using the Alternate Format, press the CRG FMT 
key and choose Begin Using Alternate Format in the 
FORMAT SELECTION menu. 

Typing the Draft 
Document and Placing the 
Footnotes Within the Text 

Type the document until you get to the footnote reference 
number: 

• Press CODE + 1/2 'to 

• Type the number of the footnote. 

• Press CODE + 1/2 + and space. 

• Continue typing until the system carrier returns at 
the end of the line. 

• Backspace to erase the word or partial word that is 
printed on the new line. 

Note: If the line is too short for the system to 
carrier return automatically, type a required carrier 
return at the end of. the line. 
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Typing the Footnote 
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Change to single spacing. Make other changes, if 
necessary, for the footnote: 

• Press CHG FMT. 

• Choose Change Line Format in the FORMAT SELECTION 
menu. 

• Choose Line Spacing 1 = Single in the LINE FORMAT 
menu. 

• Press ENTER to return to the typing area. 

To keep the footnote from being split during pagination, 
put in Keep instructions: 

• Pres s CODE + INSTR. 

• Choose Begin Keep in the INSTRUCTIONS menu. 

• Press ENTER. 

To type the footnote: 

• Type a tab. 

• Press CODE + 1/2 i . 

• Type the footnote number. 

• Press CODE + 1/2 J, • 

• Type the footnote text. 

• At the end of the footnote, type a required carrier 
return. 

To type the End Keep Instruction: 

• Press CODE + INSTR. 

• Choose End Keep in the INSTRUCTIONS menu. 

• Press ENTER. 

Return to double spacing. Make other changes, if 
necessary, for the document. 

• Press CHG FMT. 
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• Choose Change Line Format in the FORMAT SELECTION 
menu. 

• Choose Line Spacing 2 = Double. 

• Press ENTER to return to the typing area. 

Continue typing the document until you get to the next 
footnote. Then, repeat the steps for the footnote 
starting with the "Typing the Draft Document and Placing 
the Footnotes within the Text. " 

Finish typing the document. 

Checking Spelling, Hyphenating 
Paginating and Printing 
The Draft Document 

While in the typing area, press the SPELL key. 

When the prompt, Type document name; press ENTER 
appears, press ENTER. 

When the prompt, Type diskette name; press ENTER 
appears, press ENTER. 

Choose the ITEM(s) in the CHECK DOCUMENT Menu as desired. 

Press ENTER to begin spelling check, hyphenating, 
paginating and printing the document. 

Revising the Draft Document 

If it is necessary to revise the draft document, make the 
reV1S1ons in the Revise Document Task using the 
procedures you have learned. 

If you add text to the document, do not type the addition 
between the footnote reference and the footnote text. 

You may make as many revision cycles as necessary. When 
you complete the each revision cycle, paginate and print 
the document. 

When all of the revisions are complete, you are ready to 
create the final document. 
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Creating the Final Document 

Formatting the 
Final Document 

Movi ng the Footnotes 

9-32 

When you have made all of the reV1S10ns to the document 
and want to print the final document, you first move the 
footnotes to the bottom of the page. 

If there is any chance the document will be revised again, 
duplicate it now, using the Work Diskette Tasks in the 
TASK SELECTION menu. (See "Duplicate Document Task" in 
the "Quick Reference tt section of the Reference Guide.) 
If the revisions are major, you revise the duplicate 
document rather than the final copy. Duplicating the 
final copy would mean you would have to go back and move 
all of the footnotes back into the text before you could 
make any revisions. 

Choose Revise Document in the TYPING TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

If desired, type or change the document comment in the 
CREATE OR REVISE DOCUMENT menu. 

Change the Last Typing Line to the actual Last Typing Line 
for the document: 

• Choose Change Document Format in the CREATE OR 
REVI SE DOCUMENT menu. 

• Choose Change Page Format in the FORMAT SELECTION 
menu. 

• Choose Last Typing Line in the PAGE FORMAT menu and 
type the number. (This number will be four more than 
you chose before.) 

Press ENTER to go to the typing area. 

If the page does not have footnotes, press GO TO and ENTER 
to go to the next page. 

Now locate each footnote on this page, and move it to the 
bottom of the 'page. 
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• Press FIND. 

• Press CRG FMT. 

• Press ENTER. 

Note: If there are other format changes in the 
document, you may have to press FIND and ENTER more 
than once to place the cursor under the format change 
for the footnote. 

• Press MOVE. 

• When Move What? prompts, press CODE + INSTR twice. 

This highlights the footnote and places the 
cursor under the End Keep Instruction. 

• Press ENTER. 

• When To Where? prompts, press CODE + t! to go to the 
bottom of the page. 

• Press ENTER to place the footnote at the bottom of the 
page. 

For the first footnote on the page, type the divider line: 

• Type the divider line--a row of underscores 36 mm (1 
1/2 inches) long. 

For additional footnotes: 

• Press CODE + '\. to go to the top of the page. 

• Continue with the steps in this section, "Moving the 
Footnotes, It to place each footnote at the bottom of 
the page. 

Note: You will know that you have moved the last footnote 
in the document because when you press FIND and ENTER, the 
cursor will go to the format change before the divider 
line. 

For additional pages with footnotes: 

• To go to the next page, pres s GO TO and ENTER. 

• Repeat the steps in "Moving the Footnotes" for each 
page with footnotes. 
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Note: If the line with the footnote reference number and 
the footnote print on different pages, move the line with 
the footnote reference number to the page with the 
footnote. If the added line makes the page go past the 
Last Typing Line, change the Last Typing Line in the PAGE 
FORMAT menu. 

Short pages--For short pages, insert extra carrier 
returns above the divider line so that the footnotes will 
print 36 mm (one inch) from the bottom of the page. Press 
CODE + t/ and check the Line Number on the status line to 
make sure that it equals your Last Typing Line. 

Indented Projects--To adjust the right margin of the 
indented lines, type a space and a backspace on the first 
incorrectly.-adjusted line of each paragraph. 

When you have moved the last footnote in the document, 
press END and continue with the "Printing the Final 
Document" section below. 

Printing the Final Document 

Press REQST. 

Choose Print Document in the REQUEST TASKS menu. Follow 
the prompts to type the document name and diskette name, 
if necessary. 

Make your changes (if any) in the PRINT DOCUMENT menu. 
Press ENTER and follow the messages to print the 
document. 

Revising the Final Document 

Making Minor Revisions 
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On occasion, you may have to make reV1S10ns to the final 
document. The revis ions may change the page endings. 

Normally, it is acceptable to have from one to four blank 
lines before the divider line. For this reason, you may 



Making Major Revisions 

be able to make minor additions or deletions without 
changing the page endings. 

If you delete a full line of text, you could simply add a 
carrier return before the divider line. 

Note: Check the Line Number in the status line to be sure 
that the bottom of the page is equal to or less than the 
Last Typing Line in the PAGE FORMAT menu. 

Adding or deleting the carrier returns before the divider 
line keeps the bottom margin approximately 24 mm (one 
inch) . 

Make major revisons to the document you duplicated in the 
"Creating the Final Document" section of this work 
sample. The duplicate will be your new draft document. 
Delete the final document from the diskette. (See 
"Delete Document Task" in the "Quick Reference" section 
of the Operator Reference Guide.) 

After you make the changes to the duplicate document, 
repeat the steps in this work sample from "Paginating the 
Draft Document" through "Printing the Final Document. " 
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BIBLIOGRAPHY 

Document 

Diskette Name 

Program Diskette 

Format: Document 

9-36 

Alternate 

A bibliography is a formal listing of the sources that 
were used as reference in writing a report. The list is 
placed at the end of the report. The format for the 
bibliography in this work sample is a common style. Other 
authors or companies may require a different format. Use 
the format that is commonly used in your company if it is 
different from the format shown here. 

These guidelines are used for the bibliography work 
sample: 

• The author's last name is listed first. 

• The list is in alphabetical order, by author's last 
name. 

• The second line is indented the same as a normal 
paragraph. 

• 

• 

Page numbers are not included. 

If the author's name is not available, five hyphens 
are typed, followed by a period. 

Type the Bibliography at the end of the document. 

If you have already ended the document, do the following 
to add the Bibliography at the end: 

• 

• 

• 

• 

Choose Revise Document in the TYPING TASKS menu. 

Follow the prompts to type the document name and 
diskette name, if necessary. 

Press ENTER to go to the typing area. 

Press GO TO and type a number larger than the number 
of the last page of the document. 





• 

• 

• 

Type the first line at the left margin. 

Use BEGIN UND and END UND to underscore the title of 
the publication. 

Type a carrier return when you get to the right 
margin. 

• Use a regular tab to indent the second line of the 
entry. (It is not necessary to use required tabs 
because these lines will not be adjusted during 
pagination or reV1.S1.on; this is because you chose 
Adjust Line Endings 2 = No in the LINE FORMAT menu.) 

If the Bibliography is more than one page, press CODE + 
PAGE END and PAGE END at the end of each page. You will 
hear a tone to signal that you have reached the bottom of 
the page. (If you do not use a Required Page End at the 
end of each page, it is possible that a bibliography entry 
could be split between two pages when it is paginated. 
Normally, this is not acceptable--the entire entry should 
be on one page. ) 

When you have finished typing the Bibliography, press 
END. 

If you have not yet paginated and printed the document, go 
back to the work sample that you used for the rest of the 
document, and follow the directions for paginating and 
printing that work sample. Paginating the Bibliography 
will not change it. 

If you have already paginated and printed the rest of the 
document, follow the directions below to print the 
Bibliography only. There is no need to paginate the 
Bibliography. 

Printing the Bibliography 

9-38 

Press the REQST key in the the TYPING TASKS menu. 

Choose Print Document in the REQUEST TASKS menu. 

Press ENTER in the PRINT DOCUMENT menu and follow the 
messages to print the Bibliography. 
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Chapter 10. Letter and Envelope Samples 

USING THE DOCUMENT FORMAT 
FOR' BOTH THE LETTER 
AND THE ENVELOPE 

Document ---------------------------
Diskette Name ----------------------
Program Diskette __________________ __ 

Letter: Document Format 

Envelope: Document 

Formatting the Letter 

You will type both the letter and envelope as a single 
document with format changes after the letter for the 
envelope format. 

This work sample includes both single and mUlti-page 
letters. Use this work sample when the Alternate Format 
on the Program Diskette is not set up for envelopes. 

Follow ,the prompts and messages in each menu. 

Choose Create Document in the TYPING TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

If desired, type a document comment in the CREATE OR 
REVISE DOCUMENT menu. 

If you want to change the format at the beginning of the 
letter, choose Change Document Format in the CREATE OR 
REVI SE DOCUMENT menu. 

Choose the items in the FORMAT SELECTION menu that you 
want to change: 

• Choose Change Line Format to make these changes: 

Line Spacing __ _ 
Line Alignment ___ _ 
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Typing the Letter 

Formatting the Envelope 

10-2 

Adjust Line Endings 1 = Yes 

• Choose Change Margins and Tabs to make thest 
changes: 

Left Margin __ 
Right Margin __ 
Tabs --------------------

• Choose Change Page Format to make these changes: 

First Typing Line, First Page (leave room for the 
printed letterhead lines at the top of the page) 

First Typing Line, Following Pages (if the letter 
is more than one page) 
Last Typing Line __ 
Paper Size 
Printing Paper Source (if you have the IBM 
Sheet-Feed Paper Handler) 

3=Bottom, This Page Only 

Press ENTER until you get to the typing area. 

Type the letter. At the end of the letter, press PAGE 
END. 

To change to the format for the envelope, press the CHG 
FMT key. 

Choose the items in the FORMAT SELECTION menu that you 
want to change: 

• Choose Change Line Format to make these changes: 

Line Spacing 1 = Single 
Line Alignment 1 = Left 
Adjust Line Endings 2 = No 

• Choose Change Margins and Tabs to make these 
changes: 

Left Margin __ 
(Move the left margin to the center of the 
envelope.) 



Typing the Envelope 
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• Choose Change Page Format to make these changes: 

First Typing Line, First Page __ (Move to the 
center of the enve lope. ) 
Last Typing Line 
Paper or Envelope Size (7,8, or 9) 
Printing Paper Source (if you have the IBM 
Sheet-Feed Paper Handler) 

4 = Manual Feed 

Press ENTER until you get to the typing area. 

After you make the format changes for the envelope, type 
the name and address. 

Checking Spelling, Hyphenating 
Paginating and Printing 
The Letter and Envelope 

While in the typing area, press the SPELL key. 

When the prompt, Type document name; press ENTER 
appears, press ENTER. 

When the prompt, Type diskette name; press ENTER 
appears, press ENTER. 

Choose the ITEM (s) in the CHECK DOCUMENT Menu as desired. 

Press ENTER to begin spelling check, hyphenating, 
paginating and printing the letter and envelope. 

Note: If you have an IBM Sheet-Feed Paper Handler, refer 
to the IBM Displaywriter System Printer Guide. Review 
"Inserting Cut Sheet Paper Manually with the IBM 
Sheet-Feed Paper Handler Attached," to correctly position 
the paper insertion gate. 
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Formatting the Envelope 

Choose the items in the FORMAT SELECTION menu that you 
want to change: 

__ Choose Change Line Format to make these changes: 

Line Spacing __ _ 
Line Alignment __ _ 
Adjust Line Endings 1 = Yes 

Choose Change Margins and Tabs to make these 
changes: 

Left Margin __ 
Right Margin __ 
Tabs -----

Choose Change Page Format to make these changes: 

First Typing Line, First Page (leave room for the 
printed letterhead lines at the top of the page) __ 
First Typing Line, Following Pages (if the letter is 
more than one page) __ 
Last Typing Line __ 
Paper Size __ 
Printing Paper Source (if you have the IBM Sheet-Feed 
Paper Handler) 

3=Bottom, This Page Only 

If the Alternate Format is already set up for Envelopes: 

• Press ENTER until you get to the typing area and skip 
to the "Typing the Letter" section below. 

I f the Alternate Format is not set up for envelopes, 
continue with the "Formatting the Envelope" section 
below. 

To set up the Alternate Format for envelopes, choose 
Change Alternate Format in the CREATE OR REVISE DOCUNNET 
menu. 

Note: See "Envelopes" in "Letter and Envelope Samples" 
for suggested envelope formats. 

Choose the items in the FORMAT SELECTION menu that you 
wan t to change: 

Choose Change Line Format to make these changes: 
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Typing the Envelopes 

Printing the Envelopes 

First Typing Line, First Page ____ _ 
(Change to the center of the envelope.) 

First Typing Line, Following Pages ____ _ 
Paper or Envelope Size (7,8, or 9) ____ _ 
Printing Paper Source (if you have the IBM 
Sheet-Feed Paper Handler) 4 = Manual Feed 

Press ENTER until you get to the typing area. 

Type the names and addresses for each name on the carbon 
copy list. Press PAGE END after each name and address. 

After you have typed the last envelope, press END. 

Press the REQST key in the TYPING TASKS menu. 

Choose Print Document in the REQUEST TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

Make your changes (if any) in the PRINT DOCUMENT menu. 

Press ENTER and follow the messages to print the 
envelopes. 

Note: If you have an IBM Sheet-Feed Paper Handler, refer 
to the IBM Displaywriter System Printer Guide. Review 
"Inserting Cut Sheet Paper Manually with the IBM Sheet 
Feed Paper Handler Attached," to correctly position the 
paper insertion gate. 
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Typing the Letter 

Adjust Line Endings 1 = Yes 

Choose Change Margins and Tabs to make these 
changes: 

Left Margin ____ _ 
Right Margin ____ _ 
Tabs ------------------------

____ Choose Change Page Format to make these changes: 

First Typing Line, First Page (leaving room for the 
printed letterhead lines at the top of the page) 

First Typing Line, Following Pages (if the letter is 
more than one page) ____ _ 
Last Typing Line ___ _ 
Paper Size ___ _ 
Printing Paper Source (if you have the IBM Sheet-Feed 
Paper Handler) 3 = Bottom, This Page Only 

Press ENTER until you get to the typing area. 

Type the letter, putting the carbon copy list at the end 
of the letter. 

Checking Spelling, Hyphenating 
Paginating and Printing 
The Letter 

While in the typing area, press the SPELL key. 

When the prompt, Type document name; press ENTER 
appears, press ENTER. 

When the prompt, Type diskette name; press ENTER 
apprears, Press ENTER. 

Choose the ITEM (s) in the CHECK DOCUMENT menu as desired. 

Press ENTER to begin spelling check, hyphenating, 
paginating and printing the letter. 
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Typing the Envelopes 

Choose Print Quantity in the PRINT DOCUNENT menu, and 
type the number of originals that you want. 

Nake other changes (if any) in the PRINT DOCUNENT menu. 

Press ENTER and follow the messages to print the 
document. 

You will now type the envelopes in a separate document. 

Choose Create Document in the TYPING TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

I f des ired, type a document comment in the CREATE OR 
REVISE DOCUHENT menu. 

Formatting the Envelopes 

To change the format for the envelopes, choose one of the 
following: 

• If the Alternate Format is set up for envelopes: 

Press ENTER until you get to the typing area. 

Press CHG FHT. 

Choose Begin Using Alternate Format in the 
FORNAT SELECTION menu. 

Press ENTER until you return to the typing area. 

Continue with the next section. 

• If the Alternate Format is not set up for envelopes: 

Choose Change Document Format in the CREATE OR 
REVISE DOCUNENT menu. 

Choose the items in the FORNAT SELECTION menu 
that you want to change: 

Choose Change Line Format to make these 
changes: 

Line Spacing __ _ 
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Typing the Envelopes 

Printing the Envelopes 
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Adjust Line Endings 2 = No 

Choose Change Margins and Tabs to make 
this change: 

Left Hargin 

(Hove the left margin to the center of the 
envelope.) 

Choose Change Page Format to make these 
changes: 

First Typing Line, First Page _____ (Change 
to the center of the envelope.) 
First Typing Line, Following Pages ____ _ 
Paper or Envelope Size (7,8, or 9) ____ _ 
Printing Paper Source (if you have the IBH 
Sheet-Feed Paper Handler) 

4 = Nanual Feed 

Press ENTER until you get to the typing area. 

Type the names and addresses of the names on the copy 
lists, and press PAGE END after each name and address. 

After you have typed the last envelope, press END. 

Press the REQST key in the TYPING TASKS menu. 

Choose Print Document in the REQUEST TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

Make your changes (if any) in the PRINT DOCUHENT menu. 

Press ENTER and follow the messages to print the 
envelopes. 

Note: I f you have an IBH Sheet Feed Paper Handler, refer 
to the IBH Displaywri ter System Printer Guide. Review 
"Inserting Cut Sheet Paper Hanually with the IBH Sheet 
Feed Paper Handler Attached," to correctly position the 
paper insertion gate. 



ENVELOPES ONLY 

Document 

Diskette Name 

Program Diskette 

Format: Document Alternate 

You can use either the Document or the Alternate Format 
for the envelopes. (The section, "Changing the Alternate 
Format Defaults on the Program Diskette," in the "Program 
Diskette Procedures" chapter explains how to change the 
defaults for envelopes.) 

Follow the prompts and messages in each menu. 

Choose Create Document in the TYPING TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

If desired, type a document comment in the CREATE OR 
REVISE DOCUHENT menu. 

Formatting the Envelopes 

To change the format for the envelopes, choose one of the 
following: 

• If the Alternate Format is set up for envelopes: 

Press ENTER until you get to the typing area. 
Press CHG FHT. 
Choose Begin Using Alternate Format in the 
FORHAT SELECTION menu. 
Press Enter until you return to the typing area. 
Continue with the next section. 

• If the Alternate Eormat is not set up for envelopes, 

Choose Change Document Format in the CREATE OR 
REVISE DOCUHENT menu. 

Choose the items in the FORHAT SELECTION menu 
that you want to change: 
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Note: If you have an IB}1 Sheet Feed Paper Handler, refer 
to the IBN Displaywriter System Printer Guide. Review 
"Inserting Cut Sheet Paper Nanually with the IBN 
Sheet-Feed Paper Handler Attached", to correctly postion 
the paper insertion gate. 
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Typing and Printing 
the Envelopes 

__ Choose Change Li ne Format to make these changes: 

Line Spacing 1 = Single 
Adjust Line Endings 2 = No 

Choose Change Margins and Tabs to make these 
changes: 

Left NargiP 3 

(Change the left margin to 3 so the return address prints 
close to the left edge of the paper.) 

Tabs -------------
(Clear the tabs and set one in the center of the 
envelope for the address.) 

__ Choose Change Page Format to make these changes: 

First Typing Line, First Page 2 
First Typing Line, Following Pages 2 
Paper or Envelope Size (7,8, or 9) 
Printing Paper Source (if you have the IBN Sheet-Feed 
Paper Handler) 

4 = Nanual Feed 

Press ENTER until you get to the typing area. 

Repeat the following steps for each envelope: 

• Type the return address at the left margin. 

• Type a carrier return at the end of each line. 

• Carrier return to the center of the envelope for the 
name and address. 

• Tab and type the name and address. 

• Press PRINT. 

After you print the last envelope, press END. 
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COPYING THE NAME AND ADDRESS 
FROM THE LETTER TO THE ENVELOPE 
USING ALTERNATE FORMAT 
FOR THE ENVELOPE 

Document 

Diskette Name ------------------------
Program Diskette ---------------------
Letter: Document Format 

Envelope: Alternate Format 

Formatti ng the Letter 
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In this work sample, you will copy the inside address from 
the letter to the enve lope so that you don't have to 
retype it. Before you begin, set up the Alternate Format 
for the envelope. ("Changing the Alternate Format 
Defaul ts on the Program Diskette," in "Program Diskette 
Procedures," Chapte-r 3, explains how to change the 
defaults for envelopes.) 

The work sample includes both single and mUlti-page 
letters. 

Follow the prompts and messages in each menu. 

Choose Create Document in the TYPING TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

I f des ired, type a document comment in the CREATE OR 
REVISE DOCUMENT menu. 

If you want to change the format at the beginning of the 
letter, choose Change Document Format in the CREATE OR 
REVISE DOCUMENT menu. 

Choose the items in the FORMAT SELECTION menu that you 
want to change: 

____ Choose Change Line Format to make these changes: 

Line Spacing ____ _ 







Sheet Feed Paper Handler Attached", to correctly position 
the paper insertion gate. 
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Chapter 11. Repetitive Document Samples 

INTRODUCTION 

A repetitive document is used many different times. It 
contains some variable information to personalize the 
document for different individuals or different 
situations. 

When you prepare a repetitive document you always: 

• Create a shell document. The shell document contains 
the format you want to appear in the final printed 
document. 

• 

• 

Print a reference copy of the shell document for you 
and/or the originator. 

Create and print the final document . 

When you create the shell document, you will instruct the 
system to insert the variable information in the document 
using one of three methods. The instructions you type for 
the variable information will be either: 

• stop codes, 

• switch codes, or 

• named variables. 

If you have only two or three repetitive documents to 
prepare, you can create the shell document by typing stop 
codes throughout the text where you want to insert the 
variable information. This allows you to type the common 
text only one time, instead of retyping it for each 
letter. When you use this method to prepare the final 
documents you get a copy of the shell and fill-in the 
variable information on the display. 

You may, however, have a large number of repetitive 
documents to prepare. You may also want to store the 
variable information for use in preparing documents later 
on. In this instance, you will type variable names for the 
variable information in the shell to create the final 
printed documents. When you use this method to prepare 
the final documents you create another document 
containing the variable information. Then merge the shell 
and the document containing the variable information. 
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In some cases you may have documents stored on magnetic 
cards which contain switch codes for the variable 
information. Instead of typing the documents over again, 
you can read the magnetic cards into the Displaywriter 
System and convert the switch codes to named variables. 
You would then merge the converted documents to create 
the final printed document. 

To create repetitive documents using named variables: 

Use the steps you learned in Book 2 - Selectable 
Topics, Topic, Form Letters with Stored Variable 
Information. 

Note: See the work sample, Letter and Envelopes Using 
Merge, for creating letters composed of repetitive 
paragraphs. 

The work samples for creating repetitive documents using 
stop codes include: 

• Creating the Shell Document with Stop Codes 

• Printing A Reference Copy of the Shell Document with 
Stop Codes. 

The work sample for creating repetitive documents using 
switch codes stored on magnetic cards is: 

• Converting Switch Codes on Mag Cards to Named 
Variables on the Displaywriter. 

Choose the work sample for the type of repetitive 
document you want to create. 



CREATING THE SHELL 
DOCUMENT WITH STOP CODES 

Document 

Diskette Name 

Program Diskette 

Format: Document 

1 ______ , c _____ --, 

S( 
-------

--- sc -------

------
S( 

Alternate 

Follow the prompts and messages in each menu. 

To create the shell document, choose Create Document in 
the TYPING TASKS menu. Follow the prompts to type the 
document name and the diskette name, if necessary. 

I f des ired, type a document comment in the CREATE OR 
REVISE DOCUMENT menu. 

Formatting the Shell Document 

Note: If you change the document format for the shell 
document, be sure to make the same changes to the document 
format of the final documents. Otherwise, the documents 
will not print in the format that you want. 

If you want to change the format at the beginning of the 
document, choose Change Document Format or Change 
Alternate Format in the CREATE OR REVISE DOCUMENT menu. 

Choose the items in the FORMAT SELECTION menu that you 
want to change: 

__ Choose Change Line Format to make these changes: 

Line Spacing ____ _ 
Line Alignment ____ _ 
Adjust Line Endings 1 = Yes 

Choose Change Margins and Tabs to make these 
changes: 

Left Margin ____ _ 
Right Margin ____ _ 
Tabs ----------------------
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Note: For the shell document, the PAGE FORMAT menu is not 
needed because you will not be printing this job. 

Press ENTER to get to the typing area. 

If you are using the Alternate Format, press the CRG FMT 
key. and choose Begin Using Alternate Format in the 
FORMAT SELECTION menu. 

Typing the Shell Document 

11-4 

Type the shell document with STOP codes where the 
variables will appear. Type the spaces and punctuation 
necessary before and after the STOP codes. 

If you would like to see the STOP codes on the display, 
press the SCREEN FORMAT key. 

Note: Check the template in the recessed area of the 
keyboard to help you locate the SCREEN FORMAT key. 

Choose Display Codes 2 = Yes in the SCREEN FORMAT menu. 

When you finish checking the STOP codes, press the SCREEN 
FORMAT key and choose Display Codes 2 = No in the SCREEN 
FORMAT menu. 

When you finish typing the document, press the SPELL key 
if you want to check the spelling, or press END. 

Do not paginate or print the shell document. Not 
paginating it allows you to GET the whole shell document 
as one page when you print the repetitive documents. 

You will paginate the document after you fill in the 
variables. 

To print a reference copy of the shell document, see the 
next section. 

Printing the repetitive documents is described in a later 
section. 
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Choose Print Document in the REQUEST TASKS menu. Follow 
the prompts to type the document name and the diskette 
name, if necessary. 

Make your changes (if any) in the PRINT DOCUMENT menu. 

Press ENTER and follow the messages to print the 
reference copy. 

After you have printed the reference copy, you can use 
Work Diskette Tasks and choose Delete Document to 
delete the reference copy from the diskette. (See "Delete 
Document" in the "Quick Reference" section of the 
Operator Reference Guide). 

Use a pen or marker to highlight the description of the 
variable information to make it easier to see when you 
refer to the reference copy. 







• Choose Begin Using Document Format in the FORMAT 
SELECTION menu. 

• Press ENTER until you get to the typing area. 

• Repeat the steps starting at "Creating the Repetitive 
Documents" for each set of variables. 

Checking Spelling, Hyphenating 
Paginating and Printing 
The Repetitive Document 

While in the typing area, press the SPELL key. 

When the prompt, Type document name; press ENTER 
appears, press ENTER. 

When the prompt, Type diskette name; press ENTER 
apprears, Press ENTER. 

Choose the ITEM (s) in the CHECK DOCUMENT Menu as desired. 

Press ENTER to begin spelling check, hyphenating, 
paginating and printing the document. 
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The two documents should be recorded on separate magnetic 
cards. Review the IBM Displaywriter System Mac Card 
Conversion Compatibility Guide for more information on 
the Mag Card Unit and the conversion process. 

Merge Cycle 1 

To complete the first merge cycle, you will: 

• Read the magnetic card on which the switch code 
variable information is stored. 

• Create a shell document which contains the variable 
names you want to replace the switch codes with. 

• Merge the two documents. 

The resulting merged document will contain the variable 
names and the variable information. You will use this 
merged document later on when you want to create the 
individualized letters. 

Reading the Card 
Containing the Switch 
Code Variable Information 
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READ CARD CONTAINING 
SWITCH CODE VARIABLE CREATE SHELL DOCUMENT 
INFORMATION DOCUMENT TO CONVERT SWITCH CODES 

MERGE 
CYCLE 1 

MERGE CYCLE 1 

MERGED DOCUMENT 
CONTAINING NAMED 
VARIABLE INFORMATION 

Choose Feature Tasks in the TASK SELECTION menu. 

Follow the prompts and insert the Mag Card Feature 
Diskette when prompted to do so. 



Choose Read Magnetic Card in the MAGNETIC CARD TASKS 
menu; press ENTER. 

Follow the prompts to type a document name, and the name 
of the work diskette the document on the magnetic card is 
to be stored on. Insert the work diskette into the 
diskette unit. 

Choose the items you want to change (if any) in the READ 
MAGNETIC CARDS menu. 

Press ENTER to begin reading the magnetic card. 

Follow the prompts as they appear on the display screen. 

Press END after the card is read. 

Choose Go to Task Selection in the MAGNETIC CARDS TASK 
menu. 

Choose Typing Tasks in the TASK SELECTION menu. 

Choose Revise Document in the TYPING TASKS menu. 

Follow the prompts to type the name of the document you 
just read from the magnetic card. Type the diskette name, 
if necessary. 

Press ENTER until you reach the typing area. 

Press CODE + SCREEN FORMAT and choose Display Codes = 
Yes. Press ENTER. 

Move the cursor under the last switch code in the 
document. 

Delete the blank spaces (if 
code and the last character 
page end) on the screen. If 
system will not convert 
variables later. 

Press END. 

any) between the last switch 
(a required carrier return or 
blank spaces exist here, the 
the switch codes to named 
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Creating A Shell Document Which Contains the Variable Names 

READ CARD CONTAINING 
SWITCH CODE VARIABLE 
INFORMATION DOCUMENT 

CREATE SHELL DOCUMENT 
TO CONVERT SWITCH CODES 

MERGED DOCUMENT 
CONTAINING NAMED 
VARIABLE INFORMATION 

=====.sw_sw 

====sw_sw 

====-sw_sw 

11-16 

MERGE 
CYCLE 1 

MERGE CYCLE 1 

Choose Create Document in the TYPING TASKS menu. 

Follow the prompts and type a name for the shell document 
and type the name of the diskette, if necessary. 

If you want to change the format, choose Change 
Document Format in the CREATE OR REVISE DOCUMENT menu. 

Press ENTER to go to the typing area. 

You will type a variable name for each type of switch code 
information; for example, Vinside addressV. Press CODE + 
VARIABL and follow the prompts to type the variable name. 

Press CODE + SWITCH CODE, immediately following the 
variable name you just typed. 

Carrier return to move the cursor to the next line. 



Repeat the steps to type a variable name for each type of 
switch code information in the fill in document. 

Vinside addressVSW 

VnameVSW 

VpriceVSW 

When you type a variable name for each type of switch code 
variable information, press END. 
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Choose Merged Document Name and type the name of the 
merged document. Type a name that is different from the 
names of the shell and fill-in documents; for example, 
Fillin2. You will store the merged document because you 
will use it in the second merge cycle as the fill-in 
document. 

Choose Print Merged Document = No. 

Press ENTER to begin merging the document. 

After the merge is successfully completed, press ENTER to 
go to the TASK SELECTION menu. 

Choose Typing Tasks in the TASK SELECTION menu. 

Choose Revise Document in the TYPING TASKS menu. 

Follow the prompts to type the document name and the 
diskette name, if necessary. 

Press ENTER until you reach the typing area. 

Check the information on the pages of the merged document 
to verify that the documents merged correctly. 

The variable information for each individual document 
should appear on separate pages, instead of all on one 
page. The variable names and the corresponding variable 
information for the first letter will appear on page one. 
The variable names and variable information for the 
second letter will appear on page two, and so on. 

After you have reviewed the information, press END. 

The merged document is the same document you will use in 
Merge Cycle 2 as the fill-in document. 
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Follow the prompts to type a name for the document on the 
card, and the name of the work diskette you want the 
document to be stored on. 

Insert the work diskette into the diskette unit. 

Choose the items you want to change (if any) in the READ 
MAGNETIC CARDS menu. 

Press ENTER to begin reading the magnetic card. 

Follow the prompts as they appear on the screen. 

After the card is read, press END. 

Converti ng the Master Document 

Choose Go To Task Selection in the HAGNETIC CARDS TASK 
menu. 

Now you are ready to look at the document you read from 
the magnetic card. This is the document you will use for 
your shell in the second merge cycle. First, however, you 
must make a few changes to the text. 

Choose Typing Tasks in the TASK SELECTION menu. 

Choose Revise Document in the TYPING TASKS menu. 

Follow the prompts to type the name of the master document 
you read from the magnetic card. Type the diskette name, 
if necessary. 

If you want to change the format of the document, choose 
Change Document Format in the REVISE DOCUMENT menu, and 
make the changes, if any. 

Press ENTER until you get to the typing area. 

When the master document was typed before recording it on 
the magnetic card, a stop code was typed, followed by an 
index return at the top of the document. A repeat code was 
typed at the end of the document. The codes were typed to 
stop printing between each document so that the operator 
could insert paper for each letter. You will not need 
these codes in the Displaywriter System. You will locate 
the codes and delete them. You will also locate the switch 
codes in the text of the letter and replace them with 
variable names. 
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Now you are ready to start the second merge cycle. The 
master document you read from the magnetic card is the 
shell document. The merged document from the first merge 
cycle is the fill-in document for the second merge cycle. 

Choose Go To Task Selection in the TYPING TASKS menu. 

Choose Merge in the TASK SELECTION menu. 

Choose Merge with Named Variables in the HERGE TASKS 
menu. 

Choose Shell Document Name in the HERGE WITH NAHED 
VARIABLES SETUP menu, and follow the prompts to type the 
name of the master document you read from the card. 

Follow the same steps to name the diskette of the shell 
document, the fill-in document (merged document from the 
first merge cycle), and the diskette of the fill-in 
document. 

Choose Merged Document Name if you want to store the 
merged document on the diskette. Type a different name 
from the other document names you have created for this 
work sample. Choose Diskette Name and type the name of 
the diskette on which it is to be stored. 

Choose Print Merged Document = Yes. 

Press ENTER to begin merging the documents. 

Follow the prompts to print the individual letters. 
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Chapter 12. Repetitive Paragraphs 

INTRODUCTION 

Repetitive paragraphs are blocks of text that you use in 
more then one document without retyping them for each 
document. The dncument you create which contains the 
repetitive paragraphs is called the paragraph library. 

• 

• 

• 

All repetitive paragraphs, with no new material typed 
in 

Repetitive paragraphs with additional material typed 
in at STOP codes 

Repetitive paragraphs with additional material typed 
in a named variable 

When you want to use repetitive paragraphs you will 
always do the following: 

• 

• 

• 

Create the paragraph library 

Print a reference copy for you and the originator to 
use to determine which paragraphs you want to use, 
and 

Use the paragraphs you selected to create the final 
document 

You can create the final document using the repetitive 
paragraphs in two ways: 

• Use GET to retrieve each paragraph and fill in the 
variable information on the display or, 

• Create a fill-in document which contains an INCLUDE 
instruction. Use merge to let the system process the 
include instruction and create the final documents. 

When you create a single document, you can use a Get 
Instruction to retrieve each paragraph as you need it. 

When you are creating a large number of documents that use 
repetitive paragraphs, you can type an Include 
Instruction in a fill-in document and merge it with a 
shell document to retrieve the paragraphs you need. You 
type a separate page in the fill-in document for each 
final document you want to create. 
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The work samples for creating the repetitive paragraphs 
include: 

• Creating the Paragraph Library 

• Creating a Reference Copy of the Paragraph Library 

The work samples for using repetitive paragraphs for 
single documents includA: 

• 

• 

Putting Together a Document Hade Up of Repetitive 
Paragraphs with Stop Codes. 

Getting a Paragraph that Contains an Include 
Instruction 

Note: You must complete the topic "Repetitive Paragraphs 
with Variable Information" from Operator Training Book 
2-Selectable Topics before you complete this work sample. 

The work samples for using repetitive paragraphs for 
multiple documents using merge include: 

• 

• 

• 

Letter and Envelope Using Herge 

Including Hare than Ten Paragraphs from One or More 
Paragraph Libraries 

Including a Paragraph that Contains an Include 
Instruction 

• Changing Headers and Footers in the Hiddle of a 
Herged Document 

Note: You must have completed the Selectable Topic, 
"Repetitive Paragraphs with Stored Variables Information" 
in the Operator Training Book 2 Selectable Topics 
before. completing these work samples. 





Tabs --------------------------
Choose Change Page Format to make these changes: 

First Typing Line, First Page __ __ 
First Typing Line, Following Pages (if the document 
is more than one page) 
Last Typing Line __ __ 
Paper Size __ 
Printing Paper Source (if you have the IBM Sheet-Feed 
Paper Handler) 

Press ENTER until you get to the typing area. 

If you use the Alternate Format, press the CHG FMT key and 
choose Begin Using Alternate Format in the FORMAT 
SELECTION menu. 

Typing the Repetitive Paragraphs 
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Repeat the following steps for each repetitive paragraph: 

• Tab (if desired) and type the paragraph. 

• Type the same number of carr ier returns after the 
paragraph as you want between paragraphs on your 
final document. 

• Press PAGE END after each paragraph. 

When you finish typing the paragraphs, press the SPELL 
key if you want to check the spelling, or press END. 



Typing the Repetitive 
Paragraphs with Variable Names 

If you want to see the variable codes on the display, 
press CODE + SCREEN FORMAT. 

Choose Display Codes = Yes in the SCREEN FORMAT menu. 

Repeat the following steps for the first repetitive 
paragraph: 

• Tab (if desired) and type the paragraph until you 
reach the point where you want to type the variable 
name. The paragraph can contain only a variable, for 
example, the date for a letter, or it can contain text 
and a variable. 

• Type the spaces, and punctuation necessary before the 
variable name. 

• Press CODE + VARIABLE and follow the prompts to type 
the variable name. 

• Type the spaces punctuation, text and carrier returns 
necessary after the variable name. 

• Press PAGE END. 

Repeat the steps for each paragraph. 

Typing the Repetitive 
Paragraphs with Stop Codes 

Repeat the following steps for each repetitive paragraph: 

Tab (if desired) and type the paragraph until you reach 
the point where you want to type the Stop Code for the 
variable information. 

Press CODE + STOP. 

Type the spaces, punctuation, and carrier returns 
necessary before and after the STOP CODES. 

Type the same number of carrier returns after the 
paragraph as will be between paragraphs on your final 
document. 

Press PAGE END after each paragraph. 
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If you want to see the STOP codes on the display, press 
CODE + SCREEN FORNAT and choose Display Codes = Yes. 

Note: Check the template in the recessed area of the 
keyboard to help you locate the SCREEN FORNAT key. 

When you finish typing the STOP codes, press the SCREEN 
FORHAT key and choose Display Codes = No in the SCREEN 
FORMAT menu. . 

When you finish typing the paragraphs, press the SPELL 
key if you want to check the spelling, or press END. 

Typing an I nelude Instruction 
I n a Repetitive Paragraph 
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If you need to create documents which use a group of the 
same paragraphs within each document you can create an 
include instruction for the paragraph group as a separate 
paragraph in the paragraph library. 

Instead of Getting or Including each individual paragraph 
in the group, you Get or Include the paragraph which 
contains the include instruction. The include instruction 
tells the system to retrieve all of the paragraphs at 
once. 

Follow the prompts and messages in each menu. 

Repeat the following steps to type each repetitive 
paragraph: 

Tab (if desired) and type the paragraph. Use the 
steps you have learned to name a variable if a 
variable is contained in the text of the paragraph. 

Type the same number of carrier returns after the 
paragraph as will appear between paragraphs in you 
final document. 

Press PAGE END after each paragraph. 

Type all the paragraphs until you reach the paragraph 
which will contain the include instruction. 

Type CODE + INSTR. 

Choose Include in the INSTRUCTION menu. 




































































































































































































































































	0000
	0001
	0002
	0003
	0004
	0005
	0006
	0007
	0008
	01-01
	01-02
	02-01
	02-02
	02-03
	02-04
	02-05
	02-06
	02-07
	02-08
	03-01
	03-02
	03-03
	03-04
	03-05
	03-06
	03-07
	03-08
	03-09
	03-10
	03-11
	03-12
	03-13
	03-14
	03-15
	03-16
	03-17
	03-18
	03-19
	03-20.0
	03-20.1
	03-20.2
	03-20.3
	03-20.4
	03-21
	03-22
	03-23
	03-24
	03-25
	03-26
	04-01
	04-02
	04-03
	04-04
	04-05
	04-06
	04-07
	04-08
	04-09
	04-10
	05-01
	05-02.0
	05-02.1
	05-02.2
	05-03
	05-04
	05-05
	05-06
	05-07
	05-08
	05-09
	05-10
	05-11
	05-12
	05-13
	05-14
	06-01
	06-02
	06-03
	06-04
	07-01
	07-02
	07-03
	07-04
	07-05
	07-06
	08-01
	08-02
	08-03
	08-04
	08-05
	08-06
	08-07
	08-08
	08-09
	08-10
	09-01
	09-02
	09-03
	09-04
	09-05
	09-06
	09-07
	09-08
	09-09
	09-10
	09-11
	09-12
	09-13
	09-14
	09-15
	09-16
	09-17
	09-18
	09-19
	09-20
	09-21
	09-22
	09-23
	09-24
	09-25
	09-26
	09-27
	09-28
	09-29
	09-30
	09-31
	09-32
	09-33
	09-34
	09-35
	09-36
	09-37
	09-38
	10-01
	10-02
	10-03
	10-04
	10-05
	10-06
	10-07
	10-08
	10-09
	10-10
	10-11
	10-12
	10-13
	10-14
	10-15
	10-16
	10-17
	10-18
	10-19
	10-20
	10-21
	10-22
	10-23
	10-24
	10-25
	10-26
	11-01
	11-02
	11-03
	11-04
	11-05
	11-06
	11-07
	11-08
	11-09
	11-10
	11-11
	11-12
	11-13
	11-14
	11-15
	11-16
	11-17
	11-18
	11-19
	11-20
	11-21
	11-22
	11-23
	11-24
	12-01
	12-02
	12-03
	12-04
	12-05
	12-06
	12-07
	12-08
	12-09
	12-10
	12-11
	12-12
	12-13
	12-14
	12-15
	12-16
	12-17
	12-18
	12-19
	12-20
	12-21
	12-22
	12-23
	12-24
	12-25
	12-26
	12-27
	12-28
	12-29
	12-30
	12-31
	12-32
	12-33
	12-34
	12-35
	12-36
	12-37
	12-38
	12-39
	12-40
	12-41
	12-42
	12-43
	12-44
	12-45
	12-46
	12-47
	12-48
	12-49
	12-50
	12-51
	12-52
	12-53
	12-54
	12-55
	12-56
	12-57
	12-58
	13-01
	13-02
	13-03
	13-04
	13-05
	13-06
	13-07
	13-08
	13-09
	13-10
	13-11
	13-12
	13-13
	13-14
	13-15
	13-16
	13-17
	13-18
	13-19
	13-20
	13-21
	13-22
	13-23
	13-24
	13-25
	13-26
	13-27
	13-28
	13-29
	13-30
	13-31
	13-32
	13-33
	13-34
	13-35
	13-36
	13-37
	13-38
	14-01
	14-02.0
	14-02.1
	14-02.2
	14-03
	14-04
	14-05
	14-06
	14-07
	14-08
	14-09
	14-10
	14-11
	14-12
	14-13
	14-14
	14-15
	14-16
	14-17
	14-18
	14-19
	14-20
	14-21
	14-22
	14-23
	14-24
	14-25
	14-26
	14-27
	14-28
	I-01
	I-02
	I-03
	I-04
	I-05
	I-06
	replyA
	replyB
	xBack

