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Check the FCC label on the back of the Electronics Module to determine which 
of the following warning statements applies to your IBM Displaywriter System. 

Warning: This equipment generates, uses, and can radiate 
radio frequency energy and if not installed and used in 
accordance with the instructions manual, may cause inter
ference to radio communications. As temporarily permitted 
by regulation, it has not been tested for compliance with 
the limits for Class A computing devices pursuant to Sub
part J of Part 15 of FCC Rules, which are designed to 
provide reasonable protection against such interference. 
Operation of this equipment in a residential area is likely to 
cause interference in which case the user at his own expense 
will be required to take whatever measures may be required 
to correct the interference. 

First Edition (February 1982) 

Warning: This equipment generates, uses, and can nt:~6<., 
radio frequency energy and if not installed and used in 
accordance with the instructions manual, may cause inter
ference to radio communications. It has been tested and 
found to comply with the limits for Class A computing 
devices pursuant to Subpart J of Part 15 of FCC Rules, 
which are designed to provide reasonable protection against 
such interference when operated in a commercial environ
ment. Operation of this equipment in a residential area is 
likely to cause interference in which case the user at his 
own expense will be required to take whatever measures 
may be required to correct the inh.'rference. 

Changes are periodica lIy made to the information herei n; these 
changes will be incorporated in new editions of this publication. 

Use this publication only for the purpose stated in the "Preface." 

Publications are not stocked at the address below. Requests for 
copies of I BM publications and for technical information about the 
system should be made to you r I BM representative or to the 
branch office serving your locality. 

This publication could contain technical inaccuracies or 
typographical errors. Use the Reader's Comment Form at the back 
of this publication to make comments about this publication. If the 
form has been removed, add ress you r comments to IBM 
Corporation, I nformation Development, Depa rtment 95H, 11400 
Burnet Road, Austin, Texas, 78758. IBM may use and distribute 
any of the information you supply in any way it believes 
appropriate without incurring any obligation whatever. You may, 
of course, continue to use the information you supply. 

© Copyright I nternational Business Mach ines Corporation, 1982 



Preface 

PURPOSE 

AUDIENCE 

CONTENTS 

This publication provides operating instructions for the 
IBM Displaywriter System. 

The instructional material in this book decribes basic 
procedu res used with the IBM Displaywriter System. 

All names used in the examples in this book are purely 
fictitious, and any resemblance to living persons is 
coincidental. 

This publication is intended for IBM Displaywriter System 
customer personnel who are responsible for operating the 
system. 

This publication has six major sections: 

• The first section contains topics related to creating 
and revIsIng text documents. It also contains 
additional information on printing and how to use the 
Spelling Verification Aid to check the spelling of 
words in a document. 

• The second section contains topics related to creating 
and revising documents containing tables. It also 
contains information on using the Math functions to 
verify totals in a table. 

• The third section contains topics related to creating 
documents from stored text. 

• The fou rth section contains topics related to creating 
and printing documents in different formats. These 
topics include such things as adding headers and 
footers to a document and printing a document in a 
different typestyle. 
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• The fifth section includes topics related to the 
program diskettes. These topics include how to 
duplicate and personalize the program diskettes. 

• The last section contains steps to help you continue 
if you need assistance during training. 

A description of each topic is given in Topic 1, "Guide to 
Choosing Your Selectable Topics." 

Students should read this section first and choose only 
those topics that relate to thei r own work. 

For easy identification, topics that contain new 
information for Textpack 4 are indicated in the Training 
Checklist in Topic 1. 

RELATED PUBLICATIONS 

iv 

IBM Displaywriter System Operator Training Book 1 -
Basic Topics, S544-2034. This publication is the first 
instruction book for the IBM Displaywriter System and 
should be completed by all operators. 

IBM Displaywriter System Operator Reference Guide, 
S544-2036. This publication, a part of the IBM 
Displaywriter System Reference Package, is the basic 
reference book for the IBM Displaywriter System's 
functions. It is a detailed guide to the system. 

IBM Displaywriter System Problem Determination Guide, 
S544-0860. This publication, a part of the IBM 
Displaywriter System Reference Package, lists the 
problems that may occu r du ring the operation of the 
system. It also gives the procedures that an operator can 
follow to determine both the cause of the problem and the 
solution. 

IBM Displaywriter 5218 Printwheel Printer Problem 
Determination Guide, S544-2000. This publication, a part 
of the IBM Displaywriter System Reference Package, lists 
the problems that may occu r during operation of the IBM 
Displaywriter 5218 Printwheel Printer. It also gives the 
proced u res that an operator can follow to determine both 
the cause of the problem and the solution. The IBM 5228 
Wide-Carriage printer will be covered in this book at a 
later date. 

IBM Displaywriter System Printer Guide, S544-0861. This 
publication, a part of the IBM Displaywriter System 
Reference Package, is divided into two sections. The 
first section deals with the IBM 5215 "Selectric "Element 
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Printer. The second section deals with the IBM 5218 
Printwheel Printer. Each section gives a description of 
each part of the printer and includes operating 
instructions for the printer. 

IBM Displaywriter System Prompts and Messages Guide, 
S544-2122, lists the prompts and messages that appear on 
the display and explains what they mean. 

IBM Displaywriter System Work Station Procedures Guide, 
S544-2037. This publication, a part of the IBM 
Displaywriter System Reference Package, is a bridge 
between the Operator Training Books and the customer's 
own work. The "Procedures Guide" section includes 
suggestions for setting up procedures, and guidelines for 
procedures for program and work diskette handling and 
printer sharing. The "Work Samples Handbook" section 
contains work samples with step-by-step instructions for 
processing a document. 

All magnetic media are subject to physical damage, 
erasure, and loss for a variety of reasons, including 
operator error, accidental occurrences and machine 
malfu nction. I n addition, magnetic media are subject to 
theft. Therefore, an 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 procedures. 
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Topic 1. Guide to Choosing Your Selectable Topics 

Before you begin training in this book, you must 
complete IBM Displaywriter System Operator Training 
Book 1 - Basic Topics. If you have not completed 
Book 1, retu rn to it now. 

DECIDING WHICH SELECTABLE 
TOPICS TO TAKE 

This book contains selectable topics organized into 
five major sections plus a Help During Training 
section. You should take only those selectable topics 
which relate to the types of work you will be doing 
using you r IBM Displaywriter System. 

Note: If you have al ready trai ned on Textpack 1, 
Textpack 2 or Textpack 3, refer to the Training 
Checklist to see which topics have been changed or 
added for Textpack 4. 

This book is designed for operators of an IBM 
Displaywriter System using either a 5215 "Selectric" 
element printer, a 5218 printwheel printer, or an IBM 
5228 wide-ca rriage pri nter. 

A 5218 printwheel printer or a 5228 wide-carriage 
printer may be shared by up to three work stations. 
In addition, the optional Sheet-Feed Paper Handler 
may be attached to the printer. 

Within some topics, where appropriate, additional 
information regarding 5218 or 5228 printers and the 
Paper Handler is included. This information will be 
segregated by a subtopic heading at the left margin. 
In these instances, operators using a 5215 
"Selectric ©" element printer should skip this material 
and read the next SUbtopic heading. 

I n instances where the information is the same for 
both types of printers, the words "printer 
el ement/ p ri ntwheel" wi II be used. 

To decide which selectable topics to take: 

1 . Read the topic descriptions, and look at the 
examples. 

Guide to Choosing Your Selectable Topics 1-1 
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2. Choose ~ those topics which compare to the 
types of work you will create in your office. Skip 
topics that do not apply to you r work. 

3. Mark these topics on your Training Checklist. 

Either make a copy of the Training Checklist or 
write down the topics in the order you want to 
take them. 

Note: Some of the selectable topics have a 
prerequisite, another topic you must take before 
this topic. Keep this in mind when you are 
checking off your topics on the Training 
Checklist. 

4. Complete the topics that apply to your daily work 
first. Train later on applications you do less 
frequently. 

Remember, if you have a question regarding which 
selectable topics to choose or have any problems, call 
the I BM Office Systems Support Center. Center 
personnel will answer your questions or direct you to 
the I BM Branch Office for additional support if 
appropriate. 



TOPIC CHECKLIST 

Take 
Estimated Topics Topics Changed 

Topic Training In This Check When or Added for 
No. Selectable Topic Times Prereq u isite Order Completed Textpack 4 

CREATE, REVISE, CHECK SPELLING 
AND PRINT TEXT 

1 Guide to Choosing Your Selectable Topics 1/2 hr. --- 1- X 

2 Creating an Envelope With a Letter 1/2 hr. --- 2.-
3 CreatinQ a Multi·PaQe Document 1/2 hr. --- .'; 
4 Checking Spelling, Hyphenating, and Paginating 1/2 hr. 3 1+ X 
5 Supplemental Dictionaries 1/2 hr. 4 5 X 
6 Checking Spelling and Hyphenating a 

X Foreign Language 1/2 hr. ---
7 Revising a lViulti·Page Document 1/2 hr. 3 G X 
8 Making Recurring Changes Using the 

7 GLOBAL Key 1/2 hr. 4 
9 Creating Overstrike Characters 1/4 hr. ---
10 Superscripts and Subscripts 1/4 hr. ---
11 Additional Print Information 1/4 hr. ---.. 

CREATE, HEVISE AND CHECK TABLES 

12 CIl~ilting Simple Tables 3/4 hr. --- X 
13 Cr(~dting Advanced Tables 1 hr. 11 X 
14 Revising Tables 3/4 hr. 11 X 
15 Chock ing Numbers 3/4., hr. --- X 
16 FiUlfI'ing Numbers to Complete a Table 1jA hr. 14 
17 Shortcuts to Check and Figure Numbers 1~j(r. --- X 
18 CII)uting Simple Text Tables . 1/'~hr/ 11 X 
19 Cr(~ilting Advanced Text Tables _\ 3/4 f'fr. 11 & 16 X 

CREATING DOCUMENTS FROM STOR,m"< 
V 

8 20 Form Letters with Stg;ed V ~Ie nforma ion 1 hr. ---
21 R.I:Jwtitive Paragraphf' with \ ~le\lnformation 3/4 hr. 3 
22 Ropetitive paragraPhs-, S ored Variable 

Information 1 hr. 19 

FORMATS 

23 Adding Headers and Footers to a Document 3/4 hr. 3 
q 

24 I ndented Formats 1/4 hr. ---
25 Making Changes to the Page Format 3/4 hr. 3 
26 Dutermining Where Lines and Page~.§.hould End 1/2 hr. 3 
27 Making Typestyle Changes 1/2 hr. ---
28 Justifying a Document 1/4 hr. 3 

PROGRAM DISKETTES 

29 Duplicating the Program Diskette 3/4 hr. ---
3D Changing Your Program Diskette to Match 

Yuur Printer Elements and Keyboard Numbers 3/4 hi". 27 
31 Changing Your Program Diskette to Match 

Yuur Printwheelsand Keyboard Numbers 3/4 hr. 27 
32 Changing the Program Diskette to Create 

Documents with Auto Carrier Return Off 3/4 hr. 3 & 27 
33 PI!f'sonalizing a Program Diskette 1/4 hr. 27 /0 X 
34 Combining Program Diskettes Onto 

a 2D Diskette 3/4 hr. X ---
35 D~'rplicating Your Personalized Program Diskette 

to a New Program Diskette 1/4 hr. 31 

HELP DUHING TRAINING 

36 What to do if? X 
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If you have had no 
previous training on the 
IBM D isplaywriter System, 
take those topics which 
apply to your work. 
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TOPIC CHECKLIST FOR OPERATORS WITH NO PREVIOUS TRAINING 

Take 
Estimated Topics 

Topic Training In This Check When 
No. Selectable Topic Times Prerequisite Order Completed 

CREATE, REVISE, CHECK SPELLING 
AND PRINT TEXT 

1 Guide to Choosing Your Selectable Topics 1/2 hr. ---
2 Creating an Envelope With a Letter 1/2 hr. ---
3 Creating a Multi-Page Document 1/2 hr. ---

4 Checking Spelling, Hyphenating, and Paginating 1/2 hr. 3 
5 Supplemental Dictionaries 1/2 hr. 4 
6 Checking Spelling and Hyphenating a 

Foreign Language 1/2 hr. ---

7 Revising a Multi-Page Document 1/2 hr. 3 
8 Making Recurring Changes Using the 

GLOBAL Key 1/2 hr. 4 
9 Creating Overstrike Characters 1/4 hr. ---
10 Superscripts and Subscripts 1/4 hr. ---
11 Additional Print Information 1/4 hr. ---

CREATE, REVISE AND CHECK TABLES 

12 Creating Simple Tables 3/4 hr. ---

13 Creating Advanced Tables 1 hr. 11 
14 Revising Tables 3/4 hr. 11 
15 Checking Numbers 3/4 hr. ---

16 Figuring Numbers to Complete a Table 1/4 hr. 14 
17 Shortcuts to Check and Figure Numbers 1/2 hr. ---
18 Creating Simple Text Tables 1/2 hr. 11 
19 Creating Advanced Text Tables 3/4 hr. 11 & 16 

CREATING DOCUMENTS FROM STORED TEXT 

20 Form Letters with Stored Variable Information 1 hr. ---
21 Repetitive Paragraphs with Variable Information 3/4 hr. 3 
22 Repetitive Paragraphs with Stored Variable 

Information 1 hr. 19 

FORMATS 

23 Adding Headers and Footers to a Document 3/4 hr. 3 
24 Indented Formats 1/4 hr. ---
25 Making Changes to the Page Format 3/4 hr. 3 
26 Determining Where Lines and Pages Should End 1/2 hr. 3 
27 Making Typestyle Changes 1/2 hr. ---
28 Justifying a Document 1/4 hr. 3 

PROG RAM DISKETTES 

29 Duplicating the Program Diskette 3/4 hr. ---
30 Changing Your Program Diskette to Match 

Your Printer Elements and Keyboard Numbers 3/4 hr. 27 
31 Changing Your Program Diskette to Match 

Your Printwheels and Keyboard Numbers 3/4 hr. 27 
32 Changing the Program Diskette to Create 

Documents with Auto Carrier Return Off 3/4 hr. 3 & 27 
33 Personalizing a Program Diskette 1/4 hr. 27 
34 Combining Program Diskettes Onto 

a 2D Diskette 3/4 hr. ---
35 Duplicating Your Personalized Program Diskette 

to a New Program Diskette 1/4 hr. 31 

HELP DURING TRAINING 

36 What to do if? 



k- trained previously 
Pxtpack 1, review 

the topics which have 
changed for Textpack 4. 
New topics have also 
been added. Take the 
new topics which apply 
to your work. 

TOPIC CHECKLIST FOR OPERATORS TRAINED ON TEXTPACK 1 

Take 
Estimated Topics Topics Changed 

Topic Training In This Check When or Added for 
No. Selectaole Topic Times Prereq u isite Order Completed Textpack 4 

CREATE, REVISE, CHECK SPELLING 
AND PRINT TEXT 

1 Guide to Choosing Your Selectable Topics 1/2 hr. --- X 
2 Creating an Envelope With a Letter 1/2 hr. --- X 
3 Creating a Multi-PaCle Document 1/2 hr. ---
4 Checking Spelling, Hyphenating, and Paginating 1/2 hr. 3 X 
5 Supplemental Dictionaries 1/2 hr. 4 X 
6 Checking Spelling and Hyphenating a 

X Foreign Language ---
7 Revising a Multi-Page Document 1/2 hr. 3 X 
8 Making Recurring Changes Using the 

GLOBAL Key 1/2 hr. 4 X 

9 Creating Overstrike Characters 1/4 hr. --- X 
10 Superscripts and Subscripts 1/4 hr. --- X 
11 Additional Print Information 1/4 hr. --- X 

CREATE, REVISE AND CHECK TABLES 

12 Creating Simple Tables 3/4 hr. --- X 
1------

Creating Advanced Tables 13 1 hr. 11 X 
14 Revising Tables 3/4 hr. 11 X 

~15 Checking Numbers 3/4 hr. --- X 
16 Figuring Numbers to Complete a Table 1/4 hr. 14 X 
17 Shortcuts to Check and Figure Numbers --- X 
18 Creating Simple Text Tables 1/2 hr. 11 X 

1---
19 Creating Advanced Text Tables 3/4 hr. 11 & 16 X 

CnEATING DOCUMENTS FROM STORED TEXT 

20 Form Letters with Stored Variable Information 1 hr. --- X 
-- 21 Repetitive Paragraphs with Variable Information 3/4 hr. 3 X -

22 Repetitive Paragraphs with Stored Variable 
Information 1 hr. 19 X -- " -.-----------

fORMATS 

23 Adding Headers and Footers to a Document 3/4 hr. 3 X 
24 Indented Formats 1/4 hr. ---r----

X f-- 25 Making Changes to the Page Format 3/4 hr. 3 
26 Determining Where Lines and Pages Should End 1/2 hr. 3 X 

1-----
27 Making Typestyle Changes 1/2 hr. --- X 
28 Justifying a Document 1/4 hr. 3 ----

PROGRAM DISKETTES 

29 Duplicating the Program Diskette 3/4 hr. --- X 
1--.-

30 Changing Your Program Diskette to Match 
Your Printer Elements and Keyboard Numbers 3/4 hr. 27 

31 Changing Your Program Diskette to Match 
Your Printwheels and Keyboard Numbers 3/4 hr. 27 

32 Changing the Program Diskette to Create 
X Documents with Auto Carrier Return Off 3/4 hr. 3 & 27 

33 Personalizing a Program Diskette 1/4 hr. 27 X 
34 Combining Program Diskettes Onto 

a 2D Diskette 3/4 hr. X 
t-- ---

35 Duplicating Your Personalized Program Diskette 
to a New Program Diskette 1/4 hr. 31 X 

HELP DURING TRAINING 

36 What to do if? X 
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If you trained previously 
on Textpack 2, review 
the topics you took 
which have changed for 
Textpack 4. New topics 
have also been added. 
Take the new topics 
which apply to your work. 
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TOPIC CHECKLIST FOR OPERATORS TRAINED ON TEXTPACK 2 

Take 
Estimated Topics 

Topic Training In This Check When 
No. Selectable Topic Times Prerequisite Order Completed 

CREATE, REVISE, CHECK SPELLING 
AND PRINT TEXT 

1 Guide to Choosing Your Selectable Topics 1/2 hr. ---
2 Creating an Envelope With a Letter 1/2 hr. ---
3 Creating a Multi-Page Document 1/2 hr. ---
4 Checking Spelling, Hyphenating, and Paginating 1/2 hr. 3 
5 Supplemental Dictionaries 1/2 hr. 4 
6 Checking Spelling and Hyphenating a 

Foreign Language 1/2 hr. --
7 Revising a Multi-Page Document 1/2 hr. 3 
8 Making Recurring Changes Using the 

GLOBAL Key 1/2 hr. 4 
9 Creating Overstrike Characters 1/4 hr. ---
10 Superscripts and Subscripts 1/4 hr. ---
11 Additional Print Information 1/4 hr. ---

CREATE, REVISE AND CHECK TABLES 

12 Creating Simple Tables 3/4 hr. ---

1;3 Creating Advanced Tables 1 hr. 11 
14 Revising Tables 3/4 hr. 11 
15 Checking Numbers 3/4 hr. ---
16 Figuring Numbers to Complete a Table 1/4 hr. 14 
17 Shortcuts to Check and Figure Numbers 1/2 hr. ---
18 Creating Simple Text Tables 1/2 hr. 11 
19 Creating Advanced Text Tables 3/4 hr. 11 & 16 

CREATING DOCUMENTS FROM STORED TEXT 

20 Form Letters with Stored Variable Information 1 hr. ---
21 Repetitive Paragraphs with Variable Information 3/4 hr. 3 
22 Repetitive Paragraphs with Stored Variable 

Information 1 hr. 19 

FORMATS 

23 Adding Headers and Footers to a Document 3/4 hr. 3 
24 I ndented Formats 1/4 hr. ---
25 Making Changes to the Page Format 3/4 hr. 3 
26 Determining Where Lines and Pages Should End 1/2 hr. 3 
27 Making Typestyle Changes 1/2 hr. ---
28 Justifying a Document 1/4 hr. 3 

PROGRAM DISKETTES 

29 Duplicating the Program Diskette 3/4 hr. ---
30 Changing Your Program Diskette to Match 

Your Printer Elements and Keyboard Numbers 3/4 hr. 27 
31 Changing Your Program Diskette to Match 

Your Printwheels and Keyboard Numbers 3/4 hr. 27 
32 Changing the Program Diskette to Create 

Documents with Auto Carrier Return Off 3/4 hr. 3& 27 
33 Personalizing a Program Diskette 1/4 hr. 27 
34 Combining Program Diskettes Onto 

a 2D Diskette 3/4 hr. ---
35 Duplicating Your Personalized Program Diskette 

to a New Program Diskette 1/4 hr. 31 

HELP DURING TRAINING 

36 What to do if? 

Topics Changed I 
or Added for 
Textpack 4 

X 

X 
X 

X 

X 

X 

X 
X 
X 

X 
X 
X 
X 
)( 
X 
X 
X 

X 
X 

X 

X 
X 
X 
X 
X 

X 

X 

X 

X 

X 



Topic 3. Creating a 
Multi-Page Document 

This topic teaches you how to create a multi-page 
document using the defaults stored on the IBM 
program diskette. You will learn how to type the 
entire document from beginning to end. Then you will 
automatically divide the total document into pages. 
This process is called pagination. 

becomes 

--

Figure 1-2. Paginating a Multi-Page Document 
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Topic 4. Checking Spelling, Hyphenating and Paginating 

1-10 

P rereq u is ite: Topic 3. C reati ng a Mu Iti - Page 
Document 

This topic teaches you how to use Spelling Tasks to 
check for spelling errors in a document and 
hyphenate words at the right margin while you 
paginate (have the system automatically determine 
where each page should end). 

from the systematic to the guess. At one end of the 

scale, a systematic sampling of crops in affected 

fields is MMM' and the amount of leaf area in
jured on the individual plants II calculated and used 
to determine reductions in yield. At the other extreme, 

damaged crops are simply inspected in the field, and 

a _"'ii.iii",,M is made of the loss to the farmer. A 
number of states have conducted statewide surveys by 

Figure 1-3. Words Marked by the Spelling Task 

The Displaywriter analyzes each typed word and 
compares it to a Displaywriter dictionary of 
approximately 50,000 commonly used business words 
stored on the I BM program diskette. Unmatched 
words are highlighted, and you can correct 
misspelled words. If a correctly spelled word is 
highlighted, you can indicate that it is correct so 
that it will not be highlighted again. 

At the same time, the Displaywriter hyphenates 
words contained in the Displaywriter dictionary to 
give you a more even right margin. 



Topic 5. Supplemental Dictionaries 

Prerequisite: Topic 4. 
Hyphenating and Paginating 

Checking Spelling, 

This topic teaches you how to create and add 
supplemental dictionaries of your own words to the 
standard dictionary. The benefit you gain from 
adding supplemental dictionaries is that during a 
spell-check, words or names that you frequently use 
which are spelled correctly are not highlighted. 

Topic 6. Checking Spelling and Hyphenating in a Foreign Language 

Prerequisites: Topic 4. Checking Spelling, 
Hyphenati ng and Pag i nati ng, and Topic 5. 
Supplemental Dictionaries 

In this topic you will learn to use the Languagepack 2 
program diskettes to check for spelling errors in 
documents typed in a foreign language. Eleven 
language dictionaries are available. 

You also can check multi-language documents. 
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Topic 7. Revising a 
Mu Iti - Page Document 

1-12 

Prerequisites: Topic 3. Creating a Multi-Page 
Spelling, Document and Topic 4. Checking 

Hyphenating and Paginating 

This topic teaches you how to make revIsions to a 
multi-page document. You will learn how to quickly 
go to the desired revision points in a document, how 
to move text from one page to another, and how to 
divide and combine paragraphs. 

You also will learn how to check spelling, hyphenate 
and paginate the pages that have been affected by 
revisions. 
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Figure 1-4. Revisions to a Multi-Page Document 



Topic 8. Making Recurring Changes 
Using the GLOBAL Key 

Prerequisite: Topic 4. 
Hyphenating and Paginating 

Checking Spelling, 

The GLOBAL key is used to make a change that 
occurs several times throughout a document. 

This topic teaches you how to make the change only 
once and have that change made for you each time it 
occu rs in the document. 

TRUST AGREEMENT 

This Family Trust Agreement, entered into by and between JanS 
and ABC Trust Company, WITNESSETH: 

1. TRUST ESTATE. Jane has transferred and delivered to the 

ABC Trust Company, in trust, certain life insurance policies 

on her life payable to the ABC Trust CompJ.0Y the "Trust 

Estate," which are itemized on Schedule A attached to and made 

a part of thii FamilJ Trust Agreement, the receipt of which 

the Trustee hereby acknowledges. The eot ire Trust Estate 

shall be managed and administered by the Trustee and the 

principal thereof and the income therefrom held and 

distributed in accordance with the following provisions and 

for the following purposes. 

2. PAYMENT OF PREMIUMS. Although Jani!3, intends promptly to 

pay all premiums, assessments, or other charges necessary to 

keep the policies in force, she shall be under no duty to 

anyone to do so and shall be under no liability to anyone if 

she should permit the policies or any of them to lapse for 

non-payment of premiums. assessments. or other charges, or 

otherwise permit the policies or any of them to become 

uncollectible. 

Family Trust Agreement. If the Grantor'{!!3 survives her, 

the ABC Trust Company shall set aside from the Trust E~tate an 

TRUST AGREEMENT 

Trust Agreement, entered into by and between Janel smiti 

npany t WITNESSETH: 

STATE. JaneS has transferred and delivered to the 

Jst Company, in trust, certain life insurance policies 

life payable to the ABC Trust Company the "Trust 

," which are itemized on Schedule A attached to and made 

of thi1 Marita1 Trust Agreement, the receipt of which 

pstee hereby aCknowledges. The entire Trust Estate 

e managed and administered by the Trustee and the 

al thereof and the income therefrom held and 

uted in accordance with the following provisions and 

~ following purposes. 

OF PREMIUMS. Although JaneS intends promptly to 

premiums, assessments, or other charges necessary to 

e policies in for~e, she shall be under no duty to 

to do so and shall be under no liability to anyone if 

uld permit the policies or any of them to lapse for 

ment of premiums, assessments, or other charges, or 

se permit the policies or any of them to become 

ctible. 

Trust Agreement. If the Grantor'1 husban1 survives her, 

t:: Trust Company shall set aside from the Trust Estate an 

Figure 1-5. Example of Global Changes Throughout a 
Document 
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Topic 9. Creating Overstrike Characters 

1-14 

This topic teaches you how to construct characters 
by typi n9 one cha racter on top of another. 

You will also learn how to strike over a block of 
characters at one time. This is useful when marking a 
block of text on the printed page to indicate to the 
reader that this text is to be deleted later. 

Example: 

PURCHASE AGREEMENT 

This Agreement, entered into this 3rd day of April, 1982, by and between 
the Philadelphia Corporation, a Pennsylvania corporation with principal 
offices at 1601 Liberty Avenue, hereinafter called the "Corporation," 
and Richard Michaelson, of 1865 Conway, hereinafter called the 
"Stockholder," WITNESSETH: 

WHEREAS, the Stockholder owns 200,000 of the 1,350,000 outstanding 
shares of capital stock of the Corporation; 

WHEREAS, the Stockholder wishes to make ali of said stock subject 
to the terms of this Agreement; 

w~EREAS, it is the intQnt of the Corporation and the Stockholder to 
secure this Agreement by the use of insurance to. provide all or a 
substantial part of the purchae price when needed to carry out this 
Agreement. 

/////~0W/1~tttt0ttt/t~/t¢rittd't_tt¢ri/¢t/tKt/~~t~.I/;~Y~ri_~i~/i~/¥~'/.~~ 
~~tt/_nd/iKt/Pttt~t~~rit~/tKttt~t/tt;tt~~t~/Ktttl~/~t/iKt/;~ttt,~t/iKt 
$i6t~K~ldtf/d~tt/Kttt~7/~lrid/Kt~~tltt/Kt~/Ktlt~i/tttt~i~tti 
~d~l~lttt_t¢t~/.rid/~~ttt~~t/_~~/iK~/~~t;¢t~tl~n/d¢~t/Kttt~t/~t~~/tt~tlt 
.ri~/ltt/t~tt¢tt6t~'/.rid/'itK/K¢t¢t6/ittt¢t' 

Example: ¢ 
In this topic you will also learn how to underline one 
character in a word. 

Example: sit and set 

Figure 1-6. Overstriking a Block of Characters 



Topic 10. Superscripts 
and Subscripts 

This topic teaches you how to type a superscript or a 
subscript code in order to type one-half space above 
or below the line. 

Superscript Subscript 

10(n-3) + Y = 120 

Figu re 1-7. Example of Superscripts and Subscripts 

Topic 11. Additional Print Information 

In this topic, you will learn how to print selected 
pages from a document and how to queue (line up) 
more than one document at a time for printing. 

In addition, you will learn how to display a list of the 
documents in the print queue, how to cancel a job 
from printing, and how to change the printing order 
of the documents selected for printing. 
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CREATE, REVISE AND CHECK TABLES 

Topic 12. Creating Simple Tables 

This topic teaches you how to use the Column Layout 
function to create a table of words and to create a 
table of numbers. 

Several employees have been promoted this month. Please make the 
necessary changes in your personnel files. 

Ross 
Monteith 
Galloway 
Blanche 
Sylvester 

Engineering 
Sales 
Communication Center 
Data Processing 
Engineering 

Associate Engineer 
Assistant Manager 
Staff Assistant 
Payroll Supervisor 
Staff Manager 

Please contact each of these pepple and congratulate them on their 
achievements within the company. 

Figure 1-8. Table of Words 

Memo to Robert Lore: 

$200,451.15 
12,937.40 
56,279.28 

7,633.82 
919,391.10 

$965,791.33 
506,400.00 
89,436.42 

6,393.01 
935,140.38 

$ 142.00 
187.23 

3,436.49 
175.89 

24,637.19 

These are the regional s~les figures for the last 3 years. They should 
be helpful in your forecasting. 

Figu re 1-9. Table of Numbers 

The benefit of using the Column Layout function to 
create a table is that when you type columns, you no 
longer have to determine the space between columns 
and where to set the tabs. The Column Layout 
function does this for you. 



Topic 13. Creating Advanced Tables 

(! i/Jiti.lJ 
~~ If:::h 

Par t Numt:t£J "iJj1 
XT4804 

XQ556 
XQ582 

XT5743 
XR9 

XT4877 

Prerequisite: Topic 12. Creating Simple Tables 

This topic teaches you how to use the Column Layout 
function to create tables that have headi ngs centered 
over columns, tables that have columns made with 
different kinds of tabs, and tables that have long 
centered headings made with different kinds of tabs. 

These are advanced tables because each column 
requires more than one kind of tab. 

The different kin,ds of tabs explained are: 

• Center Tab 

• Flush Right Tab 

These are in addition to the two you learned about in 
Creating Simple Tables: 

• Flush Left Tab 

• Decimal Tab 

The benefit of using the Column Layout function to 
create an advanced tabl~ is that you no longer have 
to determine the space between columns and where to 
set the tabs. The Col umn Layout fu nction does th is 
for you. 

Medical ~lY Requisition Cf ~ 
CMllIC . ~~./ 

ment~scri tion Pricetof One ~uantitY Illl~ 
thermometer 7 .~~ 320~-u;:;;;Jj 
oscilloscope 2,999.99 ~ 2 'tr--
electrocardiograph 3,255.95 1 
hemostat 12.50 115 
one-liter beaker 4.95 18 
balance 950.00 3 

Figure 1-10. Advanced Table 
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Topic 14. Revising Tables 

1-18 

Prerequisites: Topic 12. Creating Simple Tables and 
Topic 13. Creating Advanced Tables 

This topic teaches you how to make changes to a 
table created using the Column Layout function. 
These changes include: 

• Deleting or adding entries within a column 

• Replacing an entry within a column 

• Add i ng an enti re col umn to a table 

• Copying or moving a column into another table 

• Adjusting space between columns 

• Deleting an entire column from a table 

• Viewing portions or a large table 

Another benefit of creating a table using the Column 
Layout function is the ease of making minor or major 
changes. You can delete, add, copy, or move entries 
in a column or entire columns without affecting the 
position of the rest of the table. 

You also will learn to use the screen-movement keys 
to view a large table. 



~ ~~ 
~ ~ 

= - [1- - - ~ ---- - - --- --- - ~ 

• .. 
=V' - -' -- --- - -- - - - ---

/ 
----- -- ---- ~ -) ~ -

~ -- -- - - --- ------== == == 
Figu re 1-11. Revisions to a Table 

Topic 15. Checking Numbers 

Prerequisites: Topic 12. Creating Simple Tables and 
Topic 13. Creating Advanced Tables 

After you have created a table of numbers that are 
totaled, you should check tp see if the totals are 
correct. The Math functions add, subtract, multiply 
and divide numbers in a row or a column. 

Then, you can check the total in the table against 
the total the system finds. 

This topic teaches you how to use the Math functions 
to: 

• Check totals in a column 
• Check totals in a row 
• I nsert a checked total into a table 
• Replace a number 
• Delete a number 

So, the Math functions are similar to the Spelling 
Verification Aid--these functions help you see if yOlJ 
have typed something incorrectly. 

The Math functions work on tables created with or 
without the Column Layout function. 
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Winter 
$ 6},748.30 

91,355.40 
(44,672.50) 
85,563.60 
73,913.90 
90,054.20 

(66,681.70) 
82,158.80 

(379, 440.00 

You also will learn to change the format of the total 
to match the ki nd of work you do. 

INCOMING SALES 

Spring 
$ 81,260.60 

54,293.80 
103,176.60 

52,055.10 
(99,639.80) 
90,337.60 
24,479.~0 

(145,423.40) 
160,530.90 

Summer 
$ (87,773.50) 

(12,006.90) 
79,823.80 

103,990.20 
165,997.70 
(56,229.50) 
62,422.40 
63,273.80 

319,498.00 ) 

Totals 
$ 61,235.40 
128,625.31 
138,318.90 
241,608.90 
140,271.80 
124,162.30 

20,220.10 
9.20 

These figures were reported by our Marketing Center in Carrollton, 
Texas. Refer to your conversion table for more information. 

Figure 1-12. Checking Numbers in a Table 



Topic 16. Figuring Numbers to Complete a Table 

monthly estimate 
yearly estimate 

Prerequisites: Topic 12. Creating Simple Tables, 
Topic 13. Creating Advanced Tables and Topic 15. 
Checking Numbers 

Sometimes when you type a table, you need to figu re 
a number that is not in that table yet is needed to 
complete the table. 

For example, you know the monthly estimate and need 
the yearly estimate, as in the illustration below. 

Utility Service Transcript 

Company A 

450.00 

'7 

Company B 

550.00 

? 

Company C 

650.00 
? 

Figure 1-13. Figuring Numbers to Complete a Table 

To figure the yearly estimate, you need to use the 
number 12 (12 months = one year). 

The Displaywriter can add, subtract, multiply or 
divide by a number that is not in the table. This 
number is a constant. 

In the illustration above, 12 is the number used as 
the constant to figure out the yearly estimate and 
complete the table. This topic teaches you how to use 
a constant to figu re an average, to perform the same 
operation on several numbers or to figu re a 
percentage. 

You also will learn to use a number typed as a 
percent to figu re another number in the table, and 
how to use MATH REQUEST to figure an average. 
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Topic 17. Shortcuts to Check 
and Figure Numbers 

Prerequisites: Topic 12. Creating Simple Tables, Topic 
13. Creating Advanced Tables, Topic 15. Checking 
Numbers and Topic 16. Figuring Numbers to Complete a 
Table 

This topic teaches you how to use KEY SAVE and KEY 
PLAYBCK to store the keystrokes used to check numbers 
and figure numbers in a 'table. 

Topic 18. Creating Simple Text Tables 

1-22 

Prerequisites: Topic 12. Creating Simple Tables and 
Topic 14. Revising Tables 

The benefit of using the Column Layout function to 
create text tables is that you can type sentences in a 
col umn just as you type sentences in the body of a 
document. The cu rsor automatically retu rns to the 
next line as you type. 

So, You Want a Projector? 

Pros 

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

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

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

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

The large projectors are 
seemingly contradictory in 
that while heavy to carry, are 
quite fragile. These 
projectors also can be 
difficult to locate. 

Some of the mountings are 
expensive when combined with 
overlays and handart. 

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

Figu re 1-14. Simple Text Table 



Topic 19. Creating Advanced Text Tables 

Prerequisites: Topic 12. Creating Simple Tables, 
Topic 14. Revising Tables and Topic 18. Creating 
Simple Text Tables 

You may want to type text tables where the 
paragraphs in the left column always begin on the 
same line as the pa ragraphs in the right column, as 
in the illustration below. These tables are called 
lined-up text tables. 

Dental Benefit Plan 

Questions 

Will the plan cover my total 
dental expenses? 

How do I apply for benefits? 

What else do I need to know 
about eligibility? 

What about conversion 
privileges? 

The plan will assist you with 
dental expenses and is not 
intended to cover the full 
cost. 

Complete and sign the Dental 
Benefit Plan form. Ask your 
dentist to complete the 
"Dentist Section" on the 
reverse side of the 
application form and return it 
to This is Your Life Insurance 
Company. 

Charges for dental services 
are considered to be incurred 
on the date the services are 
completed. "Dentist" means a 
person licensed as such by the 
state in which such person 
practices. Eligible family 
members are your spouse and 
your unmarried children under 
age 19. 

There is no conversion 
privilege for the Dental 
Benefit Plan. 

Figure 1-15. Advanced Text Table 

This topic teaches you how to use the Column Layout 
function to create lined-up text tables. 

Lined-up text tables are advanced because they 
require a thorough understanding of the Column 
Layout fu nction and simple text tables. 

The benefit of using the Column Layout function to 
type lined-up text tables is that you can type 
sentences in a column just as you type sentences in 
the body of a document. The cu rsor automatically 
retu rn s to the next line as you type. 
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CREATING DOCUMENTS FROM 
STORED TEXT 

Topic 20. Form Letters with Stored Variable 
Information 

1-24 

Form letters are letters which are sent to a number of 
people. Most of the letter is the same for each 
person. Only the name and address and a few other 
words need to change from letter to letter. 

The parts of the form letter that stay the same from 
one letter to the next a re typed as a s hell document. 
The information that changes from one letter to the 
next is called variable information. It is stored in a 
separate document called a fill-in document. 

In this topic, you will learn how to: 

• Create a shell document 

• Create a fill-in document 

• Join the shell document and fill-in document 
together 

Choose this method of sending form letters if: 

• The variable information to be inserted will be 
used for other form letters 

• You are sending a large number of form letters 

• You want the system to proce~s the documents so 
you can be away working on something else 

• The variable information is repeated within the 
same letter 



Topic 21. Repetitive Paragraphs with Variable 
Information 

Prerequisite: Topic 3. Creating a Multi-Page 
Document 

Repetitive Paragraphs (also referred to as standard 
paragraphs) are paragraphs that can be typed once 
and then used over and over again in many different 
documents. 

Topic 21 and 22 explain two different methods of 
creating documents from stored paragraphs. Be sure 
to read both topic descriptions before you choose the 
better method for your work. 

I n this topic, you will learn how to type repetitive 
paragraphs and how to set up a Paragraph Library. 
Then, you wi II lea rn how to assemble a document 
made up of repetitive paragraphs. You also will learn 
how to revise and add paragraphs to a Paragraph 
Library. 

Choose this method of assembling documents from 
stored paragraphs if: 

• The variable information to be inserted will be 
used for this document only 

• You have on Iy a few· documents to bu i Id at one 
time 

• You want to see the documents produced on the 
display 
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Topic 22. Repe.titive Paragraph s with Stored 
Variable Information 

Prerequisite: Topic 21. Repetitive Paragraphs with 
Variable Information 

Repetitive Paragraphs (also referreq to as standard 
paragraphs) are paragraphs that can be typed once 
and then used over and over again in many different 
documents. ' 

Topic 21 and 22 explain two different methods of 
creating documents from stored paragraphs. Be sure 
to read both topic descriptions before you choose the 
best method for your work. 

In this topic, you will learn how to assemble several 
different documents made up of repetitive 
paragraphs. 

Choose this method of assembling documents from 
stored paragraphs if: 

• The variable information to be inserted will be 
used for another document 

• You have many documents to build at one time 

• You want the system to assemble the documents 
so you can be away from the Displaywriter 
working on something else 

• The variable information is repeated within the 
same document 



Topic 23. Adding Headers and 
Footers to a Document 

Pre req u i site: Topic 3. Creating a Multi-Page 
Document 

This topic teaches you how to set up the menus to 
create a header or a footer to pri nt on each page of a 
document (see the example below). You type the 
header and footer only once. During printing, the 
Displaywriter adds the appropriate text to the top 
and bottom of each page as specified. 

This topic also teaches you how to set up the system 
to number the pages of a document for you. 

You will also learn how to alternate the placement of 
headers and footers when the document is going to be 
pri nted on both sides of the page. 

FIRST DRAFT 

..--_____ ....1-______ ---,., '"'"',,' c"" 0' ,", "., 

FIRST DRAFT .,"' "'"' '" C"",,"',,' ", '" 

gOOd5 or s<'rvt.- .. & that "1 J I b~ ,o"!Jullied In th" of'''. future. ne! .. rrt'd 

,-hafS'" art·pr .. pa_ents that "Ill b .. neflt thE' CO'IIp&ny ovE'f a " .. rlod of 

....------~-------,.".,."' <h,""«,,,," " .. J,,,, 
HEADER.....;..---------+-FIRST DRAFT 

as of th .. last day of the account tnt period and In anoth~r u'nlon all 

,ts !nvolved In pro'parlng th .. goods f'H 

t four Indjor ... t~ods nf va luln!; t 1-1 .. 

trlentlft .. !!!t"" 

(incJudlng chanl~ and p .. ny-cash h.m~"). funds htld In [fUIIt. Sink I", t:;.~";!r~~:.s a 

"account I reee! v.bl .... or ".os the destgnl! Ion "t r.d~" af t~r 1 t r~f ~r9 !o 

IIc,ounts r~c ... lv~bh. Suppo •• ch. bueln ..... h ••• ("count. ffc.!vabl. of 

uncol1 .. cttbl •. Th.'r ... llIno .... vofl<nowlng ... hlchllp ... <:lf1c.«"ount .... tll 

FOOTER ....... ------~ 

rO,!sanother ... thodo(,ostlng 
tth .. flrstunitspufchasf!dllrl'th .. 
Sf'ulll tnlnvt>ntory I ... the Iss I 

..... r ... lyan av .. rag .... It.hn9!oflnd 

2 

3 

Figure 1-16. Headers and Footers in a Document 
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Topic 24. Indented Formats 

1-28 

This topic teaches you how to type documents in 
which you want several lines to be indented (see the 
example below). 

You will learn how to type a Required Tab on the 
first line of a paragraph. The Displaywriter 
remembers that you typed a Required Tab and will 
continue to indent the remainder of the lines 
automatically until you tell it to stop. 

Required Tabs should be used in all documents which 
use an outline format. 

1.* ______ _ 

2.* ______ _ 

.. a.* _____ _ 
'*b.* _____ _ 

if--------

Figu re 1-17. Documents with I ndented Formats 



Topic 25. Making Changes to the 
Page Format 

I 
==..= = 
==--=":" = 

Prerequisite: Topic 3. Creating a Multi-Page 
Ddcument 

This topic teaches you when, where, and how to 
make changes to the page format for a total document 
or within a document. You need to make a page 
format change when you want a certain portion of 
you r document to use a: 

• Different Fi rst Typi ng Li ne for a page 

• Different Last Typing Line for a page 

• Different Paper or Envelope Size 

If you have the optional Sheet- Feed Paper Handler 
attached to a 5218 printwheel printer or 5228 
wide-carriage printer, you should take this topic to 
learn to change the Printing Paper Source. 

The Printing Paper Source controls the paper trays 
from which paper feeds during printing. 

1 

-

x 

I 

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

Page Format Changes are 
needed at the positions 
marked with an X. 

~ 
)( 

Fig u re 1-18. Documents with Cha nges to the Page 
Format 
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Topic 26. DeterAlining Where Lines 
and Pages Shr;>uld End 

1-30 

I. 

2, 

Prerequisite: Topic 3. Creating a Multi-Page 
Document 

This topic teaGhes you how to determine specific line 
endirgs and page endings in a document you will 
paginate. 

, ~r '~. 

You will le~rn hp\V to: 

1 . Use REQU I RED SPACE to prevent words that 
must be, kept' together from splitting into two 
lines becau~e of Auto Carrier Return or 
pag'n~ti'~n. ' 

Peter 
Miller 

A12ril 
1981 

,.) 

Figure 1-HL Determining Where a Line Should End 

2 ~ Use REQU I RED- PAG E EN 0 to end a page when 
yO!J want to specify that the following text must 
start on a new page. 



3. Use I NSTR (I nstruction) to keep a section of text 
from splitting across page boundaries du ring 
pagination. 

ANALYZING FINANCIAL STATEMENTS 

When Flnanclal StateMnt. have beeD IUde .. accurate as po.sible, 

the buyer or htl aCcoUDtant should analyze the information they contaln. 

Sa.. comp.rhona and ratl0. that can be used to brinK out trenda and 

relatlona are diacu •• ed 1n thie report. 

Probably the fitae &oa1y.18 to be m.ade 11 to compare financial 

.t.t •• nta for the paat teo year. or •• cloae to that 1enlth of t Ime •• 

po •• ible. Has the trend over the years been up or down, or h •• there 

been no 11gntflcant change? All itellla on the ateCementa should be 

studied. 

The change I hOlD one year to another will be more helpful if they 

are atated in percentages. On each year 'a 1neeDt statement, the net 

•• 1 •• fflure 1e taken •• 100 percent, and e.cl,... _____ ..:..---. __ ~ __________________ _ 

percent of the net •• le.. On thl! balance shel 

•• 100 percent and other items are stated •• 1 

Such atatementa are called "common-size" at.tl 

coap.r_tive atatement. cover in, two years, vit 

ahown •• follovs: 

COMPARATIVE BALANCE SI 
December 31, 1978 and Decemb, 

Current Asseta 
Ca.h 
Marketable Securities 
Account. Receivable (net) 
NoteB Receivable 
Inventories 
Prepaid Expenses 

Total Current Aneta 
Property, Plant, and 

Equipment (net) 

> 

28,000 
a 

136,000 
8,000 

380 ,000 
11,600 

56),600 

)96,200 

You wou Id llill want your document 
to break for pagination like 
the example shown here. 

The entire table should stay together 
as one block of text, 

$' 

Intangibles 100 000 40,000 9.44 4.14 

TOTAL ASSETS $1,059,800 5966,000 100.00 100.00 

LIABILITIES AND OIlNER'S EQUITY 

Current Liabilities: 
ACC!ounta Payable $ 100,000 $120,000 9.51 12.42 
Notes Payab ie a 20,000 0.00 2.07 
Accrued Taxes Payable: 1,600 2,400 0.15 0.25 
Unearned Revenue 6 000 0 0.57 0.00 

Total Current Liabilities 108,400 142,400 10.2) 14.74 
Mortgage Payable 120 000 20 000 11.)2 2.07 

TOTAL LlAl\ILITIES 228,400 162,400 21.55 16.81 

Owner's Equity 
Original Investment 500,000 500,000 47.t8 51,76 
Retained Earninga ))1 400 )0) 600 )1.27 31.4) 

Total Ovner' III Equity 831 400 803,600 78.45 83.19 

Total Liabilities and 
Owner's Equity $1,059,800 $966,000 100.00 100.00 

Rati08 and Other Analyses 

Certain ratios and other expril!'ssions showlnl relationshipa bet ... een 

itelZLl on the financial stateillents are also helpful in interpret ins the 

Current Ratio: This ratio compares current asset. to current 

Uabilities. The current ratio establishes an important relationship 

between the busines.' current debt and ita ability to pay the debt. The 

a.sumption i. that a company should be comfortably able to pay current 

debts frail current as.ets if necessary. In runy busineases. hO'Jever, 

especially .ervice bUSinesses, current assets are proportio:nately 

... ller because there 1e little inventory. In these buslne.us. the 

relationship of current asset. to current l1abllittes m..y be less 

iaport.nt. 

Figure 1-20. Determining Where a Page Should End 
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Topic 27. Making Typestyle 
Changes 

This topic teaches you how to make a typestyle 
change for an entire document or within a document. 
A typestyle change is necessary wh~n you want to 
change to a different typestyle and/or pitch. 

The following books are part of the IBM Displaywriter System Training 
library. 

OPERATOR TRAINING BOOK 1 
OPERATOR TRAINING BOOK 2 

Basic Topics 
Selectable Topics 

It islvery important] that you start training in Book 1. 

Figu re 1-21. Typestyle Changes in a Document 

Topic 28. Justifying a Document 

MARGIN AS TYPED 

e the same amount of work as 
m. The secret lies largely 
ousands of microscopic 
han a tiny pencil eraser. 

Pre req u is ite : Topic 3. Creating a Multi-Page 
Docum~nt 

Th is topic teaches you how to create and pri nt a 
document with even left and right margins (see the 
example below). This is called justification . You will 
learn how to set up the menus' for justified line 
alignm~nt. . 

PARTIALLY JUSTIFIED 

uce the same amount of work as 
lorn. The secret lies largely 
:k thousands of microscopic 
than a tiny pencil eraser. 

JUSTIFIED MARGIN 

duce the same amount of work as 
oom. The secret lies largely 
pack thousands of microscopic 
than a tiny pencil eraser. 

Figure 1-22. Justified Text 
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PROGRAM DISKETTES 

Topic 29. Duplicating the 
Program Diskettes 

This topic teaches you how to duplicate the contents 
of an I BM program diskette onto another diskette. It 
is reGommended that duplicate copies of program 
diskettes be made for backup purposes. 

Topic 30. Changing Your Program 
Diskette to Match Your Printer 
Elements and Keyboard Numbers 
(5215 Printers Only) 

(Topic 30 applies to operators using a 5215 
"Selectric" element printer.) 

Prerequisite: Topic 29. Duplicating the Program 
Diskettes 

In this topic, you will learn how to change your IBM 
program 'diskette to match the printer element you 
will use most frequently. You also will learn how to 
add any required keyboard numbers to your program 
dis kette. 

If your primary printer element (the one you use 
most often) does not match the IBM-supplied default 
on the program diskette (Prestige Elite Typestyle, 
Part No. 143), you should take this topic. 

I n addition, if you r pri nter elements are ina 
different pitch or keyboard--for eXCimple, the element 
contains [ ] (brackets) on the number 1 key--or if 
you type symbols, use a legal or accounting 
keyboard, or type in a foreign IClnguage, you should 
take this topic. 
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Topic 31. Changing Your Program 
Diskette to Match Your 
Printwheels and Keyboard Numbers 
(5218/5228 Printers Only) 

(Topic 31 applies to operators using a 5218 
pri ntwheel pri nter, or 5228 wide-ca rriage pri nter. ) 

Prerequisite: Topic 29. Duplicating the Program 
Diskettes. 

In this topic, you will learn how to change your IBM 
program diskette to match the printwheel you will use 
most frequently. You also will learn how to add any 
required keyboard numbers to your program 
dis kette. 

If your primary printwheel (the one you use most 
often) does not match the IBM-supplied default on 
the program diskette (Prestige Elite, Typestyle 
Number 86), you should take this topic. 

In addition, if your printwheels are in a different 
pitch or keyboard, or if you type symbols, use a 
legal or accounting printwheel, or type in a foreign 
language, you should take this topic. 

Topic 32. Changing the Program 
Diskette to Create Documents 
With Auto Carrier Return Off 
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Prerequisites: Topic 3. 
Document and Topic 29. 
Dis kettes 

Creating a Multi-Page 
Duplicating the Program 

This topic teaches you how to change your program 
diskette defaults to turn Auto Carrier Return from 
On to Off. When you do this, ~ type a carrier 
return at the end of each line, not the system. You 
decide when and how you want to end each line. 

I n addition, you will learn some typing rules which 
must be followed when using Auto Carrier Return 
Off. You also will learn how to pagi nate a document 
so that the line endings will not be adjusted. 



Topic 33. Personalizing 
A Program Diskette 

Prerequisite: Topic 29. Duplicating the Program 
Diskettes 

When your IBM program diskettes arrive, they 
contain a set of defaults. These defaults include 
margins and tabs the Displaywriter uses, the line 
spacing, typestyle, first typing line, last typing 
line, paper size, and so forth. 

You can change these program diskette defaults to 
defaults you use more frequently in your own work. 
This topic teaches you how to change the defaults 
for: 

• Document formats 

• Alternate document formats 

• Printer description 

• Work station description (auto carrier return, 
etc. ) 

• Keyboard numbers 

• Paginating 

• Math formats (the format of the total, etc.) 

• Checking spelling and hyphenating words 
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Topic 34. Combining Program Diskettes 
Onto a 2D Diskette 
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This topic teaches you how to combine onto one 2D 
diskette: 

• Both Textpack 4 program diskettes 

• At least one Feature Licensed Program 

• At least one language dictionary from Languagepack 2 
program diskettes 

• Documents you want to store with you r programs 

You also will learn to update combined program diskettes 
when modification level program diskettes are available. 

Combining program diskettes eliminates much diskette 
handling which can save processing time. 



Topic 35. Duplicating Your 
Personalized Defaults to a 
New Program Diskette 

Prerequisite: Topic 33. Personalizing a Program 
Diskette 

This topic teaches you what to do when you receive 
new program diskettes from IBM and your current 
program diskettes contain personalized defaults. You 
will learn how to duplicate your personalized defaults 
to a new program diskette. Rather than having to 
make each individual change, you can duplicate all 
your personalized defaults at once by choosing 
Duplicate Machine Setup, a PROGRAM DISKETTE 
task. 
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HEL~ DURING TRAINING 

Topic 36. What To Do If . 

Refer to th i s topic for the steps to hel p you conti n ue if 
you need assistance during training. 

BEFORE YOU START YOUR 
SELECTABLE TOPICS 
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You have finished choosing your selectable topics and 
are ready to take you r fi rst topic. 

Remember the following: 

• Use the same work diskette named TRAIN that 
you used during training on the Basic topics. 

If you need to reduplicate TRAI N for some 
reason, duplicate the contents of the diskette 
named MASTER onto the diskette named TRAIN. 
These diskettes are stored in Operator Training 
Book 1. Follow the steps fou nd in the topic "Work 
Diskette Tasks" in Operator Training Book 1. 

• Steps to do an exercise appear in bold-face type 
and all capital letters. Read all the text ih a topic 
until you come to instructions in bold-face type, 
then "do" the instruction. 

• If you have a question or a problem during and 
after training is completed, consult the Reference 
Guide or Work Station Procedures Guide. 

• If you should decide to do some of you r own work 
in between your training topics, refer to the 
Work Station Procedures Guide of the Reference 
Package tor assistance if necessary. 

The first chapter, "Setting Up Procedures," will 
guide you in setting up your program diskette. You 
can then match the work you want to do to a work 
sample, and follow the step-by-step instructions for 
completi ng the job. 



TRAINING IN A SHARED 
PRINTER ENVIRONMENT 
(5218/5228 PRINTERS ONLY) 

Up to three work stations can share one 5218 
printwheel printer or one 5228 wide-carriage printer. 
The work station which has the 5218 or 5228 printer 
attached to it is the primary (main) work station. 
The other work stations are secondary work stations. 

If you are using a secondary work station,. always 
make sure that the printer is turned on at the 
primary work station. Also make sure that the Vol. 
01 program diskette has been loaded at the primary 
work station. 

REFER TO YOUR TRAINING CHECKLIST AND TURN TO 
YOUR FIRST SELECTABLE TOPIC. 
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Topic 2. Creating an Envelope with a Letter 

TYPING THE LETTER 

Beginning the Exercise 

I n this topic, you will learn how to set up the IBM 
Displaywriter System to type envelopes. To type an 
envelope after typing a letter, you must change the 
document format. 

Before starting this topic, you should complete: 

All Basic Topics 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Harrison Letter 
TRAIN 

TYPE THE FOLLOWING LETTER: 

7 CIl}s 
(Type today's date) 

Mr. John R. Harrison 
9242 Westview Drive 
Austin, TX 7~758 

Dear Mr. Harrison: 

Thank you for your continuing support of L. D. Jones University. Your 
generous contribution is greatly appreciated and has enabled us to 
continue granting scholarships covering tuition to high school students 
coming to L. D. Jones University from allover the United States. 

Sincerely, 

Dr. George R. Emery 
Chairperson, Alumni Fund 

e 
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Before typing the envelope, you must indicate the 
end of the page the letter is on. You do this with 
PAGE END. The PAGE END key is located in the 
group of keys on the upper- right side of the 
keyboard. 

PRESS PAGE END. 

SETTING UP THE MENUS 
TO TYPE THE ENVELOPE 

Changing the Format for 
the Envelope 

2-2 

You are ready to type the envelope which counts as 
the last page of the document. To type the envelope, 
you need to change the: 

1 . Paper or Envelope Size 
2. First Typing Line 
3. Left Margin 

In this exercise, you will use a standard-size No. 10 
business envelope. A left margin of 48 and a First 
Typing Line of 13 will cause printing to begin at the 
center of the envelope. 

PRESS THE CHG FMT KEY. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE PAGE FORMAT. 

TAKE A MOMENT TO LOOK AT THE ITEMS IN THE PAGE 
FORMAT MENU. 
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Changing to an Envelope Size 

The possible choices for envelope size are 7, 8, and 
9. A standard-size envelope is choice 7. You will 
learn more about envelope size later in this topic. 

CHOOSE THE ITEM IN THE PAGE FORMAT MENU FOR 
PAPER OR ENVELOPE SIZE. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER FROM THE POSSIBLE 
CHOICES COLUMN THAT EQUALS AN ENVELOPE SIZE 
241.3 x 104.8 mm (9.5 x 4.13 inches). 

Changing the First Typing 
Line, First Page 

Changing the Last 
Typing Line 

CHOOSE THE ITEM IN THE PAGE FORMAT MENU TO 
CHANGE THE FIRST TYPING LINE, FIRST PAGE. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER: 13 

CHOOSE THE ITEM IN THE PAGE FORMAT MENU TO 
CHANGE THE LAST TYPING LINE. 

"I 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER: 22 

If you have a 5218 printwheel printer or a 5228 
wide-carriage printer with the automatic Sheet-Feed 
Paper Handler attached to it, continue reading below. 
If not, skip to the heading "Changing the Left 
Margin for the Envelope." 
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Changing the Printer Paper 
Source (5218/5228 Printers Only) 

If you r Displaywriter System has the automatic 
Sheet-Feed Paper Handler attached to it, cut sheet 
paper can be fed from one of two paper trays for 
each page you print. Envelopes, however, should be 
manually fed. Therefore, you need to indicate to the 
system that you will manually feed the paper for the 
page that is the envelope. 

CHOOSE THE ITEM IN THE PAGE FORMAT MENU TO 
CHANGE THE PRINTING PAPER SOURCE. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER FROM THE POSSIBLE 
CHOICES COLUMN FOR MANUAL FEED. 

Changing the Left Margin 
for the Envelope 
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PRESS ENTER TO RETURN TO THE FORMAT SELECTION 
MENU. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE MARGINS AND TABS. 

FOLLOW THE DIRECTIONS IN THE MENU TO SET THE 
LEFT MARGIN AT 48. 

PRESS ENTER ENOUGH TIMES TO GO TO THE TYPING 
AREA. 



Completing the Exercise 

TYPE THE NAME AND ADDRESS FOR THE ENVELOPE: 

Mr. John R. Harrison 
9242 Westview Drive 
Austin, TX 78758 

PRESS END. 

PRINT THE DOCUMENT. 

Notice the message Ii ne as you p ri nt the document. 
The message to load paper or envelope is different 
for page 2. The paper size is different because you 
need to load an envelope. 

If you have a Sheet- Feed Paper Handler, you will see 
a message to manually load an envelope for the 
second page. 

Follow the steps on the next page to manually load 
the envelope. 
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(8) 

1. The paper insertion gate (8) is shown below. 
Pull the gate to the right and then turn the 
bottom of the gate toward the front. This will 
position the gate to the manual-feed position. 

Figure 2-1. Manually Loading an Envelope 

2. Place the envelope behind the paper insertion 
gate and into the opening in the printer cover 
CA) . 

3. Align the envelope using the alignment mark on 
the paper insertion gate. 

4. Press Load, and the top of the envelope will be 
positioned at the top of the cardholder. 

5. Continue to press Start until printing starts. 

6. When the envelope has printed, rotate the paper 
insertion gate back to the automatic-feed 
position. 



ADDITIONAL INFORMATION 

You have learned that envelope size is indicated in 
the PAGE FORMAT menu and that the possible 
choices are 7, 8, and 9. 

Possible Choice 7 is for a standard-size No. 10 
business envelope, and Possible Choice 8 is for a C5 
envelope. If the envelope you are using is other than 
these two sizes, you must select Possible Choice 9. 

1 Format Change 1 
IDISKOll 1 1 1 IKyb 1 1 1 
1------------------------------------------------------------------------------1 
1 PAGE FORMAT 1 

1 1 
1 YOUR POSSIBLE 1 
1 ID ITEM CHOICE CHOICES 1 
1 a First Typing Line. 7 1 - 999 1 
1 First Page 1 
1 b First Typing Line 1 - 999 1 
1 Following Pages 1 
1 c Last Typing Line 60 2 - 999 1 
1 d Paper or Envelope Size 3 1 = 210x297 mm or 8. 27xl1. 69in. (A4) I 
1 2 = 297x210 mm or 11.69x8.27in. (A4L) 1 
1 3 = 215.9x279.4 mm or 8.5xll in. (P4) 1 
1 4 = 279.4x215.9 mm or l1x8.5 in. (P4L) 1 
1 5 = 215.9x355.6 mm or 8.5x14 in. (Legal) 1 
1 6 = 355.6x2l5.9 mm or 14x8.5in. (Legal L) 1 
1 7 = 241.3xl04.8 mm or 9.5x4.13 in. (Env.) 1 
1 8 = 229x162 mm or 9.02x6.38 in. (CS Env.) 1 

1 9 = Other in mm 1 
1 e Printing Paper Source 1 = Top 2 = Bottom 1 
1 3 = Bottom, This Page Only 4 = Manual Feed 1 
IWhen finished with this menu, press ENTER. I 

~ :::~ -=~-~~::~~ -:~- ~~~~~~ -:::~~ -:~~~~ -:~::~ ~ -~ ----------- -- --------------------~ 
Figure 2-2. PAGE FORMAT Menu 

The system then will prompt you to type the envelope 
size in millimeters. Use the IBM Conversion Ruler in 
the back pocket of you r Reference Package to 
measu re the envelope. Refer to "Appendi x A. Metric 
Conversion Table" in the Reference Guide to convert 
to millimeters. Or use the equation of 25.4 mm = 1 
inch. Round off to the nearest millimeter. For 
example, 266.7 x 114.4 mm rounds off to 267 x 114 
mm. 
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Right Margin Setting 

To Copy the 
I nside Address 
to the Envelope 

2-8 

You changed only the left margin in the MARGINS 
AND TABS menu. It is not necessary to change the 
right margin unless the name and address on the 
envelope are extremely long. If the name and address 
a re long, Auto Ca rrier Retu rn cou Id move some of the 
text to the next line.' 

To prevent text from moving to the next line, move 
the right margin indicator » to the space before the 

• (which indicates the right paper edge); or 
change to Adjust Li ne Endi ngs = No in the LI NE 
FORMAT menu. 

You can use the COpy key (located on the front of 
the MOVE key) to copy a block of text ft"om one part 
of a document to another part of the same document. 
For example, you can copy an inside address for an 
envelope. 

The COpy key does not delete the original block of 
text. 

When the text of the letter is on the display, follow 
these steps to copy the inside address: 

1. Move the cursor under the first character you 
wa nt to copy. 

2. Press CODE + COPY. 

3. When the prompt Copy what? appears on the 
prompt line, move the cursor to the line after the 
last line you want to copy. 

All of the text to be copied wi" be 
highlighted. 

4. Press ENTER. 



Other Ways to 
Prepare Envelopes 
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5. When the prompt To where? appears on the 
prompt line, move the cu rsor to the end of the 
letter. 

6. Press ENTER. 

7. Press PAGE END. 

• The inside address for the envelope will be 
on page 2. Before you can print the letter 
and the envelope, however, you must change 
the format on page 2 to the format for an 
envelope. 

• Follow the steps you learned in this topic to 
change the format for the envelope and print 
the envelope. 

Note: If the letter is more than one page, you should 
press CODE + PAGE END and then PAGE END and 
paginate the letter. Refer to "Topic 3. Creating a 
Mu Iti - Page Document" for more information on 
paginating a document. 

There are several other ways to prepare envelopes. 
Refer to the following topics in the "Work Samples" 
section of the Work Station Procedures Guide. 

• Using the Document Format for Both the Letter 
and the Envelope 

• Copying the Name and Address from the Letter to 
the Envelope Using the Alternate Format for the 
Envelope 

• Letters with Ca rbon Copies and Envelopes 
• Letters with Carbon Copies, Blind Carbon Copies 

and Envelopes 
• Envelopes Only 
• Envelopes with Typed Return Addresses 
• Usi ng the Alternate Format for the Envelope 
• Letters and Envelopes Usi'ng Merge 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Create an Envelope 
for a Letter 

A. Type the letter. 

B. Press PAGE END. 

C. Press the CHG FMT key. 

• Change the Paper or Envelope Size to an 
Envelope Size. 

• Change the First Typing Line, First Page. 
• Change the Last Typing Line, First Page. 
• Change the Left Margin. 
• Change Printing Paper Source to Manual Feed if 

your system has a Sheet-Feed Paper Handler. 
• If necessary, change to Adjust Line Endings = 

No, or move the right margin to the right edge of 
the paper. 

D. Type the name and address for the envelope. 

E. Press END. 

F. Print the document. 

You have completed th is topic. Choose the next topic from 
your Training Checklist. 

2-10 



Topic 3. Creating a Multi-Page Document 

In this topic, you will learn how to type a multi-page 
document. First you will learn how to type the 
document from beginning to end as one page. 
Second, you will learn how to divide the document 
into pages or paginate. 

Before starting this topic, you should complete: 

All Basic Topics 

SETTING UP THE MENUS TO CREATE 
A MULTI-PAGE DOCUMENT 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE CREATE OR REVISE 
DOCUMENT MENU: 

Document name: Change 
Diskette name: TRAI N 

CHOOSE THE ITEM IN THE CREATE OR REVISE 
DOCUMENT MENU TO CHANGE THE DOCUMENT 
FORMAT. 

You will type this document using double spacing. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE LINE FORMATS. 

CHOOSE THE ITEM IN THE LINE FORMAT MENU TO 
CHANGE LINE SPACING. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER FROM THE POSSIBLE 
CHOICES COLUMN THAT EQUALS DOUBLE SPACING. 

WHEN FINISHED, PRESS ENTER TO GO TO THE TYPING 
AREA. 
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Before you had the IBM Displaywriter System, you 
probably typed a multi-page document one page at a 
tirne, using a new sheet of paper to start each page. 
You also probably were careful about how much text 
to type on each page. 

With the IBM Displaywriter System, however, you can 
type the entire document from beginning to end as if 
it were one long page. When you finish, you then 
have the system organize and paginate the document 
for you. 

I n the exercise below, you will type a document that 
contains more text than can fit on a single sheet of 
215.9 x 279.4 mm paper (8.5 x 11 inches). 

TYPE THE FOLLOWING ILLUSTRATION. 

You will hear a beep after typing Line 60. Just 
ignore it for now. The meaning of the beep will be 
explained later. 

THE EVER-WHIRLING WHEEL OF CHANGE 

America in 1890. It was census time, and if the government people 

were edgy, who could blame them? After all, it had taken seven long 

years to complete the 1880 count. Now, moving more deeply into its 

second century, America wanted a self-profile of its make'up, literacy, 

health, and employment quickly and accurately. 

So, the Census Board had done something very American. It set up a 

contest to see who could devise the best way to count people. Herman 

Hollerith, a young sta~istician from Buffalo, New York, won it hands 

down. He devised an electro-mechanical machine that could be set in 

action by punched cards. The entire 1880 count, which tallied a 

population that had grown by 25 percent since' the 1880 count to 63 million, 

was completed in half the time. (~ n 8?1..-~~) 



Holleri th 1 s invention CC:lUght the fancy of people who liked things 

done fast. Some of the praise was downright lavish. An 1891 article in 

The Electricdl Engineer spoke of his tabulator in these terms. "This 

apparatus works unerringly as the mills of the gods, but beats them 
\ 

hollow as to speed." Even before the U. S. Census was completed, Canada 

used Hollerith's machines to do its own census, and Norway and Russia 

quickly followed suit. 

Today, the computer is as much a part of life as the automobile in 

the driveway or the television set in the living room. It may not be as 

visible as those two mainstays, but its effect on our lives is no less 

tangible. For most people, the computer is no further away than their 

next pay check, plane or automobile reservation, telephone or electric 

bill. 

It's getting across that computers are not only the best way to 

accomplish many things, they are the only way. Too many of us are going 

places, buying things, registering for courses, having medical checkups, 

taking out library books, checking in and out of places, and hopping 

planes for it to be otherwise. 

This exercise is reprinted by permission from THINK magazine 
published by IBM. Copyright 1976 by International Business 
Machines Corporation. 

After you have finished typing the document, you 
press END. 

PRESS END. 
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PAGINATING A DOCUMENT 

To Paginate a Document 
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The next step is to paginate the document. When the 
system paginates a document, it takes the text you 
typed line after line and divides it into pages as in 
the expmple below. 

becomes • 

Figure 3-1. Paginating a Multi-Page Document 

CHOOSE THE ITEM IN THE TYPING TASKS MENU TO 
PAGINATE A DOCUMENT. 

USE THE FOLLOWING INFORMATION: 

Document name: Change 
Diskette name: TRAIN 



PRESS ENTER TO GO TO THE PAGINATE DOCUMENT 
MENU. 

LOOK AT THE PAGINATE DOCUMENT MENU FOR A 
MOMENT. 

I D a shows the default is to Paginate From Page 1. 
Therefore, to paginate the entire document, you only 
need to press ENTER. 

PRESS ENTER. 

HOW PAGINATION WORKS 

The message Paginating Document shows in the left 
corner of the fi rst status line on the display. 

When pagi nation is complete, the message (Document 
Name) paginated appears, and the system returns to 
the TYPING TASKS menu. 

For this exercise, (Change) paginated should 
display. 

When paginating a document, the system arranges the 
text based on the formats used for the document. If 
the defau It document formats on the program diskette 
were used, they include: 

• 
• 
• 

Margins 
Tabs 
Line Spacing 

18 & 90 
Every 5 
1 

I n addition, du ring pagination, the system follows 
two other document formats: 

First Typing Line 7 the first line on a page 
where printing begins 

Last Typing Line 60 the last line on a page 
where printing stops 

The text is rearranged using these format guidelines. 
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Completing the Exercise 

As you have seen in this topic, the only new step in 
typing a document is pagination. 

Once you have paginated a multi-page document, the 
last step is to print it. 

PRINT THE DOCUMENT. 

ADDITIONAL INFORMATION 

Using Menu Bypass 
To Paginate 

Manual Pagination 
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For. a description of each item in the PAG I NATE 
DOCUMENT menu, refer to the "PAGINATE 
DOCUMENT Menu" in the "Menu" section of the 
Reference Guide. 

If you are using the defaults in the PAGINATE 
DOCUMENT menu, you can paginate a document 
directly from another qocument or another task. 

1. Press CODE + MENU BYPASS. 

2. Type paginate document name 

Paginating ends the task you are in and returns to 
the TYPING TASKS menu when complete. 

Do you remember hearing a beep when you were 
typi ng near the end of the exercise? The system 
beeped after you typed Line 60, the Last Typing 
Line. 

To manually paginate a multi-page document (type 
one page at a time), press the PAGE END key when 
you hear the beep, and then continue typing. 

For more information on manual pagination, refer to 
"Multi-page Document with Manual Pagination" in the 
"Work Samples" chapter of the Work Station 
Procedures Guide. 



Spelling Task 

While paginating a document, you can also use the 
the Spelling Verification Aid to check for spelling 
errors in the document and hyphenate long words at 
the right margin. To learn more about the Spelling 
Task, be sure to take "Topic 4. Checking Spelling, 
Hyphenating and Paginati ng" in this book. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 

Creating a Multi-Page Document 3-7 



TOPIC SUMMARY 

To Create a Multi-page Document 

A. Choose Create Document in the TYPI NG TASKS 
menu. 

B. Follow the prompts to type the document name 
and diskette name (if necessary). 

C. Type a document comment if desired, or press 
ENTER to go to the typing area. 

D. Type the enti re document. 

E. Use the Spelling Verification Aid to verify the 
spelling in the document if desired. 

To Paginate a Multi-page Document 

A. Choose Paginate Document in the TYPING TASKS 
menu. 

B. Follow the prompts to type the document name 
and diskette name (if necessary). 

C. Press ENTER in the PAGINATE DOCUMENT menu 
to start pagination from Page 1. 

You have completed th is topic. Choose the next topic from 
your Training Checklist. 
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Topic 4. Checking Spelling, Hyphenating 
and Paginating 

You have already learned to type, paginate and print 
a document. You also can check for spelling errors 
and hyphenate words at the right margin while you 
ar~ paginating. 

In this topic you will learn to: 

• Check for spelling errors in a document 

• Hyphenate words at the right margin 

• Use the same menu to paginate and print the 
document. 

Sefore starting this topjc, you should have 
completed: 

1. All Basic Topics 

2. Topic 3. Creating a Multi-page Document 

THE SPELLING VERIFICATION AID 

The Spell i ng Verification Aid identifies a nd locates 
misspelled words so you can correct them. The 
system checks the spelling of words in your document 
against the words in a Displaywriter standard 
dictionary. This standard dictionary is stored on the 
program diskette and contains the equivalent of 
approximately 50,000 words commonly used in 
business. Words in your document that do not match 
the words in the standard dictionary are marked 
(highlighted on the display) by the Spelling Task so 
that you can correct thefl1 easily. 

When checking for words that do not match the words 
in the standard dictionary, the Displaywriter: 

• Ignores capitalization. A word can be uppercase 
or lowercase and still match the word in the 
standard dictionary. 

• Ignores apostrophes and syllable hyphens in 
words. This means thqt even if a correctly 
spelled word has been hyphenated at the right 
margin, the system still consIders it a match. 
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• Checks only alphabetical characters (numbers are 
not marked as being misspelled). 

• Does not rna rk words that a re spelled correctly, 
but are not used correctly in the sentence. For 
example, if you type too instead of two or is 
instead of if, these words are not marked as 
being misspelled. 

• Checks for the root words in the Displaywriter 
dictionary and then allows prefixes and suffixes 
to be added to them. If a root word in the 
standard dictionary is combined with a valid 
prefix or suffix, the word is not highlighted, 
even though it may not be correct. (For example, 
if you type preform instead of perform, the 
system does not mark preform.) --

CHECKING FOR HYPHENATION 
POINTS AT THE RIGHT MARGIN 

USING THE SPELL KEY TO 

The words in the standard dictionary contain 
hyphens at up to three points in the root word; for 
example, "ver- i-fy." If you choose to hyphenate the 
words in a document, the system hyphenates 
according to the hyphenation points designated in the 
dictionary. This means you don't have to decide 
where hyphens should go--the system decides for 
you. 

The system also accepts words that you hyphenated 
when you typed the document. 

CHECK SPELLING AND HYPHENATE WORDS 

Beginning the Exercise 

4-2 

You probably will want to check for spelling errors 
and hyphenate words to adjust your right margin as 
soon as you have typed a document. 

To save training time, you will check for spelling 
errors ina document that has been typed for you. 
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REVISE THE FOLLOWING STORED DOCUMENT AND GO 
TO THE TYPING AREA: 

Document name: 
Diskette name: 

Assets 
TRAIN 

The SPELL key is located in the group of keys to the 
right of the keyboard. 

PRESS THE SPELL KEY. 

The document automatically 
SELECTION menu appears 
highl ighted. 

ends, 
with 

and the TASK 
Spelling Tasks 

The Spelling Tasks program loads, and the SPELLI NG 
TASKS menu displays with Check Document 
h ighl ighted. 

PRESS ENTER WHEN THE PROMPT Type document name; 
press ENTER APPEARS. 

PRESS ENTER WHEN THE PROMPT Type diskette name; 
press ENTER APPEARS. 

The CHECK DOCUMENT menu appears on the 
display. 

The default for Kind of Spelling Check is Prompted. 
This means the system will highlight and stop at each 
word that needs to be checked. 

The default for Hyphenation/Pagination the document 
is Yes. 

PRESS ENTER IN THE CHECK DOCUMENT MENU. 

The HYPHENATE AND PAGINATE DOCUMENT menu 
appears. 

The default for Dictionary Hyphenation is Prompted. 

The default for Print Paginated Pages is Yes. 
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For training, you will not print this document. You 
will change the item in the menu to NO. 

CHOOSE THE ITEM IN THE HYPHENATE AND PAGINATE 
DOCUMENT MENU TO PRINT THE PAGINATED PAGES. 

WHEN THE PROMPT Type YOUR CHOI_CE; press ENTER 
APPEARS, TYPE: 2 

Note: When doing your own work, if you select 1 = Yes, 
the system pri nts each page after it checks for spell i ng, 
hyphenation, and pagination, instead of printing all of 
the pages at the end of the document. You wi" not be 
able to perform another task until the last page is 
paginated and printed. 

PRESS ENTER AGAIN. 

As the system begins to paginate and check the 
document, the HYPHENATE AND PAGINATE 
DOCUMENT menu remains on the display. 

When a word is found that does not match a word in 
the dictiona ry, checking stops and a portion of the 
document appears at the top of the display with the 
word highlighted. 

The bottom of the display contains instructions for 
you to follow, which depend on what you want to do 
with the highlighted word. For example: 

• If the word is misspelled, you can retype the 
word to correct the error. 

• If you do not know whether the word is 
misspelled or you do not know how to correct the 
word, you can leave the word highlighted in the 
document so you can check the spelling later. 

• If the word is spelled correctly, you can indicate 
to the system that it is correct. Thereafter, the 
system does not highlight the word when it 
appears later in the document. 

Correcting Misspelled Words 

4-4 

Because the word exampel is misspelled, you will 
wa nt to follow the instruction to retype the word. 



RETYPE THE WORD: example 

PRESS ENTER. 

Words That You 
Want to Leave High lighted 
I n the Document 

Correctly Spelled 
Words 

If the system highlights a word which you are unsure 
is spelled correctly, such as "contra," 

PRESS SPELL TO LEAVE THE HIGHLIGHTING AND 
CONTINUE. 

You can check the spelling of "contra" in a dictionary 
later. 

Because the Spelling Task marks all words that do 
not match one of the words in the standa rd 
dictionary, some highlighted words may not require 
revision. 

The word "FI Fa" is highlighted on the screen. 

"F I Fa" is a correct abb rev iation, but not a II 
acronyms and abbreviations are included in the 
standard dictionary. You can remove the highlighting 
because it is spelled correctly. 

PRESS ENTER TO REMOVE THE HIGHLIGHTING AND 
CONTINUE CHECKING. 

The word "ABC" is highlighted. 

The name of the company, "ABC," occurs several 
times in the document. 

When a word that occu rs more than once in the 
document is highlighted, you can indicate to the 
system that this word is spelled correctly. 
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HYPHENATING WORDS 
AT THE RIGHT MARGIN 

To Leave Enti re 
Word on the Same Line 

4-6 

It is recognized as a correctly spelled word 
th roughout the rest of the document. 

PRESS ENTER TO REMOVE THE HIGHLIGHTING AND 
CONTINUE CHECKING. 

The system does not stop for "ABC" again. 

When you find words or abbreviations that you 
frequently use marked in your documents, you may 
want to add them to a supplemental dictionary. You 
wi" learn how to create and use supplemental 
dictionarie~ in the next topic. 

At the same time it checks for spelling errors, the system 
honors words that are already hyphenated and checks for 
other words that can be hyphenated at the right margin. 
When a word is reached that can be hyphenated to create 
a more even right margin, the system refers to the 
Displaywriter dictionary to determine where the word 
could be hyphenated. The cursor is automatically placed 
at the hyphenation point nearest the right margin. 

You can: 

• Press ENTER to accept the hyphenation point 
selected by the system 

• Move the cursor to a different sy"able in the word 
and press ENTER to hyphenate the word 

• Move the cursor under the first character of the 
word to move entire word to the next line 

• Move the cu rsor past the last cha racter of the word 
to leave the enti re word on the cu rrent line, even if 
it is beyond the right margin 

The system has stopped on the word "company's" for 
a hyphenation decision. To leave the enti re word on 
this line, 

MOVE THE CURSOR .PAST THE LAST CHARACTER IN 
THE WORD AND PRESS ENTER. 



To Hyphenate a Word 
At the Cursor Position 

Using SPELL to Locate 
Marked Words 
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The system has stopped on the word "materials" and 
placed the cu rsor on the hyphenation poi nt closest to the 
right margin. 

PRESS ENTER TO HYPHENATE THE WORD. 

When the document has been checked, hyphenated 
and paginated, press MSG to see (Assets) paginated, 
the TASK SELECTION MENU displays and then the 
TYPING TASKS menu returns to the display with 
Revise Document highlighted. Press MSG to see 
Spelling Check complete. Words marked: 1. 

To retu rn to the document to check the word 
"contra," which you were not sure was spelled 
correctly, 

PRESS ENTER WHEN THE PROMPT Type document name; 
press ENTER APPEARS. 

PRESS FNTER WHEN THE PROMPT Type diskette name; 
press ENTER APPEARS. 

The document text appea rs on the display. 

To locate words you left highlighted, use the FIND 
key and SPELL. 

PRESS FIND. 

WHEN THE PROMPT Find what? APPEARS, PRESS SPELL. 

A • symbol appears on the prompt line. 
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PRESS ENTER. THE CURSOR MOVES TO THE 
HIGHLIGHTED WORD "contra." 

The word "contra" is an accounting term and is 
spelled correctly. 

After checking to see that the word is spelled 
correctly, 

PRESS CODE + CANCL TO REMOVE THE HIGHLIGHTING. 

PRESS END. 
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USING THE AUTOMATIC MODE 

Checking Spelling 
I nstead of using the system default for prompted 
spelling, you may want to check for spelling errors 
using automatic spelling check. For example, when 
typing a rough draft, you might want to check the 
document for spell i ng errors, but may not intend to 
correct the errors at that time. Later on, when 
making revisions to the rough draft, you can make 
the necessa ry spell i ng correction s to the words that 
were highlighted. 

If you want to use automatic spelling check: 

• Use the steps you learned to go to the CHECK 
DOCUMENT men u . 

• Choose the ITEM for Kind of Spelling Check in 
the CHECK DOCUMENT menu. 

• When the prompt, Type YOUR CHOICE; press 
ENTER appears on the prompt line, type the 
number 2 for Automatic and press ENTER. 

• Press ENTER again. 

• The HYPHENATE AND PAGINATE DOCUMENT 
menu appears on the screen. Select the ITEM for 
Dictionary Hyphenation and type the number 2 
for automatic. 

• Press ENTER. The system checks the document. 

• When checking is complete, the TASK 
SELECTION menu appears with Typing Tasks 
highlighted. The Typing Tasks program loads, 
and the TYPING TASKS menu appears with 
Revise Document highlighted. 

• A message at the bottom of the display indicates 
how many words do not match one of those in the 
Displaywriter dictionary. If the message indicates 
that words are marked, you can return to the 
document and correct them. 

• When you return to the document you checked, 
the words that were marked by the Spelling Task 
appear highlighted on the display. 

• To locate each highlighted word quickly, use 
FI ND and the SPELL key. 
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Hyphenati ng Words 

4-10 

• After locating/correcting each highlighted word, 
you can pres~ CODE + CANCL to remove the 
highlightinS. ' 

If you do not remove the highlighting, the 
worq remains highlighted on the display, 
even if you correct it. 

You do not have to cancel the highlighting of 
marked words. The highlighting appears only 
on the display. It does not print. . 

Yo~ can use GLOBAL to remove all the 
highlighting at on~ time. Refer to the topic 
"Making Recurring Changes Using the 
GLOBAL Key" for more inform~tion. 

If you choose Automatic Dictionary Hyphenation, the 
system automatically adjusts the right margin Clnd 
hyphenates accord i ng to the hyphenation poi nts in 
the Displaywriter dictiona ry. 
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ADDITIONAL INFORMATION 

Changing the Defaults 
On the Program Diskette 

The defaults for the CHECK DOCUMENT menu and 
the HYPHENATE AND PAGINATE DOCUMENT menu 
are shown below. If you wish to change the defaults 
on your program diskette, refer to "Topic 33. 
Personalizing Program Diskettes" in this book. 

PRODSK! 
! 

!Kyb 1 ! 

CHANGE CHECK DOCUMENT DEFAULTS 

YOUR POSSIBLE 
ID ITEM CHOICE CHOICES 

a Kind Of Spelling Check 1 1 = Prompted 2 = Automatic 
3 = None 

b Hyphenation/Pagination 1 1 = Yes 2 = No 
c Dictionary Hyphenation 1 1 = Prompted 2 = Automatic 

3 = None 
d Paginate On Exact Line Count 2 1 = Yes 2 = No 
e Print Paginated Pages 1 1 = Yes 2 = No 

!When finished with this menu, press ENTER. 
! 
!Type ID letter to choose ITEM; press ENTER: 

Endi ng a Document 
During Spelling Tasks 

Figure 4-1. CHANGE CHECK DOCUMENT DEFAULTS 
Menu 

You may want to end a document in which you are 
using Spelling Tasks to check spelling, hyphenation 
and pagination. Pressing the END key terminates the 
spelling and hyphenation check in the middle of the 
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document. However, the system continues to 
renumber the remaining pages in the document. When 
renumbering is complete, the system ends the 
document. 

Not Checking Spelling of 
a Portion of a Document 

4-12 

You can choose ITEMS from the I NSTRUCTIONS menu 
to indicate the portions of a document you do not 
want checked by the Spelling Verification Aid. 

For example, if you have a list of proper names that 
would be marked because they are not in the 
Displaywriter dictiona ry, you can indicate that you 
do not want that pa rt of the document checked. 

INTERVIEWS 

The following schedule lists each student to be 

interviewed the afternoon of October 25. If you will not be 

able to meet at the specified time, please notify the 

Placement Office. 

Each student must be fully aware of the total number of 

hours that will be required, and each company must present an 

'ina interview outline. A' 
Ih rJUI 0 

sp€ 1~'fJ.~--I-__ ----"''''f/' STUDENT TIME COMPANY pO .rr l' 
ChSeK ~51,.(/d"o", Robert Carlson 2 :00 Ace Liability Finance J' /~ \}l~6CK tlCt 

Martha Haley 2: 30 Acme Airline Service ,,.,.- ~r ~Ll.J1'I 
h~/if Jerry Hill 3:00 Mill Electronics, Inc. sP 11-/15 

Sbt7li,;p Of ~/DJJ 4eeR -r-----~, Any students interested ill interviewing with other ~GJ 

,n.st,.uef,DIt companies in the future, please notify the Placement Office. 

All interviews will be in the ~tudent Union Building in the 

second floor ballroom. 

Figu re 4-2. Portion of a Document You Do Not Want 
Checked 



Checking Spelling 
Of Specific Pages 

To choose the End Spelling Check and Begin Spelling 
Check instructions: 

• Move the cu rsor to the end of the fi rst section 
you want checked. 

• Press CODE + I NSTR. 

• Choose the ITEM in the I NSTRUCTIONS menu to 
End Spell i n9 Check and retu rn to the typi ng 
area. 

• Type the section you do not want checked. 

• Press CODE + I NSTR. 

• Choose the ItEM in the I NSTRUCTIONS menu to 
Begin Spelling Check. 

• Type the next section of text that you do want 
checked for spelling and hyphenation. -

• When you have completed typing the document, 
press END. 

• Follow the steps you lea rned to check the 
document. 

ihe ITEM System Page Number in the CHECK 
DOCUMENT menu allows you to check only specific 
pages of a document. When you choose this ITEM in 
the menu you can type the page numbers you want to 
be checked for spelling errors. the system checks 
only those page numbers. You cannot, however, 
check the spelling of specific pages and paginate the 
enti re document at the same time. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 

Checking Spelling, Hyphenating and Paginating 4-13 



TOPIC SUMMARY 

To Check for Spelling 
Errors in the Prompted 
Mode 

To Hyphenate Words 
at the Right Margin 
in the Prompted Mode 

4-14 

A. After typing the document, press the SPELL 
key. 

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

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

D. Press ENTER in the CHECK DOCUMENT menu to 
check the enti re document. 

E. Make any changes, if necessary, in the 
HYPHENATE AND PAGINATE DOCUMENT menu. 

F. Press ENTER to begin checking Spelling. 

G. When the system highlights a word, follow the 
instructions that appear at the bottom of the display 
to correct the spelling, leave the word highlighted, 
or remove the highlighting from words that are 
spelled correctly. 

Press ENTER in the HYPHENATE AND PAG I NATE 
DOCUMENT men u a nd do one of the followi ng: 

• Press ENTER to accept the hyphenation point 
selected by the system. 

• Move the cursor to a hyphenation point in the 
word and press ENTER to hyphenate the word. 

• Move the curs.or to the beginning of the word to 
move the entire word to the next line. 

• Move the cu rsor to the end of the word to leave 
the enti re word on the cu rrent line, even it if is 
beyond the right margin. 



You have completed this topic. You will check the document again, 
using a supplemental dictionary, in the next topic. Continue with 
the next topic, "Supplemental Dictionaries." 
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Topic 5. Supplemental Dictionaries 

I ,', 

As you .learned in the previous topic, not all words 
are in' the Displaywriter dictionary. I n this topic, 
you will lea~n ,how to create a dictionary of your own 
words iand add it to the standard dictionary. Your 
own dictionaries are called supplemental dictionaries. 
They contaIn words you frequently use and want 
you r IBM DisplayWriter System to check for you. 
This keeps the system from marking l;Inusual words, 
names, or abbreviations that are not in the standard 
dictiona ry. 

Before starting this topic, you should have 
completed: 

1. All Basic Topics 

2. Topic 3. Creating a Multi-page Document 

3. Topic 4. Checking Spelling, Hyphenating and 
Paginating 

SUPPLEMENTAL DICTIONARIES 

The Displaywriter dictionary may not contain all ~he 
words you frequently use in you r documents. For 
this reason, you can create your own supplemental 
dictionaries. Each supplemental dictionary can 
contain up to 4500 characters. 

Types of words you might want to include in your 
supplemental dictionaries are: 

• Words and abbreviations you ,use daily that are 
unique to your office. Each industry uses its own 
terminology. For example, in the medical 
profession, the word "enzyme" is quite common, 
but it is not contained in the standard 
Displaywriter dictionary. 

• Proper names and addresses of business 
associates that you correspond with regularly. 
For example, if you have branch offices, in 
Osawatamie, KS; Ypsilanti, MI; and Chillicothe, 
MO, you can put these in your dictionary and 
have the spelling checked for you. 

• Foreign terms or even informal expressions that 
you use frequently. 

Supplemental Dictionaries 5-1 



TNL SN44-2076 (20 August 1982) to S544-2035-0 

Note: Many foreign letters and symbols are 
accented. When creating the supplemental 
dictionary, the letter or symbol is counted as one 
character. Any accent at the beginning of a 
word is counted as an additional character. 

To help you start building you r supplemental 
dictionaries, look at the reference materials you use: 

• Your company's internal directory 
• Card file for names and addresses 
• I ndustry terminology handbooks 
• Telephone di rectory 

Select words from these references you frequently 
use when you compile your supplement. 

As you use the standard dictionary for checking, you 
will find other words that the system marks because 
they are not in the dictionary (like FIFO and ABC 
Company in the exercise document in the previous 
topic) . If you use these ma rked words frequently, 
you should add them to your supplemental dictionary. 

Words in the supplemental dictionary are not 
processed the same as the words in the standard 
dictionary. Therefore, you should add all forms of 
the words (for example, singular, plural and 
possessive) that might be included in your 
documents. 

When you type the words for the supplemental 
dictionary, remember to type hyphens at the 
acceptable hyphenation poi nts. Then, the words in 
the supplement can be hyphenated like the words in 
the standard dictionary. 

CREATING A SUPPLEMENTAL DICTIONARY 

Beginning the Exercise 

5-2 

To create a supplement: 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Supplement 
TRAIN 

You can type the words in your dictionary just like 
text with regular spaces between them. Be sure to 
type a syllable hyphen (CODE + -) between the 
syllables of words you want hyphenated. Syllable 
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hyphens do not count as a character in the 
supplemental dictionary. 

TYPE: FIFO 

TYPE A CARRIER RETURN. 

TYPE: ABC 

TYPE A CARRIER RETURN. 

TYPE: con 

TYPE: CODE + -

TYPE: tra 

TYPE A CARRIER RETURN. 

PRESS END. 

Note: When doing your own work, if you have 
changed the default in the WORK STATION 
DESCRIPTION menu to Required Hyphen = 1 (Coded) 
you create a syllable hyphen by typing a hyphen. 
You do not press CODE before typing the hyphen. 

LOADING A SUPPLEMENTAL DICTIONARY 

Once you have created you r supplemental dictionary, 
you can load it with the standard dictionary. 

CHOOSE THE ITEM IN THE TYPING TASKS MENU TO GO 
TO THE TASK SELECTION MENU. 

CHOOSE THE ITEM IN THE TASK SELECTION MENU FOR 
SPELLING TASKS. 
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CHOOSE THE ITEM IN THE SPELLING TASKS MENU TO 
LOAD THE SUPPLEMENT. 

USE THE FOLLOWING INFORMATION: 

Document name: 
Di s kette name: 

Supplement 
TRAIN 

When the supplement is loaded, 
Supplement loaded. 3 words now 
appears on the display. 

the message, 
in supplement 

You are ready to check your document against both 
the standard dictionary and the supplemental 
dictionary. 

To see that the words in the supplement have been 
loaded, check the document "Assets" again. 

CHOOSE THE ITEM IN THE SPELLING TASKS MENU TO 
CHECK THE SPELLING IN YOUR DOCUMENT. 

USE THE FOLLOWING INFORMATION: 

Document name: 
Diskette name: 

Assets 
TRAIN 

IN THE CHECK DOCUMENT MENU, PRESS ENTER. 

CHOOSE THE ITEM FOR DICTIONARY HYPHENATION = 
AUTOMATIC IN THE HYPHENATE AND PAGINATE 
DOCUMENT MENU. 

CHOOSE THE ITEM FOR PRINT PAGINATED PAGES = 
NO. 

PRESS ENTER. 

After the spelling check is. complete, you will notice 
the message (Assets) paginated. 



Completing the Exercise 
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PRESS MSG TO SEE THE MESSAGE Spelling Check 
Gomplete. Words marked: O. 

The message verifies that the supplement has been 
loaded in the supplemental dictionary. 

CHOOSE THE ITEM IN THE SPELLING TASKS MENU TO 
GO TO THE TASK SELECTION MENU. 

CHOOSE THE ITEM IN THE TASK SELECTION MENU FOR 
TYPING TASKS. 

STORING A SUPPLEMENT WITH 
THE STANDARD DICTIONARY 

For your convenience, you should store the 
supplement you most often use on the prog ram 
diskette. Then, you do not have to load it each time 
you want to check the spelling in a document. 

To do this, you would use the steps you just learned 
to load the supplement. 

Then, you would choose Store Supplement on 
_____ ?_~9~ ~.?_'!l __ QJ ~_~~~~~ )_~ _ !~_~ _ ?_~~ ~_l: ~ t-J_<? __ T ~~ ~_~ _ ~~_~ ~_. ______ _ 

I I I 
DISKOll IKyb 1 I 

SPELLING TASKS 

ID ITEB 

a Check Document 
b Load Supplement 
c Clear Supplement 
d Store Supplement On Program Diskette 
e Choose Spelling Language Dictionary 
f Create Document Of Supplemental Words 

g Go To Task Selection 

Type ID letter to choose ITEM; press ENTER: _ 

F-ig u-re- --5: '-.- -S P-E LI iNG--t-A-s KS--Men u- ------------- ---- ---------
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Once you store a supplement on the program 
diskette, that supplement loads automatically with the 
standard dictionary from the program diskette each 
time you choose the Spelling Tasks. 

USING MORE THAN ONE SUPPLEMENT 

Creating Additional 
Supplements 

Loading Additional 
Supplements 

5-6 

Only one supplemental dictionary can be stored on 
the program diskette and automatically loaded with 
the standard dictionary. 

But, if you work in an area where you type many 
different kinds of documents, you might need more 
than one supplemental dictionary. For example, your 
stored supplement should contain the proper names, 
initials and abbreviations you use most often. Other 
supplements could include words you use when you 
type specialized documents (legal or financial 
documents, for example). 

You create all supplemental dictionaries the same 
way. Just remember that each one is a different 
document with a unique document name. It is also a 
good idea to store multiple supplemental dictionaries 
on one work diskette. 

Each additional supplement should have its own 
common group of words, so that you can load 
supplements individually as they are needed. 

For example, one supplement could contain medical 
terminology and another supplement could contain 
legal terms, abbreviations and foreign phrases. 

You can load approximately 4500 characters at any 
one time. If the stored supplement contains 2500 
characters, each additional supplement should not 
exceed 2000 characters, so you can load it with the 
stored supplement. 

You can load more than one supplemental dictionary 
temporarily by. continuing to select Load Supplement 
in the SPELLI NG TASKS menu. Words that are 
duplicates of words in another loaded supplement will 



CLEARING SUPPLEMENTS 
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not be loaded again. If you attempt to load more than 
4500 characters, a message tells you to look at the 
supplemental dictionary document to see which words 
In the supplement were not added. The highlighted 
word in this document is the first word that was not 
loaded. 

Note: With, some previous textpacks, the limit on the 
supplerhehtal dictionary was 500 words. Supplements 
which do not exceed 500 words may contain more than 
4500 charcters. If this happens, it is possible that a 
supplement which was loaded completely with a 
previous textpack wi 1\ not load completely with the 
present textpack. 

The system lets you check your documents against 
the words in the standard dictionary and all loaded 
supplemental dictionaries until you load the Spelling 
Task program again or turn off the power. 

Only the supplement you stored on the program 
diskette loads automatically with the standard 
dictionary the next time you use the Spelling Task. 
For this reason, if you have more than one document 
to be checked against another supplement, you 
s hou Id check all documents before retu rn i ng to the 
Typing Tasks to make your revisions. 

When you choose Clear Supplement in the SPELLI NG 
TASKS menu, all supplements are cleared. The 

______ s_~~!,~_~ _ ~_~ PJ?l ~!']~}~! _1 ~ _ ~_t_iJ! _ ~n. _ !~_~ J?}~<?Rr:~~ _ ~ti_s_ ~~_~~~; ___ _ 
I I I 

DISKOll IKyb 1 I 

SPELLING TASKS 

ID ITEH 

a Check Document 
b Load Supplement 
c Clear Supplement 
d Store Supplement On Program Diskette 
e Choose Spelling Language Dictionary 
f Create Document Of Supplemental Words 

g Go To Task Selection 

Type ID letter to choose ITEH; press ENTER: _ 

F-igu-re ---5: 2: -SP-E LLI NG -TA-s KS- -M~nu- ---- -------------------- --
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Then, you can follow the steps you just learned to 
load a different supplement. 

UPDATING STORED 
SUPPLEMENTAL DICTIONARIES 

5-8 

Unlike the standard dictionary, you can change, 
delete, or add to the contents of stored supplemental 
dictionaries. 

The easiest way to revise a supplemental dictionary is 
to use Create Document of Supplemental Words. 

• Choose SPELLING TASKS in the Task Selection 
menu to load the standard dictionary and the 
stored supplement. 

• Choose Create Document of Supplementai Words 
iri the SPELLING TASKS menu. Follow the 
prompts to type the name of the document and 
diskette where you are storing the supplemental 
words. 

• Press ENTER to store the words in your 
supplement into the document. 

• When the message Supplement words written to 
(document name)appears, choose Go to Task 
Selection in the SPELLING TASKS menu. 

• Choose Typing Tasks in the TASK SELECTION 
menu. 

• Choose the Revise Document task in the TYPING 
TASKS menu. Follow the prompts, and type the 
name of the document and diskette containing the 
supplemental words. 

Note: When you create a document of words from 
the supplemental dictionary, the words are 
stored in alphabetical order, one word per line. 
you CAN ADD, REVISE, OR DELETE WORDS IN 
THIS DOCUMENT JUST AS YOU WOULD IN ANY 
OTHER DOCUMENT. Use Display Codes = Yes to 
See the hyphenation points in the words. 

• When you are finished with your revisions, press 
END. 

• Choose Go to Task Selection in the TYPI NG 
TASKS menu. 

• Choose Spelling Tasks in the TASK SELECTION 
menu. 



• 

TNL SN44-2076 (20 August 1982) to S544-2035-0 

Choose Clea r 
TASKS menu. 
be cleared. 

Supplement in the SPELLI NG 
The "old" stored supplement will 

• Choose Load Supplement. Type the name of the 
document that contains the supplemental words. 

• Choose Store 
DiskeJte. The 
stored. 

Supplement on the 
"revised" supplement 

I 

Program 
will be 

DI SKO 11 1 1 1 1 Kyb 1 I 1 
------------------------------------------------------------------~----I 

SPELLING TASKS 

ID ITEH 

a Check Document 
b Load Supplement 
c Clear Supplement 
d Store Supplement On Program Diskette 
e Choose Spelling Language Dictionary 
f Create Document Of Supplemental Words 

g Go To Task Selection 

Type ID letter to choose ITEM; press ENTER: 

F-ig u-re ---5~3-.- -S P-E CC I Nb- -t-A5 KS- Men u- ---- --- ----- ------ ---- ----

REPLACING ONE STORED SUPPLEMENT 
WITH ANOTHER 

To store a different supplemental dictionary on the 
program diskette: 

• Choose Spelling Tasks from the TASK 
SELECTION menu 

• Choose Clear Supplement from the SPELLI NG 
TASKS menu to clear the stored suppl~ment that 
was automatically loaded with th~ ~tandard 
dictionary 

• Choose Load Supplement and name the document 
containing the supplement you want to store on 
the program diskette 

• Choose Store Supplement on Program Diskette to 
store the supplement 
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ADDITIONAL INFORMATION 

Creating a Supplement 
With Prompted Spell Check 

5-10 

During a prompted spelling check, correctly spelled 
words may be highlighted, because they are not in 
the Displaywriter· standard dictionary. By pressing 
ENTER, you remove the highlighting and temporarily 
place these words in the supplemental dictionary. 
You can create a supplemental dictionary of these 
words with the followi ng steps: 

• Choose Spelling Tasks in the TASK SELECTION 
menu. 

• Choose Check Document in the SPELLING TASKS 
men u . Follow the prompts to type th e name of 
the document and diskette, if necessary. 

• Press ENTER enough times to begin the spelling 
check. 

• When a highlighted word is spelled correctly, 
press ENTER. Continue until the spelling check 
is complete. 

• When the spelling check is complete, follow the 
steps you have a I ready lea rned to Create 
Document of Supplemental Words. 

• Go to the TYPING TASKS menu and choose the 
Revise Document tas k. Review the document with 
the supplemental words, and make any necessary 
changes. 

Note: A word in the supplemental dictionary may be 
lowercase or contain capitalized characters. If the 
word is all low§fcase, it will not highlight the same 
word during a spelling check. However, a 
capitalized word in the supplemental dictionary will 
highlight the same word if the capitalized characters 
are not identical. 

You can now use this document as a supplement 
whenever you use the Spelling Tasks. You can also 
store this supplement on your program diskette 
th rough the following steps: 

• Return to SPELLING TASKS menu. 

• Choose Load Supplement. Type the name of the 
document contain:j!ng the supplemental words . 

.:"A 



Creating G Supplement 
From Existing Documents 
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• Choose Store Supplement on Program Diskette to 
store the supplement. 

Perhaps you have several documents stored on a 
diskette that have been checked for spelling. In 
these documents a re words that a re spelled correctly, 
but have been highlighted because they are not in 
the Displaywriter standard dictionary. You can use 
these documents to create a supplemental dictionary 
using these words. 

• Choose Spelling Tasks in the TASK SELECTION 
menu. 

• Choose Load Supplement in the SPELLI NG TASKS 
menu. Follow the prompts to give the names of 
the first document and the diskette, if 
necessary. Remember, only those words not in 
the standard dictionary will be loaded in the 
supplement. 

• Repeat the previous step until you have no more 
documents with words you want to load in the 
supplement, or you have reached the 4500 
character limit. 

• Follow the steps you have al ready lea rned to 
Create Document of Supplemental Words. 

• Go to the TYPING TASKS menu and choose the 
Revise Document tas k. Review the document with 
the supplemental words, and make any necessary 
changes. 

Note: A word in the supplemental dictionary may be 
lowercase or contain capitalized characters. If the 
word is all lowercase, it will not highlight the same 
word during a spelling check. However, a 
capitalized word in the supplemental dictionary will 
highlight the same word if the capitalized characters 
are not identical. 

You can now use this document as a supplement 
whenever you use the Spelling Tasks. You could 
also store this supplement on your program diskette 
with the followi ng steps: 

• Retu rn to the SPELLI NG TASKS menu. 
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• Choose Load Supplement. Type the name of the 
document containing the supplemental words. 

• Choose Store Supplement on Program Diskette to 
store the supplement. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

To Create a Supplemental 
Dictionary 
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A. Create a document on a work diskette containing 
the words for your supplemental dictionary. 

To Store One Supplement With 
the Standard Dictionary 

A. Choose Spelling Tasks in the TASK SELECTION 
menu. 

B. Choose Load Supplement in the SPELLING TASKS 
menu. 

C. Type the name of the document that contains the 
supplement. 

D. Choose Store Supplement on Program Diskette in 
the SPELLING TASKS menu. 

To Use a Stored Supplemental 
Dictionary 

A. Choose Check Spelling in the SPELLI NG TASKS 
menu. 

The system automatically checks you r document 
against the words in the stored supplemental 
dictionary and the standard dictionary. 
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To Load a Supplemental Dictionary 
with the Stored Supplement 

To Clear Supplements 

To Update 
Stored Supplements 

5-14 

A. Choose Load Supplement in the SPELLING TASKS 
menu. 

B. Type the document name when prompted. 

You can load any number 
d ictiona ries, as long as thei r 
cha racters does not exceed 4500. 

of supplemental 
total number of 

A. Choose Clear Supplement in the SPELLING 
TASKS menu. 

All supplements are cleared. The stored 
supplement is still on the program diskette. 

A. Choose Create Document of Supplemental Words 
in the SPELLING TASKS menu. 

A document containing the words in the 
supplemental dictionary is stored on the work 
diskette. These words are listed one per line, 
and in alphabetical order. 

B. Choose Revise Documents in the TYPING TASKS 
menu. 

You can add, revise, or delete words just as you 
would in any document. 

C. Choose Load Supplement in the SPELLI NG TASKS 
menu. Type the name of the ~ocument containing the 
supplemental words. 

D. Choose Store Supplement on the Program 
Diskette in the SPELLING TASKS menu. 
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To Replace One Stored Supplement 
with Another 

A. Choose Clear Supplement in the SPELLI NG 
TASKS menu. 

B. Choose Load Supplement and name the document 
containing the supplement. 

C. Choose Store Supplement on Program Diskette. 

The new supplement replaces the previously stored 
supplement on the program diskette. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 6. Checking Spelling and Hyphenating 
in a Foreign Language 

CHECKING SPELLING IN A 
FOREIGN LANGUAGE 

In this topic you will learn to use the Languagepack 2 
program diskettes* to: 

• Check documents that are typed in a foreign 
language 

• Create a supplement to a foreign language 
dictionary and store it on the Languagepack 2 
program diskette 

• Check a document that is typed in more than one 
language 

Before starting this topic, you should have 
completed: 

1. All Basic Topics 

2. Topic 4. Checking Spelling, Hyphenating and 
Paginating 

3. Topic 5. Supplemental Dictionaries 

4. Topic 30. Changing Your Program Diskette to 
Match Your Printer Elements and Keyboard 
Numbers (if your printer is an IBM 5215 
"Selectric" Printer) 

or 

5. Topic 31. Changing Your Program Diskette to 
Match Your Printwheels and Keyboard Number (if 
your printer is an IBM 5218 or an IBM 5228 
"Printwheel" Printer) 

If you have the Languagepack 2 program diskettes, 
you can check the spelling and hyphenation of 
documents typed in a foreign language. Eleven 
language dictionaries are available. 

*Only Languagepack 2 Program Diskettes can be used 
with Textpack 4. 
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Languagepack 2 Program 
Diskettes 

Vol 01 ~ 

u.s. English 
U.K. English 
German 
Dutch 

6-2 

There are three Lahguagepack 2 program diskettes. 
Two contain the Displaywriter standard dictionaries 
for four languages each, and one contains the 
Displaywriter standard dictionaries for three 
languages. 

~BM . [,-_J Vol 02 ~ Vol. 01 of 03 Nat'l French 
Can. French 
Italian ~

BM .. [ ] 
Vol. 02 of 03 

'----------" 

Vol 03 ~ 
Swedish 
Danish 
Norwegian 

~ [ ____ VOl. 03 ____ 0103 J 

o 
I 

Spanish 

o 
I 

o 
I 

Figure 6-1. Languagepack 2 Program Diskettes 

In "Topic 29. Duplicating Program Diskettes" you 
learn how to use the program diskette (duplicate) 
labels to identify the contents of the diskettes. When 
you duplicate a Languagepack 2 program diskette, 
write the languages contained on the program 
diskette in the "Comments" section of the label. 

PROGRAM DISKETTE (DUPLICATE) 

Diskette Name _..;::&':;..:X~X.;..:X~X...;.::A~--.;... __ Program Type: 
Date Textpack No. __ 1+ __________ _ 
IBM-supplied Personalized Vol. 01 of_...:::O:::;...:::..3~ ____ _ 
Defaults ____ Defaults _____ Feature Diskette Name ______ _ 

Languagepack Vol. __ of ____ _ 
Comments ___________________________ __ 

Form No. S544-2016-0 

Figure 6-2. Program Diskette (Duplicate) Label 



Checking Spelling of a 
Document Typed in a 
Foreign Language 
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When typing a document in a foreign language which 
you intend to check for spelling errors: 

• Be su re that you have specified the appropriate 
keyboard numbers on your program diskettes for 
the language you will be typing in. See "Topic 
30. Changing Your Program Diskette to Match 
Your Printer Elements and Keyboard Numbers" or 
"Topic 31. Chang'ing Your Program Diskette to 
Match You r Printwheels and Keyboard Numbers." 

• In the typing area, type a keyboard change for 
the language you are typing in. 

• Press CODE + I NSTR. 

• Choose the ITEM in the INSTRUCTIONS menu to 
indicate the Language for Spelling Check. 

• Choose the ITEM in the LANGUAGE FOR 
SPELLI NG CHECK I NSTRUCTION menu for the 
language you are using. 

• Retu rn to the typi ng a rea. 

• Type the document in the foreign language. 

• When you have completed typing the text, type a 
keyboard change to return to the original 
keyboard number. 

• Press END. 

• Choose the ITEM for Spelling Tasks. 

To check the spelling of a docurnent typed in a 
foreign language: 

• Select Choose Spelling Language Dictionary in 
the SPELLING TASKS menu. 
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DISKO 11 
I 

I Kyb 1 I 

SF-ELLING TASKS 

ID ITUl 

a Check Document 
b Load Supplement 
c Clear Supplement 
d Store Supplement On Program Diskette 
e Choose Spelling Language Dictionary 
f Create Document Of Supplemental Words 

g Go To Task Selection 

Type ID letter to choose ITEM; press ENTER: 

Figure 6-3. SPELLING TASKS Menu 

• The SPELLING LANGUAGE DICTIONARIES menu 
appears. 

DISKOll 
I 

IKyb 1 I 

SPELLING LANGUAGE DICTIONARIES 

ID LANGUAGE 

a U.S. English 
b U.K. English 
c German 
d Dutch 
e National French 
f Canadian French 
g Italian 
h Spanish 
i Swedish 
j Danish 
k Norwegian 

IType ID letter to choose IIH1; press ENTER: 

Figure 6-4. SPELLING LANGUAGE DICTIONARIES Menu 

• Insert the Languagepack 2 program diskette that 
contains the language dictionary you need. 

• Choose the language you want in the SPELLING 
LANGUAGE DICTIONARIES menu. 

• Press ENTER when the prompt Type Diskette 
Name; press ENTER appears on the display. 



USING SUPPLEMENTS WHEN 
CHECKING SPELLING IN A 
FOREIGN LANGUAGE 
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• Loading Language appears on the fi rst status line 
while the selected language dictionary is being 
loaded. 

• The SPELLING TASKS menu appears when the 
selected language dictiona ry has been loaded. 

• Follow the steps you lea rned to check the 
spelling of a document. 

If you have the Languagepack 2 program diskettes, 
you can use supplements with each of the language 
dictiona ries. Once the specified standa rd language 
dictionary is loaded, you can use supplemental 
dictionaries the way you have just learned for U. S. 
English. 

When you type the document containing the foreign 
language supplemental words, be sure to first type a 
keyboard change for the language you are typing in. 
After you type the words in the supplement, type a 
keyboard change to return to the original keyboard 
before pressing END. 

Remember to also type a syllable hyphen (CODE + -) 

between the syllables of the words if you want the 
system to hyphenate them. 

Note: If you have changed the default in the WORK 
STATION DESCRIPTION menu to Required Hyphen = 
1 (Coded), you create a syllable hyphen by typing a 
hyphen; do not type CODE + hyphen. 

There is enough room on the Languagepack 2 
program diskettes for a supplement of 4500 
characters for each of the eleven languages. 

To store the supplement on the Languagepack 2 
program diskette: 

1. Choose Spelling Tasks from the TASK 
SELECTION menu. 

2. Select the ITEM in the SPELLING TASKS menu to 
Choose Spelling Language Dictionary. 

3. Choose the ITEM for the language dictionary you 
want to use. Follow the prompt to type the 
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CHECKING SPELLING 

diskette name for the appropriate Languagepack 
2 dictionary and press ENTER. 

4. After the language dictionary has been loaded, 
choose Load Supplement from the SPELLI NG 
TASKS menu. 

5. Follow the prompts to type the document name 
and diskette name of the language supplement 
document and load the supplement. 

6. If you want to store the supplement on the 
Languagepack program diskette, choose Store 
Supplement on Program Diskette from the 
SPELLING TASKS menu. Follow the prompts to 
store the supplement. 

If a supplement is stored on the Languagepack 
program diskette, it is automatically loaded with the 
specified language dictionary when that language is 
selected. 

OF A MULTI-LANGUAGE DOCUMENT 

• 

6-6 

If a document is typed in more than one language, 
you can check each part of the document in its own 
language. 

For example, if you have typed a document in English 
and French, you can instruct the system to check 
only the English portion using the English dictionary 
and only the French portion using the National 
French dictionary. 

The French words will not be marked as misspelled 
. when checking in English, and the English words will 
not be marked as misspelled when checking in 
National French. 



SAMPLE MULTI-LANGUAGE DOCUMENT 

LIJAl1tL(J.,~ lor -It 
Jpeifiv aChed l':ng-lish Version 

ilTsf,.U(!.~·o,v:a I am really delighted to be in France. I had never been to Europe. 

have already received the invitation. I leave for Nice on MOnday. 

I am going to study. and afterwards I am going to rest ali t tIe. \\lhat 
arc you going to do? 

Lan~lItA~ -for French Trans 1 at ion 
5 FY linf/l CAecf .J.J.. , , " F 
'.1 O,II.Te suis vrairrxmt enchante d etre en ranee. 

'mJrI"ue.f,Ol1 : t:, Europe. 
Je n'avais jrunais ete en 

J'ai deja recu l'invitation: Je pars pur Nice lundi. 

Je vais etudier; et apres je vais me reposer un peu. Qu'est-ce que VOllS 

allez fairc? 

Figure 6-5. Multi-Language Document 

Note: Be sure that you have specified the correct 
keyboard numbers on your program diskette for the 
language you will be typing in. 

To check the sample document you would follow these 
steps: 

1. In the typing area, press CODE + INSTR to 
display the INSTRUCTIONS menu. 

2. Choose the ITEM in the INSTRUCTIONS menu to 
indicate the Language for Spelling Check. 

3. Choose the ITEM in the LANGUAGE FOR 
SPELLING CHECK INSTRUCTIONS menu for U.S. 
English. 

4. Type the English portion of the document. 

5. Press KYB CHG and type the keyboard number 
for National French. 

6. Press CODE + INSTR to display the 
I NSTRUCTIONS menu. 
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7. Choose the ITEM in the I NSTRUCTIONS menu to 
indicate the Language for Spelling Check. 

8. Choose the ITEM 
SPELLING CHECK 
National French. 

in the LANGUAGE FOR 
I NSTRUCTIONS menu for 

9. Type the National French portion of the 
document. 

10. Press KYB CHG and type the number to return 
to the original keyboard. 

Note: Be sure to rna r k each section of a 
multi-language document with the appropriate 
Language for Spelling Check instruction. 

You must check the document twice -- once using the 
English dictionary and once using the National 
French dictionary. 

To check the English portion of the document: 

1. Select Choose Language Dictionary in the 
SPELLI NG TASKS menu. 

2. Insert the Vol. 02 program diskette or the 
Languagepack 2 program diskette containing the 
U.S. English dictionary. 

3. Choose the ITEM in the SPELLING LANGUAGE 
DICTIONARIES menu for U.S. English. 

4. Check the document and make the necessary 
corrections. If you left some words highlighted to 
be checked later, be sure to correct them, if 
necessary, before checking in the next language. 

To check the National French portion of the 
document: 

a. Select Choose Language Dictionary in the 
SPELLING TASKS menu. 

b. Insert the Languagepack 2 program diskette 
containing the National French dictionary. 

c. Choose the ITEM in the SPELLI NG 
LANGUAGE DICTIONARIES menu for National 
French. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

To Check Documents Typed 
in a Foreign Language 

To Store a Supplement 
On a Foreign Language 
Program Diskette 

A. In the typing area, type a keyboard change 
for the language you will be typing in. 

B. Return to the typing area, and type the 
document in the foreign language. 

C. Type a key boa rd change to retu rn to the 
original keyboard. 

D. Press END and go to the TASK SELECTION 
menu. 

E. Choose the ITEM for Spelling Tasks. 

F. Select Choose Spelling Language Dictionary 
in the SPELLING TASKS menu. 

G. I nsert the appropriate Languagepack 2 
program diskette 

H. Choose the appropriate language in the 
SPELLING LANGUAGE DICTIONARIES menu. 

I. Press ENTER when the prompt Type Diskette 
Name; press ENTER appears on the display. 

J. The SPELLING TASKS menu appears when 
the selected language dictionary has been loaded. 

K. Follow the steps to check the spell i ng of a 
document. 

A. Choose Spelling Tasks from the TASK 
SELECTION menu. 

B. Select Choose Spelling Language Dictionary 
from the SPELLI NG TASKS menu. 

C. Choose the ITEM for the language dictionary 
you want to use. Follow the prompts to type the 
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In More Than One Language 
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diskette name for the appropriate Languagepack 
2 program diskette. 

D. After the language dictionary is loaded, 
choose Store Supplement on Program Diskette 
from the SPELLI NG TASKS menu. 

E. Follow the prompts to type the document 
name and diskette name of the language 
supplement document and load the supplement 
onto the Languagepack 2 program diskette. 

A. Press CODE + INSTR in the typing area. 

B. Choose the ITEM in the INSTRUCTIONS 
menu to indicate the Language for Spelling 
Check. 

C. Choose the appropriate language 
LANGUAGE FOR SPELLING 
INSTRUCTIONS menu. 

in the 
CHECK 

D. Type the section in the first language. 

E. At the end of the fi rst language, type a 
keyboard change for the language you will type 
in next. 

F. Press CODE + I NSTR. 

G. Choose the ITEM in I NSTRUCTIONS menu to 
indicate the Language for Spelling Check. 

H. Choose the appropriate language 
LANGUAGE FOR SPELLING 
INSTRUCTIONS menu. 

in the 
CHECK 

I. Type the section in the second language. 

J. Type a key boa rd cha nge to retu rn to the 
original keyboard, and press END. 

K. Follow the steps to check the document using 
the appropriate Languagepack 2 program 
diskettes. 



You have completed this topic. Continue with your training with the 
next topic on your Training Checklist. 
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Topic 7. Revising a Multi-Page Document 

REVISING A DOCUMENT 

Beginning the Exercise 

In this topic, you will make revisions to a multi-page 
document. You will learn how to: 

• Locate the pages that need to be changed 

• Move paragraphs 

• Combine and divide paragraphs 

• Check spelling, hyphenate and paginate revised 
portions of a document 

Before starting this topic, you should have 
completed: 

1. All Basic Topics 

2. Topic 3. Creating a Multi-page Document 

3. Topic 4. Checking Spelling, Hyphenating and 
Paginating 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA: 

Document name: 
Diskette name: 

Revision 
TRAIN 

A copy of the document you will revise begins on the 
next page. Take a moment to look at the kinds of 
revisions you will be making. 
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THE 8Au..~CE SHEET 

A balance c;heet lists tn one section all the 3S8E'tS of the business 

as of the last day of the account ing period and in ;mother section all 

coi.lims dgainst these assets. (lala againlt assets include creditors' 

claims. or liabilities. and owner's .:la1I11s. or invest.ents (also called 

~quity or net worth). 

Cash -- This asset includes cash balances in the bank, cash on hand 

(fncluding change and ?Ptty-c3sh funds). funds held In tfust. sinking 

funds. and funds 1 

avai lable for ;>3ytJ 

be retained in ore 

Accounts reCE 

"accounts recelva~ 

accounts recelva~l »?~ 

frOll! officers, e .. p *-f"3'I 
nontrade recelvab 1 :3 

Allowance fot 

the accounts-reeel 

accounts receivabl 

S 100, 000 and exper 

uncollectible. Th 

not be collected. 

uncollectible. 

Marketab Ie se 

items as Voi ted St 

These dssets are most cmmnonly sho\ofT\ on the balance sheet at their cost 

to the business or their atarket value. "-

Prepaid and defened items -- Prepaid expenses are prepayment. fO~ 
goods or servic .. that will be con • ..-<I In the nur future. Deferred ) 

charges are pr~payment8 that will benefit the company over a period of / 

years, such a. the cost of !lOvin, to a new location., _~ 
Purchased lnventorles -- If the business buys merchandise or raw 

l1Iaterials which it merely hold. for a tl-.e and then sells with little or 

roo alterati ... ·" the inventory is valued either at cost or at the 

replacement price if the latter is below c09t5 

C"It is generally agreed that if the cost of transportation of the 

goods to the company is ,_------------------....... -------------... 

include this c:ost. In fl 

sale could justifiably be 

example, certain costs ot The choice of inventory valuation ..,il1 affect the reported cost of 

Once it has been dec goods sold on the income statement and also the reported net inco_. 

inventory account, there Manufactured inventories. -- If the co.pany manufactures goods froa 

inventory. purchased raw materials. the Lnvento"ry cOllting or valuation method ill 

1. If a business I soeewhat different. Any raw materia.ls on hand are valued by one of the 

inventory. it r n ... -1-
ite.. This mel ~ !aethods described for purchaled inventories. Valuation of work in 

First in, firsl ....... A. .... t ~n.. process and finished goods inventories involves cost of the rall' 2. 

inventory. It B'....... T 
first units so aaterials used, cost of the direct labor used in converting the raw 

ones purchased. ~ aaterials, and factory overhead, 0r indlr~ct cost. 

last in. first V~ 
purchased are I ~ ~ Total indirect costs do not vary with the allount of goods produced. 

1. 

4. The average COl 

a middle groune 

or at least not proportionately. Thi9 means that it the plant is not 

Figure 

operated at its maximUli capacity, the indirect costs per unit of 

production .... i11 be ·moTe than would be the case if the plant were 

operated at a higher level of prOduction. 

Sotes receivable -- This account includes the face alDount of .iil11 

not.,. that have been given the co,"pany and that are .tll1 ~ 

even thooe that have been discounted at the banH" ~~~elvaDIIi ~ 
discounted is a contingent (possible) liability accoun~. If a note 

receivable h~s been discounted at the bank. the company has had to 

au.arantee its payment. Thus until the maker of the note pays the bank. 

the company has a poss ib Ie note's payab Ie. 
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LOCATING PAGES IN A 
MULTI-PAGE DOCUMENT 

Notice that the first reVISion is on page 2. Page 1 is 
currently showing on the display. A quick way to go 
to a page other than page 1 is to use the GO TO key. 

The GO TO key is located in the group of keys on 
the lower-right side of the keyboard. 

PRESS GO TO. 

When you see the prompt, Type page number; press 
ENTER, 

PRESS ENTER. 

You press ENTER only to go to the very next page. 

If you want to go to a page other than the next page, 
you type the desired page number, then press 
ENTER. 

Once you are on the page you want to revise, use 
FIN D or the cu rsor-movement keys to get to the fi rst 
revision point. 

COMBtNING PARAGRAPHS 

The two reVIsions on page 2 involve moving a 
paragraph to page 3 and combining two paragraphs 
into one. 

Since it makes sense first to complete any revisions 
wh ich are confi ned to just the page you a re on, you 
will combine the paragraphs first. 

To combine two paragraphs, you move the cursor to 
the end of the fi rst pa rag raph, and then delete the 
paragraph separator. 

A paragraph separator is the combination of key 
strokes you use to sepa rate one paragraph from 
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another. You can use either two carrier returns to 
separate paragraphs or a carrier return followed by a 
tab. A carrier return followed by a tab is used in 
this exercise. 

A quick way to get to the point of revision is to use 
FIND. 

The cu rsor shou Id be at the top of page 2. 

PRESS FIND. 

WHEN THE PROMPT Find what? APPEARS, CARRIER 
RETURN ONCE, AND THEN PRESS ENTER. 

The cursor moves to the end of the first paragraph, 
past the word "value." Notice that Req'd Carrier Ret 
shows on the first status line on the display, and the 
symbol ;:J shows above the cu rsor. 

PRESS FIND AGAIN. 

The system remembers that you are finding carrier 
returns. Therefore: 

WHEN THE PROMPT Find what? APPEARS, JUST PRESS 
ENTER. 

The cu rsor moves to the end of the second 
pa rag raph. 

PRESS FIND AGAIN. 

PRESS ENTER. 

The cursor is now at the end of the third paragraph, 
under the carrier return. You are ready to delete the 
paragraph separator (the carrier return and the tab) 
and combine the paragraphs. 

PRESS DEL. 



WHEN THE PROMPT Delete what? APPEARS, TAB ONCE, 
AND THEN PRESS ENTER. 

The two paragraphs are combined. 

You may need to add a space(s) between sentences 
after the paragraphs are combined so that the two do 
not run together. 
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These assets are most commonly shown on the balance sheet at their cost 

to the buslness or their market value. 

'~C€-;hrep:;-;;-and deferred Hems Prepaid expenses are prepayments for 

~~ goods or services tbat wlll be consumed in the near future. Deferred 

1 :3 charges are prepayments that wlll beneflt the company over a period of 

years, such as the cost of rnovlng to a new location. 

Purchased inventories -- If the business buys merchandise or raw 

materi<lls which it merely holds for a time and then sells with little or 

no alteration, the inventory is valued either at cost or at the 

replacement price if the latter is below cost~ 

{It is generally agreed that if the cost of transportation of the 

gllOds to the company is Cl significant item, the inventory account should 

include this cost. In fc 

for sale could justifiabJ 

example, certain costs of 

The choice of inventury valuation will affE'ct the reported cost of 
Once it has been de< 

goods sold on the ineor.l€:' .!3tatement and also the reporteq net income. 
inventory account, thert:' 

inventory. 

1. 

2. 

3. 

4. 

Hanufactured inventorjes -- If the company manufactures guods from 

~ 
purchased raw rr:aterlals, the inventory costing or valuation method is 

If a buslness ' 

lnventory, lt r. somewhat dlfferent. Any raw materials on hand are valued by one of the 
Item. ThlS met ~ 
prIce. ~ methods desclibed for purchased jnventories. Valuation of 'Work in 

Flrst Ill, flrst -I:;:/'P. proce~s and finjshed goods inventorit!s involves cost uf the raw 
inven tory. It 

first units so] materials used, cost of the direct labor used in converting the raw 
ones purchased. ~ ?-

~ n1aterials, and factory overhead, or indirect costs. 
Last jn, first • / ____ _ 
purchased are t ~ _~ Total indirect costs do not vary with the amount of goods produced, 

The .overage co~ or at least not proportionately. This means that if the plant is not 
a ndddle grounc 

Figure 

operated at its maximum capacity, the indirect costs per unit of 

production will be more than would be the if the plant were 

operated a t a higher h'vel of produc tion. 

Notes receivable -- This account includes the face amount of all 

notes that have been given the company and that are still unmatured, 

even those that have been discounted at the bank. Notes rece!vable ~ ___ ~A __ ii 
discounted is a contingent (possible) liability account 11 If tl~ f~wvr' I 
receivable has been discounted at the bank, the company has had to 

guarantee its payment. Thus, until the maker of the note pays the bank, 

the company has a possible notes payable. 
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MOVING A PARAGRAPH TO A 
DIFFERENT PAGE 

In the basic topics (Book 1), you learned how to 
move a paragraph from one place on a page to 
another place on the same page. 

To move a paragraph to a different page, you follow 
the same steps as you learned before. You also tell 
the system the page number you want the text to 
move to. 

To move a paragraph, move the cursor (using FIND 
or the cu rsor-movement keys) to the fi rst cha racter 
you wa nt to move. 

PRESS CODE + '\ TO RETURN THE CURSOR TO THE 
TOP OF THE PAGE. 

MOVE THE CURSOR UNDER THE TAB BEFORE THE 
WORD Prepaid IN THE SECOND PARAGRAPH. 

Notice in the upper-right corner of the first status 
line that the system indicates the cursor is sitting 
under a tab. 

PRESS MOVE. 

When the prompt Move what? appears, move the 
cu rsor to the last cha racter you want to move. 

MOVE THE CURSOR UNDER THE CARRIER RETURN AT 
THE END OF THE PARAGRAPH AFTER THE WORD: 
location. 

The symbol +-J will show at the end of the line. 

PRESS ENTER. 

When the prompt To where? appears, you indicate 
where you want this paragraph moved to. 
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DIVIDING PARAGRAPHS 

7-8 

PRESS GO TO. 

WHEN THE PROMPT Type page number; press ENTER 
APPEARS, PRESS ENTER TO GO TO THE NEXT PAGE. 

PRESS THE ~ KEY TO MOVE THE CURSOR UNDER 
THE TAB ~ BEFORE THE WORDS Total indirect IN 
THE THIRD PARAGRAPH. 

PRESS ENTER. 

The paragraph is moved and inserted on page 3. 

The last reVIsion on page 3 is to divide one 
paragraph into two paragraphs. 

To divide one paragraph into two, just move the 
cursor to the word you would like to start the new 
paragraph with, then type a paragraph separator. 

Remember, all paragraphs in this exercise are 
separated by a carrier return and a tab. 

PRESS FIND. 

WHEN THE PROMPT Find what? APPEARS, TYPE THE 
WORDS: If a 

There is more than one "if" on this page, so typing a 
second word isolates which "if" you want to find. 

PRESS ENTER. 

TYPE A CARRIER RETURN AND TAB ONCE. 

The paragraphs are now separated. Move the cursor 
down to adjust the lines. 



Adding a Paragraph 

MOVE THE CURSOR TO THE PAGE END SYMBOL ( ... ). 

TYPE THE FOLLOWING PARAGRAPH: 

In a stable market where prices remain unchanged, the method of 

inventory pricing is of li.ttle importance. This is true because when 

prices are unchanged over a long period of time, al.l methods give the 

same cost figures. However, in a changing market where prices are 

rising and falljng, each method may give a different result. This may 

be seen by a comparison of the cost of goods sold for an article under 

each of the methods. Since the method used may affect the amounts of 

the reported ending jnventory and cost of goods sold, a company should 

show on its statements by means of footnotes or other manner the pricing 

method used. Also, accountants are of the opinion that a company should 

select for use the method that best reflects jts periodic net income. 

Checking Spelling 
of the Revised Portion 

If you make extensive revIsIons to a document, you 
should check the revised portion of the document for 
spelling errors. 

If the revisions to a multi-page document affect the page 
length, you also should paginate the document. 

Follow these steps to check and paginate the revised 
portion of the document th rough the end of the 
document. 

PRESS THE SPELL KEY. 
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WHEN THE PROMPT Type document name; press ENTER 
APPEARS, PRESS ENTER. 

WHEN THE PROMPT Type diskette name; press ENTER 
APPEARS, PRESS ENTER. 

The CHECK DOCUMENT menu appears. 

PRESS ENTER TO CHECK IN THE PROMPTED MODE AND 
HYPHENATE AND PAGINATE THE DOCUMENT. 

The HYPHENATE AND PAGINATE DOCUMENT menu 
appears. 

CHOOSE THE ITEM IN THE HYPHENATE AND PAGINATE 
DOCUMENT MENU TO PAGINATE FROM PAGE. 

Since you didn't make any revisions on page 1, you 
can start pagination on the page where the fi rst 
revision was made (page 2) . 

WHEN THE PROMPT Type page number; press ENTER 
APPEARS, TYPE THE NUMBER: 2. 

For training, you do not need to print this document. 

CHOOSE THE ITEM TO PRINT PAGINATED PAGES. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: 2 

PRESS ENTER AGAIN. 

The pages that were revised will be checked for 
spelling errors and the document will be paginated 
through the end of the document. 

CORRECT SPELLING ERRORS AND MAKE HYPHENATION 
DECISIONS USING THE METHODS YOU HAVE LEARNED. 
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The TYPING TASKS menu returns to the display. 
Press the MSG key. If the message indicates words 
were left highlighted, return to the document to 
correct the highlighted words. If the message 
indicates no words are left highlighted, press CODE + 

CANCL to delete the highlighting in the TYPING 
TASKS menu. 
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ADDITIONAL INFORMATION 

Getti ng a Page 
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In the exercise that you just revised, you used GO 
TO and made revisions in a forward direction only. 

When doing your real work, you can use the GO TO 
key to mak~ revisions to pages both in a forward and 
backward direction. For example, you can revise 
page 25 fi rst, retu rn to rev i se page 13, go fo rwa rd 
to page 17, retu rn to revise page 7, and so on. 

FIND, however, works only in the forward direction. 

You can use the GET key (located in the group of 
keys on the upper-right side of the keyboard) to 
locate and copy a page of text from one part of a 
document to another part of the same document or a 
different document. The copied text also stays in its 
original place and is not deleted. 

Remember, MOVE deletes the text from its original 
place and moves it to the new location. 

To get a page, you should follow the steps below: 

1. Display the page into which you want to insert 
text. 

2. Move the cu rsor to the poi nt where you wa nt the 
text to be inserted. 

3. Press GET. 

4. Choose the ITEM in the GET menu to give the 
name of the document and diskette you want the 
system to get. 

5. If you want to get the entire document, you do 
not have to make any other choices in the GET 
menu. 

6. If you want to get only certain pages, choose the 
ITEM in the GET menu to tell the system which 
system page numbers. 



Changing Formats When 
Getting Text 

Using GET for Creating 
Stored Documents 

When you get page(s) from another document, any 
pages or paragraphs you get take on the format of 
the new document (the one you are inserting them 
into. ) 

For instance: If the page(s) you get is set up for 
Single Line Spacing in the document you are getting 
it from, 

But the new document you are inserting it into is set 
for Double Line Spacing, the page(s) you get will 
automatically take on Double Line Spacing. 

Note: The exception to this is if the page(s) you get 
has Change Format instructions in it. If it does, 
that format is retained. An example would be a table 
created using Column Layout. 

To preserve the original format of the pages or 
paragraphs you get: 

• Change the document format of the new document 
if the change is for all the pages, or 

• Type a CHG FMT in the document you are 
creating. Make the necessary changes in the 
appropriate menus. Then, GET the page(s) you 
want to insert. (Remember to return to the 
original format if the change is not for the whole 
document. ) 

GET is used frequently to create repetitive letters 
and to create documents made up of repetitive 
paragraphs. If you do these types of work in your 
office, refer to "Topic 22. Repetitive Paragraphs with 
Stored Variable Information." 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 

Revising a Multi-Page Document 7-13 



TOPIC SUMMARY 

To Revise a Multi-page Document 

To Go to the Next Page 
for Revision 

To Go to a Different Page 
for Revision 

To Combine Paragraphs 

7-14 

A. Choose Revise Document in the TYPING TASKS 
menu. 

B. Type the documeht name and diskette name, if 
necessary. 

C. Press ENTER to go to the typing area. 

Page 1 of the document appea rs. 

A. Press GO TO. 

B. Press ENTER. (It's not necessary to type the 
number of the page you want when it is the next 
page. ) 

A. Press GO TO. 

B. Type the number of the page you want. 

C. Press ENTER. 

A. Move the cursor under the carrier return at the 
end of the first paragraph (past the ending 
pu nctuation) . 

B. Press DEL. 

C. Delete the paragraph separator (two carrier 
retu rns, a carrier retu rn and a tab- -whatever has 



To Divide a Paragraph 

To Move Text from One Page 
to Another Page 

Checking Spelling and 
Paginating Through the End 
of the Document 

been used to divide the two paragraphs you want to 
combine) . 

A. Move the cursor (using the cursor-movement 
keys or FIND) to the word you would like to start the 
new paragraph. 

B. Type the paragraph separator (two carrier 
returns, a carrier return and a tab--whatever has 
been used to divide paragraphs in the document). 

A. Move the cu rsor to the fi rst cha racter to be 
moved, then press MOVE. 

B. When the prompt Move what? appea rs, move the 
cursor to the last character to be moved and press 
ENTER. 

C. When the prompt To where? appears, press GO 
TO. 

D. When the prompt Type page number appears, 
type the number of the page where the text is to be 
moved. 

E. When this page appears, move the cursor to the 
point where the text is to be inserted. 

F. Press ENTER to move and insert the text. 

A. In the typing area, press the SPELL key. 

B. Follow the prompts to go to the CHECK 
DOCUMENT menu. 

C. Press ENTER in the CHECK DOCUMENT menu. 
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D. Choose the ITEM in the HYPHENATE AND 
PAG I NATE DOCUMENT menu to Paginate, Hyphenate, 
Spell Check from Page. 

E. When the prompt Type YOUR CHOICE; press 
ENTER appears, type the page number where 
pagination should begin. The revised pages will be 
checked for spelling errors, and the document will be 
pag i nated th roug h the end of the document. 

You have finished this topic. Choose the next topic from 
your Training Checklist. 
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Topic 8. Making Recurring Changes Using 
the GLOBAL Key 

TO REPLACE ONE WORD 
WITH ANOTHER WORD 

Sometimes you may need to change an item that 
appears several times in a document. This is called a 
"global" change. You can use GLOBAL (Global 
Replace/Delete) to change a character, word or 
ph rase th roughout a document. You type the change 
only once, and the system makes that change 
automatically throughout the document. I n this topic, 
you will learn to use GLOBAL to: 

• Search for a word and replace it with another 
word th roughout a document 

• Search for different forms (upper/lowercase) of 
the same word th roughout a document 

• Automatically delete a character throughout a 
document 

Before starting this topic, you should complete: 

1. All Basic Topics 

2. Topic 4. Checking Spelling, Hyphenating and 
Paginating 

You have already learned how to use FIND to quickly 
locate a word in a document. GLOBAL works in much 
the same way. 

When you press GLOBAL, a menu displays. You can 
type as many as three sets of characters, words or 
phrases in the menu. These three sets will be 
sea rched for at the same time. 

GLOBAL also enables you to automatically replace or 
delete the located cha racters. 

Use GLOBAL when a reVISion requi res you to replace 
one or more words with other words throughout a 
document. 
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EXAMPLE: 

TRUST AGREEMENT 

This Family Trust Agreement, entered into by and between Jane El 
and ABC Trus t Company, WITNESSETH: 

1. TRUST ESTATE. Jane 8has transferred and delivered to the 

ABC Trust Company, in trust, certain life' insurance policies 

on her life payable to the ABC Trust Company the "Trust 

Estate," which are itemized on Schedule A attached to and made 

a part of this [Familyl Trust Agreement, the receipt of which 

the Trustee hereby acknowledges. The entire Trust Estate 

shall be managed and administered by the Trustee and the 

principal thereof and the income therefrom held and 

distributed in accordance with the following provisions ;md 

for the following purposes. 

2. PAYMENT OF PREMIUMS. Although Jane Bintends promptly to 

pay all premiums, assessments, or other charges necessary to 

keep the policies in force, she shall be under no duty to 

anyone to do so and shall be under no liability to anyone if 

she should permit the policies or any of them to lapse for 

non-payment of premiums, assessments, or other charges, or 

otherwise permit the policies or any of them to become 

uncollectible. 

Family Trust Agreement. If the Grantor's~~survives her, 

the ABC Trust Company shall set aside from the Trust Eptate an 

Original Document 

Search 
Search 
Search 

For: 
For: 
For: 

poe 
father 
Family 

TRUST AGREEMENT 

Trust Agreement, entered into by and between Jane ISmith I 
npany, WITNESSETH: 

STATE. Jane ISmith!has transferred and delivered to the 

st Company, in trust, certain life insurance policies 

life payable to the ABC Trust Company the "Trust 

" which are itemized on Schedule A attached to and made 

of this ptaritall Trust Agreement, the receipt of which 

stee hereby acknowledges. The entire Trust Estate 

e managed and administered by the Trustee and the 

al thereof and the income therefrom held and 

uted in accordance with the following provisions and 

following purposes. 

r OF PREMIUMS. Although Jane ISmith lintends promptly to 

premiums, asse'ssments, or other' charges necessary to 

e policies in force, she ahall be under no duty to 

to do lio and shall be under no liability to anyone if 

uld permit the policies or any of them to lapse for 

~ent of premiums, assessments, or other charges, or 

se permit the policies or any of them to become 

~ctible. 

Trust Agreement. If the Grantor i slhusband lsurvives her, 

Trust Company shall set aside from the Trust Estate an 

Revised Document 

Replace With: 
Replace With: 
Replace With: 

Smith 
husband 
Marital 

Figure 8-1. Global Changes Throughout a Document 



Beginning the Exercise 

The GLOBAL Key 

Prompted Search 

Word Match 

In this exercise, you will use a document already 
stored on the diskette. 

REVISE A STORED DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: Trust 
TRAIN Diskette name: 

GLOBAL is located on the front of the FIND key. 

PRESS CODE + GLOBAL TO DISPLAY THE GLOBAL 
REPLACE/DELETE MENU. 

I n this exercise, you will choose the "prompted" kind 
of search. This displays each word as it is located. 

Because you will be searching for words to be 
replaced with other words, you will use the "word" 
kind of match. 

Note: You must type the words you are searching for 
exactly as they appear in the document. The sample 
menu is set up to use the prompted kind of search 
and to search for and replace words. 
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~--------------------f--------------------f----l----~-------------------~'~-------~ 

1_ - - - - _1. _____ J ____________________ J!_c:l,: __ .1_-;;.;,; ____ -'_L_~:. _~ ____ L~,:~ __ ~ ____ !e.i!S!'- --J1 1 
I GLOBAL REP LACE/DELETE I 
I I 

YOUR POSSIBLE I 
III l.lltj £.!i.Q1..£! C HOI C; S ~ 

a Kind of Search 1 
b Kind of Match 1 

c Search For: 
d Replace Wi th: 

e Search For: 
of RIo?place With: 

9 Search For: 
h Replace With: 

Doe 
Smith 

father 
husband 

Family 
Marital 

1 : Prompted 
1 : Word 

When finished with this menu, press ENTER. 

2 : Automatic 
2 : Exact Character 

I Type 1D letter to choose ITEM; prlL'ss EUTER: _ 

I _________________________________________________________________________ , _________ 1 

Figure 8-2. GLOBAL REPLACE/DELETE Menu (Sample) 
! 

To use the prompted kind of search: 

CHOOSE THE ITEM FOR Kind of Search. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: 1 

To search for and replace words: 

CHOOSE THE FIRST Search For ID LETTER. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: Doe 

CHOOSE THE FIRST Replace With ID LETTER. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: Smith 

Refer to the sample men u for th e other sets of words. 

REPEAT THE STEPS FOR THE NEXT TWO SEARCH 
FOR/REPLACE WITH SETS OF WORDS. 



Completing the Exercise 
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PRESS ENTER AGAIN WHEN THE MENU ON THE DISPLAY 
MATCHES THE SAMPLE MENU. 

The system sta rts to sea rch th roug h the document. 
The cu rsor stops when it locates one of the words 
you are searching for, and the prompt, Press ENTER 
to replace or delete, or press CANCL appears on the 
prompt line. 

To replace this word with the new word, 

PRESS ENTER. 

The new word replaces the origi nal word. 

PRESS ENTER AGAIN TO CONTINUE SEARCHING. 

Searching continues until the next occurrence of a 
word you are searching is located. 

WATCH THE DISPLAY AND FOLLOW THE PROMPTS 
UNTIL ALL WORDS ARE REPLACED AND THE MESSAGE 
Global Replace/Delete completed. ( n umber) ph rases 
changed. APPEARS ON THE MESSAGE LINE. 

PRESS END. 
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TO SEARCH FOR 
DIFFERENT FORMS OF THE 
SAME WORD 

Beginning the 
Exercise 

8-6 

GLOBAL can also be used to search for the same 
word when it appears in different forms 
(capitalized/lowercase, si ngular/plu ral) th roughout a 
document. 

For example, when you see that a word has been 
misspelled, you can search for all forms of that word 
and replace it with the correctly spelled word. 

In this exercise, you will use a document already 
stored on the diskette. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA: 

Document name: Balance Sheet Assets 
Dtskette name: TRAI N 

Notice that the word "receiveable" is high lighted 
because it has been misspelled th roughout the 
document. Sometimes it is capitalized, and sometimes 
it is not. It also appears both singular and plural. 

PRESS CODE + GLOBAL TO DISPLAY THE GLOBAL 
REPLACE/DELETE MEN U. 

CHOOSE THE ITEM FOR Kind of Search. 

WHEN THE PROMPT, Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: 1 

Since "receivable" has been misspelled throughout 
the document, you want to replace it with the 
correctly spelled word and cancel the highlighting. 

To search for a misspelled word, press the SPELL 
key before and after typing it in the menu. 



CHOOSE THE FIRST Search For 10 LETTER. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, PRESS THE SPELL KEY, TYPE receiveable 
AND PRESS THE SPELL KEY AGAIN. 

CHOOSE THE FIRST Replace With 10 LETTER. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: receivable 

Refer to the sample menu for the other sets of words. 

REPEAT THE STEPS FOR THE NEXT TWO SEARCH 
FOR/REPLACE WITH SETS OF WORDS. 

I 
DISKOll 

I 
IKyb 1 I 

GLOBAL REPLACE/DELETE 

YOUR POSSIBLE 
ID ITEM CHOICE CHOICES 

a Kind Of Search 2 1 = Prompted 2 = Automatic 
b Kind of Match 1 1 = Word 2 = Exact Character 

c Search For: 
d Replace With: 

e Search For: 
f Replace With: ~Wt I 
g Search For: 
h Replace With: 

IWhen finished with this menu, press ENTER. 

I 
I 
I 
I 
I 
I 

I 
IType ID letter to choose ITEM; press ENTER: _ 

Figure 8-3. GLOBAL REPLACE/DELETE Menu(Sample) 

PRESS ENTER AGAIN WHEN THE MENU ON THE DISPLAY 
MATCHES THE SAMPLE MENU. 
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Completing the Exercise 

8-8 

The system begins to search for the words you have 
requested. The cu rsor stops when it locates the fi rst 
highlighted word. 

WAiCH THE DISPLAY AND FOLLOW THE PROMPTS 
UNTIL ALL WORDS ARE REPLACED AND THE MESSAGE 
Global Replace/Delete completed. 6 phrases changed. 
APPEARS ON THE MESSAGE LINE. 

Each occurrence of the highlighted word has been 
replaced with the correct spell i ng of the word. 

PRESS END. 



TO AUTOMATICALLY 
DELETE A CHARACTER 
THROUGHOUT A DOCUMENT 

To Delete a "Searched 
For" Character 

To Search in the 
Automatic Mode 

Beginning the Exercise 

GLOBAL can also be used to search for a word or 
character and delete it. You do this by searching for 
the word or character and not replacing it with 
anything. 

To search for a single character, you must choose 
Kind of Match = Exact Character. 

Now that you have seen how searching th rough a 
document works, you are ready to search in an 
unattended or automatic mode. 

I n the next exercise you wi II lea rn to delete a 
character in the automatic mode. This is a quick way 
to cancel the highlighting of words marked by the 
Spell i ng Verification Aid. 

In this exercise you will revise a document already 
stored on the diskette. 

REVISE A STORED DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Balance Sheet Assets 
TRAIN 

PRESS CODE + GLOBAL TO DISPLAY THE GLOBAL 
REPLACE/DELETE MEN U. 

To search for a specific character: 
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CHOOSE THE ITEM FOR Kind of Match. 

WHEN THE PROMPT, Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: 2 

CHOOSE THE FIRST Search For 10 LETTER. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, PRESS SPELL. 

----------------------------------------------------------------------------------
1 I I I I I 1 
1 I I ... lpCl. 1 . ILn. 7 IKvb 1 Ipitch 121 1'------------ ---------- ------ -G'L.-OBAL.- -R-E-P-L-AC-E-/-O-E-tET-i - --- -- - - - -- --- ----- -.---- --- - --

1 
1 

110 ITEM 1--
la Kind 01 Search 
Ib Kind 01 Match 
1 

1 c Seilrch For: 
Id Replace With: 

I e Search For: 
If Replace With: 

19 Search For: 
Ih Replace With: 

YOUR POSSIBLE 
CHOIC;:S 

1 = Prompted 
1 = Word 

IWhen 1inished with this menu. press ENTER. 

2 = Automatic 
2 = Exact Character 

I Type 1D letter to choose ITEM; press EIITER: _ 

L _________________________ ~--------------------------- ____________________________ _ 

Figure 8-4. GLOBAL REPLACE/DELETE Menu (Sample) 

PRESS ENTER AGAIN WHEN YOU HAVE FINISHED 
MAKING CHOICES IN THE MENU. 

The system searches through the entire document. 

The message Global Replace/Delete completed. 
(number) phrases changed. appears on the message 
line when all the highlighting has been deleted. 

Completing the Exercise 

PRESS END. 
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ADDITIONAL INFORMATION 

What GLOBAL 
Searches for 

To Revise While Searching 
in the Prompted Mode 

To Stop Searching 
Th rough a Document 

• GLOBAL can search for up to 60 characters at a 
time. 

• Searching begins at the current cursor position 
and moves forward. 

• The "search for" characters are located, even if 
they have been hyphenated or su rrounded by 
pu nctuation. 

• Use "Kind of Match = Word" to locate the "search 
for" characters only when they appear in the 
text as a word (usually followed by a space). 

• Use "Kind of Match = Exact Character" to locate 
all occurrences of the "search for" characters, 
even when they appea r with i n other words. For 
example, searchi-ng for "his" would also locate 
"history. " 

After you locate a word or character and replace it or 
press CODE + CANCL, you can move the cu rsor to 
revise other text if necessary. When you press 
ENTER again, the searching starts from the current 
cu rsor position. 

In either the prompted or automatic kind of search, 
you can stop the searching before it is completed. 

• When you search automatically, the first time you 
press CODE + CANCL the system goes into the 
prompted kind of search. 

• When you press CODE + CANCL in the prompted 
kind of search, you cancel the highlighting of 
the "searched for" characters. 
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To Review or Revise 
the GLOBAL Menu 
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• The next time you press CODE + CANCL, you 
cancel the GLOBAL function completely. 

While searching through a document in the prompted 
mode, you can review or revise the choices you have 
made in the GLOBAL REPLACE/DELETE menu by 
pressing CODE + GLOBAL to display the menu. Press 
ENTER to return to the typing area. 

For more information on the Global Replace/Delete 
function, see "GLOBAL key" in the "Quick 
Reference" section of the Reference Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

To Replace One Word with 
Another Word in the Prompted 
Mode 

A. In the typing area, press CODE + GLOBAL to 
display the GLOBAL REPLACE/DELETE menu. 

B. Choose the ITEM in the GLOBAL 
REPLACE/DELETE menu to select a prompted search. 

C. Choose the ITEMS in the menu to: 

Sea rch For: One Word 
Replace With: Another Word 

• Three sets of "searched for" characters, words 
or phrases can be searched for simultaneously. 

• Individual characters, words or phrases (up to 
60 characters) can be included in each set. 

D. When you have finished with the menu, press 
ENTER again to start searching. 

E. Press ENTER each time the prompt, Press ENTER 
to replace or delete, or press CANCL appears, to 
replace each original (search for) word with the new 
(replace with) word. 

F. Press ENTER again to continue searching. 

G. Press END when the message, 
Replace/Delete completed. (number) 
changed. appears on the message line. 

Making Changes Using GLOBAL 

Global 
phrases 
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To Search for Different 
Forms of the Same Word 
in the Prompted Mode 

To Delete a Character 
Automatically Th roughout a 
Document 
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A. In the typing area, press CODE + GLOBAL to 
display the GLOBAL REPLACE/DELETE menu. 

B. Choose the ITEM in the GLOBAL 
REPLACE/DELETE menu to select a prompted search. 

C. Choose the ITEMS in the menu to: 

Search For: One Form of Word 
Replace With: Correct Form 

Sea rch For: Another Form of Word 
Replace With: Correct Form 

As many as th ree forms of the same word (or 
phrase or character) can be searched for at the 
same time. 

D. When you have finished with the menu, press 
ENTER again to start searching. 

E. Press ENTER each time the prompt, Press ENTER 
to replace or delete, or press CANCL, appea rs. 

F. Press ENTER again to continue searching. 

G. Press END when the message, Global 
Replace/Delete completed. (number) phrases found. 
appears on the message line. 

A. In the typing area, press CODE + GLOBAL to 
display the GLOBAL REPLACE/DELETE menu. 

B. Choose the ITEM in the GLOBAL 
REPLACE/DELETE menu to select an exact character 
match. 

C. Choose the ITEM in the GLOBAL 
REPLACE/DELETE menu to "Search for" the exact 
character. 

D. When finished with the menu, press ENTER again 
to begin searching. 



E. Press END when the message Global 
Replace/Delete completed. (number) phrases changed 
appea rs on the message line. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 9. Creating Overstrike Characters 

USING OVERSTRIKE 

In this topic, you will learn to type one character on 
top of another character to create overstrike 
characters. Overstrike characters are used to: 

• Indicate that a block of characters should be 
overstruck with another character 

• Construct characters (print one character on top 
of another cha racter) 

• Underline individual characters within a word 

Before starting this topic, you should complete: 

All Basic Topics 

TO MARK A BLOCK OF 
TEXT TO BE OVERSTRUCK 

Beginning the Exercise 

While making reVISions, you can use OVERSTRIKE to 
make the system "mark over" a block of text. This 
indicates that the text is to be deleted later. 

For example, when you revise legal documents, you 
may want to print the document showing what text is 
to be deleted so that all parties can approve the 
draft. 

In this exercise you will revise a document already stored 
on the diskette. 

REVISE A STORED DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Purchase Agreement 
TRAIN 

In this exercise, you are going to strike over the 
fifth paragraph to indicate that it is to be deleted. 
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Completing the Exercise 
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IN THE TYPING AREA, MOVE THE CURSOR TO LINE 
26 (beginning with the words NOW THEREFORE). 

OVERSTRI KE is located on the front of DEL. 

PRESS CODE + OVERSTRIKE. 

The prompt Overstrike what? appears on the Prompt 
Line. 

To indicate the block of text that you want to 
overstri ke, 

PRESS THE J, KEY FIVE TIMES TO MOVE THE CURSOR 
TO THE END OF THE PARAGRAPH. 

PRESS ENTER. 

The prompt Overstrike with what character? appears 
on the Prompt Line. 

TYPE A SLASH (/). 

PRESS ENTER. 

Slashes (/ / / / / /) replace the text on the display. If 
you move the cu rsor th rough the text, only the text 
appears on the display. Or, if you choose Display 
Codes = Yes in the SCREEN FORMAT menu, the text 
appears on the display. 

When you pri nt the document, both the text and the 
slashes appear. This indicates on the printed page 
that this paragraph is to be deleted. 

PRESS END AND PRINT. 



USING THE REQUIRED 
BACKSPACE KEY TO 
CONSTRUCT A CHARACTER 

Required Backspace (CODE + BKSP) is used to 
construct characters (print one character on top of 
another) . 

The symbol 0 is used to differentiate between a zero and the letter o. 

You sit down on a chair. 

You set the book down on the table. 

Beginning the Exercise 

Figure 9-1. Examples of Constructed Characters 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA 

Document name: 
Dis kette name: 

Requi red Backspace 
TRAIN 
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FOLLOW THE STEPS BELOW THE EXERCISE TO TYPE 
THE EXERCISE: 

The symbol ~ 0 is used to differentiate between a zero and the letter O. 

You s ~ i. t down on a chair. 

You s ~ ~t the book down on the table. 

TYPE TO THE FIRST e . 

TYPE THE NUMBER: 0 

PRESS CODE + BKSP ONCE. 

TYPE A SLASH (/J. 

Only the slash (I) appears on the display. Both the 
I and the 0 will print. 

FINISH TYPING THE SENTENCE, THEN TYPE TWO 
CARRIER RETURNS. 



USING THE REQUIRED 
BACKSPACE KEY TO 
UNDERLINE INDIVIDUAL 
CHARACTERS IN A WORD 

CODE + BKSP is also used to underline individual 
characters within a word. 

TYPE TO THE NEXT 8 . 

TYPE THE LETTER: i 

To underline the i in sit: 

PRESS CODE + BKSP ONCE. 

TYPE AN UNDERLINE. 

When you underline, both characters appear on the 
display. 

TYPE THE REMAINDER OF THE SENTENCE, THEN TYPE 
TWO CARRIER RETURNS. 

TYPE TO THE NEXT 8 . 

TYPE THE LETTER: e 

To underline the e in s~t: 

PRESS CODE + BKSP ONCE. 

TYPE AN UNDERl.INE. 

Creating Overstri ke Characters 9-5 



Completing the Exercise 
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TYPE THE REMAINDER OF THE SENTENCE, THEN TYPE 
TWO CARRIER RETURNS. 

Depending on what characters are constructed, the 
display will show one or both characters. Printing 
will show both characters. 

PRESS END AND PRINT. 



ADDITIONAL INFORMATION 

Deleting Overstrike 
Characters 

Revising Overstruck 
Text 

Using More than One 
Overstrike Character 

When you strike over text using OVERSTRI KE, a 
Begin Overstrike code (~) is placed at the 
beginning of the overstruck text. 

To delete the overstriking, move the cursor to the 
~ and delete the Begin Overstrike code. 

To revise text that is overstruck using 
OVERSTRI KE, choose Display Codes = Yes in the 
SCREEN FORMAT menu to display the text. Then, 
you can make revisions as usual. All the text from 
the Begin Overstrike code to the End Overstrike code 
is overstruck when the text is printed. 

To revise text that is overstruck using CODE + 

BKSP, choose Display Codes = Yes in the SCREEN 
FORMAT menu. This displays the text and the 
Required Backspaces to make it easier to revise the 
text. 

You can use different overstrike characters to mean 
different things thoughout a document. For example, 
you could use slashes to indicate that a paragraph is 
to be deleted later and the letter "x" to indicate that 
certain text has been added. All alpha and numeric 
characters can be used as overstrike characters. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Overstrike a Block 
of Text 

To Construct a 
Character or Underline 
I ndividual Characters 

A. Move the cursor to the beginning of the block of 
text. 

B. Press CODE + OVERSTRI KE. 

C. When the prompt Overstrike What? appears, 
move the cu rsor to the end of the block of text, and 
then press ENTER. 

D. When the prompt Overstrike with what 
character? appears, type the character you want to 
stri ke over the text, and then press ENTER. 

E. Only the characters used to "strike over" appear 
on the display. 

If you choose Display Codes = Yes in the SCREEN 
FORMAT menu, the text appears on the display. 

F. When you print the document, both the text and 
the "stri keover" cha racters appea r. 

A. Type the character. 

B. Press CODE + BKSP once. 

C. Type the second character or the underline. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 10. Superscripts and Subscripts 

Beginning the Exercise 

In this topic, you will learn how to type superscripts 
and subscripts, similar to those you see in the 
example below: 

Superscript Subscript 

10(n-3) + Y = 120 

Figure 10-1. Superscripts and Subscripts 

Before starting this topic, you should complete: 

All Basic Topics 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: Supsub 
Diskette name: TRAI N 

TYPING A SUPERSCRIPT 
AND A SUBSCRIPT 

You use two keys to type superscripts and 
subscripts: 

Press CODE + Xt (located on the front of the Y 
key) to type one-half space above the line. As you 
type, the text of the superscript displays one-half 
space above the line. 

Press CODE + X~ (located on the front of the H 
key) to type one-half space below the line. As you 
type, the text of the subscript displays one-half 
space below the line. 
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Superscripts and subscripts usually are used in 
pai rs. If you index up to type a superscript, you 
should index down after typing the superscript to 
return to the original typing line. 

Do the following equation: 108(n-3) 8+ y = 120. 

The symbo18H20 = water. 

TYPE TO THE FIRST 8. 

PRESS CODE + xt . 

TYPE TO THE NEXT 8. 

Notice how the text shows one-half space above the 
line. 

PRESS CODE + X~ • 

You are back to the original typing line. 

FINISH TYPING THE SENTENCE, AND TYPE TWO 
CARRIER RETURNS. 

TYPE TO THE NEXT 8 . 

TYPE: H 

PRESS CODE + X~ • 

TYPE THE NUMBER: 2 

PRESS CODE + xt . 



Completing the Exercise 

FINISH TYPING THE SENTENCE, THEN PRESS END. 

PRINT THE DOCUMENT. 
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ADDITIONAL INFORMATION 

Levels of Superscripts 
or Subscripts 

Deleti ng Superscripts 
and Subscripts 

Line Spacing Selection 

10-4 

You should type only one level of superscript or 
subscript at a time (one-half space above or below 
the original typing line). The system ignores any 
additional levels that you type. 

You delete superscript and subscript codes just as 
you delete other characters. 

You simply move the cursor to the superscript or 
subscript you want to delete. 

When the cursor is positioned under the code 
instruction, the words Half Index Up or Half Index 
Down appears on the first status line and the symbol 

~ or ~ shows above the cursor. Press DEL, and 
then PRESS ENTER. If desi red, also delete the text 
of the superscript or subscript. 

Since the codes used to create a superscript and 
subscript are usually in pairs, be sure to delete the 
second superscript or subscript code that follows the 
text. 

When you are typing text with superscripts or 
subscripts, you may want to change the line spacing 
in the LI NE FORMAT menu from single to at least 
space and a half or double spacing. This prevents 
your superscripts or subscripts from running into 
the lines of text that precede or follow. 



Footnotes 

Refer to "Documents With Footnotes" in the "Work 
Samples" chapter of the Work Station Procedures Guide 
for instructions on using superscripts and subscripts for 
for footnote numbers. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Type a Superscript 

A. Press CODE + Xt 

B. Type the superscript. 

C. Press CODE + X~ to return to the original 
typing line. 

To Type a Subscript 

A. Press CODE + X~ . 

B. Type the subscript. 

C. Press CODE + xt to return to the original 
typing line. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 11. Add itional Print Information 

SELECTING SPECIFiC 
PAGES TO PRINT 

In this topic, you will learn how to: 

• Select specific pages to print from the PRI NT 
DOCUMENT menu 

• Queue (line up) more than one document for 
printing 

• Display a list of the documents in the print queue 
and cancel a print job from the print queue 

• Change the order of documents queued for 
pri nti ng 

• Use Proportional Spacing (PSM) 

LOOK AT THE PRINT DOCUMENT MENU BELOW, AND 
THEN CONTINUE READING. 

1 1 
IDISKOll 1 1 1 IKyb 1 1 

1-----------------------------------------------------------------------
1 PRINT DOCUMENT , 
, 
, ID ITEM , 
1 a Print From Page , 

YOUR 
CHOICE 

o 

, b Print Through Page 0 
1 
, c Print Quantity , 
, d Paper Handling , 
, 
, 
, e Cancel on Error 
1 

I 

1 

2 

2 

POSSIBLE 
CHOICES 

o = First Page, 
1 = 9999.9.9 
o = Last Page, 
1 = 9999.9.9 
1 - 99 

1 = Cut Paper, Manual Feed 
2 = Cut Paper, Automatic Feed 
3 = Continuous Paper 

1 = Yes 2 = No 

'When finished with this menu, press ENTER. , 
'Type ID letter to choose ITEM; press ENTER: _ 

Figure 11-1. PRINT DOCUMENT Menu 
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QUEUING MORE THAN ONE 
DOCUMENT FOR PRINTING 

11-2 

As you have seen, to p ri nt one copy of a complete 
document, you do not have to make any changes in 
the PRINT DOCUMENT menu. 

If you want printing to start with any page after the 
fi rst page, you must select the ITEM Print From Page 
and type the page number of your choice. 

If you want printing to stop at any page other than 
the last page, you must select the ITEM Print 
Through Page and type the page number of your 
choice. 

For more information on the other it~ms in this menu, 
refer to the "Menu" section of the Reference Guide. 

During training, you have been printing one 
document at a time. As soon as you end a document 
and request that it be printed, you can continue 
working with another document. 

It is also possible to request that several documents 
be printed, one right after another. 

When you request that a document be printed, it is 
placed in a print queue (waiting line). A maximum of 
six documents (any number of pages each) at a time 
can be waiting to print. 

To queue several documents to print, simply repeat 
for each document the steps that you have been 
using to print one document: 

1. Press REQST. 

2. Choose the item in the REQUEST TASKS menu to 
print a document. 

3. Respond to the prompts for document name and 
diskette name. 

4. If necessary, change the items in the PRINT 
DOCUMENT menu. 

5. Press ENTER again when you have finished using 
the PRINT DOCUMENT menu. 



DISPLAYING THE PRINT QUEUE 
AND CANCELLING A PRINT JOB 
FROM THE PRINT QUEUE 

You can list the documents in the print queue on the 
display. The document names are listed in the order 
in which they will print. The document that currently 
is printing is indicated by the # symbol next to the 
10 letter in the menu. 

I 
DISKOll 

I 
IKyb 1 I 

DISPLAY PRINT QUEUE OR CANCEL PRINT JOB 

ID DISKETTE NAME DOCUMENT NAME 

11 a DISKOl Letter 
b DISK04 Interviews 
c DISKOl Mtg Ltr A 
d DISK03 Thank You Ltr 

11 This document is printing now. 

IWhen finished with this menu, press ENTER. 
I 
IType ID letter to cancel print job; press ENTER: _ 

Figure 11-2. DISPLAY PRINT QUEUE OR CANCEL PRINT 
JOB Menu 

To see the list of documents in the queue: 

Choose the ITEM Display the Print Queue or 
Cancel a Print Job in the REQUEST TASKS menu. 

While displaying the print queue, you also can cancel 
a print job from the queue. 

You also can cancel a print job even when the 
document currently is printing. 

To cancel a print job from the print queue: 

Choose the I D letter assigned to the document 
you want to cancel. 

You will receive a message that printing of the 
document has been cancelled at you r request. 
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CHANGING THE PRINTING 
ORDER OF DOCUMENTS IN 
THE PR!NT QUEUE 

11-4 

When you queue more than one document for 
printing, the documents print in the order that you 
requested them to print. If the priority of a 
document changes, and you need to move it to the 
beginning of the print queue, you can change the 
printing order of the documents. 

If a document is currently printing, the # symbol 
shows next to the assigned I D letter. If no document 
is printing, then the first document listed in this 
menu is the next document to print. 

I 
IDISKOll 

I 
IKyb 1 I 

ID DISKETTE NAME 

Ij a DISKOl 
b DISK04 
c DISKOl 
d DISK03 

CHANGE PRINTING ORDER 

DOCUMENT NAME 

Letter 
Interviews 
Mtg Ltr A 
Thank You Letter 

# This document is printing now. 

IWhen finished with this menu, press ENTER. 
I 
IType ID letter of document to be printed next; press ENTER: _ 

Figure 11-3. CHANGE PRINTING ORDER Menu 



USING THE PRINT KEY 
TO PRINT PAGES 

To change the printing order of documents in the 
print queue: 

• Choose the ITEM Change Printing Order in the 
REQUEST TASKS menu. 

• Type the I D letter of the document you want to 
print next. 

You also can use PRINT to print pages of a document 
while you are creating or revising. 

For example: 

A. When you make minor reVIsions to selected 
pages of a document, you may want to print only 
those pages that are changed. If the revisions do 
not affect page endings, you can use PRINT to 
print each page as you revise it. 

or 

B. You can type a page and then press PRINT. 
As the page is printing, you can type the next 
page of the document. When you press END to 
continue with another job on the diskette, you 
may have to wait until the page that is printing 
has printed. 

When using PRINT, you can queue a maximum of 25 
pages within each document. 
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PRINTING IN PROPORTIONAL 
SPACING (PSM) 

Adjust Line Endings = Yes 

Adjust Line Endings = No 

Typing Text with 
Tab Settings 

I n Proportional Spaci ng (PSM), each cha racter has a 
unit value varying from 3-7 units, depending on the 
width of the cha racter. For example, a "w" is 7 
units, and an "i" is 3 units. 

When you type with Adjust Line Endings = Yes, the 
system calculates each character's unit value and 
adjusts the line accordingly. The text on the display 
is still shown in 12-pitch. Therefore, your printed 
document will not look exactly like the display. 

The system calculates the unit values. When you 
reach the right margin, the system beeps. The line 
may look short or long on the display, but the 
p ri nted docu ment wi II be accu rate. 

Be sure to use tabs set for the exact width of the 
text printed in PSM, instead of using the 5-space tab 
grid or spaces for alignment. If you use the tab grid 
or spaces, text may appear aligned on the display, 
but not when printed in PSM. 

EXAMPLE: 

MEMO TO: 
DATE: 

Figure 11-4. Example of Proportional Spacing Using Tab 
G rid or Spaces 
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Typing Tables Using 
Col urnn Layout 

Measuring Column 
Widths 

The table may appear correct on the display, but the 
printed document may not align properly. The 
Column Layout function recognizes every character in 
the example entries as a lowercase "a." If the unit 
values are greater than that of the "a's," tabs will 
not be set accu rately . 

If printing cancels because of a long line, print the 
document again, and set Cancel on Error to No. 
Then, use the pri nted document to fi nd the line that 
printed through a tab setting, causing the following 
entries to be out of alignment. 

Use the conversion ruler to measure columns printed 
in PSM. To determine where to set the tabs on the 
display, measure the printed text using the 12-pitch 
scale. Count how many 12-pitch characters are 
required to match the width of the printed columns. 
Set the tabs accordi ngly. 

If you would like to find the exact unit value of each 
character, refer to "Appendix E. PSM Value Chart" 
in the Reference Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Select Specific 
Pages to Print 

To Display the Print Queue 

To Cancel a Print Job from 
the Print Queue 
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A. Press REQST. 

B. Choose the ITEM in the REQUESTS TASKS 
menu to print a document. 

C. Respond to the prompts for document name 
and diskette name. 

D. Choose the ITEM Print From Page in the 
PRI NT DOCUMENT menu and type the page 
number of your choice. 

E. Choose the ITEM Print Through Page in the 
PR I NT DOCUMENT menu and type the page 
number of your choice. 

F. Press ENTER when finished with the PRI NT 
DOCUMENT menu. 

A. Press REQST. 

B. Choose the ITEM Display Print Queue or 
Cancel Print Job in the REQUEST TASKS menu. 

A. Press REQST. 

B. Choose the ITEM Display Print Queue or 
Cancel Print Job in the REQUEST TASKS menu. 

C. Type the I D letter of the document you want 
to cancel and press ENTER. 



To Change the Printing Order 

A. Press REQST. 

B. Choose the ITEM Change the Printing Order 
in the REQUEST TASKS menu. 

c. Type the I D letter of the document you want 
to print next. 

-------------------------_. '._------------,--_.--._--

You have completed this topic. Choose the next topic from 
the Training Checklist. 
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Topic 12. Creating Simple Tables 

TABLE OF WORDS 

Beginning the Exercise 

In this topic, you will learn to use the Column Layout 
function to create: 

• A table of words 

• A table of numbers 

Typing tables and columns takes a little more setup 
than typing straight text. This is true whether you 
use a regular typewriter or the Displaywriter. The 
Column Layout function makes the setup (setting 
tabs, leaving space between columns) much easier. 

Before starting this topic, you should have 
completed: 

All Basic Topics 

,Display Codes must = No for this topic. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA. 

Document name: Words 
Diskette name: TRAI N 

TYPE THE FOLLOWING ILLUSTRATION UNTIL YOU 
REACH THE FIRST 8. 

Remember to type two carrier returns after typing 
the first paragraph in the following illustration. 
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Several employees have been promoted this month.. Please make the 
necessary changes in your personnel files. 

8Ross 
Monteith 
Galloway 
Blanche 
Sylvester 

Engineering 
Sales 
Communication Center 
Data Processing 
Engineering 

Associate Engineer 
Assistant Manager 
Staff Assistant 
Payroll Supervisor 
Staff Manager 

Please contact each of these people and congratulate them on their 
achievements within the company. 

When you type columns, you no longer have to 
determine the space between columns and where to 
set the tabs. The Column Layout function does this 
for you. 

Look at the upper right corner of the key boa rd 
template. The key that says "COLUMN" on the top 
and "LAYOUT" on the bottom is one that you will be 
using for this exercise. When you are asked to 
"PRESS COLUMN" or "PRESS CODE PLUS LAYOUT" 
in these exercises, it is this key you will use. 

The Col umn Layout Function 

12-2 

PRESS CODE PLUS LAYOUT TO SEE AND USE THE 
COLUMN LAYOUT INSTRUCTIONS 

The lower half of the display now shows the Column 
Layout Instructions. The cursor is in the upper left 
corner of the display, under a Required Carrier 
Retu rn. 

TAKE A MOMENT TO READ ALL OF THE 
INSTRUCTIONS, 1-4, ON THE SCREEN. 

Now, you a re ready to type the longest entry in each 
column, according to instruction 1 on the screen. 
Only "a's" wi" appear. 



Sylvester 

Using the Column Layout 
Function 

Notice that the longest entries in each column in this 
exercise are: 

Communication Center Associate Engineer 

For this exercise, all tabs will be flush left. The 
terms "flush left tab" and "normal tab" mean the same 
thing. 

Now you are ready to follow instruction 
Column Layout I nstructions on the screen. 

in the 

PRESS TAB TO INDICATE YOU WANT A FLUSH LEFT 
TAB. 

TYPE THE WORD: Sylvester 

If you make a mistake (forget how many characters 
you have typed, or enter the wrong kind of tab 
symbol, for example) you can press BKSP and 
re-type the cha racters. 

Now you are ready to follow instruction 2 in the 
Col umn Layout I nstructions on the screen. 

PRESS COLUMN TO TELL THE SYSTEM TO LEAVE SPACE 
BETWEEN THE COLUMNS. 

ACCORDING TO INSTRUCTION 1 ON THE SCREEN, 
PRESS TAB AND TYPE THE WORDS: Communication 
Center 
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PRESS COLUMN ACCORDING TO INSTRUCTION 2 ON 
THE SCREEN. 

ACCORDING TO INSTRUCTION 1 ON THE SCREEN, 
PRESS TAB AND TYPE THE WORDS: Associate Engineer 

Now you are ready to follow instruction 3 on the 
screen. 

When you press CODE PLUS LAYOUT, the space 
between columns is allowed for. 

ACCORDING TO INSTRUCTION 3, PRESS CODE PLUS 
LAYOUT. 

Notice that the example entries have been adjusted 
between the left and right margin and should look 
like the following illustration. 

aaaaaaaaaaaaaaaaaaaaa aaaaaaaaaaaaaaaaaaa 

FOLLOW INSTRUCTION 4 ON THE SCREEN TO PRESS 
ENTER. 



Pressing ENTER brings you back to the typing area 
and enters: 

the tab setti ngs 

a format change [E 

a Begin Table code ~ 

an End Table code t: 

a space, and 

a format change [E 

The Begin and End Table codes tell you where your 
table will begin and end. 

TO SEE THE LOCATION OF THE TABLE CODES, PRESS 
CODE PLUS SCREEN FORMAT (it is at the lower 
left-hand side of the keyboard), AND SET DISPLAY 
CODES = YES. 

They will look like this on your screen. 

You should not have Display Codes = Yes when you 
create or revise a table. In order for you to see the 
location of the "hidden" table codes, the alignment of 
the column entries is off by a few spaces. To avoid 
confusion, always be sure Display Codes = No when 
you create or revise a table. 

AFTER YOU HAVE SEEN THE LOCATION OF THE TABLE 
CODES, PRESS CODE PLUS SCREEN FORMAT AND SET 
DISPLAY CODES = NO. 
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A blan k typi ng a rea appea rs on the screen for you to 
type the table. The cursor is under the End Table 
code t!: . When you type the first character or tab, 
the system displays a Required Carrier Return +J 
directly after the first character or tab. The cursor 
remains under that Required Carrier Return symbol 
while you type the table. This causes each table to 
end with a Required Carrier Return. 

The scale line now shows the tabs you set using the 
Column Layout function. 

The flush left tab is represented by the symbol -. 

Now you are ready to type the table. Remember, the 
first column begins at the left margin. You don't 
have to tab for the fi rst col umn. 



Typing the Table 

TYPE THE FIRST ENTRY: Ross 

TAB TO MOVE TO THE NEXT FLUSH LEFT TAB 
SYMBOL - AND TYPE THE NEXT ENTRY: Engineering 

CONTINUE TO TAB AND TYPE THE ENTRIES IN THE 
COLUMNS UNTIL YOU REACH THE LAST e. 

You will hear a beep when the typing approaches the 
right margin. 

When typing tables using Column Layout, the system 
is not using auto carrier return as it does in text. 
Therefore, you must type a carrier return after each 
entry in the last col umn, except the last entry, 
"Staff Manager". 

The Required Carrier Return already there when you 
are typing the table gives you one blank line. In 
addition, the End Table code and Format Change 
always provide a blank line at the end of a table. 

Several employees have been promoted this month.. Please make the 
necessary changes in your personnel files. 

QRoss 
VMonteith 

Galloway 
Blanche 
Sylvester 

Engineering 
Sales 
Communication Center 
Data Processing 
Engineering 

Associate Engineer 
Assistant Manager 
Staff Assistant 
Payroll Supervisor 
Staff Manager e 

Please contact each of these people and congratulate them on their 
achievements within the company. 

WHEN YOU FINISH TYPING THE TABLE, IMMEDIATELY 
AFTER YOU TYPE "Staff Manager", FOLLOW THE 
PROMPT ON THE SCREEN TO PRESS ENTER. 
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Completing the Exercise 

TABLE OF NUMBERS 

Decimal Tab 

Beginning the Exercise 

12-8 

The scale line now shows your original tab settings. 
You have returned to the original format, and auto 
carrier return is again in effect. 

TYPE THE REMAINING TEXT. 

PRESS END AND PRINT THE DOCUMENT. 

You use the Column Layout function to type a table 
of n umbers the same way you just typed a table of 
words. But, since numbers are not lined up on a 
flush left tab, as words are, you must tell the system 
that you want a decimal tab. 

The decimal tab lines up numbers around a decimal 
point. You can type columns of numbers of different 
lengths and the system will line up the numbers 
correctly. 

A large dot ~ appears on the scale line where the 
decimal tab is set. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA. 

Document name: 
Diskette name: 

Numbers 
TRAIN 

TYPE THE FOLLOWING ILLUSTRATION' UNT,IL YOU 
REACH THE FIRST e . 



Memo to Robert Lore: 

8$200,451.15 
12,937.40 
56,279.28 

7,633.82 
919,391.10 

$965, 791. 33 
506, /+00.00 
,89,436.42 

6,393.01 
935,140.38 

$ 142.00 
187.23 

3,436.49 
175.89 

24,637. 198 

These are the regional sales figure~ f6r the last 3 years. They should 
be helpful in your forecasting. 

Using the Column 
Layout Function 

$200,451. 15 

PRESS CODE PLUS LAYOUT. 

The display now shows the Cblumn Layout 
Instructions on the lower half of the screen. The 
cursor 'is in the upper left-hand corner of the 
screen, under d Rec1uired Carrier Return. 

You are ready to type the longest entry in each 
column. Only "a's" will appear. 

Notice that tHe longest entries in the exercise are: 
(The "SP" in the following illustration refer to 
"spaces" between the $ sign and the 1.) 

$965,791.33 

Refer to Col umn Layout Instructions 1-4 on the 
screen as you use the Column Layout fuhction. 
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TYPE $200,451.15 ACCORDING TO INSTRUCTION 1 ON 
THE SCREEN. 

Notice that the symbol ~ appears where you pressed 
the period key. This symbol marks the decimal tab. 

PRESS COLUMN ACCORDING TO INSTRUCTION 2 ON 
THE SCREEN. 

FOLLOW THE SAME STEPS FOR THE OTHER LONGEST 
EXAMPLE ENTRIES. DO NOT PRESS COLUMN AFTER 
THE LAST EXAMPLE ENTRY. 



aaaaaaaaeaa 

WHEN YOU HAVE TYPED ALL THREE EXAMPLE 
ENTRIES, PRESS CODE PLUS LAYOUT TO TELL THE 
SYSTEM TO DETERMINE THE SPACING AND SET THE 
TABS ACCORDING TO INSTRUCTION 3 ON THE 
SCREEN. 

The example entries should look like the following 
illustration. 

aaaaaaaaeaa aaaaaaaeaa 

PRESS ENTER ACCORDING TO INSTRUCTION 4 ON THE 
SCREEN. 

A blank typing area should appear on the screen now 
for you to type the table. The cursor is under the 
End Table code. When you type the first character or 
tab, the system displays a Required Carrier Return. 

The scale line now shows the tabs you set using the 
Column' Layout Instructions. 
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Typing the Table 

Remember to type a ca t-rier retu rn after each entry 
in the last col umn, except the last entry. 

TAB TO THE FIRST DECIMAL TAB SYMBOL • AND 
TYPE THE FIRST I::NTRY. 

TAB TO THE NEXT DECIMAL TAB SYMBOL AND TYPE 
THE ENTRY. 

CONTINUE TO TAB AND TYPE THE ENTRIES IN THE 
COLUMNS UNTIL YOU REACH THE LAST e '~ 

Since the Required Carrier Return already there and 
the End Table code and Format Change generate two 
blank lines, don!t type a carrier return after 
"24,637.19". --

Memo to Robert Lore: 

8$200,451.15 
12,937.40 
56,279.28 

7,633.82 
919,391.10 

$965,791.33 
506,400.00 
89,436.42 

6,393.01 
935,140.38 

$ 142.00 
187.23 

3,436.49 
175.89 

24,637.198 

These are the regional sales figures for the last 3 years. They should 
be helpful in your forecasting. 

Completing the Exercise 

12-12 

FOLLOW THE PROMPT ON THE SCREEN TO PRESS 
ENTER. 

TYPE THE REMAINING TEXT. 

PRESS END AND PRINT THE DOCUMENT. 



ADDITIONAL INFORMATION 

Typing Example Entries 

Typing One's 
and ~owercase "I"s 

Adjusting Space 
Between Columns 

Since your example entries appear as "a's," you may 
prefer to. type an "a" for each character in the 
example entry instead of the entry itself. This is 
helpful when the example entry is a number. Another 
benefit is that you do not have to worry about 
typographical errors. 

Remember, though, if you want a decimal tab set, 
you do have to type the period in the example entry. 

Be sure to type a one (1) and not a lowercase "I" 
when you are typing numbers. The system will 
recognize a lowercase "I" as a lowercase "I" and not 
as a one (1). 

If you would like to underline a column (of numbers 
for example), refer to "Underlining a Table When 
Using Decimal Tab" and "Underlining Columns and 
the Space Between Them" in the "Work 
Samples Handbook" chapter of the Work Station 
Procedures Guide and to "Underlining" in the "Quick 
Reference" section of the Reference Guide. 

After you have typed the example entries, if you 
want less space between the columns, you can press 
BKSP to delete spaces. You must have the Column 
Layout I nstructions and example entries on the 
screen to do so. 

After you have typed the example entries, if you 
want more space between columns, you can press 
COLUMN to add spaces. You must have the Column 
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I ndented Tables 

To Type One Column 
at a Time 

12-14 

Layout I nstructions and example entries on the 
screen to do so. 

If you want space between the left margin and the 
first column, press COLUMN before you type the 
example entry for the fi rst col umn . 

If you want space between the last column and the 
right margin, press COLUMN after you type the 
example entry for the last col umn. 

For more information on indented tables, refer to 
"Shifting a Column to the Right" and "Shifting a 
Column to the Left" in the "Quick Reference" section 
of the Reference Guide. 

I nstead of typi ng the col umns across the page, one 
entry at a time as you did in this topic, you may 
want to type one entire column at a time. 

The steps to type one column at a time are similar to 
those you learned in this topic. 

For specific information, refer to II C reati ng a Table 
One Column at a Time" in the "Quick Reference" 
section of the Reference Guide. 



To Type Periods 
in a Table 

Paper Size 

(5218/5228 Printers Only) 

If your example entry contains a period (Mr. J. R. 
Gaston), but you do not want to set a decimal tab for 
that entry, you must type an "a" instead of pressing 
the period key. When you press the period key you 
get a decima I ta b, not a period. 

aaaaaaaaaaaaaaaa 

After you have typed your example entries and are 
ready to type the table in the typing area, you may 
type the entry and press the period key when you 
want a period. 

For this exercise, you typed the table on 216 x 280 
mm (8.5 x 11 inch) paper. Sometimes you will want to 
use a different size paper or turn the paper 
sideways. 

When you do this, remember to choose Change Page 
Format in the FORMAT SELECTION menu. Then 
change to the appropriate Paper or Envelope Size in 
the PAGE FORMAT menu. 

You will also need to change Last Typing Line in the 
PAGE FORMAT menu to match the new paper size. 

In addition, if you have the optional Sheet-Feed 
Paper Handler attached to your 5218 or 5228 printer, 
you also may want to change the Printing Paper 
Source to indicate another paper tray choice or to 
indicate that you will manually feed the sheet of 
paper for this page. You make this change in the 
Page Format men u . 
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'Format Change I 1 1 , I' I 
IDISKOll' I 1 IKyb 1 I 1 
1------------------------------------------------------------------------------
1 PAGE FORMAT 
1 

I 
1 ID ITEM 
'a First Typing Line, 
, First Page 
'b First Typing Line 
I Following Pages 

YOUR POSSIBLE 
CHOICE CHOICES 
7 1 - 999 

7 1 - 999 

'C Last Typing Line 60 2 - 999 
'd Paper or Envelope Size 3 1 = 210x297 mm or B.27xl1.69in. (A4) 
, 2 = 297x210 mm or 11.69xB.27in. (A4L) 
I 3 = 215.9x279.4 mm or B.5xl1 in. (P4) 
, 4 = 279.4x215.9 mm or l1xB.5 in. (P4L) 
, 5 = 215.9x355.6 mm or B.5x14 in. (Legal) 
, 6 = 355.6x215.9 mm or 14xB.5in. (Legal L) 
, 7 = 241.3xl04.B mm or 9.5x4.13 in. (Env.) 
I B = 229x162 mm or 9.02x6.3B in. (C5 Env.) 
I 9 = Other in mm 
, e Printing Paper Source 1 1 = Top 2 = Bottom 
, 3 = Bottom,This Page Only 4 = Manual Feed 
IWhen finished with this menu, press ENTER. 
IType ID letter to choose ITEM; press ENTER: 

Figure 12-1. PAGE FORMAT Menu 

You may wish to take "Topic 25. Making Changes to 
the Page Format" in this book, or refer to "Tables 
and Columns" in the "Work Samples Handbook" 
chapter of the Work Station Procedures Guide. 



Printing in Proportional Spacing 

For more information on printing in PSM, refer to 
"Additional Print Information," in "Chapter 36. What 
to do if," and to "Proportional Spaci ng (PSM)" in the 
"Quick Reference" section of the Reference Guide. 

For more information on creating tables, refer to 
"Tables and Columns" in the "Work Samples 
Handbook" chapter of the Work Station Procedures 
Guide and to "Creating a Table One Line at a Time" 
in the "Quick Reference" section of the Reference 
Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Type a Table 
of Words or Numbers 

12-18 

A. In the typing area, press CODE PLUS LAYOUT 
to see the Column Layout Instructions. The cu rsor is 
under a Required Carrier Return. 

B. Determi ne the longest entry in the col umn . 

C. Accordi ng to instruction 1, type the longest 
entry in the column, setting the appropriate tab. 

D. According to instruction 2, press COLUMN to 
leave space between the columns. 

E. Repeat steps "B." th rough "D." for each col umn. 
Do not press COLUMN after the last example entry 
unless you want space between the last entry and the 
right margin. 

F. When you have typed all of the example entries 
(and set the appropriate tabs), press CODE PLUS 
LAYOUT according to instruction 3, to adjust the 
space between the columns and set tabs. 

G. Press ENTER to go to the typing area according 
to instruction 4. 

H. The 'system has determined the space between 
columns, set the tabs, and entered a format 
chang~ [E, a Begin Table code ~ " an End Table 
code ~ , a space, and another format change [E . 

I. The cursor is under the End Table code. When 
you type the first character or tab, the system 
displays a Required Carrier Return directly after 
that cha racter. 

J. Tab to the correct tab symbol and type each 
entry. Type a carrier return after each entry in the 
last column except the last entry. 

K. When you finish typing the table, do not type a 
ca rrier retu rn. Follow the prompt on the screen to 
press ENTER. 

L. Type 
Remember, 
retu rn. 

any text that may follow the table. 
the system is again using auto carrier 



You have completed this topic. Choose the next topic from your 
Training Checklist. 
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Topic 13. Creating Advanced Tables 

COLUMNS WITH CENTERED 
HEADINGS 

Beginning the Exercise 

I n this topic you will learn to use the Column Layout 
function to create tables that have: 

• Headings centered over columns 

• Columns made with different kinds of tabs 

• Long centered headings over columns made with 
different kinds of tabs 

These are advanced tables because each column 
requires more than one kind of tab. They also 
require a good understanding of the Column Layout 
fu nction. 

Before starting this topic, you should have 
completed: 

1 . All Basic Topics 

2. Topic 12. Creating Simple Tables 

Display Codes must = No for this topic. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Centered Headi ngs 
TRAIN 
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TYPE THE FOLLOWING ILLUSTRATION UNTIL YOU 
REACH THE FIRST 8 . 

Remember to type two carrier returns after typing 
the first paragraph. 

Regions two, three, and four have selected these people as outstanding 
county representatives. 

REGION PERSON II REP STATUS 
Twenty-four 458-80-3609 Reaves retired veteran 
Thirteen 349-57-2230 Silverman employed veteran 
Twenty-two 425-12-5576 Earle retired civilian 
Thirty-three 334-00-4910 Huston employed civilian8 

If you need more information on any of them, refer to the region number 
and person number above. 

Using the Column 
Layout Function 

Thirty-three 

13-2 

PRESS CODE PLUS LAYOUT TO SEE AND USE THE 
COLUMN LAYOUT INSTRUCTIONS. 

Just as you typed the longest entry in each column 
for simple tables, you type the longest entry in each 
column for tables with headings centered over 
columns. (Be sure to see if the heading is the longest 
entry. The heading is part of the column, too.) 

Notice that the longest entries are: 

458-80-3609 Silverman employed civilian 



Center Tab 

In this exercise, you will set flush left tabs and 
center tabs. 

Now you are ready to use the Column Layout function 
according to instructions 1-4 on the screen. 

PRESS TAB TO SET A FLUSH LEFT TAB. 

TYPE THE WORD: Thirty-three 

Now you are ready to set a center tab. 

You already know how to use CODE PLUS CENTER to 
center text on a line. A center tab \-1 centers what 
you type a rou nd the center tab setti ng. The 
headings over each column in this exercise are 
centered. 

Even though the word "Thirty-three" is not 
centered, you want a center tab for this column. You 
will use the center tab when you type the heading for 
the column in the typing area. 

PRESS CODE PLUS CTR TO SET A CENTER TAB. 

PRESS COLUMN TO LEAVE SPACE BETWEEN THE 
COLUMNS. 

PRESS TAB TO SET A FLUSH LEFT TAB. 

TYPE THE CHARACTERS: 458-80-3609 

PRESS CODE PLUS CTR TO SET A CENTER TAB. 

CONTINUE TO FOLLOW THE COLUMN LAYOUT 
INSTRUCTIONS TO SET FLUSH LEFT AND CENTER 
TABS FOR Silverman AND employed civilian. DO NOT 
PRESS COLUMN AFTER THE LAST EXAMPLE ENTRY. 
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WHEN YOU FINISH TYPING ALL OF THE EXAMPLE 
ENTRIES, PRESS CODE PLUS LAYOUT. 

The system has adjusted your entries. They should 
look like the following illustration. 

.s.aaaaaJ.laaaaa 2aaaalelaaaa §aaaaaaaa~aaaaaaaa 

FOLLOW THE INSTRUCTION ON THE SCREEN TO PRESS 
ENTER. 

A blank typing area appears on the screen for you to 
type the table. The cursor is under the End Table 
code. When you tab, the system displays a Required 
Carrier Return. The cursor remains under the 
Required Carrier Return symbol while you type the 
table. 

Notice the flush left tabs and center tabs on the scale 
line. 



Typing the Tctble 

8 

Now you are ready to type the table. 

Remember to type a carrier return after each entry 
in the last col umn, except the last entry, "employed 
civilian. " 

Regions two, three, and four have selected these people as outstanding 
county representatives. 

REGION PERSON II REP STATUS 
Twenty-four 458-80-3609 Reaves retired veteran 
Thirteen 349-57-2230 Silverman employed veteran 
Twenty-two 425-12-5576 Earle retired civilian 
Thirty-three 334-00-4910 Huston employed cjvilian 

If you need more information on any of them, refer to the region number 
and person nunilier above. 

ST P 

Typing the Headings 

To underline, you may use either WORD UNO, or 
BEGIN UNO and END UNO with each heading. 

TAB TO THE FIRST CENTER TAB SYMBOL I-I AND 
TYPE THE HEADING. 

FOLLOW THE SAME STEP TO TYPE THE HEADINGS FOR 
THE OTHER COLUMNS. 

Look at the scale line to assure the cursor is under 
the center tab symbol when you type each headjng. 

Remember to type a ca rrier retu rn after the IClst 
entry in the headi ng. 
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Typing the Column 
Entries 

Since the flush left tab symbol for the first column is 
at the left margin, you do not have to tab to the 
flush left tab symbol--the cursor returned to the left 
marg:n when you typed the carrier return. You are 
ready to type the fi rst entry. 

TYPE THE FIRST ENTRY. 

TAB TO THE NEXT FLUSH LEFT TAB SYMBOL - . 
(Look at the scale line to assure the cursor is under the 
flush left tab before you type.) 

TYPE THE ENTRY. 

FOLLOW THE SAME STEPS FOR THE OTHER COLUMNS. 

WHEN. YOU R~ACH THE LAST e FOLLOW THE 
PROMPT ON THE SCREEN TO PRESS ENTER. 

Regions two, three, and four have selected these people as outstanding 
county representatives. 

REGION PERSON /I REP STATUS 
8Twenty-four 458-80-3609 Reaves retired veteran 

Thirteen 349-57-2230 Silverman e~pioyed veteran 

13-6 

Twenty-two 425-12-5576 Earle retired civilian 
Thirty-three 334-00-4910 Huston employed cjvilian 

If you need more information on any of them, refer to the region number 
and person number above. 

TOP 



TNL SN44-2104 (26 February 1982) to S544-2035-0 

Completing the Exercise 

TYPE THE REMAINING TEXT. 

PRESS END AND PRINT THE DOCUMENT. 
COLUMNS MADE WITH 
DIFFERENT KINDS OF TABS 

You used flush left tabs and decimal tabs in "Topic 
12. Creating Simple Tables." 

You just finished using center tabs and flush left 
tabs in the same table. 

Now you will learn how to use flush right tabs, flush 
left tabs and decimal tabs in the same table. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA: 

Document name: Kinds of Columns 
Diskette name: TRAIN 

TYPE THE FOLLOWING ILLUSTRATION UNTIL YOU 
REACH THE 8 . (The title "MEDICAL SUPPLY 
REQUISITION" is not part of the column layout.) 

Remember to type two ca rrier retu rns after you 
center and type "MEDICAL SUPPLY REQUISITIONS". 

You may use either WORD UNO, or BEGIN UNO and 
END UNO to underline. 
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~ 8 XT4804 
XQ556 
XQ582 

XT5743 
XR9 

XT4877 

/ 

13-8 

~ 
~ 

(L MEDICAL SUPPLY REQUISITIQ! I '4f::Jj ~ 
'"+ 7 • 50 - /' - 2 thermometer 2,999.99 I 

oscilloscope h 3,255.95 15 
electrocardiograp 12.50 8 
hemostat 4.95 3 
one liter beaker 950.00 
balance 

r 



Flush Right Tab 

Using the Column 
Layout Function 

XT4804 

A flush right tab lines up numbers or text on the 
right. You can type words or numbers of different 
lengths and the system will line them up correctly. 

A --1 appears on the scale line where the flush right 
tab is set. 

PRESS CODE PLUS LAYOUT TO USE THE COLUMN 
LAYOUT FUNCTION. 

Notice that the longest entries in each column are: 

electrocardiograph 2,999.99 20 

TYPE THE CHARACTERS: XT4804 

PRESS RET TO TELL THE SYSTEM THAT YOU WANT A 
FLUSH RIGHT TAB. 

PRESS COLUMN. 

For the other example entries, you want to tell the 
system to set a flush left tab for 
"electrocardiograph," a decimal tab for" 2,999.99," 
and a flush right tab for "20." 

FOLLOW THE COLUMN LAYOUT INSTRUCTIONS TO 
TYPE THESE EXAMPLE ENTRIES. REMEMBER TO PRESS 
COLUMN TO LEAVE SPACE BETWEEN THE COLUMNS 
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Typing the Table 

13-10 

PRESS CODE PLUS LAYOUT. 

Notice that the system has adj usted you r example 
entries. They should look like the following 
ill u stration . 

~aaaaaaaaaaaaaaaaaa aaaaaeaa aa-l 

PRESS ENTER TO GO TO THE TYPING AREA. 

Remember, the first column is flush right. 

TAB TO THE FLUSH RIGHT TAB SYMBOL --1 , AND 
TYPE THE ENTRY. 

TAB TO THE FLUSH LEFT TAB SYMBOL - , AND TYPE 
THE ENTRY. 

CONTINUE TO TAB AND TYPE THE ENTRIES IN THE 
COLUMNS. 



f;j;1J$ 
;; ~ MEDICAL SUPPLY REQUISITION 

XT4804 thermometer 

~ 

);tUr f:::111 
7.50 ~ 

XQ556 oscilloscope 
XQ582 electrocardiograph 

XT5743 hemostat 
XR9 one liter beaker 

XT4877 balance 

2,999.99 
3,255.95 

12.50 
4.95 

950.00 

2 
] 

15 
8 
3 

WHEN YOU FINISH TYPING THE TABLE, FOLLOW THE 
PROMPT ON THE SCREEN TO PRESS ENTER. 

Completing the Exercise 

PRESS END AND PRINT THE DOCUMENT. 
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LONG CENTERED HEADINGS 
OVER COLUMNS MADE WITH 
DIFFERENT KINDS OF TABS 

This section explains how to use the Column Layout 
function to create tables with long centered headings 
over columns made with different kinds of tabs. 

The first section in this topic taught you to center 
headings. The next section taught you how to use 
different kinds of tabs. This section combines the 
information you lea rned in the fi rst two section s . 

Beginning the Exercise 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA. 

Document name: Long Headings 
Diskette name: TRAI N 

TYPE THE FOLLOWING ILLUSTRATION UNTIL YOU 
REACH THE 8 . 

Remember to type two carrier returns after Medical 
Supply Requisition. 

You may use either WORD UNO, or BEGIN UND and 
END UNO to underline. 

~ /luAIz., 

~ ~ ~ ( f:;i ~ l1edical Supply Requisition c.£1U'ir ~ 
o Part Number I EqUipmen~~n Price 6"Oneia.t- Quanti!'y) 
~ XT4804 ~ thermometer 7.50 320 ~ 

XQ556 oscilloscope 2.999~~ 2 
XQ582 electrocardiograph 3.255.95 ~ 1 

XT5743 hemostat 12.50 115 
XR9 one-liter beaker 4.95 18 

XT4877 balance 950.00 3 
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Using the Column 
Layout F u netion 

The Headings 

PRESS CODE PLUS LAYOUT TO USE THE COLUMN 
LA YOUT FUNCTION. 

In eaeh column, the heading is the longest entry. 
Each heading is centered over the shorter entries. 

FOLLOW THE COLUMN LAYOUT INSTRUCTIONS TO 
TYPE THE HEADINGS AS THE EXAMPLE ENTRIES, 
SETTING A CENTER TAB FOR EACH. 

PRESS COLUMN AFTER EACH EXAMPLE ENTRY EXCEPT 
THE LAST. (DO NOT PRESS CODE PLUS LAYOUT YET.) 

The example entries should look like the following 
illustration. 

aaaa~aaaaa aaaaaaaaaaHaaaaaaaaaa aaaaaa~aaaaa aaaa~aaa 

Because the heading is the longest entry, you must 
do some figuring to get the rest of the column entries 
to align as you want. 
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Figuring the Other Entries 

Flush Right Tab 

13-14 

Part Number is 11 characters long. 

MOVE THE CURSOR TO THE LAST "a" OF THE EXAMPLE 
ENTRY FOR: Part Number 

The longest entry under the headi ng Pa rt N umber is 
six characters long (XT4804). 

11 heading 
-6 long~st entry 

5 left over 

So, the heading is five characters longer than the 
rest of the entries. 

Since the heading should be centered, you want the 
heading to extend about the same number of 
characters on the right and on the left. 

Five characters divided by two equals the whole 
numbers 2 and 3. 

So, the heading should extend two characters on one 
side and three characters on the other. You can move 
the cu rsor .- two or th ree spaces. In th is example, 
two spaces looks better than three. 

The cursor should be under the last "a" of the first 
example entry. 

MOVE THE CURSOR f- TWO SPACES. 

PRESS RET TO SET A FLUSH RIGHT TAB. 



Flush Left Tab 

TNL SN44-2104 (26 February 1982) to S544-2035-0 

MOVE THE CURSOR 
EXAMPLE ENTRY FOR: 

TO THE FIRST "a" 
Eq u i pment Desc ri ption 

Equipment. Description is 21 characters long. 

OF THE 

The longest entry under the heading Equipment 
Description is 18 characters long 
(electrocardiograph) . 

2] heading 
-18 longest entry 

3 left over 

Three can be divided into the whole numbers 1 and 
2. So, you can move the cursor -+ on.e or two 
spaces. In this example, two spaces looks better than 
one. 

MOVE THE CURSOR -+ two SPACES. 

PRESS TAB TO SET A FLUSH LEFT TAB. 
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Decimal Tab 

13-16 

MOVE THE CURSOR TO THE LAST "a" OF THE EXAMPLE 
ENTRY FOR: Price of One 

Price of One is 12 characters long. 

The longest entry under the heading Price of One is 
eight characters long (2,999.99). 

12 heading 
-8 longest entry 

4 left over 

Four can be divided into the whole numbers 2 and 2. 

Since this column is made with a decimal tab, you 
must add the number of decimal places to the number 
of characters the heading extends on the right. 

In this exercise, the number has two decimal places. 

2 decimal places 
+2 extra characters 

4 

MOVE THE CURSOR ~ FOUR SPACES. 

PRESS THE PERIOD KEY TO SET A DECIMAL TAB. 



Flush Right Tab 
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The last column is made with a flush right tab, like 
the fi rst col umn is. 

MOVE THE CU.RSOR TO THE LAST "a" OF THE EXAMPLE 
ENTRY FOR: Quantity 

Quantity is eight cha racters long. 

The longest entry under the heading Quantity is 
th ree cha racters long (320). 

8 heading 
-3 longest entry 

5 left over 

Five can be divided into the whole numbers 2 and 3. 
So, you can move the cursor +- two or three 
spaces. I n this example, two looks better than th ree. 

MOVE THE CURSOR +- TWO SPACES. 

PRESS RET TO SET A FLUSH RI'GHT TAB. 

Now you are ready to tell the system to determine the 
space between the columns and set the tabs. 

PRESS CODE PLUS LAYOUT. 

The example entries should look like the following 
illustration. 
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a aaaal'la a4 aaa 

13-18 

aa~aaaaaaaaMaaaaaaaaaa aaaaaaHeaaaaa aaaat-Haaa 

PRESS ENTER TO GO TO THE TYPING AREA. 

The system automatically set an additional flush left 
tab in the example entry for the second column. 
Remember to tab past this extra tab when you are 
typing the table. 



Typing the Table 

Now you are ready to type the table. Remember, you 
may have to tab more than once before you type an 
entry. Just check the scale line to assure the cursor 
is at the correct tab before you type each entry. 

TAB TO THE CENTER TAB SYMBOL FOR EACH 
COLUMN, AND TYPE THE HEADINGS. 

TAB TO THE CORRECT TAB SYMBOL FOR EACH 
COLUMN, AND TYPE THE ENTRIES. 

Cf/n1lr 

-hUr~ ) ~ G Me~ical s;~y Requisition CJ/IItJr ~ 
Part Numbe~ \ EqUipm~criEtion Price Con~ Quaf?!:ity 

XT4804 ~ thermometer 7.50 . 320 
XQ556 oscilloscope 2,999~~ 2 
XQ582 electrocardiograph 3,255. 95 ~ 1 

XT5743 hemostat 12.50 115 
XR9 one-liter beaker 4.95 18 

XT4877 balance 950.00 3 

WHEN YOU FINISH TYPING THE TABLE, FOLLOW THE 
PROMPT ON THE SCREEN TO PRESS ENTER. 

Completing the Exercise 

PRESS END AND PRINT THE DOCUMENT. 

Advanced Tables 13-19 



13-20 

For more information on creating advanced tables, 
refer to "Tables and Columns" in the "Work Samples 
Handbook" chapter of the Work Station Procedures 
Guide and to "Creating Centered Headings Over 
Columns" in the "Quick Reference" section of the 
Reference Guide. 



ADDITIONAL INFORMATION 

Space Between 
Left Margin and 
First Entry 

Different Tabs 
for Same Col umn 
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If you pressed COLUMN to leave space between the 
left margin and the first entry (at a flush left tab,) 
you would tab to the flush left tab before you type 
that entry. 

You can not have two different kinds of tabs set at 
the same location in the example entries or on the 
scale 1Trie. 

If the calculations end up that way (for instance, you 
have a center tab set for the heading, and when 
figuring the place to set another kind of tab, it 
should be in the same place), you will have to make a 
choice. Set the second tab for that column either one 
space to the right or left of the center tab. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

Columns with Centered 
Headings and Flush 
Left Tabs 

13-22 

A. In the typing area, press CODE PLUS LAYOUT 
to see the Column Layout Instructions. The cursor is 
under a Required Carrier Return. 

B. Determine the longest entry in the column (check 
the length of headings). 

C. Press TAB and type the longest example entry in 
the column. 

D. Press CODE PLUS CTR to set a center tab. 

E. Press COLUMN to leave space between the 
columns. 

F. Repeat steps "B." through "E." for the other 
columns. Do not press COLUMN after the last entry. 

G. When you have typed all of the example entries 
and set the kind of tabs you want, press CODE PLUS 
LAYOUT to adjust the space between the columns and 
to set the tabs. 

H. Press ENTER to go to the typing area. 

I. The cursor is under the End Table code. When 
you type the fi rst cha racter or tab, the system 
displays a Required Carrier Return. 

J. Tab 
heading. 
heading. 

to each 
Type a 

center 
ca rrier 

tab 1-/ and type 
retu rn after the 

each 
last 

K. Tab to each fl ush left tab and type each entry. 
Type a ca rrier retu rn after each entry in the last 
col umn except the last entry. 

L. When you finish typing the table, press ENTER. 
Do not type a carrier retu rn after the last entry. 

M. Type any text that may follow the table. 



Columns Made With 
Different Kinds of Tabs 
(With No Headings) 

Long Centered Headings 
Over Columns Made With 
Different Kinds of Tabs 

A. In the typing area, press CODE PLUS LAYOUT 
to see the Column Layout Instructions. The cu rsor is 
under a Required Carrier Return. 

B. Determine the longest entry in the column. 

C. Type the longest entry in the col umn, setti ng 
the appropriate tab. 

D. Press COLUMN to leave space between the 
columns. 

E. Repeat steps "B." th rough "D." for each col umn . 
Do not press COLUMN after the last example entry. 

F. When you have typed all of the example entries 
and set the kind of tabs you want, press CODE PLUS 
LAYOUT to adjust the space between the columns and 
to set the tabs. 

G. Press ENTER to go to the typing area. 

H. Tab to the correct tab symbol and type each 
entry. Type a carrier return after each entry in the 
last col umn except the last entry. 

I. When you finish typing the table, press ENTER. 
Do not type a carrier retu rn after the last entry. 

J. Type any text that may follow the table. 

A. In the typing area, press CODE PLUS LAYOUT 
to see the Column Layout Instructions. The cu rsor is 
under a Required Carrier Return. 

B. Make sure the heading is the longest entry. 

C. Type the headings as example entries, setting a 
center tab for each. 

D. Press COLUMN to leave space between the 
columns. Do not press COLUMN after the last example 
entry. Do not press CODE PLUS LAYOUT yet. 
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E. Count the number of characters in the heading. 

F. Count the number of characters in the longest 
entry under the heading. 

G. Subtract the number found in "F." from the 
number fou nd in "E." to see how much longer the 
heading is than the longest entry under the heading. 

H. Divide the answer in "G." by 2 to see how mariy 
characters (in whole numbers) the heading should 
extend on each side. 

I. Move the cursor to the first or last "a" I iri the 
example entry I that is closest to where you want the 
tab. 

J. Move the cu rsor in by the h umber of cha racters 
you want to extend over the side. If the number of 
characters is not the same, decide which number 
looks best. For decimal tabs, add the number of 
decimal places to the number of characters that 
extend on the right. 

K. Set the appropriate tab. 

L. Repeat steps "E." through "K." for each column. 

M. When you have typed all of the example entries 
and set the tabs, press CODE PLUS LAYOUT to 
adjust the space between the columns and set the 
tabs. 

N. Press ENTER to go to the typing area. 

O. Tab to the correct tab symbols and type the 
table. 

P. When you finish typing the table, press ENTER. 

Q. Type a ny text that may follow the table. 

You have completed this topic. Choose the next topic from your 
Training Checklist. 
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Topic 14. Revising Tables 

In this topic, you will learn how to make changes to a 
table created using the Column Layout function. 
These changes include: 

• Deleting or adding entries within a column 

• Replacing an entry within a column 

• Adding an entire column to a table 

• Copying or moving a column into another table 

• Adjusting space between columns 

• Deleting an entire column from a table 

• Viewing portions of a large table 

Before starting this topic, you should have 
completed: 

1. All Basic Topics 

2. Topic 12. Creating Simple Tables 

3. Topic 13. Creating Advanced Tables 

If you want to revise a table created without using 
the Column Layout function, refer to: 

1. "Revising a Table Not Set up Using Column 
Layout" in the "Work Samples Handbook" chapter 
of the Work Station Procedures Guide 

2. "Using Column Layout for an Existing Table" in 
the "Quick Reference" section of the Reference 
Guide, and 

3. "Revising the Layout of a Table" in the "Quick 
Reference" section of the Reference Guide. 

Display Codes must = No for this topic. 
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TO DELETE OR ADD ENTRIES 
WITHIN A COLUMN 

Beginning the Exercise 

14-2 

For this section, you will use a document already 
stored on the diskette. This document was created 
with the Column Layout function, using flush left 
tabs. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA. 

Document name: Revise 
Diskette name: TRAI N 



The following illustration should be on the screen. 

The illustration is in the form that the originator 
might give to you, with written instructions to make 
the indicated revisions. 

The Annual Sales Report includes income from securities, less custodian 
fees, gain/loss on sale of securities, and contributions received for 
support of accounting research 

TOP 17IeL.~ 
1980 
~343 ~~ 
<lJ9,83~ 
137,720 ~ 
512,111 
398,356 

programs. 

1979 
653, 948~ Ib 3 'f~7 
131,162 I 

732,325 

Financial figures have fluctuated in the last few years, 
comparisons valuable to our TI1arketing departments. 

BtyrrOm TI1t3t-E. 
1977 
549,732 
148,599 
127,421 
222,218 

1976 
472,211 
132,753 
109,666 
314,519 

1978 
602,344 
154,773 
129,~ 
482,~, 

~ 
making w~ 76 

1975 
123,573 
345,987 
982,543 
320,612 

Notice that the exercise consists of two tables, a top 
table and a bottom table. 
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To Delete an Entry 
Within a Column 

The Revision Setup 

Deleting 

14-4 

The column for 1980 has five entries. The correct 
number of entries for this column is four. The second 
entry, "179,835," was typed by mistake. You will 
learn how to delete this entry without affecting the 
other entries in the other columns. 

When you make reVIsions like the ones taught in this 
topic, you usually want to isolate the column affected 
and work only with it. This reduces the chance of 
error. 

To do so, you must first have the cursor on the first 
line of the column you want to work with. --

MOVE THE CURSOR TO THE 1 of 1980. (You must be 
past the Format Change and the Begin Table code.) 

PRESS COLUMN. 

FOLLOW THE PROMPT ON THE SCREEN TO REVISE THE 
COLUMN. 

The column for 1980 appears on the screen by itself. 
Now you can delete or add entries without affecting 
the other columns in the table. 

MOVE THE CURSOR TO THE 1 OF 179,835. 

You will delete the enti re entry. 

PRESS DEL. 

WHEN THE PROMPT Delete what? APPEARS, MOVE THE 
CURSOR UNDER THE CARRIER RETURN SYMBOL 



To Add an Entry 
With ina Col umn 

The Revision Setup 

Adding 

FOLLOWING THE NUMBER 179,835 (Be sure to delete the 
carrier return symbol). 

PRESS ENTER TO DELETE 179,835 AND THE CARRIER 
RETURN FOLLOWING IT. 

When you delete "179,835," the other entries move 
up. 

WHEN YOU HAVE DELETED THE ENTRY, FOLLOW THE 
PROMPT ON THE SCREEN TO PRESS ENTER. 

The column for 1980 is in the table with the correct 
n umber of entries-.-

The column for 1979 has three entries only. You will 
type an entry before "131,162." The new entry is 
"163,487." 

MOVE THE CURSOR TO THE 1 of 1979. 

PRESS COLUMN. 

FOLLOW THE PROMPT ON THE SCREEN TO REVISE THE 
COLUMN. 

The column for 1979 appears on the screen by itself. 
Remember that now you can delete or type entries 
without affecting the other columns in the table. 

MOVE THE CURSOR TO THE FIRST 1 OF 131,162. 
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TYPE 163,487 AS THE NEW ENTRY, THEN TYPE A 
CARRIER RETURN. 

Now 163;487 is on a line by itself. 

WHE~ YOU HAVE FINISHED, FOLLOW THE PROMPT TO 
PRESS ENTER. 

The col umn for 1979 now appea rs as pa rt of the 
table; with the new number that you just typed. 
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TO REPLACE AN 
ENTRY WITHIN A CeLUMN 

The column for 1978 has an entry that was typed 
incorrectry. The--number "129,671" should be 
"129,761." You can use the Replace mode to correct 
this entry. 

MOVE THE CURSOR TO THE 6 OF 129,671. 

PRESS CODE PLUS INSERT/REPLACE TO USE THE 
REPLACE MODE. 

TYPE: 76 

PRESS CODE PLUS INSERT/REPLACE TO GO OUT OF 
THE REPLACE MODE. 

You did not have to use COLUMN to revise the 
column for 1978. If you simply want to replace one 
number or part of another, use the Replace mode. 

Note: Be sure you do not type over numbers you 
want to keep. If you want to put three numbers 
where there were only two, go out of the Replace 
mode to type the last of the th ree numbers. 

TO ADD AN ENTIRE COLUMN 

Now you will learn how to add an entire column into a 
table. 

Notice in the following illustration that the originator 
wants a column for Current added in front of the 
column for 1980. 
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The Annual Sales Report includes income from securities, less custodian 
fees, gain/loss on sale of securities, and contributions received for 
support of accounting research programs. 

7f;fJ 7A8L£ 
1980 
719,343 
137,720 
512,111 
398,356 

1979 
653,948 
163,487 
131,162 
732,325 

1978 
602,344 
154,773 
129,761 
482,609 

Financial figures have fluctuated in the last few years, 
comparisons valuable to our marketing departments. 

making 

80rmm 71113('£ 
1977 
549,732 
148,599 
127,421 
222,218 

The Revision Setup 

14-8 

1976 
472,211 
132,753 
109,666 
314,519 

1975 
123,573 
345,987 
982,543 
320,612 

MOVE THE CURSOR TO THE 1 OF 1980. (Past the Format 
Change and the Begin Table Code. )--

It is very important to have the cu rsor exactly at the 
point where you want the new column to be--on the 
first character of the column in front of which the 
new column should be. 

PRESS COLUMN TO INDICATE THAT YOU WANT TO 
WORK WITH A COLUMN. 

FOLLOW THE PROMPT ON THE SCREEN TO CREATE A 
COLUMN. 



Using the Column 
Layout Fu nctiQn 

00000000 
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TAKE A MOMENT TO READ THE COLUMN LAYOUT 
INSTRUCTIONS ON THE SCREEN. 

These instructions are similar to the Column Layout 
Instructions you know al ready. 

Each of these columns is set on a flush left tab. 

FOLLOW THE INSTRUCTIONS ON THE SCREEN, FOR 
THE NEW COLUMN ONLY. 

"o's" will appear as the example entry for the r)ew 
column. 

Don't forget to press CODE PLUS LAYOUT after you 
have typed the new example entry. 

The example entries should look like the following 
ill ustration . 

aaaaaaaa aaaaaaaa aaaaaaaa 

PRESS ENTER. 
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14-10 

A blank typing area appears, as if you were typing 
the column on a page by itself. 

Now you may type the new col umn. Do not type a 
ca rrier retu rn after the last entry. -

You should not tab either. The column typing area is 
set up as if you were typing the column on a page by 
itself. The cu rsor is al ready at the tab symbol for 
the column. 

As you type, you will hear a tone when you reach the 
right margin of the column. 

TYPE THE NEW COLUMN. 

Current 
695,441 
200,765 
150,422 
879,881 

WHEN YOU FINISH, FOLLOW THE PROMPT TO PRESS 
ENTER. 

The new column now appears as part of the table. 
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TO COpy OR MOVE A 
COLUMN INTO ANOTHER TABLE 

To Copy a Column 
I nto Another Table 

Now you will learn how to copy a column from one 
tab-Ie (already created using the· Column Layout 
function) into another table (already created using 
the Column Layout function). The steps are similar to 
those u sed to copy text. 

Remember, COpy does just that. It copies the text or 
column to another location, and leaves it in the 
orig ina I location, too. 

In the following illustration, the new column you just 
typed for Current is the one you will copy. 

The Annual Sales Report includes income from securities, less custodian 
fees, gain/loss on sale of ~ecurities, and contrj~utions received for 

programs. 

1979 
653,948 
163,487 
131,162 
732,325 

Financial figures have fluctuated in the last fevl years, 
con~arisons valuable to our markebing departments. 

BOiTOrn. TABL€ 
1977 
549,732 
148,599 
127,421 
222)2]8 

1976 
472,211 
132,753 
109,666 
314,519 

makjng 

1978 
602,-344 
154,773 
129,761 
482,609 

1975 
123,573 
345,987 
982,543 
320,612 
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The Revision Setup 

Using COpy 

To Move a Column 
to Another Table 

14-12 

Make sure the cursor is under the first entry of the 
column that you want to copy, under the "c" of 
Current. (Past the Format Change and the Begin 
Table code.) 

PRESS CODE PLUS COPY. 

WHEN THE PROMPT Copy what? APPEARS, PRESS 
COLUMN. 

The entire column is highlighted. 

WHEN THE PROMPT To where? APPEARS, MOVE THE 
CURSOR WHERE YOU WANT THE COLUMN TO BE COPIED 
(TO THE 1 OF 1977). 

It is very important to move the cu rsor to the exact 
place you want the column copied. The cursor must 
be under the first character of the column in front of 
which the copied column should be. Do not place the 
cursor in the space between columns. - . 

PRESS ENTER AND WATCH THE LINE NUMBER ON THE 
STATUS LINE TO SEE HOW THE NUMBERS CHANGE AS 
THE COLUMN IS COPIED. 

The screen now shows the column copied. 

Now you will learn how to move a column from one 
table (already created using the Column Layout 
function) into another table (already created using 
the Column Layout function). The steps are similar to 
those used to move text. 

Remember, MOVE does just that. It moves the text or 
column to another location , and deletes it from the 
original location. 
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I n the followi ng ill u stration, the col umn you wa nt to 
move is the column for 1978. 

The Annual Sales Report includes income from securities, less custodian 
fees, gain/loss on sale of secu~ities, and contributions received for 
support of accounting research programs. 
TOP TIISLE 
Current 
695,441 
200,765 
150,422 
879,881 

1980 
719,343 
137,720 
512,111 
398,356 

1979 
653,948 
163,487 
131,162 
732,325 

1978 
602,344 
154,773 
129,761 
482,609 

Financial figuues have fluctuated in the last few years, 
comparisons valuable to our marketing departments. 
BOTTOIIf TIIBLE 
Current 
695;441 
200,765 
150,422 
879,881 

The Revision Setup 

Using MOVE 

1977 1976 1975 
549,732 472,211 123,573 
148,599 132,753 345,987 
127,421 109,666 982,543 
222,218 314,519 320,612 

MOVE THE CURSOR UNDER THE FIRST CHARACTER OF 
THE FIRST ENTRY IN THE COLUMN YOU WANT TO 
MOVE (UNDER THE 1 OF 1978). 

PRESS MOVE. 

WHEN THE PROMPT Move what? APPEARS, PRESS 
COLUMN. 

The enti re column is highlighted. 

Revising Tables 14-13 



TNL SN44-2076 (20 August 1982) to S544-2035-0 

ADJUSTING SPACE 
BETWEEN COLUMNS 

14-14 

WHEN THE PROMPT To where? APPEARS, MOVE THE 
CURSOR WHERE YOU WANT THE COLUMN TO BE MOVED 
(TO THE 1 OF 1977). 

It is very important to move the cu rsor to the exact 
location you want to move the column. The cu rsor 
must be under the first character of the column in 
front of which the moved column should be. Do not 
place the cursor in the space between columns. 

PRESS ENTER AND WATCH THE LINE NUMBER ON THE 
STATUS LINE. 

The column for 1978 has been moved from the top 
table to the bottom table. 

The screen now shows the column moved. 

The columns in the top table, however, do not fill the 
space between the left and right margins. Also, the 
column for 1975, in the bottom table, is past the 
right margin.--



The Annual Sales Report includes income froni securities, less custodian 
fees, gain/loss on sale of securities, and contributions received for 
~8LEf accounting research programs. ~ ~ 

Curre~ 1980 ~ ~ ~ 
695,441 719,343 .d.u h/-f. 4htd. /J~',,~;I-
200,765 137,720 ~~~. 
1.50,422 512,1.11 ~ 
879,881 398,356 

Financial figures have fluctuated in the last few years, making 
comparisons valuable to our marketing departments. 
8(}TT0I'171/f31e. 
Current 
695,441 
200,765 
150,422 
879,881 

Adjusting the 
Top Table 

1978 
602,344 
154,773 
129,761 
482,609 

1977 
549~732 
148,599 
127,421 
222,218 

1976 
472,-211 
132,753 
109,666 
314,519 

MOVE THE CURSOR TO THE FIRST LINE OF THE TOP 
TABLE. 

PRESS CODE PLUS LAYOUT TO BRING THE EXAMPLE 
ENTRIES TO THE SCR~EN. 

The three columns are represented by "a's" that 
start at the left margin symbol « and stop before 
they' reach the right margin symbol » , as in the 
following illustration. 
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« aaaaaaaa 

14-16 

« 
aaaaaaaa aaaaaaaa aaaaaaaa » 

PRESS CODE PLUS LAYOUT TO READJUST THE 
EXAMPLE ENTRIES. 

Now the three columns are 
within the margin symbols 
following illustration. 

aaaaaaaa 

represented by "a's" 
« » ,as in the 

;) 
aaaaaaaa 

PRESS ENTER TO RETURN TO THE TABLE ON THE 
SCREEN. 

Notice that the top table is adjusted correctly and 
looks like the following illustration. 
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The Annual Sales Report includes income from securities, 
fees, gain/loss on sale of securities, and contributions 
support of ac.counting research programs. 

less custodian 
received for 

TOP TABLE 
Current 
695,441 
200,765 
150,422 
879,881 

1980 
719,343 
137,720 
512,111 
398,356 

1979 
653,948 
163,487 
131,162 
732,325 

Financial figures have fluctuated in the last few years, making 
comparisons valuable to our marketing departments. 
BOTTOm ,ASLe 

Current 
695,441 
200,765 
150,422 
879,881 

Adjusting the 
Bottom Table 

1978 
602,344 
154,773 
129,761 
482,609 

1977 
549,732 
148,599 
127,421 
222,218 

MOVE THE CURSOR PAST THE RIGHT MARGIN UNDER 
THE 1 OF THE COLUMN. FOR 1975 IN THE BOTTOM 
TABLE. (If you have the 25-Line Display, this column is 
to the right of what is currently displayed on the 
screen. ) 

To bring this column back within the correct 
margins, you must adjust the spacing between the 
columns, the same way you just adjusted the top 
table between the margins. 

PRESS CODE PLUS LAYOUT TO BRING THE EXAMPLE 
ENTRIES TO THE SCREEN. 
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« 
aaaaaaaa 

« 
aaaaaaaa 

14-18 

Only four columns are represented by "a's" within 
the margin symbols« ». As in the following 
illustration, the "a'.s" for 1975 are past the right 
margill. (If you have the 25-Line Display, the "a's" 
for this column are to the right of what is displayed 
on the screen.) 

» 
aaaaaaaa aaaaaaaa aaaaaaaa 

PRESS CODE PLUS LAYOUT TO READJUST THE 
EXAMPLE ENTRIES. 

aaaaaaaa 

Now all five columns are represented by "a's" within 
the margin symbols« », as in the following 
illustration. 

It is very important to adjust the columns. If you 
don't, the last column won't print. You will get the 
message: "Long line on (document name). Last 
characters not printed. " 

» 
aaaaaaaa aaaaaaaa aaaaaaaa 

PRESS ENTER TO RETURN TO THE TABLE. 



Notice that the bottom table is adjusted correctly and 
looks like the following illustration. 

The Annual Sales Report includes income from securities, less custodian 
fees, gain/loss on sale of securities, and contributions received for 
support of accounting research programs. 
TO;; T!fftjt:-
Current 
695,441 
200,765 
150,422 
879,881 

1980 
719,343 
137,720 
512,111 
398,356 

Financial figures have fluctuated in the last few years, making 
comparisons valuable to our marketing departments. 
]}OTTO)Y7 TIf~L£ 
Current 1978 1977 1976 
695,441 602;344 549 ;732 472,211 
200,765 154,773 148,599 132,753 
150,422 129,761 127,421 109,666 
879,881 482,609 222,218 314,519 

1979 
653,948 
163,487 
131,162 
732,325 

1975 
123,573 
345,987 
982,543 
320,612 
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TO DELETE AN 
ENTIRE COLUMN 

Now you will learn to delete an enti re column from a 
table. The steps are similar to those used to delete 
text. 

I n the following illustration, you will delete the 
column for 1975. 

The Annual Sales Report includes income from securities, 
fees, gain/loss on sale of securities, and contributions 
support of accounting research programs. 

less custodian 
received for 

70t> TiJBLE 
Current 
695,4~.1 
200,765 
150,422 
879,881 

1980 
719,343 
137,720 
512,111 
398,356 

1979 
653,948 
163,487 
131,162 
732,325 

Financial figures have fluctuated in the last few years, 
comparisons valuable to our marketing departments. 

):>~ 

~ 1"-/ 
making T 

13()7iV1JJ llJPL£ 
Current 
695,441 
200,765 
150,422 
879,881 

14-20 

1978 
602,344 
154,773 
129,761 
482,609 

1977 
549,732 
148,599 
127,421 
222,218 

1976 
472,211 
132,753 
109,666 
314,519 

MOVE THE CURSOR UNDER THE 1 OF 1975. 

PRESS DEL. 

WHEN THE PROMPT Delete what? APPEARS, PRESS 
COLUMN. 

The entire column is highlighted. 



Adj u sti ng the 
Bottom Table 

PRESS ENTER. 

The screen now shows the column deleted. 

The columns in the bottom table are not properly 
adjusted between the margins. When you delete an 
entry, you should adjust the spacing as you did 
when you moved a column. 

The Annual Sales Report inc] udes income from securitj.es, less custodian 
fees, gain/loss on sale of securities, and contributions received for 
support of accounting research programs. 
Tif TfI.BLE. 
Current 
695,441 
200,765 
150,422 
879,881 

1980 
719,343 
137,720 
512,111 
398,356 

1979 
653,948 
163,487 
131,162 
732,325 

Financial figures have fluctuated in the last few years, making 
comparisons valuable to our marketing 

]X; 770/11 717~ 
departments. {7.d';";~ ~L-

197~~/~h, 
472,211 -;tk 4-t~ /,~/ 

1978 
602,344 
154,773 
129,761 
482,609 

1977 
549,732 
148,599 
127,421 
222,218 

132, 753 ~A'l~ye...,~ 
109,666 
314,519 

'--------------------------------------------------

Be sure the cursor is on the first line of the bottom 
table. 
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PRESS CODE PLUS LAYOUT TO USE THE COLUMN 
LAYOUT FUNCTION. 

PRESS CODE PLUS LAYOUT AGAIN TO ADJUST THE 
SPACING OF THE EXAMPLE ENTRIES. 

PRESS ENTER. 

The bottom table is adjusted and should look like the 
followi ng illustration. 

The Annual Sales Report inc].udes income from securities, less custodian 
fees, gain/loss on sale of securities, and contributions received for 
support of accounting research programs. 
-rof 11181£ 
Current 
695,441 
200,765 
150,422 
879,881 

1980 
719,343 
137,720 
512,111 
398,356 

Financial figures have fluctuated in the last few years, making 
comparisons valuable to our marketing departments. 
8(' r r()1h j!fljt.£ 

Current 
695,441 
200,765 
150,422 
879,881 
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1978 
602,344 
154,773 
129,761 
482,609 

PRESS END. 

1977 
549,732 
148,599 
127,421 
222,218 

1979 
653,948 
163,487 
131,162 
732,325 

1976 . 
472,211 
132,753 
109,666 
314,519 



USING SCREEN-MOVEMENT 
KEYS TO VIEW A LARGE 
TABLE 

TNL SN44-2076 (20 August 1982) to 5544-2035-0 

You may need to revise a table that is very wide or 
very long. Sometimes you can't see all of a la rge 
table at one time on the screen. 

Use the screen-movement keys to see specific 
portions of the large table at one time. 

The screen-movement keys are located in the lower 
right-hand corner of the keyboard. 

Figure 14-1. Textpack 4 Keyboard Template 

Refer to the following example. The screen does not 
show the enti re table. 
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FINANCE 

Most Businesses will have at I east two basic financial statements prepared at the end of the annual 
accounting pedod -- a statement of income and a balance sheet. There may also be other statements 
containing important information. These might include a reconciliation of retained earnings in the business, 
a statement of source and application funds, and listings of such items as inventories, accounts receivable, 
and accounts payable. However, the statement of income and the balance sheet are basic financial statements. 
Any business can reasonably be expected to have these two available. 

If they have not been prepared, it may be necessary to construct approximate statements -- particularly 
statements of income -- based on the best information available. If they are available but were not prepared 
in accordance with generally accepted accounting principles, they will probably have to be adjusted. 

Sample Comparativ~-..!l_a}_ance Sheet -
ASSETS 

January 

February 

March 

April 

May 

June 

July 

August 

September 

October 

November 

December 

~- ~ ~ 
r 

---11Z.L " --117L_ -12~_ --.-!22L 
$189,000 $173,000 $159,000 $168,000 $140,000 $130,000 $120,000 

162,000 155,000 138, 000 144,000 120,000 110,000 100,000 

165,000 158,000 141,000 147,000 123,000 113,000 103,000 

166,000 159,000 142,000 148,000 124,000 114,000 104,000 

168,000 161,000 144,000 150,000 126,000 116,000 106,000 

169,000 162,000 145,000 151,000 127,000 117,000 107,000 

189,000 182,000 155,000 161,000 
131,()OO 
~ 127,000 117,000 

200, 000 190,000 165,000 181,000 148, 000 147,000 128,000 
15'3 (J#IJ 

250, 000 195,000 185,000 191,000 154,000 158,~88q,. 138,000 

255,000 205,000 195,000 200,000 164,000 163,000 148,000 

260,000 210,000 100,000 205,000 169,000 168,000 153,000 

261,000 211 ,000 \.... 101,000 J 206,000 170,000 169,000 154,000 

For most of the columns in the wide table, you can 
use the cu rsor-movement keys to pos ition the whole 
col umn on the screen. 

But if the column begins just before and ends just 
after the right edge of the screen, use SCREEN 
RIGHT to move the screen in order to see the right 
side of the wide table. 

Or, once all the revisions have been made, you may 
want to see the revised portions of the table to verify 
that you made the revisions correctly. 

Beginning the Exercise 
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REVISE THE STORED 
FOLLOWING INFORMATION, 
AREA. 

DOCUMENT USING THE 
AND GO TO THE TYPING 



Using SCREEN DOWN 

TNL SN44-2076 (20 August 1982) to S544-2035-0 

Document name: Wide Table 
Diskette name: TRAI N 

This table was created with the Column Layout 
function, using center and flush right tabs. 

Use SCREEN DOWN to see information below the last 
line on the screen. 

The cursor position determines how far the screen 
moves. 

For example, to move the first line of the table to the 
top of the screen: 

MOVE THE CURSOR TO THE LINE STARTING WITH 
"ASSETS. " 

PRESS SCREEN DOWN. 

Using SCREEN RIGHT 

Notice that the line starting with "ASSETS" is now 
the fi rst line on the screen. 

Use SCREEN RIGHT to see information past the right 
edge of the screen. 

The cursor position determines how far the screen 
moves. 

For example, to see all of the revised columns at one 
time on the screen: 

MOVE THE CURSOR TO THE BEGINNING OF THE 1980 
COLUMN. 

PRESS SCREEN RIGHT. 

Now you can see all of the columns that were revised. 
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Using SCREEN UP 

Using SCREEN LEFT 

14-26 

Use SCREEN UP to see information that is above the 
top line of the screen. 

The cursor position on the line determines how far 
the screen moves. 

For example, to move the screen so that the last" ne 
of the table is the last line that appears on the 
screen: 

;j 

MOVE THE CURSOR TO THE LAST LINE OF THE TABLE. 

NOTE: If you have the Large Display, the last line of 
text does not appear as the last possible line of th~ 
screen. This is because the document does not 
contain enough lines of text to fill the screen on the 
Large Display. 

PRESS CODE PLUS SCREEN UP. 

Use SCREEN LEFT to see information that is before 
the left edge of the screen. 

The cursor position on the line determines how far 
the screen moves. 

For example, to view as much of the wide table as 
possible at one time: 

PRESS CODE PLUS ~ TO MOVE THE CURSOR TO THE 
LAST CHARACTER ON THE LINE. 

PRESS CODE PLUS SCREEN LEFT. 

If you wish to become more familiar with the 
screen-movement keys, experiment with them usinQ 
the "Additional Information" and "Topic Summary." 

PRESS END WHEN YOU HA VE SEEN HOW EACH OF THE 
SCREEN-MOVEMENT KEYS POSITIONS THE TEXT AND 
COLUMNS. 



ADDITIONAL INFORMATION 

To Add More than 
One Column 

To Copy a Column 
Within a Table 

To Move a Column 
Within a Table 

For specific information on how to add more than one 
column to a table, refer to "Copying a Column" and 
to "Inserting a Column" in the "Quick Reference" 
section of the Reference Guide. 

To copy a column within a table, follow the same 
steps that you learned to copy a column to another 
table. Only one step is different: when the prompt 
To where? appears, you simply move the cursor 
where you want the column to be copied within the 
table. 

It is very important to move the cursor to the exact 
place you want the column copied--to the first 
character of the column. Do not place the cursor in 
the space between columns. 

You can copy only one column at a time using 
COLUMN. 

To move a column within a table, follow the same 
steps that you learned to move a column to another 
table. Only one step is different: when the prompt 
To where? appea rs, you simply move the cu rsor 
where you want the column to be moved within the 
table. 

It is very important to move the cursor to the exact 
place you want to move the column--to the first 
character of the column. Do not place the cursor in 
the space between columns. 

You can move only one column at a time using 
COLUMN. 
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To Create a New Table 
by Using COPY or MOVE 

To I nsert a New First 
or Last Col umn 

SCREEN DOWN 

14-28 

For specific information on how to create a new table 
from an existing table by using COpy or MOVE, refer 
to "Copying or Moving a Column to Create a New 
Table" in the "Quick Reference" section of the 
Reference Guide. 

To insert a column before the first column in a table, 
the cursor should always be under the first character 
of that column. Make sure the cursor is past the 
Format Change and the Begin Table code. 

To insert a column after the last column in a table, 
the cursor should ~to the right of the right 
margin » . 

For more information on revising tables, refer to 
"Tables and Columns" in the "Work Samples 
Handbook" chapter of the Work Station Procedu res 
Guide and to "Revising a Column" and "Revising the 
Layout of a Column" in the "Quick Reference" section 
of the Reference Guide. 

If the cursor is on the first line of a screen, SCREEN 
DOWN causes the screen to move down. The last line 
you saw on the screen will be the first line at the top 
of the screen. The cu rsor is at the same position on 
the scale line as it was before you pressed SCREEN 
DOWN. 

If the cursor is on the first line of a screen which is 
not full, SCREEN DOWN causes the screen to move 
down, and the cursor will be on the first line of the 
next page. 



SCREEN RIGHT 

SCREEN UP 

SCREEN LEFT 

TNL SN44-2076 (20 August 1982) to S544-2035-0 

If the cursor is at the left margin, SCREEN RIGHT 
moves the screen to the right (60 characters on the 
25-Line Display and 75 characters on the Large 
Display) on the same line. 

If the cursor is on the last line of a screen, SCREEN 
UP causes the screen to move up so the first line you 
saw on the screen is the last line at the bottom of the 
s~reen. The cu rsor is at the same position on the 
scale line as it was before you pressed CODE PLUS 
SCREEN UP. 

If the cursor is in a screen which is the first page of 
a document, when you press CODE PLUS SCREEN 
UP, you will receive the message: "Cannot move 
above start." 

If the cursor is in a screen where you can see the 
left margin on the scale line, SCREEN LEFT does not 
work. There is noth i ng to the left for you to see. 
You will receive the message: "Cannot move past 
boundary. " 

If the cursor is in a screen where you cannot see the 
left margin, SCREEN LEFT moves the screen to the 
left (60 characters on the 25- Line Display and 75 
characters on the Large Display) on the same line. 

For more information on using SCREEN DOWN, 
SCREEN RIGHT, SCREEN UP, and SCREEN LEFT, 
refer to the "Quick Reference" Section of the 
Reference Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To D$lete an Entry 
Within a Column 

To Add an Entry 
With ina Col umn 

14-30 

A. Move the cyrs<>r to the first line of the column 
that contains the entry you want to delete. 

B. Press COLUMN to indicate you want to work with 
the column. I' 

c. Follow t~e prompt on the screen to revise the 
column. 

D. "Fhe column you want to delete an entry from now 
appea rs" on the screen by itself. 

E. Delete the entry you no longer want. (This 
includes the carrier return symbol.) 

;,"J.' <, 

F. Press ENTER to return to the typing area. 
~.s 

A. Move the cursor to the first line of the column 
you wa nt to add to. 

B. Press COLUMN to indicate you want to work with 
the column. 

C. Follow the prompt on the screen to revise the 
column. 

D. The column you want to add an entry to now 
appea rs on the screen by itself. 

E. Move the cu rsor to the fi rst cha racter of the 
entry you want to add an entry in front of. 

F. Type the addition. 

G. Press RET to put the entry you are typing on a 
line by itself . 

H. Press ENTER to return to the typing area. 



To Replace an 
Entry Within a Column 

To Add an Entire Column 

To Copy a Column 
into Another Table 

TNL SN44-2076 (20 August 1982) to S544-2035-0 

A. Move the cursor to the character(s) you want to 
replace. 

B. Press CODE PLUS INSERT/REPLACE to indicate 
you want to use the Replace mode. 

C. Type the replacement characters you want in 
your column. Be sure you do not type over numbers 
you want to keep. If you want to put three numbers 
where there were only two, go out of the Replace 
m0ge to type th~ last of the th ree numbers. 

D. Press CODE PLUS INSERT/REPLACE to indicate 
you want to go out of the Replace mode. 

A. Move the cu rsor to the fi rst cha racter of the 
first line of the table where you want the new column 
to be. Do not place the cursor in the space between 
columns. -

B. Press COLUMN to indicate you want to work with 
a column. 

C. Follow the prompt on the screen to create a 
column. 

D. Follow the Column Layout I nstructions on the 
screen 'for the new column ~. 

E. When the blank typing 
screen, ~ ,type the new col umn. 
retu rn aft~r the last entry . 

• :Ir-' 

a rea appea rs on the 
Do not type a ca rrier 

F. Follow the prompt 9n the screen to press ENTER. 

A. Mqve the c!Jrsor to the first line of the column 
you want to copy. 

B. Press CODE PLUS COPY. 

C. When the prompt Copy what? appears, press 
COLUMN. 
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To Move a Column 
into Another Table 

Adjusting Space 
Between Columns 

To Delete an 
Entire Column 

D. When the prompt To where? appea rs, move the 
cursor to the first cha racter,. of the column where you 
want this column to be copied. Do not place the 
cu rsor in the space between col umns. ' 

E. Press ENTER. 

A. Move the cursor to the first line of the column 
you wa nt to move. 

B. Press MOVE. 

C. When the prompt Move wh.at? appears, press 
COLUMN. 

D. When the prompt To where? appears, move the 
cursor to the first character of the column where you 
want this column to be moved. Do not place the 
cursor in the space between columns. 

E. Press ENTER. 

A. Move the cursor to the first line of the table you 
want to adjust. 

B. Press CODE PLUS LAYOUT to bring the example 
entries to the screen. 

C. Press CODE PLUS LAYOUT again to readjust the 
space between the example entries. 

D. Press ENTER to return to the table. 

A. Move the cursor to the first line of the column 
you want to delete. 

B. Press DEL. 



To Use 
SCREEN DOWN 

To Use 
SCREEN RIGHT 

To Use 
SCREEN UP 

To Use 
SCREEN LEFT 

C. When the prompt Delete what? appears, press 
COLUMN. 

D. Press ENTER. 

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

B. Press SCREEN DOWN. 

C. The screen moves down to ma ke the cu rsored 
line the first line on the screen. 

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

B. Press SCREEN RIGHT. 

C. The left edge of the screen moves to the cu rsor 
position. 

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

B. Press CODE PLUS SCREEN UP. 

C. The screen moves up to make the cursored line 
the last line on the screen. 

A. Move the cursor to the place on the line you 
want to be at the right edge of the screen. 

B. Press CODE PLUS SCREEN LEFT. 
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C. The right edge of the screen moves to the cu rsor 
position. . 

You have completed this topic. Choose the next topic from the 
Training Checklist. 
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Topic 15. Checking Numbers 

After you have created a table of numbers with 
totals, you should check to see if the totals are 
correct. The Math functions on the Displaywriter will 
add, subtract, multiply and divide numbers in a row 
or a column. These functions also allow you to check 
the totals as you create a table of numbers. 

You can check the total typed in the table against the 
Total the system finds. 

I f the tota I s do not match, you know that: 

• You may 
incorrectly 
2,568.27). 

have 
(for 

typed one of 
example, typed 

the numbers 
2,586.27 as 

• The total or one of the numbers given to you by 
the originator is incorrect. 

So, the Math functions are similar to the Spelling 
function--these functions help you see if you typed 
anything incorrectly. 

The Math functions work on tables created using the 
Col umn Layout fu nction as well as those created 
without using the Column Layout function. 

In this topic, you will learn how to use the Math 
functions to: 

• Check totals in a column or row already stored on 
a diskette 

• Check totals in a column or row when you create 
a table 

• Insert a checked total into a table 

• Replace a number 

• Delete a number 

Before starting this topic, you should have 
completed: 

1 . All Basic Topics 

2. Topic 12. Creating Simple Tables 

Checking Numbers 15-1 
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3. Topic 13. Creating Advanced Tables 

Display Codes must = No for this topic. 



Look at the keyboard template. In the far upper-left 
corner are the symbols for some unmarked keys on 
the keyboard. These are the Math keys you will use 
in this topic. 

CONSTNT 

+ 
x 

ROW 
ADD 

KEY 
AYBCK 

KEY 
SAVE 

Figure 15-1. Textpack 4 Keyboard Template 

CHECKING NUMBERS IN A 
COLUMN (ADD/SUBTRACT) 

Beginning the Exercise 

For this section, you will use a document already 
stored on the diskette. 

This document was created with the Column Layout 
function, using decimal tabs and center tabs. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA. 

Document name: 
Diskette name: 

Add Sub 
TRAIN 

The following illustration should be on the screen. 
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Quarterly Income Table 

Region First Second Year-to-Date 
Gains A 7,748.30 1,260.60 9,008.90 

B 1,355.40 4,293.80 3,290.49 
C 4,672.50 3,176.60 7,840.10 
D 5,563.60 2,055.10 7,618.70 

Total Gains 19,339.80 10,777.10 

Losses A 3,913.90 639.80 4,553.70 
B 54.20 37.60 91.80 
C 6,681.70 4,479.40 11,161.10 
D 2,158.80 423.40 2,582.20 

Total Losses 12,808.60 5,580.20 

First Quarter Net Worth 6,531.20 
Second Quarter Net Worth 5,196.90 

Using ADD in a 
Column Already Created 

15-4 

In your real work, you can use this method to check 
the totals that have been typed in a table. This can 
be quicker and more accurate than proofreading. 

Just as with other functions, if you make a mistake 
using the Math functions, you can press CODE PLUS 
CANCL and try again. 

Figure 15-2. Textpack 4 Keyboard Template 



Look at the keyboard template and the above 
illustration. Whenever you are asked to "PRESS ADD" 
in these exercises, it is this key you press. 

Now you will learn to use ADD to add in a column. 

PRESS ADD TO INDICATE THAT YOU WANT TO USE 
THE MATH FUNCTIONS. 

Note: The message Cursor not on decimal point or 
number will appear. The step you just did is for 
training only. In your real work, you will not press 
ADD until the cursor is under a number or decimal 
point. You do the step in training in order to 
understand how something is added to the Total 
displayed at the bottom of the screen. Do not be 
concerned about the message at this time. 

Total = 0.00 is at the bottom of the screen. The 
Displaywriter does the actual "scratchwork" of math 
in the Total. 

You must put "7,748.30" from the column for "First" 
in the Total so that it can be worked with. 

MOVE THE CURSOR TO 7,748.30 UNDER THE COLUMN 
"First. " 

Note: Do not move the cursor to a dollar sign, a tab 
symbol, or any character other than a decimal point 
or a number. If you try to add the number to the 
Total when the cursor is not actually on a decimal 
point or a number, the system will not add the 
number to the Total. You will get the message, 
Cursor not on decimal point or number. 

PRESS ADD TO ADD 7,748.30 TO THE TOTAL. 

The system added or "put" the number that you had 
the cursor under, "7,748.30," to the Total. 

Notice also that "Item Count = 1" is at the bottom of 
the screen. This indicates you have added one item 
to the Total. "Item Count" will increase by one each 
time you use the Math functions to change the Total. 
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To Check the Total 

15-6 

1
1, 000 
2,000 
3,000 
4,000 

COLUMNS 

2,000 
3,000 
4,000 
~~O 

Figure 15-3. Column Definition 

3,000 1 4,000 
5,000 
6,000 

The above illustration defines a column. It is 
vertical. That is what you are adding now, a 
"column." Therefore, you move the cursor down each 
time you want to add another number. 

MOVE THE CURSOR DOWN TO 1 ,355.40 AND PRESS ADD 
TO ADD 1 ,355.40 TO THE TOTAL. 

CONTINUE TO MOVE THE CURSOR DOWN AND PRESS 
ADD UNTIL YOU HAVE FOUND THE TOTAL FOR THE 
COLUMN. 

WHEN YOU FINISH, NOTICE THAT THE TOTAL FOR 
"Total Gains" IN THE TABLE AND THE TOTAL AT THE 
BOTTOM OF THE SCREEN ARE THE SAME. 

You have checked the total of the numbers in the 
column. 



To Clear the Total 

Continuing the Exercise 

Before you can use the Math functions to check 
another total, you must clear the present Total. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

The Total on the screen is now 0.00. 

The Item Count is also O. 

MOVE THE CURSOR TO 3,913.90 UNDER THE 
COLUMN "First." 

TO FIND Total Losses, PRESS ADD TO ADD 3,913.90 TO 
THE TOTAL. 

MOVE THE CURSOR DOWN TO 54.20, AND PRESS ADD 
TO ADD 54.20 TO THE TOTAL. 

CONTINUE TO MOVE THE CURSOR DOWN AND PRESS 
ADD UNTIL YOU HAVE FOUND THE TOTAL OF THE 
COLUMN. 
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To Check the Total 

Quarterly Income Table 

Region First Second Year~to-Date 

Gai.ns A 7,748.30 1,260.60 9,Q08.90 
B 1,355.40 4,293.80 3,290.49 
C 4,672.50 3,176.60 7,840.10 
D 5,563.60 2,055.10 7,618.70 

Total Gains 19,339.80 10,777.10 

Losses A 3,913.90 639.80 4,553.70 
B 54.20 37.60 91.80 
C 6,681.70 4,479.40 11,161.10 
D 2,158.80 423.40 2,582.20 

Total Losses 12,808.60 5,580.20 

First Quarter Net Worth 6,531.20 
Second Quarter Net Worth 5,196.90 

To Clear the Total 

15-8 

WHEN YOU FINISH, NOTICE THAT THE TOTAL FOR 
"Total Losses" IN THE TABLE AND THE TOTAL AT THE 
BOTTOM OF THE SCREEN ARE THE SAME. 

You have checked the total of the numbers in the 
column. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

The Total on the screen is now 0.00. 

The Item Count is also O. 



Using SUBTRACT in a 
Column Already Created 

Figure 15-4. Textpack 4 Keyboard Template 

Look at the keyboard template and the above 
illustration. Whenever you are asked to "PRESS 
SUBTRACT" in these exercises, it is this key you 
press. 

Now you will learn to use,SUBTRACT to subtract in a 
column. 

To find the "First Quarter Net Worth," you will 
subtract "Total Losses" from "Total Gains." 

MOVE THE CURSOR TO THE Total Gains, 19,339.80. 

PRESS ADD TO ADD 19,339.80 TO THE TOTAL. 

MOVE THE CURSOR DOWN TO THE Total Losses, 
12,808.60. 

PRESS SUBTRACT TO SUBTRACT 12,808.60 FROM THE 
TOTAL. 
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To Check the Total 

Ga.ins 

Total Gains 

Losses 

Total Losses 

First Quarter 

WHEN YOU FINISH, NOTICE THAT THE TOTAL FOR THE 
First Quarter Net Worth AND THE TOTAL AT THE 
BOTTOM OF THE SCREEN ARE THE SAME. 

Quarterly Income Table 

Region First Second Year-to-Date 
A 7,748.30 1,260.60 9,008.90 
B 1,355.40 4,293.80 3,290.49 
C 4,672.50 3,176.60 7,840.10 
D 5,563.60 2,055.10 7,618.70 

19,339.80 10,777.10 

A 3,913.90 639.80 4,553.70 
B 54.20 37.60 91.80 
C 6,681.70 4,479.40 11,161.10 
D 2,158.80 423.40 2,582.20 

12,808.60 5,580.20 

Net Worth 6,531.20 
Second Quarter Net Worth 5,196.90 

To Clear the Total 

15-10 

You have checked the total of the numbers in the 
column. 

Before you can use the Math functions to check 
another total, you must clear the present Total. 

PRESS CODE PLUS CANCL TO CLFAR THE TOTAL. 

The Total on the screen is now 0.00. 

The Item Count is also O. 



CHECKING NUMBERS IN A 
ROW (ADD) 

Using ADD in a Row 
A I ready Created 

I nstead of checking the numbers in the column for 
Second, you will now learn how to check numbers in 
a row. 

You add ina row the same way that you added ina 
column. 

Row.5 
.) 

1) 000 2,000 3,000 
2,000 3,000 4,000 
3,000 4,000 5,000 
4,000 5,000_ 6,000 

~ 

Figure 15-5. Row Definition 

The above illustration defines a row. It is horizontal. 
That is what you are adding now, a "row." 
Therefore, you move the cu rsor across to the right 
each time you want to add another number. 

Checking Numbers 15-11 



To Check the Total 

To Clear the Total 

Continuing the Exercise 

15-12 

MOVE THE CURSOR TO 7,748.30 FOR REGION A GAINS. 

PRESS ADD TO ADD 7,748.30 TO THE TOTAL 0.00. 

The system added the number "7,748.30" to the 
Total. 

MOVE THE CURSOR ACROSS TO THE NEXT NUMBER IN 
THE ROW. 

PRESS ADD TO ADD 1,260.60 TO THE TOTAL. 

The Year-to-Date total for Region A and the Total at 
the bottom of the screen a re the same. You have 
checked the total of the numbers in the row. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

MOVE THE CURSOR TO 1,355.40 FOR REGION B GAINS. 

When you check the total in this row, the Total at the 
bottom of the screen will not be the same as the total 
in the table. 

FOLLOW THE STEPS THAT YOU HAVE LEARNED TO 
FIND THE Year-to-Date (Total) OF TH IS ROW. 

Since the totals do not match, one of the entries may 
have been typed incorrectly. 

COMPARE THE NUMBERS IN THE ROW ON THE SCREEN 
WITH THE NUMBERS IN THE SAME ROW IN THE 
FOLLOWING ILLUSTRATION TO SEE IF ANY WERE 
TYPED INCORRECTLY. 



Quarterly Income Table 

Region First Second Year-to-Date 
Gains A 7,748.30 1,260.60 9,008.90 

B 1,355.40 4,293.80 3,290.49 
C 4,672.50 3,176.60 7,840.10 
D 5,563.60 2,055.10 7,618.70 

Total Gains 19,339.80 10,777.10 

Losses A 3,913.90 639.80 4,553.70 
B 54.20 37.60 91.80 
C 6,681.70 4,479.40 11,161.10 
D 2,158.80 423.40 2,582.20 

Total Losses 12,808.60 5,580.20 

First Quarter Net Worth 6,531.20 
Second Quarter Net Worth 5,196.90 

The numbers are all typed correctly. Since the 
numbers are all correct, the Year-to-Date total the 
originator used must be wrong. 

Note: When there is a difference like this, you may 
not be sure which entry is wrong (the numbers in 
the column or the total). In your real work, you 
would want to check with the originator to make 
sure. 

For this exercise, you will now learn how to correct 
the total by inserting the checked Total into the 
table. 

Checking Numbers 15-13 



TO INSERT THE CHECKED 
TOTAL INTO A TABLE 

15-14 

First, you must delete the incorrect total in the 
table. Be careful not to delete the carrier return 
followi n 9 it. 

MOVE THE CURSOR TO THE 3 of 3,290.49. 

PRESS DEL. 

WHEN THE PROMPT Delete what? APPEARS, MOVE THE 
CURSOR UNDER THE LAST 9, AND THEN PRESS 
ENTER. (Do not delete the carrier return symbol.) 

The system deleted the number "3,290.49." 

Now, you are ready to insert the checked Total into 
the table. 

PRESS ENTER. 

The correct total "5,649.20" is now in the table. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 



TO REPLACE A NUMBER 

Gains 

Total Gains 

Losses 

Total Losses 

When you check the total in the next row, the Total 
at the bottom of the screen will not be the same as 
the total in the table. 

CHECK THE Year-to-Date FOR REGION C GAINS. 

5 ince the totals do not match, one of the entries may 
have been typed incorrectly. 

COMPARE THE NUMBERS IN THE ROW ON THE SCREEN 
WITH THE NUMBERS IN THE SAME ROW IN THE 
FOLLOWING ILLUSTRATION TO SEE IF ANY WERE 
TYPED INCORRECTLY. 

Quarterly Income Table 

Region First Second Year-to-Date 
A 7,748.30 1,260.60 9,008.90 
B 1,355.40 4,293.80 5,649.20 
C 4,672.50 3,167.60 7,840.10 
D 5,563.60 2,055.10 7,618.70 

19,339.80 10,777.10 

A 3,913.90 639.80 4,553.70 
B 54.20 37.60 91.80 
C 6,681.70 4,479.40 11,161.10 
D 2,158.80 423.40 2,582.20 

12,808.60 5,580.20 

First Quarter Net Worth 6,531.20 
Second Quarter Net Worth 5,196.90 

The second number is typed incorrectly. The correct 
number is "3,167.60." 50, you will correct the table 
on the screen by usi ng the Replace mode. 

Replacing a number in a table is the same as 
replacing a character in text. 

Checking Numbers 15-15 



Checki ng the Correction 

15-16 

MOVE THE CURSOR TO THE 7 of 3,176.60. 

PRESS CODE PLUS INSERT/REPLACE TO INDICATE YOU 
WANT TO USE THE REPLACE MODE. 

Now you are in. the Replace mode. You simply type 
the correct number over the incorrect number rather 
than deleting the incorrect number and then typing 
the correct one. When you are merely correcting an 
error like this, it is quicker to use the Replace mode. 

Note: Be sure you do not type over numbers you 
want to keep. If you want to put three numbers 
where there were only two, go out of the Replace 
mode to type the last of the th ree numbers. 

TYPE: 67 

The numbers in the table are now correct. 

PRESS CODE PLUS INSERT/REPLACE TO GO OUT OF 
THE REPLACE MODE. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

Now you a re ready to check the correction. 

CHECK THE Year-to-Date 
AGAIN. 

FOR REGION C GAINS 

The numbers and total are correct. 

You have checked, corrected, and rechecked the 
totals. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

In your real work, you would probably use the Math 
functions to check all the column totals first and then 
check all the row totals. You would do this for the 



Completing the Exercise 

entire table. You would also want to compare the 
totals you get for the "Year-to-Date" columns with 
the totals you get for the "Total Gains" row and the 
"Total Losses" row. To save training time, the 
exercise stops here. You may check the rest of the 
totals if you wish. 

PRESS CODE PLUS CANCL AGAIN TO INDICATE THAT 
YOU HAVE FINISHED USING THE MATH FUNCTIONS. 

PRESS END. 

Checking Numbers 15-17 



CHECKING NUMBERS IN A 
ROW (MULTIPLY/DIVIDE) 

Beginning the Exercise 

15-18 

You have learned to add numbers in a row. Now you 
will learn to multiply and divide in a row. You will: 

• Add (to the Total at the bottom of the screen) 
the number you want to be multiplied or divided. 

• Move the cursor to the number you want to 
multiply or divide by. 

• Press the appropriate key (MULTIPLY or 
DIVI DE) to indicate which Math function you 
want. 

• See the answer displayed in the Total. 

• Move the cu rsor to where you want to insert the 
Total. 

• Press ENTER to insert the Total. 

For this section, you will use a document already 
stored on the diskette. This document was created 
with the Column Layout function, using decimal tabs, 
center tabs and flush right tabs. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION AND GO TO THE TYPING 
AREA. 

Document name: Multiply Divide 
Diskette name: TRAIN 

The following illustration should be on the screen. 



Below are 
TAf!J/.1£ 1 
Sales 

45 
53 
29 

Below are 

1A8LE 2 
Total 

11,283.75 
9,704.83 
2,884.05 

Using the Math 
Functions 

INVENTORY AND COSTS TABLE 

the totals of sales for this quarter. 

Cost per Item 
250.75 
183.11 
99.45 

the averages per salesman for thj.s quarter. 

Salesmen 
14 
27 
18 

Total 
11,283.75 
9,704.83 
2,884.05 

Averae;e 
805.98 
567.89 
160.23 

MOVE THE Cl)RSOR TO 45, UNDER THE COLUMN FOR 
Sales IN TABLE 1. 

You are multiplying the number of sales times the 
cost per item to arrive at the total (e.g. 45 x 250.75 
= 11,283.75). 

Since the actual "scratchwork" is done in the Total, 
you must put "45" in the Total in order to work with 
it. 

PRESS ADD TO ADD 45 TO 0.00. 

Checking Numbers 15-19 



To Multiply Numbers 
Typed in a Row 

To Check the Total 

To Clear the Total 

15-20 

Figure 15-6. Textpack 4 Keyboard Template 

Look at the keyboard template and the above 
illustration. Whenever you are asked to "PRESS 
CODE PLUS MULTI PLY" in these exercises, it is this 
key you press. 

Now you will learn to multiply in a row. 

MOVE THE CURSOR TO 250.75. 

PRESS CODE PLUS MULTIPLY TO MULTIPLY THE TOTAL 
BY THE NUMBER THAT THE CURSOR IS UNDER. 

Notice that the total in the table and the Total at the 
bottom of the screen a re the same. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 



Completing Multiplication 

To Divide in a Row 

FOLLOW THE SAME STEPS TO CHECK THE TOTAL IN 
THE NEXT TWO ROWS. 

Figure 15-7. Textpack 4 Keyboard Template 

Look at the keyboard template and the above 
illustration. Whenever you are asked to "PRESS 
CODE PLUS DIVIDE" in these exercises, it is this 
key you press. 

IN TABLE 2, MOVE THE CURSOR TO 11,283.75 UNDER 
THE COLUMN FOR Total. 

You are dividing the total by the number of salesmen 
to arrive at the average (e.g. 11,283.75 divided by 
14 = 805.98). 

The Total is 0.00. 

PRESS ADD TO ADD 11,283.75 TO 0.00. 

MOVE THE CURSOR TO 14, THE NUMBER THAT YOU 
WANT TO DIVIDE 11,283.75 BY. 

PRESS CODE PLUS DIVIDE TO DIVIDE THE TOTAL BY 
14, THE NUMBER THE CURSOR IS UNDER. 

Checking Numbers 15-21 



To Check the Total 

The "Average" in the table and the Total at the 
Bottom of the screen are the same. You will receive 
the message: "Total round~d." 

INVENTORY AND COSTS TABLE 

Below are 
IA13L Ii 1 

the totals of sale$ for this quarter. 

Sales 
45 
53 
29 

Cost per Item 
250.75 
183.11 

99.45 

Total --
11,283.75 
9,704.83 
2,884.05 

Below are 
7A9JL& 2-
Total 

the ?verages per salesman for this quarter. 

11,?R3.75 
9,704.83 
2,884·.05 

To Clear the Total 

15-22 

Salesmen 
14 
27 
]8 

Ave?:..~ge 
805.98 
567.89 
160.23 

PRESS CODE PLWS CANCL TO CLEAR THE TOTAL. 



Completing Division 

Completing the Exercise 

FOLLOW THE SAME STEPS TO CHECK THE Average IN 
THE NEXT ROW. THE TOTAL AT THE BOTTOM OF THE 
SCREEN AND THE Average WILL BE DIFFERENT •. 

The Average in the table was typed incorrectly. 

MOVE THE CURSOR TO THE 5 OF 567.89. 

PRESS CODE PLUS INSERT/REPLACE TO INDICATE YOU 
WANT TO USE THE REPLACE MODE. 

TYPE: 359.44 

The number for Average in the table is now correct. 

PRESS CODE PLUS INSERT/REPLACE TO GO OUT OF 
THE REPLACE MODE. 

You could delete "567.89" and insert "359.44." 
INSERT /REPLACE was used here to show you can do 
it either way. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

FOLLOW THE SAME STEPS TO CHECK THE Average IN 
THE NEXT ROW. 

PRESS CODE PLUS CANCL AGAIN TO INDICATE THAT 
YOU ARE FINISHED USING THE MATH FUNCTIONS. 

PRESS END. 

Checking Numbers 15-23 



CHECKING NUMBERS IN A 
COLUMN (COLUMN/ROW ADD) 

Beginning the Exercise 

15-24 

I n you r real work, if you know you will want to 
check the totals in a table as you create the table, 
you should use the method in this section. 

First, you should type all of the entries in the table, 
but not the totals. 

I nstead of typing the totals, you should use COLUMN 
ADD and ROW ADD to find the Totals. (These keys 
are located at the upper left side of the keyboard.) 

Note: Display Codes must = No to use COLUMN ADD 
and ROW ADD. Otherwise, the numbers on the screen 
do not line up, and the Math functions don't work 
properly. 

If the Total the system finds matches the total the 
originator used, you know you typed the entries 
correctly. Then, rather than type the total you rself, 
let the system insert it for you when you press 
ENTER. 

If the Total the system finds differs from the total 
the briginator used, compare the entries with those 
the originator gave you. If an entry was typed 
incorrectly, you can delete or replace the incorrect 
number. Then, use COLUMN ADD or ROW ADD to 
check the total again. 

This method saves you steps and cuts down on the 
possible number of mistakes. 

To save training time, you will use a document that 
already is stored on the diskette. It has the entries 
(but not the totals) typed. 

This document was created with the Column Layout 
function, using decimal tabs and center tabs. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA. 

Document name: 
Diskette name: 

Column Row Add 
TRAIN 



Winter 
67,748.30 
91,355.40 

-44,672.50 
85,563.60 
73,913.90 
90,054.20 

-66,681.70 
82,158.80 

.37r., 440.00 

The following illustration should be on the screen. 

The illustration is in the form that the originator 
might use, with instructions for you to create the 
table and check the numbers and totals. 

INCOMING SALES 

Spring 
81,260.60 
54,293.80 

103,176.60 
52,055.10 

-99,639.80 
90,337.60 
24,479.40 

-145,423.40 
/60,530. CfO 

Summer 
-87,773.50 
-12,006.90 

79,823.80 
103,990.20 
165,997.70 
-56,229.50 

62,422.40 
63,273.80 

31'14Cf8.0o 

Totals 
61/2Jj.4C 

/j.3~ "42..30 
IE8/318.7tJ 
241, bee, Of 0 

/40)2.7/,80 
124 I /62. ~o 
20~220.JO 

r. ;'0 

These figures were reported by our Marketing Center in Carrollton, 
Texas. Refer to your conversion table for more information. 

For training purposes, assume you are creating this 
table and have just finished typing the entries. 

You are ready to check and enter the totals. 

Now you will learn to use COLUMN ADD. 

You know how to add columns and rows by pressing 
ADD, moving the cursor, pressing ADD, and so on. 
A much quicker way is to use COLUMN ADD and ROW 
ADD. 

I n order to take advantage of COLUMN ADD and ROW 
ADD, you must have decimal tabs set in your table. 

The system highlights each number as it .is added to 
the Total. When you hold COLUMN ADD or ROW ADD 
down, the fu nction repeats itself, addi ng the col umn 
or row all the way down or across the page. 

Checking Numbers 15-25 



Using COLUMN ADD 

15-26 

For example, to add a col umn with eight entries, you 
can hold COLUMN ADD down instead of pressing 
COLUMN ADD eight times. 

Note: As you get towards the end of the co.lumn, be 
sure to release COLUMN ADD before the cursor goes 
past the Io.cation where you want to insert the Total. 
Otherwise, the .curso.r continues to mo.ve down the 
page. You will quickly get a feel fo.r hew Io.ng to hold 
it down. 

If you do go teo far and add a number you didn't 
intend to, Press CODE PLUS CANCL and start again. 

Because it is so much quicker, you sho.uld use 
COLUMN ADD and ROW ADD in tables where you 
have not typed the totals. Yo.u can use COLUMN ADD 
and ROW ADD in tables where you have already 
typed the to.tals. Just take care that you don't 
accidentally add the typed total in with the entries. 
In this case, it is better to. press COLUMN ADD or 
ROW ADD o.nce for each entry. 

Since the Displaywriter highlights all the numbers as 
you press COLUMN ADD o.r ROW ADD, you can 
quickly tell if you have added a number yo.u didn't 
intend to. Ano.ther check is to look at the Item 
Count. 

In this exercise, yo.u will add columns and rows 
wh ich have been typed at decimal tabs. They have 
also. been typed with decimal points in each entry 
(e.g. "67,748.30"). 

In order to use COLUMN ADD and ROW ADD, each 
entry must be typed at a decimal tab. Entries typed 
at a flush left, flush right o.r center tab wi" not be 
properly added. Fer further guidelines en thi~see 
the "Additio.nal Information" at the end of this topic. 

Note: The Displaywriter automatically recognizes 
numbers with a minus sign or parentheses as 
negative numbers (numbers to be SUBTRACTED from 
the Total). 

So, when you use COLUMN ADD or ROW ADD as you 
do. in this exercise, the negative numbers will 
automatically be subtracted. 



To Check the Total 

To I nsert the Checked 
Total into a Table 

TNL SN44-2104 (26 February 1982) to S544-2035-0 

Negative numbers are also recognized if you press 
ADD, move the cu rsor to the next number, press 
ADD, and so on. 

If, in you r real work you use parentheses to identify 
negative numbers, see the "Additional Information" at 
the end of this topic. 

MOVE THE CURSOR TO 67,748.30 IN THE COLUMN 
FOR Winter. When using COLUMN ADD and ROW ADD, 
always move the cursor under a number to the left of the 
decimal point or under the decimal point. 

HOLD COLUMN ADD DOWN TO ADD THE COLUMN FOR 
Winter. (The COLUMN ADD key is at the upper left side 
of the keyboa rd. ) 

Be su re to release COLUMN ADD as you approach the 
last entry. 

Notice the system adds and highlights the numbers. 

WHEN YOU FINISH, NOTICE THAT THE TOTAL IN THE 
ILLUSTRATION AND THE TOTAL AT THE BOTTOM OF 
THE SCREEN ARE THE SAME. 

You have used COLUMN ADD to check the total in the 
column. Now, you are ready to insert the checked 
Total into the table. 

Be sure the cursor is on the row below the 
underline, aligned with the decimal tab symbol on the 
scale line. 

PRESS ENTER TO INSERT THE TOTAL. 

The Total is now in the table. 

Checking Numbers 15-27 



TNL SN44-2104 (26 February 1982) to S544-2035-0 

To Clear the Total 

Usihg ROW ADD 

To Check the Total 

15-28 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

In your real work, you would add the other columns 
now. To save training time, you will learn to use 
ROW ADD. 

MOVE THE CURSOR TO 67,748.30 IN THE COLUMN 
FOR Winter. When using COLUMN ADD and ROW ADD, 
always move the cursor under a number to the left of the 
decimal point or under the decimal point. 

HOLD CODE PLUS ROW ADD DOWN TO ADD THE FIRST 
ROW. (The ROW ADD key is at the upper left side of the 
keyboa rd.) 

Notice the system adds and highlights the numbers. 

WHEN YOU FINISH, COMPARE THE TOTAL IN THE 
FOLLOWING ILLUSTRATION WITH THE TOTAL AT THE 
BOTTOM OF THE SCREEN. 



INCOMING SALES 

Winter Spring Summer Totals 
67,748.30 81,260.60 -87,773.50 61,235.40 
91,355.40 54,293.80 -12,006.90 133~ 642.30 

-44,672.50 103,176.60 79,823.80 138} 318,90 
85,563.60 52,055.10 103,990.20 241, 60B.'0 
73,913.90 -99,639.80 165,997.70 140} 211.80 
90,054.20 90,337.60 -56,229.50 124) 162.30 

-66,681.70 24,479.40 62,422.40 20,220.1,0 
82,158.80 -145,423.40 63,273.80 ?to 

.3 7'1. 440. ()O 160
1
530,90 .:3lq, 4'8,00 B51,4'~, C/O 

These figures were reported by our Marketing Center in Carrollton, 
Texas. Refer to your conversion table for more information. 

To I nsert the Checked 
Total into a Table 

To Clear the Total 

The totals match. 

You have used CODE PLUS ROW ADD to check the 
total in the row. Now you are ready to insert the 
checked Total into the table. 

MOVE THE CURSOR SO IT IS LINED UP WITH THE 
DECIMAL TAB SYMBOL ON THE SCALE LINE IN THE 
COLUMN FOR Totals. 

PRESS ENTER TO INSERT THE TOTAL. 

The Total is now in the table. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

Checking Numbers 15-29 



Continuing the Exercise 

Winter 
67,748.30 
91.,355.40 

-44,672.50 
85,563.60 
73,913.90 
90,054.20 

-66,681.70 
82,158.80 

.379) 440.00 

MOVE THE CURSOR TO 91,355.40 ON THE NEXT ROW. 

USE tODE PLUS ROW ADD TO FIND THE TOTAL OF 
THIS ROW. 

COMPARE THE TOTAL AT THE BOTTOM OF THE 
SCREEN WITH THE TOTAL IN THE SAME ROW IN THE 
FOLLOWING I LLUSTRA TION. 

INCONING SALES 

Spring Summer Totals 
81,260.60 -87,773.50 61,2:35.40 
54,293.80 -12,006.90 / ).3,642..30 

103,176.60 79,823.80 /J8,311.QO 
52,055.10 103,990.20 t.4 /) 608. C/O 

-99,639.80 165,997.70 14() I ~1 I. Sf) 
90,337.60 -56,229.50 /24

J 
/62,30 

24,479.40 62,422.40 2,0,22,0,/0 
.... 145,423.40 63,273.80 9.20 

160, 5jo. "0 .31Q, ~'1r, 00 259, -"I6e. 90 

These figures were repo~ted by our Marketing Center in Carrollton, 
Texas. Refer to your conversion table for more information. 

To I nsert the Checked 
Total into a Table 

15-30 

The totals match. 

LINE THE CURSOR UP WITH THE DECIMAL TAB SYMBOL 
UNDER Totals. 

PRESS ENTER TO INSERT THE TOTAL. 



'To Clear the Total 

Continuing the Exercise 

Winter 
67,748.30 
91,355.40 

-44,672.50 
85,563.60 
73,913.90 
90,054.20 

-66,681.70 
82,158.80 

31'1,440.00 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

USE CODE PLUS ROW ADD TO CHECK THE TOTAL IN 
THE THIRD ROW. 

COMPARE THE TOTAL AT THE BOTTOM OF THE 
SCREEN WITH THE TOTAL IN THE SAME ROW IN THE 
FOLLOWING ILLUSTRATION. 

Since the totals do not match, one of the entries may 
have been typed incorrectly. 

COMPARE THE NUMBERS IN THE ROW ON THE SCREEN 
WITH THE NUMBERS IN THE SAME ROW IN THE 
FOLLOWING ILLUSTRATION TO SEE IF ANY WERE 
TYPED INCORRECTLY. 

INCOMING SALES 

Spri.ng 
81,260.60 
54,293.80 

103,167.60 
52,055.10 

-99,639.80 
90,337.60 
24,479.40 

-145,423.40 

160,530 .QO 

Summer 
-87,773.50 
-12,006.90 

79,823.80 
103,990.20 
165,997.70 
-56,229.50 

62,422.40 
63,273.80 

31'1 -"{CIS ,00 
J 

Totals 
"1,2. 35.40 

t 33, b42..30 
(38/318.'10 
241.60B.CfO 
1-40.2.71.80 
I Z4,lbl..30 

20,2.20.10 
't.20 

859,468.90 

These figures were reported by our Marketing Center in Carrollton, 
Texas. Refer to your conversion table for more information. 

Checking Numbers 15-31 



To Replace a Number 

Completing the Exercise 

Checking the Correction 

To I nsert the Checked 
Total into a Table 

15-32 

The second number is typed incorrectly. The correct 
number is "103, 167.60." Correct the table on the 
screen by using theReplace mode. 

MOVE THE CURSOR TO THE 7 of 103,176.60. 

PRESS CODE PLUS INSERT/REPLACE TO USE THE 
REPLACE MODE. 

TYPE: 67 

The numbers in the table are now correct. 

PRESS CODE PLUS INSERT/REPLACE TO GO OUT OF 
THE REPLACE MODE. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

Now you a re ready to check the correction. 

CHECK THE TOTAL IN THE THIRD ROW AGAIN. 

Now, the Total at the bottom of the screen matches 
the total in the illustration. 

LINE THE CURSOR UP WITH THE DECIMAL TAB SYMBOL 
UNDER Totals. 

PRESS ENTER TO INSERT THE TOTAL INTO THE 
TABLE. 



To Clear the Total 

Winter 
67,748.30 
91,355.40 

-44,672.50 
85,563.60 
73,913.90 
90,054.20 

-66,681.70 
82,158.80 

379,440.00 

TNL SN44-2076 (20 August 1982) to S544-2035~0 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 

In your real work, you would probably use COLUMN 
ADD to check all the column totals first and then use 
ROW ADD to check all the row totais. You would then 
compare the total for the Totals column with the Total 
you receive when you ROW ADD the Wi nter, 
Spring, and Summer columns. 

To save training time, stop the exercise here. 

The following illustration is how the table looks if 
completed. 

PRESS CODE PLUS CANCL AGAIN TO INDICATE THAT 
YOU HAVE FINISHED USING THE MATH FUNCTIONS. 

PRESS END. 

INCOMING SALES 

Spring Summer Totals 
81,260.60 -87,773.50 61,235.40 
54,293.80 -12,006.90 133,642.30 

103,167.60 79,823.80 138,318.90 
52,055.10 103,990.20 241,608.90 

-99,639.80 165,997.70 140,271.80 
90,337.60 -56,229.50 124,162.30 
24,479.40 62,422.40 20,220.10 

-145,423.40 63,273.80 9.20 
160,530.90 319,498.00 859,468.90 

These figures were reported by our Marketing Center in Carrollton, 
Texas. Refer to your conversion table for more information. 
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ADDITIONAL INFORMATION 

Typing One's 
and Lowercase "I"s 

Using Math in Columns 
and Rows 

I nserting a Total 
Into Text 

Changing the Format 
of the Decimal Point 

15-34 

Be sure to type a one (1) and not a lowercase "I" 
when you are typing numbers. The system recognizes 
a lowercase "I" as a lowercase "I", not as a one (1). 

You can subtract in a row the same way you learned 
to subtract in a column. 

You can multiply or divide in a column the same way 
you learned to multiply or divide in a row. 

You can insert a Total into lines of text the same way 
you insert a Total into a table. 

When Total = (a number) is on the screen, move the 
cursor where you want the total to appear, then 
press ENTER. 

COLUMN ADD or ROW ADD add only numbers set on 
a decimal tab symbol. This decimal point can be a 
period, comma, or colon. The default for a decimal 
point is a period. For information on changing this 
default, refer to "Change Math Format Defaults" in 
the "Quick Reference" section and to "Change Math 
Format Menu" in the "Menu" section of the Reference 
Guide. 



Typing Numbers 
Without Decimal 
Points at a 
Decimal Tab Symbol 

Your work may require typing numbers without decimal 
points, for instance: "100,000" not "100,000.00". You 
can still take advantage of COLUMN ADD and ROW 
ADD. The table must be set up with decimal tabs. In 
effect, what happens is that these numbers are lined 
up at the right of the column. Following is the 
procedure you should use: 

A. Cou nt the cha racters for the longest entry in 
each column, and set decimal tabs for each column. 

B. Type the table. Ensure that the cursor is lined 
up with the decimal tab symbol on the scale line 
before you type each entry. 

C. If you plan to insert totals in a blank column 
on the right using ROW ADD, you must have a 
decimal tab set for that column also. 

D. Follow the procedures you have learned in this 
topic to use COLUMN ADD and ROW ADD to check 
you r totals. 

E. If you do all of your work this way, you will 
want to change the Active Math Format to "0" 
instead of "0.00" when you personalize your 
Program Diskette. This is a permanent change and 
wi II be in effect for a II you r documents. 

If your work requires changing the Active Math 
Format, refer to the topic "Personalizing a Program 
Diskette" in this book. 

For more information on changing the Math formats, 
refer to "Change Math Format Defaults" in the 
"Quick Reference" section and to "Change Math~ 
Format Menu" in the "Menu" section of the 
Reference Guide. 

F. If you don It change the Active Math Format 
permanently on your Program Diskette, you can 
change it temporarily for one document as follows: 

1) Press MATH REQUEST, and choose the ITEM for 
Active Math Format. 
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Typing Negative 
N umbers with 
Parentheses 

15-36 

2) Type the choice that indicates "0" as the Active 
Math Format. 

3) Press ENTER to return to the typing area. 
Then, when you insert totals, they will be in the 
right format, e. g. "100,000" instead of 
"100,000.00". 

Note: If you CODE PLUS CANCL to go out of the 
Math functions, this "temporary" choice is gone. 

G. If you are inserting checked Totals, ensure 
that the cursor is lined up with the decimal tab 
symbol on the scale line for that column before you 
press ENTER to insert the Total. 

If your work requires that you type parentheses 
instead of minus signs to indicate negative numbers, 
for instance: (100,000.00) not -100,000.00, there are 
some things you should be aware of: 

• You should change the default for negative 
numbers to be parentheses when you personalize 
your Program Diskette. Otherwise, if a column or 
row adds up to a negative total, the minus sign will 
appear for the total and not the parentheses. 

• If the negative number is the last number in the 
column and you use Word Underscore to underline 
it, you must type the whole number, including the 
closing parentheses, then press CODE PLUS WORD 
UND. The last numeral and the closing parentheses 
cannot be separated by a WORD UND. 

• If you must not have the closing parentheses 
underlined, useBEG I N and END UND. 

If you type negative numbers with parentheses and 
without decimal points at a decimal tab, use the 
followi ng p roced u re: 

A. Tab to the decimal tab and type the negative 
number, for instance: (100,000). 

B. Press CODE PLUS REQU I RED BACKSPACE 
once. 



Using Subtotals and 
Grand Totals 

Using the Math Functions 
for Numbers with Graphics 

C. Tab to the next column or carrier return if 
you r next entry is on the next TIne. 

D. If the negative number typed with parentheses 
is the last n umber in the column, and you use 
WORD UND to underline it, type the closing 
parentheses, press CODE PLUS WORD UND, CODE 
PLUS REQUIRED BACKSPACE, and tab or carrier 
retu rn to the next entry. 

E. If the col umn has negative n umbers with 
parentheses, but the last number in the column is 
not in parentheses, and you must have the 
parentheses underscored, do the following: 

1) Tab to the decimal tab. 

2) Press CODE PLUS REQUIRED SPACE. 

3) Type the number. 

4) Press CODE PLUS REQUIRED SPACE. 

5) Press CODE PLUS WORD UND. 

6) Press CODE PLUS one REQUIRED BACKSPACE. 

7) Tab or carrier return to the next column. 

For information on subtotals and grand totals refer to 
"Checking Subtotals and Grand Totals" in the "Work 
Samples Handbook" chapter of the Work Station 
Procedures Guide and to "Subtotaling and Grand 
Totaling" under "M~th" in the "Quick Reference" 
section of the Reference Guide. 

For information on using the Math 
numbers with graphics, for example, 
refer to "Numbers with Graphics" 
Samples Handbook" chapter of the 
Procedu res Guide. 

functions for 
* , - , or ), 
in the "Work 
Work Station 
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Using Item Count 
As a Check 

15-38 

Item Count = 0 is at the bottom of the screen next to 
Total = 0.00. The system figures Item Count as you 
add the numbers in a column or row. 

Each time you add a number to the Total, Item Count 
increases by one (1). For example, if you add five 
numbers, Item Count increases from 1 to 2 to 3 to 4 
to 5. 

If you meant to add five numbers, but Item Count 
equals 6 or more, you know you made an error. 

If you make an error, Press CODE PLUS CANCL and 
try agai n. 

For more information on numbers, refer to "Tables 
and Columns" in the "Work Samples Handbook" 
chapter of the Work Station Procedures Guide and to 
"Math" in the "Quick Reference" section of the 
Reference Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

Using ADD in a Column 
or in a Row 
A I ready Created 

A. Move the cu rsor to the n umber you want to add. 

B. Press ADD to add the number in "A." to the 
Total. 

C. Move the cursor to the next number you want to 
add to the Total. 

D. Repeat steps "A." through "C." until you have 
added all the numbers in the column or in the row. 

E. Check to see if the Total on the screen matches 
the total in the table. 

F. Make any necessary corrections. 

G. Press CODE PLUS CANCL to clear the Total. 

Using SUBTRACT in a Column 
or in a Row 
A I ready Created 

A. Move the cu rsor to the number you want to 
subtract from. 

B. Press ADD to add the number in "A." to the 
Total. 

C. Move the cu rsor to the n umber you wa nt to 
subtract from the Total. 

D. If the number in "C." is identified as a negative 
number by a minus sign or parentheses, press ADD 
to subtract it from the Total. 

E. If the number in "C." is not identified as a 
negative number, press SUBTRACT to subtract it 
f rom the tota I. 

F. Repeat steps "C." through "E." until you have 
subtracted all of the numbers in the column. 

G. Check to see if the Total on the screen matches 
the total in the table. 
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-Using DIVIPE i'n a Row 

ef:nse+tt'ngithe 
:C,hecked';-o~a I 

H. Make any necessary corrections. 

I. Press CODE PLUS CANCL to clear the Total. 

A. Move the cu rsor to the n umber you want to 
multiply. 

B. Press ADD to add to the number in "A." to the 
Total. 

C. Move the cursor to the number you want to 
multiply the Total by. 

D. Press CODE PLUS MULTIPLY. 

E. Repeat steps "C." through "D." until you have 
multiplied all of the numbers in a row that you 
wanted to multiply. 

F. Press CODE PLUS CANCL to clear the Total. 

A. Move the cursor to the number you want to 
divide. 

B. Press ADD to add the number in "A." to the 
Total. 

C. Move the cu rsor to the n umber you want to 
divide the Total by. 

D. Press CODE PLUS DIVIDE. 

E. Repeat steps "C." through "D." until you have 
divided all of the numbers in a row that you wanted 
to divide. 

F. Press CODE PLUS CANCL to clear the Total. 

A. Complete the appropriate Math function. 



Checking Numbers in 
a Column or in a Row 
(COLUMN/ROW ADD) 
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B. If necessary, delete any incorrect totals in the 
table. 

C. Move the cu rsor where you want to insert the 
Total. 

D. Press ENTER. 

E. Notice that the Total at the bottom of the screen 
is now in the table, also. 

F. Press CODE PLUS CANCL to clear the Tofal. 

A. Type all of the entries in the column or row but 
do not type the totals. 

B. Move the cursor to the first number you want to 
add in the column or row (under the decimal point or 
to its left). 

C. Hold COLUMN ADD or ROW ADD down until the 
system has added the column or row. 

D. Compare the Total at the bottom of the screen to 
the total the originator used. If the Total you find is 
different from the originator's total, make the 
necessary corrections. 

E. Be sure the cursor is at the decimal tab symbol 
where you want to insert the Total. 

F. Press ENTER to insert the correct Total. 

G. Press CODE PLUS CANCL to clear the Total. 

H. Repeat steps "B." th rough "G." until you have 
checked and inserted all the Totals into your table. 

Note: Display Codes must = No when using COLUMN 
ADD or ROW ADD. 

To use COLUMN ADD or ROW ADD, decimal tabs must be 
set for each column or row (including the total). 
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You have completed this topic. Choose the next topic from your 
Training Checklist. 
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Topic 16. Figuring Numbers to Complete a Table 

USING A NUMBER NOT IN 
THE TABLE (A CONSTANT) 

Beginning the Exercise 

Sometimes when you type a table, you need to figure 
a number that is not actually in the table. This 
number is necessary to complete the table. 

The Displaywriter can add, subtract, multiply, or 
divide by a number not in the table. You use this 
n umber to figu re an average, to perform the same 
operation on several numbers that are in the table, 
or to figure a percentage. 

You can also use a number typed as a percent to 
figure another number you need in the table, 

In this topic, you will learn how to figure number~ to 
complete a table using: 

• A number not in the table (a constant) 

• A constant to figu re percentages 

• A number typed as a percent to figure another 
number in the table 

• MATH REQU EST to figu re an average 

Before starting this topic, you should have 
completed: 

1. All Basic Topics 

2. Topic 12. Creating Simple Tables 

3. Topic 13. Creating Advanced Tables 

4. Topic 15. Checking Numbers 

Display Codes must = No for this topic. 

For this section, you will use a document already 
stored on the diskette. This document was created 
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monthly estimate 
yearly estimate 

A Constant 

with the Column Layout function, using decimal tabs 
and center tabs. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION AND GO TO THE TYPING 
AREA. 

Document name: 
Diskette name: 

Constant 
TRAIN 

The following illustration should be on the screen. 

Utility Service Transcript 

Company A 
450.00 

Company B 
550.00 

Company C 
650.00 

MOVE THE CURSOR TO THE DECIMAL POINT OF 450.00 
AND PRESS ADD. 

Total = 450.00 should be at the bottom of the screen. 

You can add, subtract, multiply, or divide by a 
number that is not in the table. When you want to 
use this number to perform the same operation on 
several numbers that are in the table, you use a 
constant. 

You must indicate what number to use as the 
constant. 



Completing the Table 

Continuing the Exercise 

TNL SN44-2104 (26 February 1982) to S544-2035-0 

In the exercise below, to find the yearly utility 
estimate, you must multiply the monthly estimate by 
12 (12 months = one year). 

Since 12 is the number you must use to figure out the 
yearly estimate to complete the table, 12 is the 
con sta nt. 

PRESS CODE PLUS CONSTNT. (The CONSTNT key is at 
the upper left side of the keyboard.) 

Notice that "Constant = ):( " appears in the bottom 
left-hand corner of the screen where Total was. The 
cursor is in the bottom left-hand corner, also. 

TYPE: 12 

Now you are ready to figure the number to complete 
the table. 

PRESS CODE PLUS MULTIPLY TO MULTIPLY THE 
TOTAL, 450.00, BY THE CONSTANT, 12. 

The Total now equals the yearly utility estimate. 

MOVE THE CURSOR TO THE DECIMAL TAB UNDER THE 
COLUMN FOR Company A in the yearly estimate row. 

PRESS ENTER TO INSERT THE TOTAL, 5,400.00, INTO 
THE TABLE AS THE YEARLY ESTIMATE OF Company A. 

CLEAR THE TOTAL. 

MOVE THE CURSOR TO 550.00. 

PRESS ADD TO ADD 550.00 TO THE TOTAL. 
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Completing the Exercise 

16-4 

PRESS CODE PLUS CONSTNT. 

Since "12" still is the Constant, you do not have to 
type it agai n. 

PRESS CODE PLUS MULTI PLY TO MULTIPLY THE 
TOTAL, 550.00, BY THE CONSTANT, 12. 

MOVE THE CURSOR TO THE DECIMAL TAB UNDER THE 
COLUMN FOR Company B in the yearly estimate row. 

INSERT THE TOTAL, 6,600.00 , INTO THE TABLE AS 
THE YEARLY ESTIMATE OF Company B. 

CLEAR THE TOTAL. 

FOLLOW THE SAME STEPS TO FIND AND INSERT THE 
YEARLY ESTIMATE OF Company C. 

CLEAR THE TOTAL. 

PRESS CODE PLUS CANCL AGAIN TO INDICATE THAT 
YOU HAVE FINISHED USING THE MATH FUNCTIONS. 

PRESS END. 



FIGURING PERCENTAGES 

Beginning the Exercise 

Regular Price 
10.95 
14.35 
7.52 

Using a Constant 
To Figure Percentages 

For this section, you will use a document already 
stored on the diskette. This document was created 
with the Column Layout function, using decimal tabs 
and center tabs. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION AND GO TO THE TYPING 
AREA. 

Document name: 
Diskette name: 

Percentages 
TRAIN 

The following illustration should appear on the 
screen. 

ABC Company Seasonal Sale 

7% Discount 

When the percent is the same th roughout a table, the 
system also can multiply by a constant to figure a 
pe rcentage. 

In the exercise below, you will figure a 7% discount 
on the regular price. 
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Fig uri ng Percentages 
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When a percent sign (%) immediately follows a 
number, the number is treated as a percentage. When 
you multiply or divide by this number with a percent 
sign, the percentage is calculated and replaces the 
Total. 

MOVE THE CURSOR TO 10.95 IN THE COLUMN 
FOR Regular Price. 

PRESS ADD TO ADD 10.95 TO THE TOTAL. 

PRESS CODE PLUS CONSTNT. 

Constant = ):( appears at the bottom of the screen 
where Total was. 

TYPE: 7% 

Now you a re ready to figu re the percentage. 

PRESS CODE PLUS MULTIPLY TO MULTIPLY THE 
TOTAL, 10.95, BY THE CONSTANT, 7%. 

Total = 0.77 and Item Count = 1 appears at the 
bottom of the screen. 

Now you have found the actual number that is 7% of 
"10.95." 

MOVE THE CURSOR TO THE DECIMAL TAB UNDER THE 
COLUMN 790 Discount. (It is necessary to have a decimal 
tab set in this column to correctly insert totals.) 

INSERT THE TOTAL. 

CLEAR THE TOTAL. 



Completing the Exercise 

Regular Price 
10.95 
14.35 

7.52 

REPEAT THESE STEPS (NUMBERED BELOW) UNTIL YOU 
HAVE FIGURED THE PERCENTAGE FOR THE NEXT TWO 
AMOUNTS UNDER THE COLUMN Regular Price. 

1. MOVE THE CURSOR TO THE NUMBER YOU WANT TO 
FIND A PERCENT OF. 

2. PRESS ADD TO PUT THE NUMBER IN THE TOTAL. 

3. PRESS CODE PLUS CONSTNT. 

4. PRESS CODE PLUS MULTIPLY. 

5. MOVE THE CURSOR TO THE DECIMAL TAB UNDER 
THE COLUMN 7% Discount. 

6. INSERT THE TOTAL. 

7. CLEAR THE TOTAL. 

PRESS CODE PLUS CANCL TO INDICATE THAT YOU 
HAVE FINISHED USING THE MATH FUNCTIONS. 

The following illustration shows how the table should 
look when you are finished. 

ABC Company Seasonal Sale 

PRESS END. 

7% Discount 
0.77 
1.00 
0.53 
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USING A NUMBER TYPED AS 
A PERCENT TO FIGURE 
ANOTHER NUMBER 

Beginning the Exercise 

Current Price 

110.95 
214.35 

97.52. 
453.67 

16-8 

If the number you need in order to figure a 
percentage already appears in the table, and is typed 
as a percent (%), you can use it to figure a 
percentage. In this case you would not need to use a 
constant. 

You can then use the number typed as a % to arrive 
at another number you need to complete the table. 

For this exercise, you will use a document already 
stored on the diskette. This document was created 
with the Column Layout function, using decimal tabs, 
center tabs and flush right tabs. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION AND GO TO THE TYPING 
AREA. 

% 

Document name: 
Diskette name: 

Figuring Numbers 
TRAIN 

The following illustration should appear on the 
display. 

ABC Company Price Changes 

Increase % Decrease New Price 

10% 
15% 

5% 
20% 



Figuring a Percentage 

Figuring the Result 

I n this exercise, you are going to find the 
percent~ge of the current price using "% increase" or 
"% decrease" to arrive at the new price. 

MOVE THE CURSOR TO THE FIRST CURRENT PRICE. 

This is the number you want to find the percentage 
of. 

PRESS ADD TO ADD THE NUMBER TO THE TOTAL. 

MOVE THE CURSOR TO THE NUMBER WITH THE 
PERCENT SIGN (%) IN THAT ROW. 

This is the number you want to figure with. 

You will add the percentage to the total if you are 
increasing the price, or subtract the percentage from 
the total if you are decreasing the price. 

PRESS ADD TO FIGURE THE PERCENTAGE AND ADD IT 
TO THE TOTAL. 

MOVE THE CURSOR TO THE DECIMAL TAB UNDER THE 
New Price COLUMN. (It is necesspry to have a decimal 
tab set in this column to correctly insert totals.) 

INSE~T THE NEW PRICE. 

CLEAR TH.E TOTAL. 

MOVE THE CURSOR TO THE SECOND CURRENT PRICE. 
~ i' • 

PRE~S ADD TO ADD THE NUMBER TO THE TOTAL. 

MOYE THE CURSOR TO THE NUMBER WITH TIiE 
PERCENT SIGN (%) IN THAT ROW. 
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Completing the Exercise 
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PRESS SUBTRACT TO FIGURE THE PERCENTAGE AND 
SUBTRACT IT FROM THE TOTAL. 

MOVE THE CURSOR TO THE DECIMAL TAB UNDER THE 
New Price COLUMN. 

INSERT THE NEW PRICE. 

CLEAR THE TOTAL. 

REPEAT THESE STEPS (NUMBERED BELOW) UNTIL YOU 
HAVE FIGURED THE PERCENTAGE FOR THE NEXT TWO 
AMOUNTS UNDER THE COLUMN Current Price. 

1. MOVE THE CURSOR TO THE NUMBER YOU WANT TO 
FIND A PERCENT OF. 

2. PRESS ADD TO PUT THE NUMBER IN THE TOTAL. 

3. MOVE THE CURSOR TO THE NUMBER WITH THE 
PERCENT SIGN IN THAT ROW (THE ONE YOU WANT 
TO FIGURE WITH). 

4. PRESS ADD IF YOU WANT TO ADD THE 
PERCENTAGE TO THE TOTAL, OR 

5. PRESS SUBTRACT IF YOU WANT TO SUBTRACT 
THE PERCENTAGE FROM THE TOTAL. 

6. MOVE THE CURSOR TO THE DECIMAL TAB UNDER 
THE New Price COLUMN. 

7. INSERT THE TOTAL. 

8. CLEAR THE TOTAL. 

PRESS CODE PLUS CANCL TO INDICATE THAT YOU 
HAVE FINISHED USING THE MATH FUNCTIONS. 

The following illustration shows how the table should 
look when you are finished. 



ABC ComEan~ Price Changes 

Current Price % Increase % Decrease New Price 

110.95 10% 122.05 
214.35 15% 182.20 

97.52 5% 102.40 
453.67 20% 362.94 

PRESS END. 
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USING MATH REQUEST TQ 
FIGURE AV~RA(;ES 

Beginning the Ex~rcis~ 

Day 
M 
T 
w 

TH 
F 

Wk. Avg. 

For this section, you will use a document already 
stored on the diskette. This document was created 
w,ith th~ Co!'umn Layout function, using decjmpl tabs 
and center tabs. . 

REVISE THE STORED DQCUMENT USING THE 
FOLLOWING INFOR~ATION, AND GO TO THE TYPING 
AREA. . 

Document nam«;: Averages 
Diskette nafTle: TRAIN 

The followinQ illustrf3tion should be on the screen. 

Big Three vJeek1.y Stqck Averases 

COIDEany A COIDEany B COIDEany C 
55.20 87.22 72.56 
56.75 87.29 70.49 
58.00 90.03 70.53 
56.50 89.9Q 75.38 
55.25 89.25 76.61 
-7 ? ? 

Using the Math Functions 

16-12 

When you want to figu re an average, you use 
COLUMN ADO and MATM· REQUI;:ST. 

In this exercise, the Displaywriter figures the Total 
for each column. Then it automaticc;llly figurj:s the 
av~rage f~r ea~h col umll. 



Using MATH REQUEST 

I nserting the 
Average (Total) 

MOVE THE CURSOR TO: 55.20 IN THE COLUMN 
FOR Company A. 

HOLD COLUMN ADD DOWN TO ADD THE COLUMN 
FOR Company A. 

Now you will learn to figure an average. 

PRESS MATH REQUEST TO SEE THE MATH REQUESTS 
MEN U. (The MATH REQUEST key is at the upper 
left-hand side of the keyboard.) 

Notice that ITEM e, Copy Average into 
Total, includes Average -= (a number) and Item Count 
= (a number). 

CHANGE THE ITEM Copy Average into Total TO Yes. 

The average has been figu red. 

PRESS ENTER ENOUGH TIMES TO RETURN TO THE 
TYPING AREA. 

Notice that the Total at the bottom of the screen now 
equals the average of Company A, "56.34." 

LINE THE CURSOR UP WITH THE DECIMAL TAB SYMBOL 
FOR Company A ON THE ROW FOR Wk. Avg. 

PRESS ENTER TO INSERT THE TOTAL. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 
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Continuing the Exercise 

Completing the Exercise 
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REPEAT THESE STEPS (NUMBERED BELOW) UNTIL YOU 
HAVE FIGURED THE AVERAGE FOR Company B 
and Company C. 

1. MOVE THE CURSOR TO THE FIRST ENTRY IN 
THE COLUMN YOU WANT TO AVERAGE. 

2. HOLD COLUMN ADD DOWN AS YOU ADD THE 
COLUMN. 

3. PRESS MATH REQUEST TO SEE THE MATH 
REQUESTS MENU. 

4. CHANGE THE ITEM TO Copy Average into 
Total TO Yes. 

5. PRESS ENTER ENOUGH TIMES TO RETURN TO 
THE TYPING AREA. 

6. LINE THE CURSOR UP WITH THE DECIMAL TAB 
SYMBOL FOR THE COLUMN. 

7. PRESS ENTER TO INSERT THE TOTAL. 

8. PRESS CODE PLUS CANCL TO CLEAR THE 
TOTAL. 

PRESS CODE PLUS CANCL TO INDICATE THAT YOU 
HAVE FINISHED USING THE MATH FUNCTIONS. 



Day 
M 
T 
W 

TH 
F 

Wk. Avg. 

Big Three Weekly Stock Averages 

Company A 
55.20 
56.75 
58.00 
56.50 
55.25 
56.34 

Company B 
87.22 
87.29 
90.03 
89.99 
89.25 
88.76 

Company C 
72.56 
70.49 
70.53 
75.38 
76.61 
73.11 

The above illustration shows what the finished table 
should look Ii ke. 

PRESS END. 
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ADDITIONAL INFORMATION 

To Change the Constant 

N umbers with a 
Percent Sign 

16-16 

If you entered a constant to add, subtract, multiply, 
or divide, and you want to change to a different 
constant, press CODE PLUS CANCL to clear the 
Constant as you would to clear the Total. 

You can use any of the Math keys to add, subtract, 
multiply, or divide using CONSTNT. 

When a percent sign immediately follows a number, 
the number is treated as a percentage. The following 
res u Its wi II occu r: 

If you ADD or SUBTRACT, the percentage is 
calculated and is added to or subtracted from the 
Total. For example: 

T ota I = 1 00 . 00 

The cursor is under 59: o. 

ADD is pressed. 

100 x .05 = 5.00 (Percentage is calculated) 

Tota I = 105. 00 (Pe rcentage added to Tota I) 

If you MULTI PLY or DIVI DE, the percentage is 
calculated and replaces the total. For example: 

Tota I = 100. 00 

The cursor is under 59: o. 

CODE PLUS MULTIPLY is pressed. 

100 x .05 = 5.00 (Percentage is calculated) 

Total = 5.00 (Percentage replaces Total) 



Changing the Active 
Math Format 

Displaying the Negative 
Math Formats 

Four math formats are included on you,r program 
di~kette frdm I BM. The active math format determines 
how the Total will display on the prompt line and how 
it appears if insert~d into the text. So far, you have 
been using the defaLJlt activen1ath format. To see the 
fou r matH formats you tan use, press MATH 
REQUEST to display the MATH REQUESTS menu. 
(You must be in the typing area to use MATH 
REQUEST. ) 

IMath Request 1 1 1 1 1 1 1 
IDISRoll 1 1 1 IKyb 1 1 1 

I------------~----------------------------------------------------------1 
1 MATH REQUESTS' 1 

1 1 
1 YOUR POSSIBLE 1 

1 1D ITEM CHOICE CHOICES 1 

1 1 
1 a Active Math 1 1 = 0.00 1 

1 Format 2 == $0.00 1 

1 3 = 0 1 
4 = 0.0 1 

b 

c 
d 

e 

Change Sign 

Copy Constant into Total 2 
Copy Total into Constant ~ 

Copy Average into Total 2 
Average == 

Item Obunt = 

1 ::: Yes 
1 ::: Yes 

1 = Yes 
b.oO 
o 

IWhen finished with this menu, pr~ss ENTER. 
1 
IType ID letter to choose IT~M; press ENTER: _ 

2 = No 
2 = No 

2 =No 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

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

Figure 16-1. MATH REQUE~TS Menu 

If you would like the total to use the fbrmat of another of 
the possible choices, choose the ITEM for Active Math 
Format and type the number that identifies your choice. 

As you learned when using COLUMN ADD and ROW ADD, 
the system automatically recognizes numbers with a rnihus 
sign or a parentheses as negative numbers. The TotCiI is 
automatically represented in a negative fot'm of the 
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chosen math format. The negative math formats on the 
dis kettes you recei ved from I BM are shown below. 

'Math Request ,/ , 
DISK01/, , , 'Kyb 1 , , 
------------------------------------------------------ ~----------------, 

MATH REQUESTS , 

YOUR 
ID ITEM CHOICE 

a Active Math 1 
Format 

b Change Sign 

c Copy Constant into Total 2 
d Copy Total into Constant 2 

POSSIBLE 
CHOICES 

1 = -0.00 
2 = -$0.00 
3 = -0 
4 = -0.0 

1 = Yes 2 = No 
1 = Yes 2 = No 

e Copy Average into Total 2 1 = Yes 2 = No 
Average = 0.00 

, Item Count = 0 , 
, 
,When finished with this menu, press ENTER. , 
'Type ID letter to choose ITEM; press ENTER: _ 

Figure 16-2. MATH REQUESTS Menu 

, 
, 
, 
, 
, 
, 

To see how the positive and negative formats will be 
displayed, choose Change Sign in the MATH REQUESTS 
menu and look at the choices (1-4) in the MATH 
REQUESTS menu. 

Changing the Math Format 
Defaults on the Program 
Diskette 

16-18 

If most of your work requires other formats, refer to the 
topic "Personalizing a Program Diskette" in this book to 
lea rn how to change the mat~ formats. 

For more information on changing the math formats, refer 
to "Change Math Format Defaults" in the "Quick 
Reference" section and to "Change Math Format Menu" in 
the "Menu" section of the Reference Guide. 

For more information on numbers, refer to "Tables and 
Columns" in the "Work Samples Handbook" chapter of the 
Work Station Procedures Guide and to "Math" in the 
"Quick Reference" section of the Reference Guide. 

READ THE TOPIC SUMMARY ON THI; NEXT PAGE. 



TOPIC SUMMARY 

To Use A N umber Not In 
The Table (A Constant) 

To Use the Constant To 
Figure Percentages 

A. You can add, subtract, multiply, or divide by a 
number that is not in the table. When you want to 
use this number to perform the same operation on 
several numbers that are in the table, you use a 
constant. 

B. Move the cu rsor to the n umber you want to add 
to, subtract from, multiply or divide by. 

C. Press ADD to put it in the Total. 

D. Press CODE PLUS CONSTNT to bring Constant 
= ):(to the bottom left-hand corner of the screen. 

E. Type the number you want the system to use as 
the constant. 

F. Press the key to do the Math function you want: 
to add the Constant to or subtract the Constant from 
the Total, or to multiply or divide the Total by the 
constant. 

G. Move the cu rsor to the location you want to 
insert the Total. 

H. Press ENTER to insert the Total. 

I. Press CODE PLUS CANCL to clear the Total. 

J. Repeat steps "B." through "I." until the table is 
complete. 

K. Press CODE PLUS CANCL to indicate you have 
finished using the Math functions. 

A. The system also can multiply by a constant to 
figure a percentage. 

B. Move the cursor to the number you want to find 
a percentage of, and press ADD. 

C. Press CODE PLUS CONSTNT. 
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To Use a Percentage to 
Figure Another Number 
In the Table 

16-20 

D. Wheh Cof'lstant = ):( appears, type the number 
you want to use as the percent and the percent sign 
(for example, "5%"). 

E. Press CODE PLUS MULTI PLY. 

F. Move the cursor where you want to insert the 
percentage just figured. 

G. Press ENTER to insert the Total. 

H. Press CODE PLUS CANCL to clear the Total. 

I. Repeat steps "B." through "H.I! until the table is 
complete. 

J. Press CODE PLUS CANCL to indicate you have 
finished using the Math functions. 

A. Move the cursor to the number yoLi want to fihd 
a percentage of. 

B. Press ADD to put the number in the Total. 

C. Move the cursor to the number you want to 
figure with (the number with the percent sign). 

D. To figure the percentage and add it, to or 
subtract it from the Total: 

• Press ADD if you want to add the percentage to 
the Total. 

• Press SUBTRACT if you want to subtract the 
percentage from the Total. 

E. Move the cu rsor where you want to insert the 
number just figured. 

F. Press ENTER to insert the Total. 

G. Press CODE PLUS CANCL to clear the Total. 

H. Repeat steps "A." through "G." until the table 
is complete. 

I. Press CODE PLUS CANCL to indicate you have 
finished using the Math functions. 



To Use MATH REQUEST To 
Figure Averages 

A. When you want to figure an average, use 
COLUMN ADD and MATH REQUEST. The system 
automatically figures the average as you add. The 
system divides the Total by Item Count, and gives 
you the Average. 

B. Press COLUMN ADD or ROW ADD to add the 
entries you want to figure an average for. 

C. Press MATH REQUEST to see the menu. 

D. Change the ITEM Copy Average into Total to 
Yes 

E. Press ENTER enough times to retu rn to the 
typing area. 

F. Move the cursor where you want to insert the 
average (Total). 

G. Press ENTER to insert the Total. 

H. Press CODE PLUS CANCL to clear the Total. 

I. Repeat steps "B." through "H." until the table is 
complete. 

J. Press CODE PLUS CANCL to indicate you have 
finished using the Math functions. 

You have completed this topic. Choose the next topic from your 
Training Checklist. 

Fig uri ng Numbers 16-21 



16-22 



Topic 17. Shortcuts to Check and Figure Numbers 

Beginning the Exercise 

In this topic, you will learn to use KEY SAVE and 
KEY PLAYBCK to: 

• Check numbers you have typed 

• Figure numbers to complete a table 

Before starting this topic, you should have 
completed: 

1. All Basic Topics 

2. Topic 12. Creating Simple Tables 

3. Topic 13. Creating Advanced Tables 

4. Topic 15. Checking Numbers 

5. Topic 16. Figuring Numbers to Complete a Table 

Display Codes must = No for this topic. 

To save training time, you will use a document that 
already is stored on the diskette. It has the entries 
typed, but not the totals. This document was created 
with the Column Layout function, using decimal tabs 
and center tabs. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA. 

Document Name: Shortcuts to Check 
Diskette Name: TRAIN 

The following illustration should be on the screen. 
The written totals do not appear on the screen. 

The illustration is in the form that the originator 
might give to you, with instructions to create the 
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Gains 

Total Gains 

Losses 

Total Losses 

Quarterly Net Worth 

17-2 

table, check the numbers and insert the correct 
totals. 

Quarterly Income Table 

Region First Second Third Fourth 
A 7,748.30 1,260.60 1,000.00 7,008.90 
B 1,355.40 4,293.80 1,500.00 5,345.89 
C 4,672.50 3,167.60 2,789.56 1,563.33 
D 5,563.60 2,055.10 5,456.25 456.78 

If, 339. io /0, 717. /tJ /0, '1'15. g / 1'1,371.90 

A 3,913.90 639.80 678.78 567.23 
B 54.20 37.60 478.34 2,345.90 
C 6,681.70 4,479.40 67.89 23.78 
D 2,158.80 423.40 456.12 100.01 

1,:1., 'jor.too 5, S 80. ~o l)bil.I' 3, O~to. fJ,;l. 

',53/. ';0 5,19'* 90 9, Otof.68 //,337.9'1 

In Basic Topics--Book 1, you learned to use KEY 
SAVE and KEY PLAYBCK to perform the same series 
of keystrokes in text. 

You also can use KEY SAVE and KEY PLAYBCK to 
perform the same series of keystrokes and cursor 
movements to check numbers and to figure numbers 
to complete a table. 

As you use KEY SAVE, you can see what you have 
done, so you can usually tell if you make a mistake. 
It is important, however, to not move the cu rsor 
unnecessarily. Remember, each Cursor movement is 
being "saved" for later use. 

You can use KEY SAVE and KEY PLA YBCK with all of 
the Math keys and fu nctions. 

Look at the keyboard template. The KEY SAVE and 
KEY PLA YBCK key at the left side of the keyboard is 
the key you will be using. 



SHORTCUTS TO CHECK NUMBERS 

Using KEY SAVE 

Adding Gains 

Now ybu will learn shortcuts to check numbers. 

For training purposes, assume you are creating the 
table on the screen, and have just finished typing 
the entries without the totals. 

Now you want to check the numbers and insert the 
correct totals. 

MOVE THE CURSOR TO 7,748.30 IN THE COLUMN 
FOR First. 

PRESS CODE PLUS KEY SAVE TO TELL THE SYSTEM 
YOU ARE READY TO SAVE KEYSTROKES. 

You will receive the message: "When finished saving 
keys, press KEY SAVE again." This serves as a 
reminder to you. 

Each of the columns has four entries with the total on 
the fifth line. 

Rather than hold COLUMN ADD down and risk 
passing by the fifth line, you will press COLUMN 
ADD once for each entry. 

PRESS COLUMN ADD FOUR TIMES. 

The column has been added. You are ready to insert 
the Total. 

PRESS ENTER TO INSERT THE TOTAL. 

PRESS CODE PLUS CANCL TO CLEAR THE TOTAL. 
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Adding Losses 

Subtracting 

17-4 

MOVE THE CURSOR DOWN TO 3,913.90 IN THE COLUMN 
FOR First. 

PRESS COLUMN ADD. FOUR TIMES. 

INSERT THE TOTAL. 

CLEAR THE TOTAL. 

MOVE THE CURSOR UP TO THE TOTAL YOU INSERTED 
AS Total Gains UNDER THE COLUMN FOR First. 

PRESS ADD. 

MOVE THE CURSOR DOWN TO THE TOTAL YOU 
INSERTED AS Total Losses UNDER THE COLUMN 
FOR Fi rst. 

PRESS SUBTRACT TO SUBTRACT Total Losses ------
FROM Total Gains. 

MOVE THE CURSOR DOWN TO THE ROW FOR Quarterly 
Net Worth UNDER THE COLUMN FOR First. 

Be su re the cu rsor is Ii ned up with the decimal tab 
symbol in the column for First. 

INSERT THE TOTAL. 

CLEAR THE TOTAL. 



Setup for the 
Next Column 

Completing Use 
of KEY SAVE 

MOVE THE CURSOR UP TO THE DECIMAL POINT OF 
7,748.30 UNDER THE: COLUMN FOR First. 

PRESS FIND. WHEN THE PROMPT Find What? APPEARS, 
TYPE A PERIOD. 

PRESS ENTER. 

You have just checked the numbers and inserted the 
correct totals for the column First. You have also 
done the setup for the playbackOfthese keystrokes 
and cu rsor movements for the next column. 

Notice that the cursor is under the period in 
1,260.60. When you pressed FIND and typed a 
period, the system "fou nd" the next period for you. 

PRESS CODE PLUS KEY SAVE TO INDICATE YOU HAVE 
SAVED ALL THE KEYSTROKES YOU WANT. 

Compare the totals for the column First in the table 
on the screen with the written totals in the following 
illustration. 
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Gains 

Total Gains 

Losses 

Total Losses 

Quarterly Net Worth 

Using KEY PLA YBCK 
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Quarterly Income Table 

Region First Second Third Fourth 
A 7,748.30 1,260.60 1,000.00 7,008.90 
13 1,355.40 4,293.80 1,500.00 5,345.89 
C 4,672.50 3,167.60 2,789.56 1,563.33 
D 5,563.60 ~~5.10 5,456.25 456.78 

If, 33~. ~o /0, 777. II) 10, 79~. 81 1'1, j 7¥. 9tJ 

A 3,913.90 639.80 678.78 567.23 
B 54.20 37.60 478.34 2,345.90 
C 6,681.70 4,479.40 67.89 23.78 
D 2,158.80 423.40 456.12 100.01 

/:1., YO F.1.0 S,S g [). "-0 I) 1011./3 3,03{p. q:z 

',331 . .:1.0 S, /9d,. 9tJ 9,Of41.6g II, 337. 9'8 

The totals are the same. If they were different, you 
would follow the method you learned in "Topic 15. 
Checking Numbers" in this' book to make any 
corrections. 

Now, you are ready to use KEY PLAYBCK to do the 
work on the next th ree col umns. 

PRESS KEY PLA YBCK TO TELL THE SYSTEM TO DO THE 
SAME WORK ON THE COLUMN FOR Second. 

When the system has finished, compare the totals and 
make any necessary corrections. 

You will receive the message: "Playback completed." 
You get this same message each time the keystrokes 

" d" "I d b -k" you save are p aye ac. 

FOLLOW THE SAME STEP FOR THE COLUMNS Third 
AND Fourth. 



Completing the Exercise 

Gains 

Total Gains 

Losses 

Total Losses 

Quarterly Net Worth 

PRESS CODE PLUS CANCL TO INDICATE YOU HAVE 
FINISHED USING THE MATH FUNCTIONS. 

As you can see, using KEY SAVE and KEY PLAYBCK 
saves you time and effort. 

The following illustration shows how the table should 
look when you are finished. 

Quarterly Income Table 

Region First Second Third Fourth 
A 7,748.30 1,260.60 1,000.00 7,008.90 
B 1,355.40 4,293.80 1,500.00 5,34·5.89 
C 4,672.50 3,167.60 2,789.56 1,563.33 
D 5,563.60_ 2,055.10 5,456.25 456.78 

19,339.80 10,777.10 10,745.81 14,374.90 

A 3,913.90 639.80 678.78 567.23 
B 54.20 37.60 478.34 2,345.90 
C 6,681.70 4,479.40 67.89 23.78 
D 2,158.80 423.40 456.12 100.01 

12,808.60 5,580.20 1,681.13 3,036.92 

6,531.20 5,196.90 9,064.68 11,337.98 

PRESS END. 
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'$HORTCUTS TO FIGURE NUMBERS 

Beginning the Exercise 

Day 
M 
T 
W 

TH 
F 

Wk. Avg. 

Using KEY SAVE 

17-8 

Now you will learn shortcuts to figure numbers. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA. 

Document Name: Shortcuts to Figure 
Diskette Name: TRAIN 

The following illustration should be on the screen. 
This document was created with the Column Layout 
functi'on, using center tabs and decimal tabs. 

Big Three Weekly Stoc.k Averages 

Company A Company B ComEany C 
55.20 87.22 72.56 
56.75 87.29 70.49 
58.00 90.03 70.53 
56.50 89.99 75.38 
5.5.25 89.25 76.61 

? ? ? 
'" . • 

In th i s section, you wi II use KEY SAVE a nd KEY 
PLAYBCK to figure averages. 

MOVE THE CURSOR TO 55.20 IN THE COLUMN 
FOR Company A. 



Adding 

Using MATH REQUEST 

Setup for the 
Next Column 

PRESS CODE PLUS KEY SAVE TO INDICATE YOU ARE 
READY TO SAVE KEYSTROKES. 

Each col umn has five entries with the average on the 
sixth line. 

Remember, if you make a mistake, press CODE PLUS, 
KEY SAVE to stop saving keystrokes and start over. ' 

PRESS COLUMN ADD FIVE TIMES. 

Now you are ready to figure the average. 

PRESS MATH REQUEST. (The MATH REQUEST key is at 
the upper left side of the keyboard.) 

CHANGE THE ITEM Copy Average into Total TO Yes. 

PRESS ENTER ENOUGH TIMES TO RETURN TO THE 
TYPING AREA. 

PRESS TAB TWO TIMES TO LINE THE CURSOR UP WITH 
THE DECIMAL TAB SYMBOL FOR THE 
COLUMN, Company A, ON THE ROW FOR Wk. Avg. 

PRESS ENTER TO INSERT THE AVERAGE (TOTAL). 

CLEAR THE TOTAL. 

MOVE THE CURSOR UP TO THE DECIMAL POINT OF 
55.20 IN THE COLUMN FOR Company A. 

Shortcuts for Numbers 17-9 



Completing Use 
of KEY SAVE 

Using KEY PLA YBCK 

Day 
M 
T 
W 

TH 
F 

Wk. Avg. 
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PRESS FIND. WHEN THE PROMPT Find what? APPEARS, 
TYPE A PERIOD. 

PRESS ENTER. 

You have figured the "Wk. Avg." for the column 
Company A and have saved keystrokes and cu rsor 
movements for playback in the next column. 

PRESS CODE PLUS KEY SAVE TO INDICATE YOU HAVE 
SAVED ALL THE KEYSTROKES YOU WANT. 

Now you are ready to use KEY PLA YBCK to do the 
work on the next two columns. 

Big Three W~ekly Stock Averages 

Company A 
55.20 
56.75 
58.00 
56.50 
55.25 
56.34 

Company B 
87.22 
87.29 
90.03 
89.99 
89.25 

Company C 
72.56 
70.49 
70.53 
75.38 
76.61 

PRESS KEY PLA YBCK TO TELL THE SYSTEM TO DO TH E 
SAME WORK ON THE COLUMN FOR Company B. 

WHEN THE SYSTEM HAS FINISHED, FOLLOW THE SAME 
STEP FOR THE COLUMN FOR Company C. 



Completing the Exercise 

Day 
M 
T 
W 

TH 
F 

Wk. Avg. 

PRESS CODE PLUS CANCL. 

The following illustration shows how the table should 
look when you are finished. 

Big Three Weekly Stock Averages 

Company A Company B ComEan~ C 
55.20 87.22 72.56 
56.75 87.29 70.49 
58.00 90.03 70.53 
56.50 89.99 75.38 
55.25 89.25 76.61 
56.34 88.76 73.11 

PRESS END. 

For more information on KEY SAVE and KEY 
PLAYBCK, refer to the "Quick Reference" section of 
the Reference Guide. 

READ THE ADDITIONAL INFORMATION AND TOPIC 
SUMMARY WHICH FOLLOW 
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ADDITIONAL INFORMATION 
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There are many different ways to use KEY SAVE and 
KEY PLAYBCK. The important thing to remember is 
that when you a re saving keystrokes and cu rsor 
movements, the area (column, text, and so on) must 
have something in common with the area in which you 
want to play them back. 

For Instance, if you type numbers at decimal tabs 
and don't type decimal points in the numbers, how 
will you use KEY SAVE and KEY PLAYBCK when you 
don't have a decimal point to find? If each number in 
the first row has a comma in it (e.g. 
100,000 200,000 and so on) you can find commas. 

If you are using KEY SAVE and KEY PLAYBCK in 
columns, the columns must be of equal length. 
Otherwise, pressing COLUMN ADD five times for the 
first column (with five entries) wh-rre-you are using 
KEY SAVE, won't be of much use to you if the second 
and third columns have six entries. 

Tables of numbers for which you want to insert totals 
is probably one of the most frequently used 
applications for KEY SAVE and KEY PLAYBCK. 

If you have two tables using the same tab settings 
which are separated by text between the tables 
(especially if the column layout is complicated) you 
might want to use KEY SAVE and KEY PLAYBCK. To 
do so, use the following steps: 

i. Press CODE PLUS KEY SAVE. 

2. Press CODE PLUS LAYOUT. 

3. Type your example entries, setting appropriate 
tabs for each col umn . 

4. Press COLUMN to separate columns. 

5. Press CODE pLus LAYOUT to adjust the example 
entries. 

6. Press ENTER to return to the typing area. 

7. Press CODE PLUS KEY SAVE to stop saving 
keystrokes. 



8. Type your first table. When finished, press 
ENTER. 

9. Type the text separating the two tables. 

10. Press KEY PLAYBCK. The example entries will 
be done for you, and you are ready to type your 
second table. 

11. If you then want to also use KEY SAVE and KEY 
PLAYBCK to insert totals in the columns, you 
can do so after you have finished using these 
keys for the example entries. 

The above may give you some ideas for using KEY 
SAVE and KEY PLAYBCK in your own work. You will 
probably thin k of more. 

Although the training exercises concentrated on the 
COLUMN ADD function, you can also use KEY SAVE 
and KEY PLAYBCK with any of the Math functions 
(ADD, SUBTRACT, MULTIPLY or DIVIDE). 
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TOPIC SUMMARY 

Shortcuts to 
Check Numbers 

Shortcuts to 
Figure Numbers 

17 -14 

A. Type all of the entries in the table, but do not 
type the totals. 

B. Move the cu rsor to the fi rst number in the 
column you want to check. 

C. Press CODE PLUS KEY SAVE to indicate you are 
ready to save keystrokes. 

p. Press COLUMN ADD once for each entry you 
want to add. 

E. Press ENTER to insert the Total. 

F. Press CODE PLUS CANCL to clear the Total. 

G. Move the cursor to the decimal point in the first 
number in the column you just added. 

H. Press FIN D, then type a period. 

I. Press ENTER. 

J. Press CODE PLUS KEY SAVE to indicate you 
have saved all the keystrokes you want. 

K. Press KEY PLAYBCK for each column you want 
to check numbers in. 

L. Press CODE PLUS CANCL to indicate you are 
finished using the Math functions. 

M. Compare the Totals on the screen with the totals 
the originator used. If they are different, check and 
correct any errors. 

A. Move the cu rsor to the fi rst number in the 
column. 

B. Press CODE PLUS KEY SAVE to indicate you are 
ready to save keystrokes. 

( 



C. Press COLUMN ADD once for each entry you 
want to add. 

D. Press MATH REQUEST. 

E. Change the ITEM Copy Average into Total to 
Yes. 

F. Press ENTER enough times to retu rn to the 
typi ng a rea. 

G. Line the cursor up with the decimal tab symbol 
for the column. 

Note: Sometimes, using the cursor movement keys to 
do this may result in incorrect placement of the total 
you want to insert. This could be caused by uneven 
space between columns. If that is the case, you 
should TAB to the decimal tab to assure the cursor is 
in the correct location. Agai n, remember, you are 
using KEY SAVE and KEY PLAYBCK. The columns 
must have the decimal tab in the same location. 

H. Press ENTER to insert the Total. 

I. Press CODE PLUS CANCL to clear the Total. 

J. Move the cu rsor to the decima I poi nt in the fi rst 
number in the column you just added. 

K. Press FIND, then type a period. 

L. Press ENTER. 

M. Press CODE PLUS KEY SAVE to indicate you 
have saved all the keystrokes you want. 

N. Press KEY PLAYBCK for each column you want 
to figure the average for. 

O. Press CODE PLUS CANCL to indicate you are 
finished using the Math functions. 

You have completed this topic. Choose the next topic 
from your Training Checklist. 
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Topic 18. Creating Simple Text Tables 

CREATING TEXT TABLES 

Besides typing columns of words or numbers, you 
may want to type sentences in a column just as you 
type sentences in the body of a document. Auto 
Carrier Return is in effect, and the cursor will 
automatically retu rn to the next line as you type. 

In this topic, you will learn to use the Column Layout 
function to: 

Create text tables 

Before starting this topic, you should have 
completed: 

1 . All Basic Topics 

2. Topic 12. Creating Simple Tables 

3. Topic 14. Revising Tables 

Display Codes must = No for this topic. 

The document you create will look like the following 
illustration. 
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So, You Want a Projector? 

Pros 

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

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

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

Cons 

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

The large projectors are 
seemingly contradictory in 
that while heavy to carry, are 
quite fragile. These 
projectors also can be 
difficult to locate. 

Some of the mountings are 
expensive when combined with 
overlays and handart. 

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

You will type all of the paragraphs in the left column 
first, then all of the paragraphs in the right column. 
Refer to the following illustration to see what this 
topic refers to as a paragraph and as a column. 

,,_. j 

Figure 18-1. Column and Paragraph 
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Beginning the Exercise 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA. 

Document name: Text Tables 
Diskette name: TRAI N 

The following illustration is not in the correct format. 
It is in the format the originator might give you, with 
instructions for you to create a text table. 

TYPE THE FOLLOWING ILLUSTRATION UNTIL YOU 
REACH THE FIRST e . TYPE TWO CARRIER RETURNS 
AFTER YOU TYPE THE TITLE "So, You Want a 
Projector?" 
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So, You Want a Projector? 

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

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

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

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

The large projectors are seemingly contradictory in that while heavy to 
carry, are quite fragile. These projectors also can be difficult to 
locate. 

Some of the mountings are expensive when combined with overlays and 
handart. 

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

Using the Column 
Layout Fu nction 

18-4 

PRESS CODE PLUS LAYOUT TO USE THE COLUMN 
LAYOUT FUNCTION. 

Just as you typed the longest entry in each column 
for simple tables, you type the longest entry in each 
column for text tables. The longest entry in text 
tables is whatever width you want the column to be. 



TNL SN44-2076 (20 August 1982) to S544-2035-0 

For this document, the longest entries (widths of the 
columns) should be 30 characters each. 

I n this exercise, you want to type text. When you 
type text as a letter, you don't do anything special. 
However, text tables a re a I ittle different from 
ordinary text or ordinary columns. You set tabs in a 
different manner, using the LINE ADJ key--Iocated 
at the far upper-right corner of the keyboard. . 

Now you are ready to use the Column Layout function 
according to instructions on the screen. (Notice in 
Instruction 1 the instruction reads: II For Text 
Columns: Press LI NE ADJ, then type entry. ") 

ACCORDING TO INSTRUCTION 1, PRESS LINE ADJ AND 
TYPE THE EXAMPLE ENTRY (30 "a's") FOR THE FIRST 
COLUMN. (The example entry will appear as follows: 
_aaaaaaaaaaaaaaaaaaaaaaaaaaaaaa.) 

ACCORDING TO INSTRUCTION 2, PRESS COLUMN TO 
LEAVE SPACE BETWEEN THE COLUMNS. 

ACCORDING TO INSTRUCTION 1, PRESS LINE ADJ AND 
TYPE THE EXAMPLE ENTRY (30 "a's") FOR THE SECOND 
COLUMN. (The example entry will appear as follows: 
_aaaaaaaaaaaaaaaaaaaaaaaaaaaaaa.) 

WHEN YOU FINISH TYPING THE EXAMPLE ENTRIES, 
PRESS CODE PLUS LAYOUT ACCORDING TO 
INSTRUCTION 3. 

The entries are adjusted and should look like the 
following illustration. 

-aaaaaaaaaaaaaaaaaaaaaaaaaaaaaa -aaaaaaaaaaaaaaaaaaaaaaaaaaaaaa 

FOLLOW THE INSTRUCTION TO PRESS ENTER WHEN 
FINISHED. 

A blank typing area should be on the screen. 
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Placing the Codes 
I nto the Document 

Typing the Table 

18-6 

Tab symbols· have been automatically set on the scale 
line to mark where your columns begin. You sh041d 
have a tab symbol at the left margin (18) and at59~ , 

In order to type text columns, you must first create 
an empty table. 

To do this, do not type the text columns now. 
Instead, you will simply press ENTER to place the 
following codes into the document: 

a format change [E 
. ++ 

a Begtn Table code ~ 

a ca rrier retu rn +--l 
"'i+ 

an End Table code +-

a space, and 

a format change IE 

FOLLOW THE PROMPT ON THE SCREEN TO PRESS 
ENTER. 

When you pressed ENTER, you created an empty 
table. 

Now the r~gular typing area is on the screen. 

When you are reaqy to type the table, you will type 
all of the paragraphs in the left column, then all of 
the paragraphs';n the right column. 

TO DO THE NEXT STEP, PRESS CODE PLUS SCREEN 
FORMAT AND S~T DISPLAY CODES = YES. 

Look at the keyboa rd template. The SC REEN FORMAT 
key is at the lower left s~de of the keyboa rd. 



The Left Col umn 

Remember, because of the "hidden" codes, what you 
see on the screen when Display Codes = Yes is out of 
alignment. 

The cu rsor must be on the Begi n Table code when 
you type the first left-column paragraph in text 
columns. 

MOVE THE CURSOR TO THE BEGIN TABLE CODE ~ . 
USE THE FOLLOWING ILLUSTRATION TO HELP YOU 
LOCATE THE CORRECT CODE. 

PRESS CODE PLUS SCREEN FORMAT AND SET DISPLAY 
CODES = NO. 

Remember, Display Codes must = No when you type a 
table. 

PRESS COLUMN TO TELL THE SYSTEM THAT YOU WANT 
TO WORK WITH COLUMNS. 

The system does not know you did not type anything 
in the table. Since all of the codes for a table are in 
the document, the system th inks you have created a 
table, and you have--an empty table. 

So, you will "revise" the empty column on the left for 
wh ich you entered the codes. 

FOLLOW THE PROMPT ON THE SCREEN TO REVISE THE 
COLUMN. 
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Pros 

A blank typing area should appear on the screen for 
you to type the text column. Remember to type 
carrier returns ~ to separate paragraphs. The 
system wi II automatically retu rn the cu rsor to the left 
margin as you type. 

So, You Want a Projector? 

handles easily and is inexpensive in general. Even an 
can use overlays for a step by step presentation 

p1.~~"'The large projectors give a brilliant image, even on an oversized screen 

18-8 

in a well-lit area. These projectors are good for special occasions. 

The contrast, when you use blac.k. and white film, is better than when you 
Additional available equipment includes rear projection 

Cons 

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

The large projectors are seemingly contradictory in that while heavy to 
carry, are quite fragile. These projectors also can be difficult to 
locate. 

the mountings are expensive when combined with overlays and 

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

TYPE ALL OF THE PARAGRAPHS IN THE LEFT COLUMN, 
INCLUDING THE HEADING, Pros, AT THE LEFT 
MARGIN. 

WHEN YOU FINISH TYPING THE LAST PARAGRAPH IN 
THE LEFT COLUMN, FOLLOW THE PROMPT ON THE 
SCREEN TO PRESS ENTER. 
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Now the regular typing area is on the screen. The 
column you just typed is part of the table, like the 
following illustration. 

So, You Want a Projector? 

Pros 

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

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

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

The Right Column 

Now you are ready to type all of the paragraphs in 
the right column. 

Pros 

MOVE THE CURSOR TO THE TAB SYMBOL FOR THE 
RIGHT COLUMN (at 59 on the scale line). 

J 
The equipment handles easily 
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Cons 

PRESS COLUMN TO INDICATE THAT YOU WANT TO 
WORK WITH COLUMNS. 

Now you will "revise" the empty column on the right 
for which you entered the codes. 

FOLLOW THE PROMPT ON THE SCREEN TO REVISE THE 
COLUMN. 

A blank typing area should appear on the screen for 
you to type the paragraphs for the right column. 
Remember to type carrier returns 2..!!!Y to separate 
paragraphs. 

TYPE ALL OF THE PARAGRAPHS IN THE RIGHT 
COLUMN, INCLUDING THE HEADING, Cons. 

The co10i intensity on medium size equipment can be weak and ineffective 
with large overlays. 

The large projectors are seemingly contradictory in that while heavy to 
carry, are quite fragile. These projectors also can be difficult to 
locate. 

Some of the mountings are expensive when combined with overlays and 
handart. 

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

18-10 

WHEN YOU FINISH TYPING THE LAST PARAGRAPH IN 
THE RIGHT COLUMN, FOLLOW THE PROMPT ON THE 
SCREEN TO PRESS ENTER.' 



The two columns of text are in the table now, and 
should look like the following illustration. 

So, You Want a Projector? 

Pros 

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

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

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

Cons 

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

The large projectors are 
seemingly contradictory in 
that while heavy to carry, are 
quite fragile. These 
projectors also can be 
difficult to locate. 

Some of the mountings are 
expensive when combined with 
overlays and handart. 

Centering is difficult, and 
absolute darkness may be 

PRESS END AND PRINT THE DOCUMENT. 
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ADDITIONAL INFORMATION 

Dual Language Columns 

Pagination 

For information on dual language columns, refer to 
"Dual Language Columns" in the "Work Samples 
Handbook" chapter of the Work Station Procedures 
Guide. 

For text tables, the system adjusts lines within a 
column, not between columns. 

For example, if the last two lines of the left column 
go past the Last Typing Line, when you paginate, 
the system will not move those two lines from the left 
column to the right column. 

What you type as the left column remains in that 
column. 

The extra lines in the left column will become the 
first lines on page two when YOl:J paginate. 

If you want the last lines of the left column to be in 
the right column, you must type them in the right 
col umn you rself. 



Revising Simple 
Text Tables 

Figure 18-2. Paginating Text Columns 

For more information on pagination of text tables 
refer to "Paginating Tables" in the Work Station 
Procedures Guide. 

Just as with revIsion of regular tables, revIsion of 
"Simple Text Tables" requires that you isolate the 
column affected and work only with it. 

Remember, you are working with TEXT, and Auto 
Carrier Return is in effect. 

To revise "simple text tables," use the following 
procedu re: 

1. Choose "Revise Document" to display the 
document. 

2. Move the cursor to the first line of the column 
to be revised. 

3. Press COLUMN. 

4. Press ENTER to revise the column. 
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5. Move the cursor to the point of reVIsion (use the 
cu rsor movement keys to do so). 

6. Type any additional text. If you are adding a 
whole new pa rag raph, remember to type ca rrier 
retu rns to sepa rate it from the pa rag raphs that 
follow it. 

7. Delete any unwanted words. (Don't delete any 
carrier returns unless you delete a whole line. 
Take particular care not to delete any carrier 
returns separating paragraphs.) The text will be 
adjusted for you. 

8. Since Auto Carrier Return is in effect, don't 
type ca rrier retu rn s except to sepa rate 
paragraphs. (The text will be adjusted for you.) 

9. Press ENTER. 

10. Press END and print the document. 

If you want to add new paragraphs at the end of the 
existing paragraphs, follow the steps above. The 
only difference is in step 5. 

1 . I n step 5, Move the cu rsor to the Page End 
symbol after the last pa rag raph. 

2. Type the new paragraphs. 

You can also use the Replace mode to make 
revisions. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

Creating Simple 
Text Tables 
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A. Decide the width you want the columns to 
be--the width will be the example entries. 

B. Follow the Column Layout Instructions For 
Text Columns: Press LINE ADJ and type the first 
example entry. Press COLUMN. Press LI NE ADJ 
and type the next example entry. Don It press 
COLUMN after the last example entry unless you 
want space between it and the right margin. 

C. Create an empty table. To do this, do not 
type the text column in the table typing area. 
I nstead, press ENTER to place the codes into the 
table. 

D. When the regular typing area is on the 
screen, move the cursor to the Begin Table 
code 4 . 
E. Press COLUMN to tell the system you want to 
work with columns. 

F. Press ENTER to "revise" the left column you 
entered the codes for. 

G. Type all of the paragraphs for the left 
column in this typing area. 

H. Press ENTER to return to the regular typing 
area. 

I. Move the cu rsor to the tab symbol for fi rst 
line of the right column. 

J. Press COLUMN to tell the system you want to 
work with columns. 

K. Press ENTER to "revise" the right column 
you entered the codes for. 

L. Type all of the paragraphs for the right 
column in this typing area. 

M. Press ENTER to return to the regular typing 
area. 

N. Press END and print the document. 
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You have completed this topic. Choose the next topic from the 
Training Checklist. 

18-16 



Topic 19. Creating Advanced Text Tables 

You may want to type text tables in which the 
paragraphs in the left column always begin on the 
same line as the paragraphs in the right column (like 
the following illustration). These tables are called 
lined-up text tables. 

---~---

---~---

---~---

====~==== 

Figure 19-1. Lined-Up Text Tables 

Lined-up text tables are advanced because they 
require a good understanding of the Column Layout 
function and text tables. 

In this topic, you will learn to use the Column Layout 
function to: 

Create lined-up text tables 

Before starting this topic, you should have 
completed: 

1. All Basic Topics 

2. Topic 12. Creating Simple Tables 

3. Topic 14. Revising Tables 

4. Topic 18. Creating Simple Text Tables 

Display Codes must = No for this topic. 

The lined-up text tables you create will look like the 
following illustration. 
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Dental Benefit Plan 

Questions 

Will the plan cover my total 
dental expenses? 

How do I apply for benefits? 

What else do I need to know 
about eligihility? 

What about conversion 
privileges? 

CREATING LINED-UP 
TEXT TABLES 

Defining the Terms 
and the Steps 

Answers 

The plan will assist you with 
dental expenses and is not 
intended to cover the full 
cost. 

Complete and sign the Dental 
Benefit Plan form. Ask your 
dentist to complete the 
"Dentist Section" on the 
reverse side of the 
application form and return it 
to This is Your Life Insurance 
Company. 

Charges for dental services 
are considered to be incurred 
on the date the services are 
completed. "Dentist" means a 
person licensed as such by the 
state in which such person 
practices. Eligible family 
members are your spouse and 
your unmarried children under 
age 19. 

There is no conversion 
privilege for the Dental 
Benefit Plan. 

Before you begin typing, some clarifications may be 
helpful. 
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The Terms 
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Each pair of paragraphs is a table. 

Each pair of paragraphs is a table because each pair 
has a Begin Table code 4 where the paragraph on 
the left starts, and an End Table code t:. after the 
last line of the longest paragraph. (The longest 
paragraph could be on either the left or the right.) 
Refer to the following illustration. 

Figure 19-2. Pairs of Lined-up Paragraphs 

Since each pair of paragraphs is a table, each 
paragraph is a column. 

For this topic, you have two definitions of "column." 
"Column" refers to: 

1 . Text on the left or right, and 

2. A paragraph. 

~~~~~---, 

(¥~) 

(~ 

Figure 19-3. Columns and Paragraphs 
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The Steps 

19-4 

First, you must create a "dummy" document that 
contains only the codes for a table. This document is 
similar to the empty table you created when you 
typed simple text tables. Even though a pair of 
paragraphs is a table, you type all of the paragraphs 
on the left before you type ~ of the paragraphs on 
the right. 

Next, you create the "real" document. You use the 
GET Menu to get the table codes ("dummy" document) 
before you type each paragraph on the left. You get 
them before you type each paragraph on the left so 
that the Begin Table code will be at the beginning of 
the table. After you get the table codes, you type 
one paragraph on the left. 

Then, you get the table codes again for the next 
paragraph on the left. 

After you have gotten the table codes for each pai r 
of paragraphs and typed the left-column paragraph 
for each pair, you at'e ready to type the paragraphs 
on the right. 

The table codes are already in the document, so you 
do not need to get them again. Remember, once the 
table codes are in the document, the system thinks 
you have created a table; so, you must "revise." 

Just as you pressed COLUMN to "revise" the columns 
in simple text tables when you were ready to type, so 
you will press COLUMN to "revise" the paragraphs on 
the right when you are ready to type them. 

To type the paragraphs on the right, you move the 
cursor to the tab symbol for the right column and 
press COLUMN. 

Then, you will: 

1. Type one right-column paragraph. 

2. Move the cursor down to the first line of the next 
left-col umn pa rag raph under the tab symbol for 
the right-column pa ragraph. 

3. Press COLUMN, and "revise" (type) the next 
right-column paragraph. 



Beginning the Exercise 

Using the Column 
Layout Function 
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When you have typed all of the right-column 
paragraphs, you have finished typing the table. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA. 

Document name: Text Table Codes 
Diskette name: TRAIN 

PRESS CODE PLUS LAYOUT TO USE THE COLUMN 
LA YOUT FUNCTION. 

For this exercise, the longest entries (width of the 
columns) should be 30 characters each. 

TYPE THE EXAMPLE ENTRIES FOR BOTH COLUMNS 
ACCORDING TO INSTRUCTIONS 1 AND 2. (Remember to 
press LINE ADJ before you type each example entry.) 

FOLLOW INSTRUCTION 3 WHEN YOU HAVE TYPED BOTH 
EXAMPLE ENTRIES. 

The entries are adj u sted. They s hou Id look like the 
followi ng ill ustration . 

-aaaaaaaaaaaaaaaaaaaaaaaaaaaaaa -aaaaaaaaaaaaaaaaaaaaaaaaaaaaaa 

FOLLOW THE INSTRUCTION TO PRESS ENTER WHEN 
FINISHED. 

A blank typing area should be on the screen. 
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Placi n9 the Codes 
I nto the Document 

19-6 

Tab symbols have been set on the scale line to mark 
where the columns begin. You should have a tab 
symbol at the left margin (18) and at 59. 

Since you are creating a "dummy" document, you will 
not type the text columns now. 

You will simply press ENTER to place the following 
codes into the document: 

a format change [E 

a Begin Table code =4 
a ca rrier retu rn ~ 

an End Table code ~ 

a space, and 

a format cha nge [E 

FOLLOW THE PROMPT ON THE SCREEN TO PRESS 
ENTER. 

Now the regular typing area is on the screen. 



You do not need (or want) a format change before 
and after each paragraph. 

Because you may later want to change this 
document's format (typestyle change for example), 
you don't want these format changes in it. 
Otherwise, you wo~have to enter a typestyle 
cha nge twi.ce for each pa rag raph . 

If you delete these format changes, you can make one 
change at the beginning of the document. 

One format change at the beginning of the document 
is all that is necessary. You will enter that format 
change in the "real" document. 

TO DO THE NEXT STEP, PRESS CODE PLUS SCREEN 
FORMAT AND SET DISPLAY CODES = YES. 

DELETE THE TWO FORMAT CHANGES [£ . USE THE 
FOLLOWING ILLUSTRATION TO LOCATE THE CHANGES. 

PRESS CODE PLUS SCREEN FORMAT AND SET DISPLAY 
CODES = NO. 

PRESS END. 

Now you have created your "dummy" document; You 
will use it when you type the actual text of the text 
tables in the "real" document. 
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Creating the "Real" 
Document 

Setting up the 
Document 

Using the Line 
Format Menu 

19-8 

Now you will create the "real" document- -the one 
where you actually type the lined-up text tables. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION. DO NOT GO TO THE TYPING AREA. 

Document name: Lined-up Text Tables 
Diskette name: TRAIN 

The CREATE OR REVISE DOCUMENT Menu should be 
on the screen. 

Since you deleted the format changes in the "dummy" 
document, you now should create the one format 
change you do need. 

IN THE CREATE OR REVISE DOCUMENT MENU, CHOOSE 
CHANGE DOCUMENT FORMAT. 

IN THE FORMAT SELECTION MENU, CHOOSE CHANGE 
LINE FORMAT. 

IN THE LINE FORMAT MENU, CHOOSE ADJUST LINE 
ENDINGS = NO TO PREVENT THE LEFT AND RIGHT 
COLUMNS FROM RUNNING INTO EACH OTHER. 

RETURN TO THE FORMAT SELECTION MENU, AND THEN 
CHOOSE CHANGE MARGINS AND TABS. 



Using the Margins 
and Tabs Menu 
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IN THE MARGINS AND TABS MENU, CLEAR ALL THE 
TABS ON THE SCALE LINE. 

Remember, in the "dummy" document, the system 
adjusted the example entries so that the columns 
began at the left margin and at 59. 

Now, in this document, you must tell the system that 
the columns should begin at the left margin and at 
59. 

SET A NORMAL TAB WHERE EACH COLUMN SHOULD 
BEGIN--AT THE LEFT MARGIN AND AT 59. 

PRESS ENTER ENOUGH TIMES TO GO TO THE TYPING 
AREA. 

The following illustration is not in the final 1"ormat. It 
is in the form that the originator might give you, 
with instructions for you to create a lined-up text 
table. 
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Dental Benefit Plan 

Will the plan cover my total dental expenses? 

How do I apply for benefits? 

What else do I need to know about eli.gibility? 

What about conversion privileges? 

Answers 

The plan will assist you with dental expenses and is not intended to 
cover the full cost. 

Complete and sign the Dental Benefit Plan form. Ask your dentist to 
f"''l4'l~1NI complete the "Dentist Secti.on" on the reverse side of the application 

form and return it to This is Your Life Insurance Company. 

Charges for dental services are considered to be incurred on the date 
the services are completed. "Dentist" means a person licensed as such 
by the state in which such person practices. Eligible family members 
are your spouse and your unmarried children under age 19. 

There is no conversion privilege for the Dental Benefit Plan. 

L ________ ------I 

Typing the Title 

19-10 

The title is centered. The only tabs you have are 
before and after the center symbol ... 

SPACE TO THE CENTER SYMBOL, PRESS CODE PLUS 
CTR, AND TYPE THE TITLE: Dental Benefit Plan 

f:5 

TYPE TWO CARRIER RETURNS. 

Now you are ready to type the left and right 
headings. 



Using the 
Get Menu 
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The heading Questions should begin at the left 
margin. Answers should begin at 59. 

TYPE THE HEADINGS: Questions Answers 

You type the headings separately from the tables. 
This is for revision purposes. Should you want to 
move, copy, or delete the fi rst table (pai r of 
paragraphs) under the heading, you probably do not 
want to move, copy, or delete the heading as well. 

TYPE TWO CARRIER RETURNS. 

Now you are ready to get the "dummy" document. 

PRESS GET TO USE THE GET MENU. 

USE THE FOLLOWING INFORMATION IN THE GET MENU: 

Document name: Text Table Codes 

PRESS ENTER ENOUGH TIMES TO GO TO THE TYPING 
AREA. 

The system has "gotten" the table codes in the 
"dummy" document and placed them in the "real" 
document you are creating now. 

++ 
The cursor should be on the Begin Table code --. . 

Now you are ready to type the first left-column 
paragraph. The steps are similar to the way you 
typed simple text tables. 
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Typi ng the Fi rst 
Pa rag raph on the Left 

19-12 

PRESS COLUMN TO INDICATE YOU WANT TO WORK 
WITH A COLUMN. 

Remember, when table codes are in a document, the 
system thin.ks you have created the columns already, 
and you have- -empty columns. 

FOLLOW THE PROMPT TO REVISE THE COLUMN. 

A blank typing area should appear on the screen for 
you to type the first paragraph. 
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TYPE THE FIRST LEFT-COLUMN PARAGRAPH IN THE 
FOLLOWING ILLUSTRATION. DO NOT TYPE A CARRIER 
RETURN. 

Dental Benefit Plan 

:1~ 
~~ Will the plan cover my total dental expenses? 

~ .J). !low do 1 apply for benefHs? 

~ What else do I need to know about eligibility? 

What about conversion privileges? 

The plan will assist you with dental expenses and is not intended tu 
cover the full cost. 

C()mpl ell' and sign the Dental Benefit Plan form. Ask your dentist to 
complete the "Dentist Section" on the reverse side of the application 
form and return it to This is Your Life Tnsurance Company. 

Charges for dental services are cunsidered to be incurred on the date 
the services are completed. "Dentist" means a persun licensed as such 
by the state in which such person practices. Eligible family members 
are yuur spouse and your unmarried children under age ]9. 

There is no cunversion privilege for the Dental Benefit Plan. 

----, ----,---,._--. 

WHEN YOU FINISH, FOLLOW THE PROMPT TO PRESS 
ENTER. 

The regular typing area is now on the screen. The 
paragraph you just typed is in place. 

Now you are ready to type the second left-column 
paragraph. 
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Typi ng the Second 
Pa rag raph on the Left 

19-14 

PRESS CODE PLUS .( TO MOVE THE CURSOR TO THE 
. PAGE END SYMBOL A. . (This puts the cursor past the 
End Table code--which generates one carrier return.) 

TYPE A CARRIER RETURN. (This gives you the second 
carrier return you need to separate paragraphs.) 

PRESS GET TO SEE THE GET MENU. 

Notice that the system" remembers" the document you 
want to get. You do not have to type anything in 
this menu. 

PRESS ENTER. 

The $ystem has "gotten" th e table codes for you 
again. 

PRESS COLUMN. 

FOLLOW THE PROMPT TO REVISE THE COLUMN. 

TYPE THE SECOND LEFT-COLUMN PARAGRAPH. DO 
NOT TYPE A CARRIER RETURN. 

WHEN YOU FINISH, FOLLOW THE PROMPT TO PRESS 
ENTER. 

The regular typing area is now on the screen. The 
paragraph you just typed is in place. 

Now you a re ready to type the next left-col umn 
paragraph. 

PRESS CODE PLUS .( TO MOVE THE CURSOR TO THE 
PAGE END SYMBOL A. . 

TYPE A CARRIER RETURN. 



Continuing To Type the 
Paragraphs on the Left 

REPEAT THESE STEPS (NUMBERED BELOW) UNTIL YOU 
HAVE TYPED ALL OF THE PARAGRAPHS ON THE LEFT. 

1 . Press GET. 

2. Press ENTER. 

3. Press COLUMN. 

4. Follow the prompt to revise the column. 

5. Type the paragraph, then follow the prompt on the 
screen to press ENTER. 

6. Press CODE PLUS ~ to move the cursor to the 
PAGE END symbol .A. . 

7. Type a carrier return. 
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Dental Benefit Plan 

Questions 

Will the plan cover my total dental expenses? 

How do I apply for benefits? 

What else do I need to know about eligibility? 

What about conversion privileges? 

Answers 

The plan will assist you with dental expenses and is not intended to 
cover the full cost . 

...... , .-;.#- Complete and sign the Dental Benefit Plan form. Ask your dentist to 
NI-'~~/ 
/J1~L cOl11plete the "Dentist Section" on the reverse side of the application 
'~rp- ~ form and return it to This is Your Life Insurance Company. 
~A4.~AAA""L LA. 
r (/'-7 

19-16 

Charges for dental services are considered to be incurred on the date 
the services are completed. "Dentist" means a person licensed as such 
by the state in which such person practices. Eligible family members 
are your spouse and your unmarried children under age 19. 

There is no conversion privilege for the Dental Benefit Plan. 

When you finish typing 
paragraphs, your screen 
following illustration. 

all of 
should 

the left-col umn 
look like the 
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Dental Benefit Plan 

Questions 

Will the plan cover my total 
dented expenses? 

How do I apply for benefits? 

What else do I need to know 
about e]j~jbility? 

What about conversion 
privileges? 

Answers 

Now, you are ready to type the right-column 
paragraphs. 
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Typing the First 
Paragraph on the Right 

MOVE THE CURSOR TO THE FIRST LINE OF THE FIRST 
LEFT-COLUMN PARAGRAPH, UNDER THE TAB SYMBOL 
FOR THE COLUMN ON THE RIGHT. 

Will the plan cover my total 

19-18 

Note: ALWAYS use the cursor movement key to move 
the cu rsor to the tab for the right-col umn 
paragraphs. Do NOT space to do so. This is to 
ensure that you don't move the carrier return symbol 
that the system put after each line in the left column. 
After you type each right-column paragraph, the 
system changes these carrier return symbols to tab 
symbols. If you move the carrier return symbol, the 
alignment of the right-column paragraphs might be 
off. 

You already got the table codes from the "dummy" 
document when you typed the left-col umn 
paragraphs. So, you do not have to get them again. 

Instead, you will "revise" the same way you 
"revised" the columns when you created simple text 
tables. 

PRESS COLUMN. 

FOLLOW THE PROMPT TO REVISE THE COLUMN. 
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TYPE THE FIRST PARAGRAPH ON THE RIGHT. 
(Remember, don It type a ca rrier retu rn . ) 

The plan will assist you with dental expenses and is not intended to 
cover the full cost. 

Complete and sign the Dental Benefit Plan form. Ask your dentist to 
complete the "Dentist Section" on the reverse side of the application 
form and return jt to This is Your Life Insurance Company. 

Charges for dental services are considered to be incurred on the date 
the services are completed. "Dentist" means a persun licensed as such 
by the state in which such person practices. Eligible family members 
are your spouse and your unmarried children under age 19. 

There is no conversion privilege for the Dental Benefit Plan. 

WHEN YOU FINISH, FOLLOW THE PROMPT TO PRESS 
ENTER. 

The right-column paragraph you just typed should be 
lined up with the first left-column paragraph, as in 
the following illustration. 
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Will the plan cover my total 
dental expenses? 

How do I apply for benefits? 

wnat else do I need to know 
about eligi.bility? 

What about conversi.on 
privileges? 

The plan will assist you with 
dental expenses and is not 
intended to cover the full 
cost. 

Now you are ready to type the second right-column 
paragraph. 

Typing the Second 
Paragraph on the Right 

MOVE THE CURSOR TO THE FIRST LINE OF THE 
SECOND LEFT-COLUMN PARAGRAPH, UNDER THE TAB 
SYMBOL FOR THE RIGHT COLUMN. 

How do I apply for benefits? 

PRESS COLUMN. 

FOLLOW THE PROMPT TO REVISE THE COLUMN. 

19-20 
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TYPE THE SECOND RIGHT-COLUMN PARAGRAPH. 

~nswers 

The plan will assist you with dental expenses and is not intended to 
cover the full cost. 

and sign the Dental Benefit Plan form. Ask your dentist to 
the "Dentist Section" on the reverse side of the application 
return it to This is Your Life Insurance Company. 

Charges for dental services are considered to be incurred on the date 
the services are cOD,pleted. "Dentist" means a person licensed as such 
by the state in which such person practices. Eligible family members 

spouse and your unmarried children under age 19. 

no conversion privilege for the Dental Benefit Plan. 

WHEN YOU FINISH, FOLLOW THE PROMPT TO PRESS 
ENTER. 

The paragraphs on the screen should look like those 
in the following illustration. 
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How do I apply for benefits? CompJ.ete and sign the Denta] 
Benefit Plan form. Ask your 
dentist to complete the 
"Dentist Section" on the 
reverse side of the 
application form and return it 
to This is Your Life Insurance 
Company. 

What else do I need to know 
about eligibility? 

What about conversion 
privileges? 

Continuing to Type 
Paragraphs on the Right 

19-22 

REPEAT THESE STEPS (NUMBERED BELOW) UNTIL YOU 
HAVE TYPED ALL OF THE RIGHT-COLUMN 
PARAGRAPHS. 

1 . Move the cu rsor to the same line as the next 
left-column paragraph, under the tab symbol for the 
right col umn . 

2. Press COLUMN. 

3. Follow the prompt to revise the column. 

4. Type the paragraph. 

5. Press ENTER. 



WHEN YOU FINISH TYPING ALL THE PARAGRAPHS, 
PRESS END AND PRINT THE DOCUMENT. 

The document should look like the following 
illustration. 

Dental Benefit Plan 

Questions 

Will the plan cover my total 
dental expenses? 

How do I apply for benefits? 

What else do I need to know 
about eligibility? 

What about conversion 
privileges? 

Answers 

The plan will assist you with 
dental expenses and is not 
intended to cover the full 
cost. 

Complete and sign the Dental 
Benefit Plan form. Ask your 
dentist to complete the 
"Dentist Section" on the 
reverse side of the 
application form and return it 
to This is Your Life Insurance 
Company. 

Charges for dental services 
are considered to be incurred 
on the date the services are 
completed. "Dentist" means a 
person licensed as such by the 
state in which such person 
practices. Eligible family 
members are your spouse and 
your unmarried children under 
age 19. 

There is no conversion 
privilege for the Dental 
Benefit Plan. 

For more information on advanced text tables, refer 
to "Tables and Columns" in the Work Station 
Procedures Guide. 
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ADDITIONAL INFORMATION 

Revising Lined-up 
Text Tables 

19-24 

Just as with revIsion of regular tables and simple 
text tables, revision of lined-up text tables requires 
that you isolate the column affected, and work only 
with it. 

Remember, you are working with TEXT, and Auto 
Carrier Return is in effect. To revise "lined-up text 
tables" use the following procedure: 

1. Choose "Revise Document" to display the 
document. 

2. Move the cursor to the first line of the column to 
be revised. 

3. Press COLUMN. 

4. Press ENTER to revise the column. 

5. Move the cursor to the point of revision (use the 
cu rsor movement keys to do so). 

6. Type any additional text, or, 

7. Delete any unwanted words. (Don't delete any 
carrier returns unless you delete a whole line. 
Take particular care not to delete any tabs, 
Begi n Table codes or End Table codes.) The text 
will be adjusted for you. 

8. Since Auto Carrier Return is in effect, don't 
type carrier returns. (The text will be adjusted 
for you.) 

9. Press ENTER. 

10. Press END and print the document. 

If you want to add whole new paragraphs to 
"lined-up text tables," use the following procedure: 
(Remember, these are "lined-up text tables." You 
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need both a left-col umn paragraph and a 
right-column paragraph.) 

,. Move the cursor to the Begin Table code of the 
left-column paragraph you want to add this new 
paragraph in front of. --

2. Press GET and get the document with the table 
codes in it. 

3. Press ENTER. 

4. Press COLUMN, and press ENTER to "revise" the 
column. 

5. Type the new left-column paragraph. Don't type 
ca rrier retu rn s. 

6. Press ENTER. 

7. Move the cursor to the tab for the right column. 
(Use the cursor movement key; don't space.) 

8. Press COLUMN and press ENTER to "revise" the 
column. 

9. Type the new paragraph. Don't type a carrier 
return. 

10. Press ENTER. 

11. Press END and print the document. 

If you want to add new paragraphs at the end of the 
existing lined-up paragraphs, use t~ above 
procedure. There are only two differences: In step 
"1 ." above, move the cu rsor to the Page End symbol. 
Then, continue through step "4." above. In step 
"5." and "6." above, substitute the following: Type 
the new left-column paragraph, press ENTER, move 
the cu rsor to the Page End symbol, type one ca rrier 
retu rn. 

You can also use the Replace mode to make revisions. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

Creating a "Dummy" 
Document 

Creating a "Real" 
Document 

19-26 

A. Decide the width you want the columns to 
be--the width will be the example entries. 

B. Follow the Column Layout I nstructions for text 
columns. 

C. Create an empty table as the "dummy" document. 
To do this, do not type the text columns in the 
typing area. I nstead, simply press ENTER to place 
the codes into the table. 

D. When the regular typing area is on the screen 
press CODE PLUS SCREEN FORMAT and set Display 
Codes = Yes. 

E. Delete the two format changes 

F. Press CODE PLUS SCREEN FORMAT and set 
Display Codes = No. 

G. Press END. 

A. In the CREATE OR REVISE DOCUMENT Menu, 

B. Choose Change Document Format. 

C. Choose Cha nge Li ne Format. 

D. Choose Adjust Line Endings = No to prevent the 
left and right columns from running into each other. 

E. Return to the FORMAT SELECTION Menu and 
choose Change Margins and Tabs. 

F. Clear all tabs on the scale line and set a normal 
tab where each column should begin. 

G. Go to the typing area. 

H. Space to the center symbol .. , press CODE 
PLUS CTR, and type the title. Type the appropriate 
number of carrier returns. 
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I. Type the first heading at the left margin (or 
whatever your format calls for). Tab to the tab for 
the right column and type the next heading. Type 
the appropriate number of carrier returns. 

J. Repeat the steps below until you have typed all 
of the paragraphs on the left. 

1. Press GET. 
necessary. 

Fill in any information as 

2. Press ENTER enough times to go to the typing 
area. 

3. Press COLUMN. 

4. Follow the prompt to revise the column. 

5. Type the first left-column paragraph. Do not 
type carrier returns. Then, follow the prompt on 
the screen to press ENTER. 

6. Press CODE PLUS t/ to move the cursor to 
the PAGE END symbol .... 

7. Type a ca rrier retu rn . 

K. Repeat the steps below until you have typed all 
of the right-column paragraphs. 

1. Move the cu rsor to the fi rst line of the 
left-column paragraph (that you want to line up 
with) , under the tab symbol for the right 
column. 

2. Press COLUMN. 

3. Follow the prompt to revise the column. 

4. Type the paragraph. 

5. Press ENTER. 

L. When you have typed all of the right-column 
paragraphs, Press END, and print the document. 
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You have completed this topic. Choose the next topic from the 
Training Checklist. 

19-28 



Topic 20. Form Letters with Stored Variable Information 

You al ready know how to send a letter to one person. 
But how do you send the same letter to many people 
and personalize it for each individual? 

You begin by creating a document that contains the 
text that stays the same for all letters. You type this 
document once and use it over and over. 

TEXT THAT STAYS 
THE SAME 

The second step is to create another document that 
contains only the parts of the letter that change for 
each person. These might be the name, address, and 
a few other words. 

TEXT THAT STAYS 
THE SAME 

PARTS THAT 
CHANGE 

Finally, you combine the text that stays the same and 
the parts that change for each person into one final 
letter. 

TEXT THAT STAYS 
THE SAME 

PARTS THAT 
CHANGE 

FINAL PRINTED 
LETTER 

Form Letters 20-1 
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Each of the documents just described has a name. 
The document containi ngthe text that stays the same 
is called a "shell document." 

SHELL - TEXT THAT 
STAYS THE SAME 

The document containing the parts that change is 
called the "fill-in document." The parts that change 
are called "variable information." 

SHELL 

FI LL-IN - PARTS 
THAT CHANGE 

The process of joining the shell document with the 
fill-in document is called "mergirig." The final 
document is called the "merged document." 

SHELL 

FILL-IN 

MERGED DOCUMENT
FINAL PRINTED LETTER 



How Merge Works 

I n this topic you will learn to: 

• Create the shell document containing the text 
that stays the same 

• Create the fill-in document containing the 
va riable information 

• Join (merge) the shell document and the fill-in 
document to produce your final documents 

Before starting this topic, you should complete: 

All Basic Topics 

You know that the shell document contains the text 
that remains the same. You also know that the fill-in 
document contains the variable information. But what 
actually connects the two? 

Variable names act as a link between the two. You 
give each kind of variable information a different 
name. For example, one variable name might be inside 
address, another might be salutation name. Variable 
names are shown with this symbol -ij- before and 
after them. 

In the shell document you type the variable name 
where the variable information will be inserted later. 
In the fill-in document you type the variable name 
again followed by the variable information. When you 
merge, the va riable name acts as a lin k. The 
Displaywriter matches the variable names and inserts 
the variable information into the shell. 
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Example A shows a shell document with variable 
. names. 

Example B shows a fill-in document with matching 
variable names and the variable information for one 
letter. 

Example C shows the final merged document that is 
created when you merge Example A with Example B. 

Example B - Fill-In Document With Variable Names And Variable 
Information 

Example A - Shell Document With Variable Names 

June 19, 1981 

DearVsaluta t i 0ILnallleV: 

The enclosed note represents the dollar amount you invested, plus 
interest throughVmOl]th\i. 

The quarterlyinte.rest payment dueVp<9yii1entidtifE,Nwill be added to the prindpal 
amount on Vadde(l.::.:.;datey, and you will receive a check shortly thereafter. 

Very truly yours, 

Evelyn A. Leger 
Vice-President 

Example C - Final Merged Document 

June 1 9, 1981 

The enclosed the dollar amount yuu invested, plus 

20-4 

The quarterly interest 
principal amount on i"f'~1J111J1~ 
thereafter. 

Very truly yours, 

Evelyn A. Leger 
Vice-President 

be added to the 
a check shortly 



CREATING A SHELL DOCUMENT 

Punctuation in the 
Shell Document 

Beginning the Exercise 

SHELL 

FILL-IN 

FINAL MERGED 
DOCUMENT 

You type a shell document exactly as you type any 
other letter. When you reach a spot where variable 
information will be inserted later, press CODE + 

VARIABL (located on the semicolon key). When the 
prompt Type variable name appears, type the 
variable name and press ENTER. 

Pressing ENTER inserts 1;7 into the text to mark 
the location of the va riable name. 

To see the variable names as they appear in the 
examples on the previous pages, choose Display 
Codes = Yes. 

When you type the shell document, remember to type 
punctuation and spaces before and after the variable 
names. Typing punctuation once in the shell 
document will save you time when you type the fill-in 
document. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Interest Shell 
TRAIN 
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Typing the Shell 

Shell Document 

June 19, 1981 

Variable names appear as -ij- on the display. 

To see the variable names as you type them: 

PRESS CODE + SCREEN FORMAT. 

You cannot press CODE + SCREEN FORMAT unless 
you are in the typing area. 

CHOOSE DISPLAY CODES = YES AND RETURN TO THE 
TYPING AREA. 

The enclosed note represents the dollar amount you invested, plus 
in teres t through'¥~Ci~'~~~,. 

The quarterly interest payment dueyp,~~j'ti:#i~I;r:~'~,~! will be added to the principal 
amount on and you will receive a check shortly thereafter. 

Very truly yours, 

Ifll? 
Evelyn A. Leger 
Vice-President 

20-6 

TYPE THE SHELL DOCUMENT ABOVE UNTIL YOU REACH 
THE FIRST VARIABLE NAME (inside address). 

PRESS CODE + VARIABL. 



WHEN THE PROMPT Type variable name APPEARS; 
TYPE: inside address 

This is for the inside address. 

PRESS ENTER. 

Pressing ENTER moves the variable name to the 
typing area and adds tr before and after it. 

CONTINUE TYPING UNTIL YOU REACH THE VARIABLE 
NAME AFTER DEAR. 

Remembe r to type th e space afte r Dea r. 

PRESS CODE + VARIABL. 

WHEN THE PROMPT Type variable name APPEARS; 
TYPE: sa I utation name 

This is for the salutation name. 

PRESS ENTER. 

Form Letters 20-7 



Shell Document 

June 19, 1981 

The enclosed note represents the dollar amount you invested, plus 
interest through 

The quarterly interest payment due will be added to the principal 
amount on and you will receive a check shortly thereafter. 

Very truly yours, 

.(j.C~ 
Evelyn A. Leger 
Vice-President 
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TYPE A COLON (:), AND CONTINUE TYPING UNTIL 
YOU REACH THE VARIABLE NAME AFTER THROUGH. 

Remember to type the space after th rough. 

PRESS CODE + VARIABL. 

WHEN THE PROMPT Type variable name APPEARS; 
TYPE: month 

PRESS ENTER. 

TYPE A PERIOD (.) AND CONTINUE TYPING UNTIL YOU 
REACH THE VARIABLE NAME AFTER DUE. 

Remember to type the space after due. 

PRESS CODE + VARIABL. 



Completing the Exercise 

Printing the Shell 
Document 

WHEN THE PROMPT Type variable name APPEARS; 
TYPE: payment date 

PRESS ENTER. 

SPACE ONCE AND CONTINUE TYPING UNTIL YOU 
REACH THE VARIABLE NAME AFTER ON. 

Remember to type the space after on. 

PRESS CODE + VARIABL. 

WHEN THE PROMPT Type variable name APPEARS; 
TYPE: added date 

PRESS ENTER. 

TYPE A COMMA (,) AND SPACE ONCE. 

FINISH TYPING THE SHELL. 

PRESS END. 

Use the steps you have learned before to print the 
shell document. You need a printed copy to set up 
the fill-in document. 

The variable names always print when you print the 
shell document. 
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CREATING A 
FILL-IN DOCUMENT 

Beginning the Exercise 
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SHELL 

FILL-IN 

FINAL MERGED 
DOCUMENT 

You have stored and printed a shell document named 
Interest Shell. Now you will create the fill-in 
document to send I nterest Shell to one person. 

The fill-in document contains the variable names from 
the shell and the variable information to personalize 
the letter. You type the variable names exactly as 
you typed them in the shell with 4;f before and 
after. Then you type the variable information after 
the variable names. 

Follow the steps to type the fill-in document for the 
example shown below. 

Fill-In Document 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA. 



Typing the Variable 
Names And Variable 
Information 
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Document name: Interest Fill-in 
Diskette name: TRAI N 

Be sure Display Codes = Yes. 

PRESS CODE + VARIABL. 

WHEN THE PROMPT Type variable name APPEARS; 
TYPE: inside address 

PRESS ENTER. 

Pressing ENTER moves the variable name to the 
typing area and adds 1j before and after it. 

TYPE MS. PARKER'S NAME AND ADDRESS SHOWN ON 
THE FILL-IN DOCUMENT. 

TYPE A CARRIER RETURN. 

REPEAT THE FOLLOWING STEPS FOR THE REMAINING 
VARIABLE INFORMATION: 

1. PRESS CODE + VARIABL. 

2. WHEN THE PROMPT Type Variable name APPEARS; 
TYPE THE NEXT VARIABLE NAME SHOWN IN THE 
EXAMPLE. 

3. PRESS ENTER. 

4. TYPE THE VARIABLE INFORMATION FOLLOWING 
THE VARIABLE NAME. 

5. TYPE A CARRIER RETURN. 
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Checki ng the 
Fill-In Document 

Completi ng the Exercise 

20-12 

The variable names you type in the fill-in document 
and in the shell document act as a link between the 
two during merge. To act as a link each pair must 
match exactly. Both words or ph rases must be 
spelled and capitalized alike. 

When you typed the shell, you also printed a copy of 
it. Look at you r printed copy now. Check to see that 
the variable names in the shell exactly match the 
va riable names on the display. 

COMPARE THE VARIABLE NAMES ON THE DISPLAY 
WITH THOSE IN THE SHELL DOCUMENT. 

If all variable names match exactly, continue reading. 
If the variable names do not match, refer to the 
"Help During Training" section at the end of this 
book. 

CORRECT ANY VARIABLE NAMES WHICH DO NOT 
MATCH. 

The fill-in document is now complete. 

PRESS END. 



JOIN ING (MERGE) THE 
SHELL DOCUMENT AND 
THE FILL-IN DOCUMENT 
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SHELL 

FILL·IN 

FINAL MERGED 
DOCUMENT 

You have created a shell and a fill-in document. Now 
you merge them together. 

CHOOSE THE ITEM IN THE TYPING TASKS MENU TO GO 
TO THE TASK SELECTION MENU. 

LOAD THE VOL. 03 PROGRAM DISKETTE. 

The program for Merge Tasks is on the Vol. 03 
program diskette. 

CHOOSE THE ITEM IN THE TASK SELECTION MENU TO 
MERGE. 

Look at the MERGE TASKS menu and then continue. 

If you have not all~eady done so, insert your TRAIN 
dis kette. 

CHOOSE THE ITEM IN THE MERGE TASKS MENU TO 
MERGE WITH NAMED VARIABLES. 

Look at the MERGE WITH NAMED VARIABLES SETUP 
menu. 
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I n this menu you specify the name of the shell 
document and the name of the fill-in document you 
want to merge. 

CHOOSE THE ITEM IN THE MERGE WITH NAMED 
VARIABLES SETUP MENU TO GIVE THE NAME OF YOUR 
SHELL DOCUMENT. 

Your shell document is named: Interest Shell 

WHEN THE PROMPT Type YOUR CHOICE; Press ENTER 
APPEARS, TYPE: I nterest Shell 

CHOOSE THE ITEM IN THE MERGE WITH NAMED 
VARIABLES SETUP MENU TO GIVE THE NAME OF YOUR 
FILL-IN DOCUMENT. 

Your fill-in document is named: Interest Fill-in 

WHEN THE PROMPT Type YOUR CHOICE; Press ENTER 
APPEARS; TYPE: Interest Fill-in 

LOOK AT ID.h IN THE MENU. 

When you press ENTER, the system merges the shell 
and the fill-in and automatically prints the final 
document. 

PRESS ENTER TO BEGIN MERGE. 

LOOK AT IDllN THE MENU. 

If an error occurs, merging is cancelled and the 
error message appea rs with i n you r pri nted document. 

RESPOND TO MESSAGES AS THEY OCCUR. 

For fu rther information on each error message, refer 
to the Prompts and Messages Guide. 



SENDING THE FORM LETTER 
TO MORE THAN ONE PERSON 

SHELL 

FILL-IN PAGE 1 
.A 

FILL-IN PAGE 2 

FINAL MERGED 
DOCUMENT 

To send the shell (form letter) document to more than 
one person, you create a multi-page fill-in document. 
Each page of the fill-in document contains the 
variable names from the shell and one set of variable 
information. 

When you merge, the Displaywriter gets a copy of the 
shell and merges page one of the fill-in document. 
Then it gets another copy of the shell and merges 
page two of the fill-in document. Merging continues 
until there are no more pages in the fill-in document. 
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Example D - Shell Document 

June 19, 1981 

'fC~ 
:V:insld e ~addre$ sY' 
:l.('~ 
Dear Vsalutation-.:nameV: 

Example 0 below shows the shell document. 

Example E shows the fill-in document containing two 
sets of variable information. 

Example F shows the final merged document. 

The enclosed note represents the dollar amount you invested, plus 
interest through :¥ll!oritq.~. 

The quarterly interest payment due :VP<:'lYrnent-.:d§tteV will be added to the principal 
amount onVaad;ea~di:U:~eV, and you will receive a check shortly thereafter. 

Very truly yours, 

4c'~ 
Evelyn A. Leger 
Vice-President 
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Example E - Fill-In Document, page 1 

Fill-In Document, page 2 
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Example F - Final Merged Document, Page 1 

June 19, 1981 

The enclosed note represents the dollAr amount you invested, plus 
interest through;:TU+y. 

The quarterly interest payment due[9~#~~~~~~~~t~~will be added to the 
principal amount on'~p:¥~1nq~rpi~hi(' receive a check shortly 
thereafter. 

Very truly yours, 

Evelyn A. Leger 
Vjce-President 

Example F - Final Merged Document, Page 2 

June 19, 1981 

The enclosed note represents the dollar amount you invested, plus 
interest through.IHIH~~. 

The quarterly interest 
principal amount onf~~~!~s~~~i~~~~~~~, 

0~~?I~~mtr~~~I~\I~I\Will be added to the 
receive a check shortly 

thereafter. 

Very truly yours, 

Evelyn A. Leger 
Vice-President 
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VARIABLE NAMES IN THE 
FILL-IN DOCUMENT 

The variable names from the shell must be typed 
again on each page of the fill-in document. If you 
were sending the shell 50 times, that would mean 
retyping the list of variable names 50 times. 

Since the variable names must be exactly correct, 
that would be a lot of chances for mistakes and a 
waste of time. There is a shortcut. 

Before you create the fill-in document, create 
another document. Type only the list of variable 
names in it. Then create the fill-in document. 
Instead of retyping the list of variable names on each 
page, use the GET key to bring the list stored in the 
other document into each page of the fill-in 
document. Then type only the variable information. 

Example G shows the list of variable names stored as 
a separate document. 

Example H shows the fill-in document. 

Example G - List Of Variable Names Example H - Fill-In Document 

Creating a List 
Of Variable Names 
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r. I.M. Kind 

CrET-~ 
r. I.M. Kind 

Now you will create a separate document which 
contains only the list of variable names. Then you 
will use the list when you create the fill-in document. 



Beginning the Exercise 

Typing the Variable 
Names from the Shell 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA. 

Document name: I nterest List 
Diskette name: TRAI N 

Each time you select a new tas k or tu rn the system 
off, the system returns to Display Codes = No. 

To see the variable names as you type them: 

PRESS CODE + SCREEN FORMAT. 

CHOOSE DISPLAY CODES = YES AND RETURN TO THE 
TYPING AREA. 

When you typed your shell document, you printed a 
copy of it. Look at your printed copy of Interest 
Shell now. You will type only the variable names. 

FOLLOW THE STEPS BELOW TO TYPE THE LIST OF 
VARIABLE NAMES. 

1. PRESS CODE + VARIABL. 

2. WHEN THE PROMPT Type variable name APPEARS; 
TYPE THE VARIABLE NAME FROM THE SHELL. 

3. PRESS ENTER. 

• Pressing ENTER moves the variable name to the 
typing area and adds the *f before and after 
it. 

4. TYPE A CARRIER RETURN. 
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Using the Stored List 

5. REPEAT STEPS 1 THROUGH 4 UNTIL YOU HAVE 
TYPED ALL VARIABLE NAMES FROM THE SHELL. 
DO NOT TYPE A CARRIER RETURN AFTER THE 
LAST VARIABLE NAME. 

6. PRESS END. 

of Variable Names to 
Create a Fill-I n Document 

Beginning the Exercise 

20-20 

Now you will use the list of variable names to 
complete a fill-in document. You will send the same 
shell to two different people. Follow the steps to type 
the fill-in document for the examples shown. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE CREATE OR REVISE 
DOCUMENT MENU. 

Document name: Two Letters 
Diskette name: TRAIN 

LOOK AT ID.Q IN THE MENU. 

Normally, when you pagi nate a text document, the 
system determines the page endings. Text is moved 
from one page to another, according to the number of 
lines requ i red for a fu 1\ page. 

When you are working with a fill-in document, you 
always want each set of instructions to remain on the 
same page in the system. Changing 10 .9. to Preserve 
Page Numbers = Yes prevents you from paginating 
the document. 

CHOOSE THE ITEM IN THE CREATE OR REVISE 
DOCUMENT MENU TO PRESERVE THE PAGE NUMBERS. 

CHOOSE PRESERVE PAGE NUMBERS = YES. 



Getting the List 
of Variable Names 

PRESS ENTER TO GO TO THE TYPING AREA. 

To avoid retyping the list of variable names, get a 
copy of the stored list of variable names. 

PRESS THE GET KEY. 

Look at the GET menu. 

CHOOSE THE ITEM IN THE GET MENU TO GIVE THE 
NAME OF THE DOCUMENT YOU WANT THE SYSTEM TO 
GET. 

When the prompt Type YOUR CHOICE; Press ENTER: 
appea rs, you type the document name of you r I ist of 
va riable names. 

TYPE: I nterest List 

PRESS ENTER TO RETURN TO THE TYPING AREA. 

The list of variable names appears on your display. 
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Filling in the 
Variable Information 
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Fill-In Document, page 1 FillIn Document, page 2 

;~~~~?~,l Lo~t;!;'~!!i:~~r 0 SoT 0 Baker :':'~~#:~*~ s. SoB. Anthony 
2345 School Road 

Austin, TX 78759 78765 
~~p·.p;~~~~l~~W1r 0 Bake r 
arch 

s. Anthony 

"i~i~;?April 3rd 
ji~;!May 13th 

11th 

This list of variable names is now ready for you to 
add the variable information. Look at page one of the 
fill-in document shown above. You will fill out the list 
with this variable information. 

To go directly to the spot where the next variable 
information should be typed, use the NEXT VARIABL 
key. NEXT VARIABL is located on the "L" key. 

PRESS CODE + NEXT VARIABL. 

The cu rsor moves to the end of the va riable 
name -tr inside address -tr . 

TYPE MR. BAKER'S NAME AND ADDRESS SHOWN IN THE 
EXAMPLE ABOVE. DO NOT TYPE A CARRIER RETURN 
AFTER THE ZIP CODE. 

PRESS CODE + NEXT VARIABL. 

The cursor moves to the end of the variable name 
-tr sa I utation name -tr. 

TYPE THE SALUTATION NAME SHOWN IN THE EXAMPLE 
ABOVE. 

PRESS CODE + NEXT VARIABL. 

TYPE THE MONTH SHOWN IN THE EXAMPLE ABOVE. 



Ending the First Set 
of Variable Information 

PRESS CODE + NEXT VARIABL. 

TYPE THE PAYMENt DATE SHOWN IN THE EXAMPLE 
ABOVE. 

PRESS CODE + NEXT VARIABL.. 

TYPE THE ADDED DATE SHOWN IN THE EXAMPLE 
ABOVE. 

You have completed the fi rst set of va riable 
infOrmation and are ready to type the second set. 
Each set of variable information is stored on a 
sepa rate page. 

PRESS PAGE END (NOT END). 

You are now on the second page of the fill-in 
document. 

SHELL 

FILL-iN PAGE 1 ... 
FILL-IN PAGE 2 

FINAL MERGED 
DOCUMENT 
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Creating the Second Set 
Of Variable Information 

Fill-In Document, page 1 Fill-In Document, page 2 

Vinside addressVMr. S.T. Baker 
1812 Louis Lane 

Vinsiae addressVMs. S.B. Anthony 
2345 School Road 

Austin, TX 78759 Austin, TX 78765 
Vsalutation nameVMr. Baker 
VmonthVHarch 
Vpayrnent_dateVApril 3rd 
Vadded_dateVMay 13th 

Vsalutation nameVMs. Anthony 
VmonthVSeptember 
Vpayment_dateVFebruary 11th 
Vadded dateVMarch 30th 

To avoid retyping the list of variable names, get a 
copy of the stored list. 

PRESS THE GET KEY. 

The system remembers the document you are getting. 

PRESS ENTER. 

FILL OUT THE LIST FOR FILL-IN DOCUMENT, PAGE 2, 
USING THE STEPS BELOW: 

1. PRESS CODE + NEXT VARIABL. 

2. TYPE THE VARIABLE INFORMATION. 

3 . REPEAT STEPS 1 AND 2 UNTI L YOU HAVE TYPED 
ALL THE VARIABLE INFORMATION. 

4. PRESS PAGE END. 

Ending the Document 

When all sets of the fill-in document are complete: 

PRESS END. 
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MERGING THE SHELL DOCUMENT 
AND THE FILL-IN DOCUMENT 

SHELL 

FILL-IN PAGE 1 ... 
FILL-IN PAGE 2 

FINAL MERGED 
DOCUMENT 

CHOOSE THE ITEM IN THE TYPING TASKS MENU TO GO 
TO THE TASK SELECTION MENU. 

LOAD THE VOL. 03 PROGRAM DISKETTE. 

CHOOSE THE ITEM IN THE TASK SELECTION MENU TO 
MERGE. 

CHOOSE THE ITEM IN THE MERGE TASKS MENU TO 
MERGE WITH NAMED VARIABLES. 

If you have not already done so, insert your TRAIN 
dis kette. 

COMPLETE THE MERGE WITH NAMED VARIABLES SETUP 
MENU USING THE FOLLOWING INFORMATION: 

Shell Document Name: I nterest Shell 
Fill-in Document Name: Two Letters 

PRESS ENTER TO BEGIN MERGE. 

RESPOND TO MESSAGES AS THEY OCCUR. 
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Stori ng the Merged Document 
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The final documents you just created are not stored 
on the diskette. If you think the (final) documents 
may be revised, store them. 

1----------------------------------------------------------------------, 
I Merging Variables I I I I I II I 
I. _P§~2q,1_ - - - -- -- - - - - - - - - MERGE tJiri't'NiOO:fiVAkiXBi'i{ SETUP---- __ ISY..b_ - ! ____ - -- - _~ I 

ID 

a 
b 

c 
d 
e 

g 

h 

ITEM 

Shell Document Name 
Diskette Name 

Fill-In Document Name 
Diskette Name 
System Page Number (s) 

Merged Document Name 
Diskette Name 

Print Herged Document 
Cancpl on Error 

YOUR POSSIBLE 
CHOICE CHOICES 

I = Yes 
I = Yes 

2 = No 
2 = No 

Paper Handling 1 = Cut Paper, Manual Feed 
2 = Cut Paper, Automatic Feed 
3 = Continuous Paper 

When finished with this menu, press ENTER. 
Type ID letter to choose ITEM; press ENTER: -_______________________________________ ~ _____________ -----------_- __ --1 

Figure 20-1. MERGE WITH NAMED VARIABLES SETUP 
Menu 

To store and print the merged documents: 

• Use the steps you have learned before to set up 
the menu. 

• Name the merged document. 
(Select 10 f and indicate your choice.) 

• Press ENTER to begin merge. 

To store the merged (final) documents without 
pri nti ng: 

• Use the steps you have learned before to set up 
the menu. 

• Name the merged document. 

• Choose Print Merged Document = No. (Select 10 
.b. and indicate your choice.) 
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ADDITIONAL INFORMATION 

Using Menu Bypass 
To Merge 

Order of Variable 
Names 

Repeating Variable 
Information 

Choosing Variable Names 

To go quickly from the TYPI NG TASKS menu to the 
MERGE WITH NAMED VARIABLES SETUP MENU: 

1 . Press CODE + MENU BYPASS. 

2. Type mergevar 

3. Follow the prompt to load the Vol. 03 program 
diskette, if necessar~y. 

You can type the variable names in the fill-in 
document in any order. 

You can type the variable names in the fill-in 
document once, even if they are used more than once 
in the shell. For example, if the name appears in the 
letter several times, you type it only once in the 
fill-in document. 

When you choose variable names for your own work, 
be sure they are specific. For example, if a meeting 
date and a cancellation date appear in a single final 
document, give each date a unique variable name. Do 
not call each one 1f date 1f unless you want the 
same date to appear throughout. If the dates are 
different, give each one a different variable name. 
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,..-------------------------------, 

==-=_.,..----'~----. Send your rescrvat ion by 
IoIreserve_datelol. ~ ...... ::. _________ _ 

You may cancel your reservation tlO latE'r than Ycanc~J_dClt,..l,I. 

Multiple Shells 

Format Changes 

Form Letters 
With Stop Codes 
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Figure 20-2. Correct and Incorrect Use of Variable 
Names 

You can use the same fill-in document for different 
shell documents. No one shell has to use all items in 
the fill-in document. Variable names in the fill-in 
document without a match in the shell are ignored 
during merge. (However, variable names in the shell 
without a match in the fill-in cause an error during 
merge. ) 

If your shell document and your fill-in document are 
created with different formats, your final met·ged 
document will match the format of your shell 
document. 

You know how to type a form letter with a va riable 
name. There is another method of typing form letters 
using stop codes. You might use this method if you 
have only a few letters to send, or you want to see 
the form letters created on you r display. For further 
information see the "Repetitive Documents Samples II 
chapter in the Work Station Procedures Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

To Create a Shell Document 

To Create a Fill-in 
Document Typing 
Variable Information 
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A. Choose Create Document in the TYPING TASKS 
menu. 

B. Set up the menus, then type the text until you 
reach a point where you will insert variable 
information later. 

C. Press CODE + VARIABL. 

D. When the prompt Type VARIABLE NAME 
appears, type the name of the variable and press 
ENTER. 

• To see the variable name, select Display Codes = 
Yes in the SCREEN FORMAT menu. 

• Remember to type any necessa ry spaces, 
pu nctuation or ca rrier retu rns as a pa rt of the 
shell. 

E. Press END. 

A. Choose Create Document in the TYPING TASKS 
menu. 

B. Set up the menus. 

• Remember to choose Preserve Page Number = Yes 
to avoid paginating the document. 

C. Type the variable name from the shell, followed 
by the variable information. 

D. Repeat step C until you have typed all variable 
names from the shell and all variable information. 

E. Press PAGE END. 
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To Create a Fill-in 
Document with a List 
of Variable Names 

To Merge the Shell Document 
and the Fill- in Document 

20-30 

F. Repeat steps C th rough E until you have typed 
all sets of va riable information. 

G. Press END. 

A. Create a document containing a list of variable 
names. 

B. Choose Create Document in the TYPING TASKS 
menu. 

C. Set up the menus. 

• Remember to choose Preserve Page Number = Yes 
to avoid paginating the document. 

D. Press the GET key. 

E. Choose ID a in the GET menu to get the list of 
va riable names. 

F. Use the NEXT VARIABL key and type the first 
set of variable information. 

G. Press PAGE END. 

H . Repeat steps C th rou g h G u nti I you h ave typed 
all sets of variable information. 

I. Press END. 

Use Menu Bypass, or do the following: 

A. Choose Merge Tasks in the TASK SELECTION 
menu. 

B. Follow the prompt to load the Vol. 03 program 
diskette, if necessary. 

C. Choose Merge With Named Variables in the 
MERGE TASKS menu. 
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O. Choose 10 a and give the name of your shell 
document. 

E. Choose 10 c and give the name of your fill-in 
document. 

F. To store the merged document choose 10 f and 
name the merged document. 

G. Press ENTER. 

Remember, you can also use Men u Bypass to go to 
the menus to perform the tasks. 

You have completed this topic. Choose the next topic 
from the Training Checklist. 
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Topic 21. Repetitive Paragraphs with Variable Information 

In this topic you will learn how to type and revise 
repetitive paragraphs--paragraphs that you can use 
in more than one document. 

Repetitive pa rag raphs are usefu I when you wa nt to 
type the same information (such as clauses in a 
contract or will, articles of incorporation, 
engineering specifications, personnel responses, 
etc.) in several different documents. See the example 
below. 

!lASTER REFERENCE COPY OF C1UJl1T C.\IUl REPETITIVE PAAAGIW'HS 

n. .. nk you for your recent correspondence re&arding your credit car ... 

Thank you for your recent telephone call concerninll your credit card 

Thank you for your a9pllc.1tlon for') credit card. 

We have received your app1ic~tion for a credit card. ! 
We are processing your application nov, and you ~hculd receive your I 
cr~dit card vlthln three weeks. It you h.lve not'received it by then. _-1-__ '+-_'_' __ -' 
please contact yout' bank account representative. I i 
Processing of your applic.1.tion has been delayed because .lddltional 
lnfom.a.tion Is necessary. Ple3s. fill out the att.lched tOB, and return 
it to me .15 soon OJS possible 80' th~t we can provide you with your own 
credit card. i 

~_n.e li .. it set on your credlt .nll be SI,ooO. 

The 11ait set on your credlt vill be 5 __ . 
! 

We are enclosln~ a cOllplete statement of account "'hich indicate! 311 
tr3ns3ctions which h.we occurred since your 13![ billing d3te~ ",hlch .. .1.S 

October 27, 1980 

Hr. Ralph H. Lester I' 
~lS6 ~.Jlden L.1ne 
Colu:!\bus. Ohio 43000 I 
Our ~r. Luter:, ii' 

thank you for your application for i. credit card. 

We are proces.ln, your application now, and you should recelv~ your 
credit ca.rd within three weeks. If you have not received 1.t by then, 
please contact your b.nk account representative. 

1---------------,---;. The H .. lt set on your cred"lt wlll be S1,OOO. 

Very truly youre. 

A.deline t. Carrlty 
Credit Card ~.n.agel' 

Figure 21-1. Paragraph Library and Completed Letter 

If you type this kind of information as repetitive 
paragraphs and then store these paragraphs on a 
work diskette, you do not have to type them over 
a nd over for each sepa rate document. 

Instead, you just choose the paragraphs you want 
from a Paragraph Library you previously created and 
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put tqgether an original document from these 
paragraphs. Thi~ proc~dure saves you and the 
author a great deal of time. 

Before starting this tgp!o, you should complete: 

1 . All Basic Topics 

2. Topic 3. Creating a Multi-page Document 



TYPING REPETITIVE 
PARAGRAPHS 

Beginning the Exercise 

Preserve Page Numbers 

CREATE A. DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE CREATE OR REVISE 
DOCUMENT MENU. 

Document name: 
Diskette name: 

Paragraphs 
TRAIN 

LOOK AT ID .Q IN THE CREATE OR REVISE DOCUMENT 
MENU. 

Normally, when you pagi nate a text document, the 
Displaywriter determines the page endings. Text is 
moved from one page to another according to the 
number of lines required for a full page. 

When you are worki ng with a paragraph([jbari¥:> you 
always want the paragraphs to remain on the same 
page in the system. Changing ID d to Preserve Page 
Numbers = Yes prevents your having to paginate the 
document. 

CHOOSE THE ITEM IN THE CREATE OR REVISE 
DOCUMENT MENU TO PRESERVE THE PAGE NUMBERS. 

CHOOSE PRESERVE PAGE NUMBERS = YES AND GO TO 
THE TYPING AREA. 

You type repetitive paragraphs the same way you 
type other documents. The only major difference is 
that you type each paragraph as a separate page, 
and press the PAGE END key after each paragraph. 

Before you type the paragraphs, however, decide 
how you want to separate the paragraphs in the final 
documenf. Usually two carrier returns are used as a 
paragraph separator. This is what will be used in 
this topic. 
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TYPE THE FIRST PARAGRAPH FOLLOWING THE STEPS 
BELOW: 

1. TYPE THE TEXT OF THE FIRST PARAGRAPH. 

2. TYPE TWO CARRIER RETURNS. 

3. PRESS THE PAGE END KEY (located in the group of 
keys on the upper-right side of the keyboard). 

Thank you for your recent telephone call concerning your credit card 
account. 2~~ 

TYPE THE SECOND PARAGRAPH USING STEPS 1 
THROUGH 3 ABOVE. 

Thank you for your recent correspondence regarding your credit card 
account. ZCi? 

Completing the Exercise 
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After typing the last paragraph in the Paragraph 
Libra ry, you press EN D. 

PRESS END. 

To save training time, you will not type a complete 
Paragraph Library. You will use a pre-recorded 
exercise containing nine paragraphs to continue with 
this topic. 



CREATING A REFERENCE 
COPY OF THE 
REPETITIVE PARAGRAPHS 
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After you have typed and stored the repetitive 
paragraphs, you may want to print a copy to refer to 
when choosing which paragraphs you want to create a 
document. 

If you were to print the two paragraphs you just 
typed, each paragraph would print as a separate 
page. To use the printed copy for reference, you will 
want more than one paragraph on each page. 

Turn now to "Creating a Reference Copy of the 
Paragraph Library" in the "Work Samples Handbook" 
chapter of the Work Station Procedures Guide to read 
the specific steps you shou Id follow to create a 
Master Reference Copy. When you follow the steps 
shown, more than one paragraph will print on a 
page. 

The following figure is an example of a reference 
copy with the number of the paragraph written by 
the operator next to each pa rag raph. 
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MASTER REFERENCE COPY OF CREDIT CARD REPETITIVE PARAGRAPHS 

/ Thank you for your recent correspondence regarding your credit card 
account. 

2 Thank you for your recent telephone call concerning your credit card 
account. 

j Thank you for your application for a credit card. 

4 We have received your application for a credit card. 

5 We are processing your application now, and you should receive your 
credit card within three weeks. If you have not received it by then, 
please contact your bank account representative. 

~ Processing of your application has been delayed because additional 
information is necessary. Please fill out the attached form, and return 
it to me as soon as possible so that we can provide you with your own 
credit card. 

7 The limit set on your credit will be $1,000. 

, The limit set on your credit will be $ ---
9 We are enclosing a complete statement of account which indicates all 

transactions which have occurred since your last billing date, which was 

Figure 21-2. Paragraph Library 

PUTTING TOGETHER 
A DOCUMENT MADE UP 
OF REPETITIVE PARAGRAPHS 
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To put together a document made up of repetitive 
paragraphs, write down the numbers of paragraphs 
you want, and then set up the menus to create a 
document, as you have learned before. 

For this exercise, you will create a document and 
then get paragraphs from the document named 
Repetitive Paragraphs . You will type the date, inside 



Beginning the Exercise 

7Ctf. 
(Type today's date) 

'leI<. 
Mr. Ralph R. Lester 
2356 Maiden Lane 
Columbus, OR 43000 

Dear Mr. Lester: 
2C~ 

Getting The Repetitive 
Paragraphs 

address, and salutation. Then you will learn how to 
get a copy of the paragraphs you want. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: Lester Letter 
Diskette name: TRAIN 

TYPE THE FIRST PART OF THE LETTER BELOW: 

You are ready to get the paragraphs. You use the 
GET key to get a copy of the paragraphs you want. 

For this exercise, you will get paragraph~ 3, 5, and 
7. The prerecorded paragraphs are in the document 
named Repetitive Pa rag raphs. 

PRESS TH E GET KEY. 

Look at the GET menu. 
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Completing the Exercise 
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CHOOSE THE ITEM IN THE GET MENU TO GIVE THE 
NAME OF THE DOCUMENT YOU WANT. 

The paragraph library is named: Repetitive 
Paragraphs. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: Repetitive Paragraphs 

CHOOSE THE ITEM IN THE GET MENU TO INDICATE 
WHICH PAGES (PARAGRAPHS) YOU WANT IN THE FINAL 
DOCUMENT. 

For this document you will get paragraphs 3, 5, and 
7. 

WHEN THE PROMPT Type YOUR CHOICE, press ENTER 
APPEARS, TYPE: 3 5 7 

PRESS ENTER TO RETURN TO THE TYPING AREA. 

PRESS CODE + ,{ 

TYPE THE FOLLOWING CLOSING FOR THE LETTER: 

Very truly yours 

Adeline L. Garrity 
Credit Card Manager 

PRESS END. 



REVISING, ADDING, 

USE THE STEPS YOU LEARNED BEFORE TO PRINT THE 
DOCUMENT. 

AND DELETING 
REPETITIVE PARAGRAPHS 

Adding a Paragraph 

You can revise repetitive paragraphs the same way 
that you revise other documents. Locate the page 
number of the paragraph you want to change in the 
original library, and then revise the text. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA. 

Document name: 
Diskette name: 

Repetitive Paragraphs 
TRAIN 

To add a paragraph to the end of an original 
Paragraph Library, press the GO TO key and type a 
page number you know is higher than the number of 
pages currently in the ~ocument. The system 
displays Page specified not found ar'!d moves the 
cu rsor past the last pa rag raph in th"e dqcument. 

PRESS THE GO TO KEY. 

WHEN THE PROMPT Type page number; press ENTER 
APPEARS, TYPE: 20, THEN PRESS ENTER. 

You can tell by looking at the Master Reference Copy 
that there currently are nine pages in this document. 
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MASTER REFERENCE COpy OF CREDIT CARD REPETITIVE PARAGRAPHS 

/Thank you for your recent correspondence regarding your credit card 
account. 

2Thank you for your recent telephone call concerning your credit card 
account. 

3Thank you for your application for a credit card. 

fWe have received your application for a credit card. 

5We are processing your application now, and you should receive your 
credit card within three weeks. If you have ,not received it by then, 
please contact your bank account representative. 

, Processing of your application has be because additional 
information is nece ary. e fill attached form, and return 
it to me as possible so that we can provide you with your own 
credit card. 

7 The limit set on your credit will be $1,000. 

, The limit set on your credit will be $ ---
9 We are enclosing a complete statement of account which indicates all 

transactions which have occurred since your last billing date, whi~h was 

Deleting a Paragraph 
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Figure 21-3. Revised Paragraph Library 

ADD IN THE HANDWRITTEN PARAGRAPH AS 
PARAGRAPH 10. FOLLOW THE STEPS YOU LEARNED 
BEFORE TO CREATE A PARAGRAPH. 

To delete a paragraph that is no longer used, use the 
GO TO key to go to the page n umber you want to 
delete, and then delete that page. 



PRESS THE GO TO KEY. 

WHEN THE PROMPT Type page number; press ENTER 
APPEARS, TYPE: 6, THEN PRESS ENTER. 

PRESS THE DEL KEY. 

WHEN THE PROMPT Delete What? APPEARS, PRESS PAGE 
END, THEN PRESS ENTER. 

After you have made reVIsions to your original 
Paragraph Library, you should update your Master 
Reference Copy of the repetitive pa rag raph s. Follow 
the same steps that you read before in the Work 
Station Procedures Guide of the Reference Package:-

PRESS END TO RETURN TO THE TYPING TASKS MENU. 
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ADDITIONAL INFORMATION 

Paragraph Libraries 
Recorded Using Default 
Tab Grid 

Document Length 

Repetitive Paragraphs with 
Stop Codes 
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If your paragraph library requires only a few tabs, 
consider eliminating the default tab grid and setting 
the tabs you need. Eliminating the tab grid saves 
space on your diskette. 

You must paginate your newly created final document 
if ther:iumber of paragraphs you have selected 
contain more than 60 lines (assuming 8.5 x 11-inch 
paper) . 

Sometimes you may want to create a document made 
up of repetitive paragraphs with Stop Codes. See 
Paragraphs 8 and 9 in the Master Reference Copy. 

You type the repetitive paragraphs just as you have 
learned before. When you reach a point in the 
paragraph where the information should change from 
document to document, you press CODE + STOP 
(located on the number 9 key). This puts a Stop 
Code in the pa rag raph. 

Later, when you are putti ng together the document 
made up of repetitive paragraphs, you use the FIND 
key to locate the Stop Codes. Then you type in the 
variable information (the information that changes 
with in each document). 

Refer to "Creating The Paragraph Library" in the 
"Work Samples Handbook" chapter of the Work Station 
Procedures Guide for information on typing the 
paragraphs. 



Getting Paragraphs from More 
Than One Document/Diskette 

Deleting a Paragraph 

Format Changes in 
in I ncluded Paragraphs 

You can get repetitive paragraphs from more than 
one library in your final document. You should 
consider splitting the library into more than one if 
the paragr.aph libra ry is long. This saves time when 
the system gets the pa rag raphs. 

In addition, if you have a dual diskette unit, you 
also can get paragraphs stored on another diskette. 

If you delete a paragraph within the library and want 
to insert another in its place at a later time, do not 
delete the page end at the end of the paragraph. If 
you delete the page end, you cannot access the page 
again to insert new material. 

When you get paragraphs, any pages or paragraphs 
you get ta ke on th e format of the new document. 

To preserve the original format of the pages or 
paragraphs you get: 

• Change the document format of the new document 
if the change is for all the pages, or 

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

For additional information on 
individual documents see the 
section of the Reference Guide. 

format changes for 
"Quick Reference" 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Type a Repetitive 
Paragraph 

To Type a Repetitive 
Paragraph with Stop 
Codes for Variables 

Putting Together a 
Document Made Up 
of Repetitive Paragraphs 

A. Set up the menus to create a document. 

B. Choose Preserve Page Numbers = Yes. 

C. In the typing area, type the paragraph, and end 
it with the desired paragraph separator. 

D. Press the PAG E EN D key. 

E. After typi ng the last repetitive pa ragraph, press 
END. 

A. Follow steps A th rough D above. 

B. When you are typing the paragraph and reach a 
point in the text where the information should change 
from document to document, type a stop code (CODE 
+ STOP). 

A. Determine which paragraphs you want to use to 
put together a document, and then set up the men us 
to create a document. 

B. Press the GET key, and set up the menu. 

C. If necessary, paginate the new document made 
up of repetitive paragraphs. 

D. Print the document. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 22. Repetitive Paragraphs with Stored 
Variable Information 

You have been building documents from stored 
paragraphs. But what happens when the documents 
are long and you have many to build? Usually you 
have to spend most of you r time on the system 
"getting" the paragraphs. A very small amount of 
your time at the machine is actually spent typing the 
pa rts of the documents that cha nge. 

Think of the convenience of typing one set of 
instructions to build different documents and fill in 
the parts that change. While the system processes 
your instructions, you can be away from the 
Displaywriter working on something else. 

You begin by creating a document that tells the 
system to get an empty page. You type this document 
once and use it over and over. 

EMPTY PAGE 

The second step is to create another document that 
indicates what you want to put on the empty page. 
These a re the items that change from document to 
document. These might include the paragraphs you 
want in the document and any personal information 
such as the name and address. 

EMPTY PAGE 

INSTRUCTIONS 
FOR EMPTY PAGE 
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Finally, you combine the document that gets an empty 
page and the instructions that tell what you want on 
it to produce your final documents. 

EMPTY PAGE 

INSTRUCTIONS 
FOR EMPTY PAGE 

FINAL DOCUMENTS 

Each of the documents just described has a name. 
The document that requests an empty page is called a 
"shell document." 

SHELL -
EMPTY PAGE 

The document that contains the parts that change is 
called the "fill-in document." The parts of the 
document that change are called "variable 
information. " 

SHELL 

FILL-IN - IN· 
STRUCTIONS FOR 
EMPTY PAGE 



The process of joining the shell document with the 
fill-in document is called "merge." The final document 
is called the merged document. 

SHELL 

FILL-IN 

I n this topic you will learn to: 

MERGED DOCUMENT 
FINAL DOCUMENT 

• Create the shell document that tells the system to 
get a n empty page 

• Create the fill-in document that tells the system 
what to put on the empty page 

• Join (merge) the shell document and the fill-in 
document to produce your final documents 

Before starting this topic, you should complete: 

All Basic Topics 

Topic 21. Repetitive Paragraphs With Variable 
Information 
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How Merge Works 

22-4 

You know that the shell document tells the system to 
get an empty page. You also know that the fill-in 
document tells the system what to put on the empty 
page. But what actually connects the two? 

Variable names act as a link between the two. You 
give each kind of variable information a different 
name. For example, the variable name that connects 
the empty page and what to put on it might be called 
*f paragraphs *f . Variable hames are shown with 

this symbol *f before and after them. 

In the shell document you type the variable name. In 
the fill-in document you type the variable name 
again, followed by the variable information. In this 
example the variable information is the numbers of 
the paragraphs you want the system to get. These 
numbers are typed as an include instruction. 

When you merge, the va riable names act as a Ii n k. 
The Displaywriter matches the variable names and 
puts the paragraphs onto the empty page. Look at 
the examples shown on the next pages. 



Example A shows a paragraph library. The document 
is named Credit Card Library. You will be working 
with this library throughout this topic. 

Example B shows a shell document. 

Example C shows a fill-in document. 

Example D shows the final merged document that is 
created when you merge Example B with Example C. 

I 

2-
:3 

1 
5 

Example A - Credit Card Library 

Vinside_addressV 

Dear VnameV: 

Thank you for your recent correspondence regarding your credit card 
account. 

Thank you for your recent telephone call concerning your credit card 
account. 

~ Thank you for your application for a credit card. 

7 We have received your application for a credit card. 

8 We are processing your applicaUon now, and you should receive your 
credjt card within three weeks. If you have not received it by then, 
please contaet your bank account representative. 

9 Processing of your application has been delayed because additional 
information is necessary. Please fill out the attached form, and return 
it to me as soon as possible so that we can provide you with your own 
credit card. 

10 The limit set on your credit wH] be $1,000. 

If The limit set on your credit will be $Vcredit_limitV. 

12 We are enclosing a complete statement of account which indicates all 
transactions which have occurred since your last billing date, which was 
Vbilling_dateV. 

/3 tInclude,Credit Card LibrarYLTRAIN L4L8L10f 
I~ Very truly yours, 

Adeli ne Garrity 
Credit Manager 

15' Very truly yours, 

VsignatureV 
Credit Representative 
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Example B - Shell Document Example C Fill-In Document 

Example D - Final Merged Document 

~~----~----------------~----~~------~~--~~1-4 _____ _ Thank you for your recent correspondence regarding your credit card 
account. 

We are processing your application now, and you should receive your 
credit card within three weeks. If you have not received it by then, 
please contact your bank account representative. 

The limit set on your credit will be $1,000. 

__ - __ I 

10 
~ --

I 
I --- -' 



CREATING A SHELL DOCUMENT 

Beginning the Exercise 

SHELL 

FILL-IN 

FINAL MERGED 
DOCUMENT 

The shell document contains only the variable name to 
link it with the fill-in document. To type a variable 
name, press CODE + VARIABL (located on the 
semicolon key). When the prompt Type Variable Name 
appears, type the variable name and press Enter. 

Pressing Enter inserts -tf- into the text to mark the 
location of the variable name. To see the variable 
hames as they appear in the examples on the previous 
page, choose Display Codes = Yes. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA: 

Document name: Repetitive Shell 
Diskette name: TRAIN 

Variable names appear as -tf- on the display. 

To see the va riable names as you type them: 

PRESS CODE + SCREEN FORMAT. 

You can press CODE + SCREEN FORMAT only in the 
typi ng a rea. 

CHOOSE DISPLAY CODES = YES AND RETURN TO THE 
TYPING AREA. 
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Typing the 
Variable Name 

Completing the Exercise 

22-8 

PRESS CODE + VARIABL. 

WHEN THE PROMPT Type Variable Name APPEARS, 
TYPE: paragraphs 

PRESS ENTER. 

Pressing ENTER moves the variable name to the 
typing area and adds *f before and after it. 

PRESS END. 

You have completed the shell document. 

USE THE STEPS YOU LEARNED BEFORE TO PRINT THE 
SHELL DOCUMENT. 

The variable names always print when you print the 
shell document. 



CREATING A 
FILL-IN DOCUMENT 

Beginning the Exercise 

SHELL 

FILL-IN 

FINAL MERGED 
DOCUMENT 

You have stored and printed a shell document named 
Repetitive Shell which tells the system to get an 
empty page. Now you will create a fill-in document to 
indicate which p~ragraphs to put on the page. 

In this exercise you will not create a complete 
document. Only paragraphs 5, 9, 10 and 14 from 
Credit Card Library will be included in your final 
document; 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA. 

Typing the Variable Name 
From the Shell 

Document name: 
Diskette name: 

Practice Fill-in 
TRAIN 

The variable name you typed in the shell document 
acts as lin k to the fj 11- i n document. Th is va riable 
name should be the first thing in the fill-in 
document. To act as a link, the pair must match 
exactly. Both words or phr(3ses must be spelled and 
cqpitalized alike. 

When you typed the shell, you also pri nted a copy of 
it. Look at you r printed copy now. 
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Typing the Instruction 
to Request Paragraphs 
(I nclude Instruction) 

22-10 

PRESS CODE + VARIABL. 

WHEN THE PROMPT Type Variable Name APPEARS, 
TYPE: paragraphs 

PRESS ENTER. 

Fi rst, you typed the va riable name to lin k the empty 
page of the shell with the fill-in document. The 
second step is to indicate which paragraphs to put on 
the empty page. This instruction is called an includl 
instruction. . 

An I nclude instruction is similar to a Get instruction. 
When you press GET, and fill out the menu, the 
system gets the pages (paragraphs) immediately. 
When you create an include instruction and fill out 
the men u, you tell the system to get the pages 
(paragraphs) when you merge. 

( 

Follow the steps to type an include instruction to \ 
include paragraphs 5, 9, 10 and 14 in your final 
merged document. These paragraphs come from the 
document named Credit Card Library. 

PRESS CODE + INSTR. 

CHOOSE THE ITEM IN THE INSTRUCTIONS MENU TO 
INCLUDE OTHER PAGES (PARAGRAPHS). 

CHOOSE THE ITEM IN THE INCLUDE INSTRUCTION 
MENU TO INDICATE THE NAME OF THE DOCUMENT 
THAT CONTAINS THE PAGES (PARAGRAPHS) YOU 
WANT INCLUDED. 

The paragraphs come from the document named 
Credit Card Library. 

WHEN THE PROMPT Type Your Choice, press ENTER 
APPEARS, TYPE: Credit Card Library 



Completing the Fill-in 
Document 
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CHOOSE THE ITEM TO INDICATE THE NUMBER(S) OF 
THE PAGES (PARAGRAPHS) YOU WANT INCLUDED. 

The paragraphs to be included in this document are: 
5 9 10 14 

WHEN THE PROMPT Type YOUR CHOICE, press ENTER 
APPEARS, TYPE: 5 9 10 14 

PRESS ENTER TO RETURN TO THE TYPING AREA. 

LOOK AT THE INCLUDE INSTRUCTION. 

-r comes before and after it. The include 
instruction begins with the word "include." 

The second part of the include instruction is the 
document name you typed in the menu. 

The third part of the include instt'uction is the 
diskette name. 

The last part of the include instruction is the list of 
paragraphs you want the system to include in your 
final document. 

The fill-in document is now complete. It contains the 
variable name from the shell which requests an empty 
page and an include instruction to tell the system 
what to put on the empty page. 

PRESS END. 
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JOIN ING (MERGE) THE SHELL 
AND THE FILL-IN 
TO PRODUCE DOCUMENTS 

22-12 

SHELL 

FILL-IN 

FINAL MERGED 
DOCUMENT 

You have created a shell and a fill-in document. Now 
you wi II merge them. 

CHOOSE THE ITEM IN THE TYPING TASKS MENU TO GO 
TO THE TASK SELECTION MENU. 

LOAD THE VOL. 03 PROGRAM DISKETTE. 

The program for Merge Tasks is on the Vol. 03 
program diskette. 

CHOOSE THE ITEM IN THE TASK SELECTION MENu TO 
MERGE. 

Look at the MERGE TASKS menu and then continue. 

CHOOSE THE ITEM IN THE MERGE TASKS MENU TO 
MERGE WITH NAMED VARIABLES. 

Look at the MERGE WITH NAMED VARIABLES SETUP 
menu. 

I n this menu you tell the system the name of the shell 
document and the name of the fill-in document you 
want to merge. 
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CHOOSE THE ITEM IN THE MERGE WITH NAMED 
VARIABLES SETUP MENU TO GIVE THE NAME OF YOUR 
SHELL DOCUMENT. 

You r shell document is named: Repetitive Shell 

WHEN THE PROMPT Type YOUR CHOICE; Press ENTER 
APPEARS, TYPE: Repetitive Shell 

CHOOSE THE ITEM IN THE MERGE WITH NAMED 
VARIABLES SETUP MENU TO GIVE THE NAME OF YOUR 
FILL-IN DOCUMENT. 

Your fill-in document is named Practice Fill-in. 

WHEN THE PROMPT Type YOUR CHOICE; Press ENTER 
APPREARS, TYPE: Practice Fill-in 

LOOK AT 10 h IN THE MENU. 

When you press ENTER, the Displaywriter merges the 
shell and the fill-in document and automatically prints 
the final document. 

PRESS ENTER TO BEGIN MERGE. 

LOOK AT 10 i IN THE MENU. 

Should an error occur, merging stops and the error 
message appea rs with i n you r p ri nted document. 

RESPOND TO MESSAGES AS THEY OCCUR. 

For further information on each error message, refer 
to the Prompts and Messages Guide. 
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PARAGRAPHS WITH 
VARIABLE INFORMATION 

Typing a Variable Name 
in a Paragraph 

22-14 

Some paragraphs you include require information 
which will change each time. For example, a 
numerical amount may vary for each document. (See 
paragraph 11 in Credit Card Library.) Some 
pa rag raphs contai n on Iy ca rrier retu rns and va riable 
names. (See paragraphs 1 and 2 in Credit Card 
Library. ) 

In the paragraph, you type a variable name where 
the variable information will be inserted later. In the 
fill-in document, you type the variable name again, 
followed by the va riable information. 

Again, the variable name acts as a link when you 
merge. The Displaywriter looks for the matching 
variable name between the shell and the fill-in 
document and gets the pa rag raphs. 

Then the system checks the paragraphs for'" variable 
names. If there is a variable name in the paragraph, 
the system looks for a matching variable name in the 
fill-in document. When it finds a match, it places the 
variable information in the paragraph. 

Typing a variable name in the paragraph is exactly 
like typing a variable name in any other document. 

Since you already know how to type repetitive 
paragraphs and variable names, you will not do an 
exercise on this. Instead, you will create a fill-in 
document which includes paragraphs with variable 
names. 
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CREATING A FILL-IN DOCUMENT 
WITH PARAGRAPHS WHICH 
REQUIRE VARIABLE INFORMATION 

SHELL 

FI LL-IN 

FINAL MERGED 
DOCUMENT 

In this exercise you will create a fill-in document to 
merge with the shell you already created named 
Repetitive Shell. Paragraphs 1, 2, 3, 4, 9, 11, and 
15 from the Credit Card Library will be included. 

Example E below shows Repetitive Shell. 

Example F shows the fill-in document you will create. 

Example G shows the final merged document. 

Example E - Shell Document 

IvparagraPhsv 

I 
I 
I Exarliple F Meyers Fi]] -In Document 
L __ _ 
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Example G 

I 

2. 

:3 

4 Thank you for your recent correspondence regarding your credit card 
account. 

9 Processing of your application has been delayed because additional 
information is necessary. Please fill out the attached form, and return 
it to me as soon as possible so that we can provide you with your own 
credit card. 

II The limit set on your credit will be 

I~ Very truly yours, 

Credit Representative 

Beginning the Exercise 

22-16 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA. 

Document name: 
Diskette name: 

Meyers Fill-in 
TRAIN 

Each time you select a new tas k or tu rn the system 
off, the system returns to Display Codes = No. To 



Typing the Variable 
Name From the Shell 

Typing the Instruction 
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see the variable names and the include instruction, 
choose Display Codes = Yes. 

CHOOSE DISPLAY CODES = YES. 

Look at your printed copy of Repetitive Shell. 
Remember, the variable name from the shell should be 
the very first thing in the fill-in document. To act as 
a link, the pair must match exactly. 

USING THE STEPS YOU LEARNED BEFORE, TYPE THE 
VARIABLE NAME FROM THE SHELL DOCUMENT. 

to Request the Paragraphs 

/ 

You typed the variable name to link the empty page 
of the shell to the fill-in document. The next step is 
to indicate what goes on the empty page. You type 
an include instruction to designate which pages 
(paragraphs) to include. 

USE THE INFORMATION BELOW AND THE STEPS YOU 
LEARNED BEFORE TO TYPE AN INCLUDE 
INSTRUCTION. 

Document Name: Credit Card Library 
Diskette Name: TRAIN . 
System Page Number (s): 1 2 3 4 9 11 15 

PRESS ENTER TO RETURN TO THE TYPING AREA. 

TYPE A CARRIER RETURN. 
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Typing the Variable Names 
and Variable Information 

22-18 

Several of the paragraphs you included require 
va riable information. (See the reference copy of the 
Credit Card Library at the beginning of this topic.) 

Follow the steps to type the names from the 
paragraphs and the variable information for the 
example shown. 

Variable Information Sheet 

VparagraphsV'£ / Z 3 f II 15 
Vtodays_dateV ~~~4~v~t~~~,~/~9~i~/ ________________________ _ 
Vinside_addressV~ra~~§~.~k~.S~.~N~e~v~e~r~ __________________ "-
1990 Lonsdo/e C,;'c/e J 
Sf. lou/s, 1j. 7'1759 

VnameJi Plrs. 17e. V,rs 
Vcredit_limitV~~~,~o-o_O ____________________________ __ 
lIbilling_dateV __________________________________ _ 

JisignatureJi L. f? 8snn'( 
.~~------+----------------------------

PRESS CODE + VARIABL. 

WHEN THE PROMPT Type variable name APPEARS; 
TYPE: todays date 

PRESS ENTER. 

TYPE THE DATE SHOWN ON THE VARIABLE 
INFORMATION SHEET. 

TYPE A CARRIER RETURN. 

REPEAT THE FOLLOWING STEPS FOR THE REMAINING 
VARIABLE INFORMATION: 



Checking the 
Fill-I n Document 

Completing the 
Fill-I n Document 

1. PRESS CODE + VARIABL. 

2. WHEN THE PROMPT Type variable name APPEARS, 
TYPE THE NEXT VARIABLE NAME SHOWN IN THE 
VARIABLE INFORMATION SHEET. 

3. PRESS ENTER. 

4. TYPE THE VARIABLE INFORMATION FOLLOWING 
THE VARIABLE NAME. 

5. TYPE A CARRIER RETURN. 

Each paragraph you include in the final document 
which has a variable name within it must have the 
variable name repeated in the fill-in document. To act 
as a link, each pair must match exactly. Both words 
or phrases must be spelled and capitalized alike. 

Look at the sample Credit Card Library shown as 
Example A at the beginning of this topic. Check to 
see that the variable names in the Credit Card 
Library match the variable names on the display. 

COMPARE THE VARIABLE NAMES ON THE DISPLAY 
WITH THOSE IN THE CREDIT CARD LI BRARY. 

If all variable names match exactly, continue reading. 
If the variable names do not match, refer to the 
"Help During Training" section at the end of this 
book. 

You have completed the four parts of the fill-in 
document. You typed: 

1. The variable name to link the shell and the fill-in 
document 

2. The include instruction to tell the system which 
paragraphs to include in the final merged 
document 
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3. The variable names from the paragraphs 

4. The variable information to personalize the 
document 

The fill-in document is now complete. 

PRESS END. 

USE THE STEPS YOU LEARNED BEFORE TO PRINT THE 
FILL-IN DOCUMENT. 

Variable names and include instructions always print 
when you print a fill-in document. 
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MERGING THE SHELL DOCUMENT 
AND THE FILL-IN DOCUMENT 

SHELL 

FILL-IN 

FINAL MERGED 
DOCUMENT 

CHOOSE THE ITEM IN THE TYPING TASKS MENU TO GO 
TO THE TASK SELECTION MENU. 

LOAD TJ-fE VOL. 03 PROGRAM DISKETTE. 

CHOOSE THE ITEM IN THE TASK SELECTION MENU TO 
MERGE. 

CHOOSE THE ITEM IN THE MERGE TASKS MENU TO 
MERGE WITH NAMED VARIABLES. 

COMPLETE THE MERGE WITH NAMED VARIABLES SETUP 
MENU USING THE FOLLOWING INFORMATION: 

Shell Document Name: Repetitive Shell 
Fill-in Document Name: Meyers Fill-in 

PRESS ENTER TO BEGIN MERGE. 

RESPOND TO MESSAGES AS THEY OCCUR. 
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USING THE FILL-IN DOCUMENT 
TO STORE INSTRUCTIONS 
FOR MORE THAN ONE DOCUMENT 

Variable Names From the 
Paragraph Library in 
the Fill-I n Document 

22-22 

SHELL 

FI LL-IN PAGE 1 

FILL-IN PAGE 2 .. 
FINAL MERGED 
DOCUMENT 

To store instructions to build more than one 
document, you create a fi 11- i n document. Each page 
of the fill-in document contains one set of 
instructions. 

When you merge, the Displaywriter gets a copy of the 
shell and merges page one of the fill-in document. 
Then it gets another' copy of the shell and merges 
page two of the fill-in document. Met~ging continues 
until there are no more pages in the fill-in document. 

For each paragraph you include which contains a 
variable name, you must retype the variable name in 
the fill-in document. If you were building 50 sets of 
instructions, that wou Id mea n retypi ng the va riable 
names for all 50 sets. 

Since the variable names must be exactly correct, 
that would be many chances for mistakes and a waste 
of time. There is a shortcut. 



Example H - List of Variable Names 

¥paragraphs¥ 
VtodaysdateV 
¥inside=~ddress¥ 
¥nanteY 
¥creditli1n:itV 
VbiUinLdate¥ 
¥sigriatureV 

Creating a List of 
Variable Names 

Before you create the fill-in document, create 
another document. I n this document, type the 
variable name from the shell and the variable names 
from all paragraphs. Then create the fill-in 
document. 

Use the GET key to bring the list into the fill-in 
document .. Fi" in the va riable information for the 
paragraphs included in that set of instructions. All 
variable names not followed by variable information 
are ignored during merge. 

Example H shows the list of variable names stored as 
a separate document. 

Example shows the fill-in document with 
instructions for two final documents. 

Exar.lple I - Taylor, Kyle Fill-in Document, page 1 

¥paragraphs¥tInc1ude,Credit Card Library,TRAIN ,1,2,3,S,7,9,lSt 
¥todays_date¥ May 19,-1981 - - - - - - --
Vinside address¥ Ms. Renee Taylor 
1876 Salem Ave. 
Austin, TX 78734 
¥nameV-Ms. Taylor 
¥credit limit¥ 
VbilJjng date¥ 
¥signature¥ P .A. Payne 

Example I - Taylor, Kyle Fill-In Document, page 2 

¥paragraphs¥tInc1ude,Credit Card Library,TRAIN ,l,2,3,6,8,10,14t 
Vtodays dateVMay 19,-1981 - - - - - - - -
Vinsidc-address¥Mr. Douglas Kyle 
1200 BJ;ir Road 
Austin, TX 78777 
VnameV l"lr. I.\y le 
¥credit limitY 
¥billing date¥ 
VsignatuT'eV 

Now you will create a separate document which 
contains only the list of variable names. Then you 
will use the list to create a fill-in document. 
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CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA: 

Document name: Fill-in List 
Diskette name: TRAI N 

CHOOSE DISPLAY CODES = YES AND RETURN TO THE 
TYPING AREA. 

FOLLOW THE STEPS TO TYPE THE LIST OF VARIABLE 
NAMES SHOWN. 

Example H - List of Variable Names 

VparagraphsV 
Vtodays_dateV 
Vinside addr~ssV 
VnameV 
Vcredit limitV 
Vb ill inL da t eV 
Vsignature¥ 

1. PRESS CODE + VARIABL. 

The shell variable name should be first in the 
fill-in document. 

The shell variable name is shown first in the 
example above. 

2. WHEN THE PROMPT Type variable name APPEARS; 
TYPE THE VARIABLE NAME FROM THE SHELL. 

3. PRESS ENTER. 

Pressing ENTER moves the variable name to the 
typing area and adds tf- before and after it. 

4. TYPE A CARRIER RETURN. 
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5. REPEAT STEPS 1 THROUGH 4 UNTIL YOU HAVE 
TYPED ALL VARIABLE NAMES FROM THE 
PARAGRAPH LIBRARY. 

All paragraph names from the library are shown 
in the example above. 

6. DO NOT TYPE A CARRIER RETURN AFTER THE 
LAST VARIABLE NAME. 

7. PRESS END. 
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USING THE STORED LIST 
OF VARIABLE NAMES TO 
CREATE A FILL-IN DOCUMENT 

Beginning the Exercise 

Getting the List 
of Variable Names 

22-26 

Now you will use the list of variable names to 
complete a fill-in document. Follow the steps to type 
the fill-in document shown. ~ 

Variable Information Sheet 

VparagraphsVI / 2., .3 5 7 /5 f 
Vtodays_dateV ~~4~y~/9~1~/~9~'~/ _________________________________________________________ _ 
Vinside_addressv~7~~s~. ~~=en~e~e~T4~~~v~~~ _____________________________ _____ 
/17~ S,/eP/ A lie. 

VnameV 1'1&. 7.11/0,-
Vcredit limitV' 
Vbillin~dateV--------------------------------------------

V signa t u reV p._"_tl}-=--. ..:...~~~~f'/..::::e.=----_________________ _ 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA. 

Document name: Taylor, Kyle Fill-in 
Diskette name: TRAI N 

To avoid retyping the list of variable names, get a 
copy of the stored list of variable names. 

PRESS GET. 

SET UP THE GET MENU USING THE FOLLOWING 
INFORMATION: 



Filling in the 
Variable Information 
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Document name: Fill-in List 
Diskette name: TRAIN 

PRESS ENTER TO RETURN TO THE TYPING AREA. 

The list of variable names is now ready for you to 
add the va riable information. 

You will add the include instruction and the variable 
information to the list for page one shown in the 
example above. 

To go directly to the spot where the next variable 
information should by typed, use the NEXT VARIABL 
key. NEXT VARIABL is located on the "L" key. 

PRESS CODE + NEXT VARIABL. 

The cu rsor moves to the end of the va riable name 
1j- paragraphs -8- . 

USE THE INFORMATION BELOW AND THE STEPS YOU 
LEARNED BEFORE TO TYPE AN INCLUDE 
INSTRUCTION. 

Document name: 
Diskette name: 
System Page Number (s): 

Credit Card Library 
TRAIN 
1 2 3 5 7 9 15 

PRESS ENTER TO RETURN TO THE TYPING AREA. 

PRESS CODE + NEXT VARIABL. 

The cursor moves to the end of the variable name 
1j- todays _ date 1:7 . 
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Variable Information Sheet 

VparagraphsVf / Z ,:, 5 7 
Vtodays dateV ~~~a~v~/~9)~/~98~1 ________________________ _ 
Vinside_addressV_;~~~~.~~~e~n~ee~_~~Q~y~"=~r~ _____________ __ 
/~7/p S6k", A I/~. 

VnameV ~s. 7i.-Y/(JI'" 
Vcredit limit'V ________________ ......;. 
¥hilling dateV ________________________________________ _ 

vsignatureV;?~.~~~.~~~~~~~n~e=----------------------------

TYPE THE DATE SHOWN IN THE EXAMPLE ABOVE. 

PRESS CODE + NEXT VARIABL. 

TYPE MS. TAYLOR'S NAME AND ADDRESS SHOWN IN 
THE EXAMPLE ABOVE. DO NOT TYPE A CARRIER 
RETURN AFTER THE ZIP CODE. 

PRESS CODE + NEXT VARIABL. 

TYPE THE NAME SHOWN IN THE EXAMPLE ABOVE. 

PRESS CODE + NEXT VARIABL. 

This variable name does not appear in the paragraphs 
you included. Therefore, you do not type any 
va riable information followi ng th is va riable name. 
During merge, the variable names without variable 
information ARE IGNORED. 

PRESS CODE + NEXT VARIABL. 

This variable name is not in the paragraphs you 
included in the final document. 



Ending the First Set 
of Variable Information 
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PRESS CODE + NEXT VARIABL. 

TYPE THE SIGNATURE SHOWN IN THE PREVIOUS 
EXAMPLE. 

You have completed the fi rst set of variable 
information and are ready to type the second set. 
Each set of variable information is stored on a 
sepa rate page. 

PRESS PAGE END (NOT END). 

You a re now on the second page of the fi 11- i n 
document. 

SHELL 

FINAL MERGED 
DOCUMENT 

FILL·IN PAGE 1 r.;u. ~-.. A._ - - - -

Flll·IN PAGE 2 
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Creating the Second Set 
Of Variable Information 

22-30 

Variable Information Sheet 

VparagraphsV,L I 2., j to 8 It) If f 
Vtodays_dateV. ~m~6+V~t~~~/'ul~Z ______________________ __ 
Vinside_addressV J1v.. ()/JUjllls' *lIe 
12. ()Q . til«jr ,fql 
/lu :sfi" J Tx 7877 7 

VnameV ~~e~kTv~~~ ________________________________ _ 
Vcredit limi{V 
Vb ill ing..;... da teV -------------------------------

VsignatureV -------------------------------------

To avoid retyping, the list of variable names, get a 
copy of the stored list. 

PRESS THE GET KEY. 

The Displaywriter remembers the document you are 
getting. 

PRESS ENTER. 

FILL OUT THE LIST FOR THE SECOND PAGE OF THE 
EXAMPLE USING THE STEPS BELOW: 

1. PRESS CODE + NEXT VARIABL. 

2. TYPE THE INCLUDE INSTRUCTION. 

3. PRESS CODE + NEXT VARIABL. 

4. TYPE THE VARIABLE INFORMATION. 



Completing the Exercise 
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5. REPEAT STEPS 3 AND 4 UNTIL YOU HAVE TYPED 
ALL THE VARIABLE INFORMATION. 

6. MOVE THE CURSOR TO THE END OF THE PAGE. 

7. PRESS PAGE END. 

When all sets of the fill-in document are complete: 

PRESS END. 
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MERGING THE SHELL 
DOCUMENT AND THE 
FILL-IN DOCUMENT 

22-32 

SHELL 

FI LL-IN PAGE 1 

• 
FILL-IN PAGE 2 

FINAL MERGED 
DOCUMENT 

CHOOSE THE ITEM IN THE TYPING TASKS MENU TO GO 
TO THE TASK SELECTION MENU. 

LOAD THE VOL. 03 PROGRAM DISKETTE. 

CHOOSE THE ITEM IN THE TASK SELECTION MENU TO 
MERGE. 

CHOOSE THE ITEM IN THE MERGE TASKS MENU TO 
MERGE WITH NAMED VARIABLES. 

COMPLETE THE MERGE WITH NAMED VARIABLE SETUP 
MENU USING THE FOLLOWING INFORMATION: 

Shell Document Name: Repetitive Shell 
Fill-In Document Name: Taylor, Kyle Fi"-in 

PRESS ENTER TO BEGIN MERGE. 

RESPOND TO MESSAGES AS THEY OCCUR. 
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STORING THE MERGED DOCUMENT 

The final documents you just created are not stored 
on the diskette. If you think the (final) documents 
may be revised, store them. 

I ; I I I I 
I Merging Variables I I I I I 
___ D..s!<92~ ___ - - - -- - - -- - --MERGE wITH-Noon-vARiABLES" -SETUP - -- -- ~'!~ -}- - - - - -- - -~ I 

ID 

a 
b 

c 
d 
e 

f 
g 

h 

Shell Document Name 
Diskette Name 

Fill-In Document Name 
Diskette Name 
System Page Number (s) 

Merged Document Name 
Diskette Name 

Print Herged Document 
Cane-pIon Error 

YOUR POSSIBLE 
CHOICES 

I = Yes 
I = Yes 

2 = No 
2 = No 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Paper Hand ling 

I 
I 
I 

I = Cut Paper, Manual Feed I 
2 = Cut Paper, Automatic Feed I 
3 = Continuous Paper I 

When finished with this menu, press ENTER. 
Type ID letter to choose ITEM; press ENTER:_ 

I 
I 

Figure 22-1. MERGE WITH NAMED VARIABLES SETUP 
Menu 

To store and print the merged documents: 

• Use the steps you have learned before to set up 
the menu. 

• Name the merged document (Select I D f and 
i nd icate you r choice). 

• Press ENTER to begin merge. 

To store the merged (fi nal) documents without 
printing: 

• Use the steps you have learned before to set up 
the menu. 

• Name the merged document. 

• Choose Print Merged Document = No (Select I D !.:!. 
and indicate your choice. 
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ADDITIONAL INFORMATION 

Using Menu Bypass 
To Merge 

Order of Variable Names 

Choosing Variable Names 

Paragraphs in One 
I nclude Instruction 

22-34 

To go quickly from the TYPI NG TASKS menu to the 
MERGE WITH NAMED VARIABLES SETUP menu: 

1. Press CODE + MENU BYPASS. 
2. Type mergevar 
3. Follow the prompts to load the Vol. 03 program 

diskette, if necessary. 

You can type the variable names in the fill-in 
document in any order. As long as the Displaywriter 
finds a match, it places the variable information 
correctly. 

When you choose va riable names for you r own work, 
be sure they are specific. For example, if a meeting 
date and a cancellation date appear in your 
paragraph library, give each date a unique variable 
name. Do not call each one ij date ij unless you 
want the same date to appear throughout. If the 
dates a re different, give each one a different 
variable name. 

The maximum number of paragraphs allowed in one 
include instruction is 10. If your final document 
contains more than 10 paragraphs, type more than 
one include instruction following the first variable 
name. See the followi ng example. For fu rther 
information, see "Including More Than Ten 
Paragraphs From One or More Paragraph Documents" 
in the Work Station Procedures Guide. 
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Vtodays dateV 
Vinside-addressV 
VnameV 
Vcredit limitV 
Vbilling_dateV 
VsignatureV 
Vmeeting_dateV 
Vappointment_dateV 

Figure 22-2. Fill-In Document Requesting More Than 10 
Paragraphs 

I ncluding Paragraphs from More 
Than One Document/Diskette 

You can include paragraphs from more than one library 
stored on different diskettes in your final merged 
document. However, you must load the diskettes, when 
prompted, containing the libraries during the merge 
process. 

Note: If ,you have a single diskette unit, you cannot 
change diskettes during the merge process. Therefore, 
the shell document, fill-in document and library must all 
be stored on the same diskette. 

To set up the fill-in document, type the shell variable 
name only once, and then as many include instructions as 
necessary. Then type the variable names and the variable 
information. 

You can also use another method. The shell may contain 
several variable names. The fill-in document contains 
matching variable names followed by include instructions. 
See the example below. 

You should consider splitting the paragraph library into 
more the one if your library is long. This saves ,time 
during the merge process. 
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Format Changes in 

¥pa.1ra.~~ra.,p,n~!;l~ 

Vtodays_dateVJuly 5, 1 
Vinside addressVMs. M.M. Stray 
7700 Lakewood Circle 
Austin, TX 78755 
VnameVMs. Str 
Vpat"agraphs 
Vamount dueV235,234.56 
Vdue byVAugust 2, 1981 
Vpen;lty amountVl,OOO.OO 
Vparagraphs3 
VnameVJ.J. Swenson 

Figu re 22-3. Fill-I n Document Showing More Than One 
Va riable Name 

I neluded Paragraphs. 

22-36 

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

To preserve the original format of the included pages 
or paragraphs: 

• Change the document format of the shell 
document if the change is for all the documents, 
or 

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

For additional information on format changes for 
individual documents, see the "Quick Reference" 
section of the Reference Guide. 



Include Instructions Stored 
in the Paragraph Library 
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You know how to type an include instruction in the 
fill-in document. You can also type an include 
instruction as a paragraph in the paragraph library. 
(See paragraph 1·3 in Credit Card Library.) 

When you include this paragraph as part of your 
fill-in document, the system gets the paragraph 
containing the include instruction. Then the 
paragraph containing the include instruction gets the 
paragraphs you requested. This processes two levels 
of include instructions. The system can process up to 
five levels of include instructions. 

For further information on storing include 
instructions as paragraphs within a paragraph 
library, see "Creating a Paragraph Library," in the 
"Work Samples Handbook" section of the Work Station 
Procedures Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Create a Shell Document 

To Create a Fill-in 
Document Typing 
Variable Information 

22-38 

A. Choose Create Document in the TYPI NG 
TASKS menu. 

B. Set up the menus. 

C. Press CODE + VARIABL. 

D. When the prompt Type Variable Name 
appears, type the name of the variable and press 
ENTER. 

• To see the variable name, select Display 
Codes = Yes. 

E. Press END. 

A. Choose Create Document in the TYPING TASKS 
menu. 

B. Set up the menus. 

c. Type the variable name from the shell followed 
by an include instruction. 

D. Type a carrier return. 

E. Type the variable names from the paragraphs 
followed by the variable information. 

E. Press PAGE END. 

F. Press END. 



To Create a Fill-I n 
Document with a List 
of Variable Names 

To Merge the Shell 
Document and the 
Fill-In Document 

TNL SN44-2076 (20 August 1982) to S544-2035-0 

A. Create a document containing a list of variable 
names. 

B. Choose Create Document in the TYPING TASKS 
menu. 

C. Set up the menus. 

D. Press the GET key. 

E. Choose ID a in the GET menu to get the list of 
variable names. -

F. Use the NEXT VARIABL key and type the 
include instruction. 

G. Use the NEXT VARIABL key and type the 
variable information. 

H. Repeat step G until you have typed all the 
variable information. 

I. Press PAGE END. 

J. Repeat steps D through until you have typed 
all sets of variable information. 

K. Press END. 

A. Choose Merge Tasks in the TYPING TASKS 
Menu. 

B. Follow the prompts to load the Vol. 03 program 
diskette, if necessary. 

C. Choose Merge With Named Variables in the 
MERGE TASKS menu. 

D. Choose ID a and give the name of your shell 
document. 
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E. Choose 10 c and give the name of your fill-in 
document. 

F. To store the merged document, choose 10 f and 
name th~ 'merged document. 

G. Press ENTER. 

Remember, you can also use Menu Bypass to go to 
the menus to perform the tasks. 

You have completed this topic. Choose the next topic from the Training Checklist. 
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Topic 23. Adding Headers and Footers 
to a Document 

You may want to add headers and footers to each 
page of a document. 

EXAMPLE: 

I FIRST DRAFT 

I FIRST DRAFT 

HEADER FIRST DRAFT ---

- --
-

-
-

3 

- 2 

FOOTER I 

Figu re 23-1. Header ~nd Footer 

The advantage to creating headers and footers is that 
you type the header and footer on Iy once. Du ri ng 
printing, the appropriate text is added to each page. 

Headers and Footers 23-1 



In this topic, you will learn how to: 

• Set up menus to create a header and/or a footer 

• Create a header 

• C reate a foote r 

• Create a page n umber as a footer 

• Alternate the placement of headers and footers 

Before starting this topic, you should complete: 

1 . All Basic Topics 

2. Topic 3. Creating a Multi-Page Document 

SETTING UP THE MENUS TO CREATE 
A HEADER AND A FOOTER 

Beginning the Exercise 

23-2 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE'CREATE OR REVISE 
DOCUMENT MENU: 

Document name: Balance 
Diskette name: TRAIN 

For this document you will change to double spacing 
in addition to creating a header and a footer. 

CHOOSE THE ITEM IN 
DOCUMENT MENU TO 
FORMAT. 

THE CREATE OR REVISE 
CHANGE THE DOCUMENT 



CREATING A HEADER 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE LINE FORMAT. 

The LINE FORMAT menu appears. 

CHOOSE THE. ITEM IN THE LINE FORMAT MENU TO 
CHANGE LINE SPACING. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER FROM THE POSSIBLE 
CHOICES COLUMN THAT EQUALS DOUBLE SPACING. 

WHEN FINISHED, PRESS ENTER TO RETURN TO THE 
FORMAT SELECTION MENU. 

A header always prints at the top of a page. In this 
exercise, you will create a header to print at the top 
right margin of each page. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
to CHANGE THE HEADER AND FOOTER. 

The HEADER AND FOOTER menu appears. 

TAKE A MOMENT TO LOOK AT THE TYPES OF CHANGES 
YOU CAN MAKE IN THIS MENU. 

CHOOSE THE ITEM IN THE HEADER AND FOOTER MENU 
TO CREATE OR REVISE A HEADER. 

When the typing area appears, you tab or space to 
where you want the header to print. 
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CREAT!!\IG A FOOTER 

23-4 

TAB OR SPACE TO 78 ON THE SCALE LINE FOR THIS 
EXERCISE. 

TYPE THE HEADER: FIRST DRAFT 

WHEN FINISHED, PRESS ENTER TO RETURN TO THE 
HEADER AND FOOTER MENU. 

Notice the choices for Fi rst Header Li ne and P ri nt 
Header On. You can change these document formats 
if you wish. You change these choices the same way 
you have learned to change all other choices. 

A footer always prints at the bottom of a page and is 
created the same way as a header. Notice the choices 
for First Footer Line and Print Footer On. The 
program diskette default is Line 63 which is 12.7 mm 
(one-half inch) from the bottom of a page. 

You enter the choices for a footer similar to the way 
you enter them for a header. 



PAGE NUMBERING 

Sometimes you may want the header or footer to 
include a page number. In this exercise, you will 
include a page number as a footer. 

Using the I nstruction Key to 
Specify Page N umberi ng 

CHOOSE THE ITEM IN THE HEADER AND FOOTER MENU 
TO CREATE OR REVISE A FOOTER. 

When the typing area appears, you then tab or space 
to where you want the footer page number to be 
printed. 

TAB AND SPACE TO 54 ON THE SCALE LINE FOR THIS 
EXERCISE. 

PRESS THE CODE + INSTR (INSTRUCTION) KEY (located 
on the front of the CHG FMT key). 

The INSTRUCTIONS menu will appear. 

To cause a page number to print, you can choose 
System Page Number or Page Number. 

CHOOSE THE ITEM IN THE INSTRUCTIONS MENU TO 
PRINT A SYSTEM PAGE NUMBER. 

++ appears on the display to indicate that a system 
page number instruction has been entered. 

PRESS ENTER TO RETURN TO THE HEADER AND 
FOOTER MENU. 

PRESS ENTER TO RETURN TO THE FORMAT SELECTION 
MENU. 

After making the changes to the FORMAT SELECTION 
menus, you are ready to type the document. 
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Completing the Exercise 

23-6 

PRESS ENTER TO GO TO THE TYPING AREA. 

To save training time, you will not type and pagina~e 
a multi-page document. I nstead you will print a 
document that has already been typed, stored and 
paginated on the work diskette TRAIN. The document 
name is Balance Sheet, and it contains the same 
header and footer information that you just created in 
the document named Balance. 

PRESS END. 

PRINT THE DOCUMENT USING THE FOLLOWING 
INFORMATION: 

Document name: 
Diskette name: 

Balance Sheet 
TRAIN 
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ALTERNATING THE 
PLACEMENT OF HEADERS 
AND FOOTERS 

Beginning the Exercise 

You may need to alternate the placement of headers 
and footers when a document you are typing is going 
to be reproduced onto both sides of the paper. 

Look at the pages in this book. You'll notice the page 
numbers always appear on the outside corner of the 
page. 

The odd-numbered footers are typed on the right. 
The even-numbered footers are typed on the left. 

To alternate the placement of the headers in the 
document you just printed: 

REVISE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE CREATE OR REVISE 
DOCUMENT MENU. 

Document name: Balance Sheet 
Diskette name: TRAIN 

CHOOSE THE ITEM IN THE CREATE OR REVISE 
DOCUMENT MENU TO CHANGE THE DOCUMENT 
FORMAT. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE ALTERNATING HEADERS AND FOOTERS. 

CHOOSE THE ITEM IN THE ALTERNATING HEADERS 
AND FOOTERS MENU TO CREATE THE ODD PAGES 
HEADER. 

The message Headers exist. Type alternating header 
or press CANCL to keep existing one. appears. 
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Completing the Exercise 

23-8 

TAB OR SPACE TO 78 ON THE SCALE LINE. 

TYPE THE HEADER: FIRST DRAFT 

PRESS ENTER TO RETURN TO THE ALTERNATING 
HEADERS AND FOOTERS MENU. 

CHOOSE THE ITEM IN THE ALTERNATING HEADERS 
AND FOOTERS MENU TO CREATE THE EVEN PAGES 
HEADER. 

AT THE LEFT MARGIN, TYPE THE HEADER: FIRST 
DRAFT 

PRESS ENTER ENOUGH TIMES TO GO TO THE CREATE 
OR REVISE DOCUMENT MENU. 

PRESS END. 

PAGINATE THE DOCUMENT. 

PRINT THE DOCUMENT. 

The header is now placed so that it appears on the 
outside edge when the document is reproduced onto both 
sides of the paper. 



ADDITIONAL INFORMATION 

Using Menu Bypass 
To Create or Revise 
a Header or Footer 

Using Menu Bypass 
to Type a System 
Page Number 

In the CREATE OR REVISE DOCUMENT menu, 

1. Press CODE + MENU BYPASS. 

2. Type: hf 

3. Choose the appropriate ITEM in the HEADER AND 
FOOTER menu. 

4. When the header/footer is complete, press CODE + 
MENU BYPASS and type return to retu rn to the 
CREATE OR REVISE DOCUMENT menu. 

To type a system page number in the typing area for a 
header or a footer: 

1. Press CODE + MENU BYPASS. 

2. Type: sysnum 

3. Press CODE + MENU BYPASS. 

4. Type: return 

Revising a Header/Footer 

Occasionally you may want to revise a header or 
footer you have created. For example, you may want 
to 'change FIRST DRAFT to FINAL DRAFT. Or, you 
may wa nt to delete the header or footer enti rely for 
the final printing of the document. 

Follow the same steps you have learned to create a 
header or footer. Then, when the typi ng a rea 
appea rs, delete the old text up to the page end 
symbol and type in the new text. I n addition, you 
also should paginate the document again. 

Headers and Footers 23-9 



Using Page Number 

Revising the Instruction 
for Page N umberi ng 

23-10 

You may have noticed a second choice, Page Number, 
in the INSTRUCTIONS menu. 

ICreate/Revise Header I I I I 
IDISKOll I / I IKyb 1 I I 
-----------------------------------------------------------------------/ 

INSTRUCTIONS I 
I 

YOUR POSSIBLE I 
ID ITEM CHOICE CHOICES I 

I 
a System Page Number I 

b Page Number o o = Use Current Page 
Number 

1 - 9999 = Reset Page 
Number 

/ 

IWhen finished with this menu, press ENTER. 
I 
IType ID letter to choose ITEM; press ENTER: _ 

Figure 23-2. INSTRUCTIONS Menu 

When using alternating headers and footers, odd and 
even corresponds with the odd or even page number 
of a page. 

For a detailed explanation of when to use System 
Page Number versus Page Number, refer to "Page 
Numbering" in the "Quick Reference" section of the 
Reference Guide. 

If you want to change the page numbering 
instruction, move the cursor under the ++ symbol. 
The status line displays what you selected in the 
INSTRUCTION menu. To change the page number 
instruction, delete the ++ and press CODE + INSTR 
again~ 
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Right Margin Beep While Creating 
a Header or Footer 

Surrounding Page Numbers 
with Text 

N umberi ng Sections 
of a Document 

You may remember hearing a beep when you typed 
the header--to be specific, when you were at tab 
position 78. When you are typing a header or a 
footer, Auto Carrier Return is turned off 
automatically. Therefore, the system beeps when you 
approach the right margin. 

To learn how to surround page numbers with text 
(for example -1-, Page 2, or 3.1.1), refer to "Page 
Numbering--with Text Characters Surrounding the 
Number" in the Work Station Procedures Guide. 

To lea rn how to sta rt each section of a document with 
Page 1, refer to "Page N umberi ng By Section" in the 
Work Station Procedures Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Create Headers and Footers 

A. Choose Create Document (or Revise Document if 
you are revising) in the TYPING TASKS menu. 

B. Follow the prompts to type the document name 
and diskette name (if necessary). 

C. Choose Change Document Format in the CREATE 
OR REVISE DOCUMENT menu. 

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

E. Choose Create or Revise Header to type a 
header. 

F. Type the header. 

G. Choose Create or Revise Footer to type a footer. 

H. Type the footer. 

Remember, you can also use Menu Bypass to go to 
the menus to perform a task. 

To Indicate a Page Number Within 
a Header or a Footer 

23-12 

A. In the FORMAT SELECTION menu, choose 
Change Header and Footer. 

B. Choose either Create or Revise Header, or 
Create or Revise Footer, depending on where you 
want the page number printed. 

C. Tab or space to where you want the page number 
printed in the final document. 

D. Press CODE + INSTR. 

E. Choose I D a or b in the I NSTRUCTIONS menu. 

F. Press ENTER enough times to go to the typing 
area. 

G. After the document is typed, press END and 
paginate the document. 



To Create Alternating 
Headers and Footers 

Remember, you can also use Menu Bypass to go to 
the menus to perform a task. 

A. Choose Create Document (or Revise Document if 
you are revising) in the TYPING TASKS menu. 

B. Follow the prompts to type the document name and 
diskette name (if necessary). 

C. Choose Change Document Format in the CREATE 
OR REVISE DOCUMENT menu. 

D. Choose Change Alternating Headers and Footers 
in the FORMAT SELECTION menu. 

E. Choose the correct ITEM to create or revise the 
header or footer for odd-numbered pages or to create 
or revise the header or footer for even-numbered 
pages. 

F. Type the header or footer. 

G. Press ENTER enough times to return to the 
CREATE OR REVISE DOCUMENT menu. 

H. When the document is typed, press END and 
paginate the document. 

Remember, you can also use Menu Bypass to go to 
the menus to perform a task. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 24. I ndented Formats 

INDENTED PARAGRAPHS 

You may want to type paragraphs that are indented 
(moved in) from the left margin. This format is used 
for outlines, or any time several consecutive lines of 
text are indented from the left margin. 

I n this topic, you wi II lea rn to type indented 
paragraphs. 

Before starting this topic, you should have 
completed: 

All Basic Topics 

There a re va rious ways to type con secutive lines of 
text that are indented from the left margin. For 
example, on a typewriter, you might either change 
the left margin, or set a tab stop at the beginning of 
each paragraph and tab before typing each line. 

1 .• ______ _ 

2.* ______ _ 

• aiJ .. >:-----_-

*' b.* .... _____ _ 

Figu re 24-1. I ndented Example 
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On the IBM Displaywriter System, you simply press 
CODE + REQD TAB on the first line of the 
paragraph. CODE + REQD TAB (called a Required 
Tab) tells the system that the next lines are indented 
also. The system automatically indents the rest of the 
paragraph for you. This is like setting up a 
"temporary" left margin. 

Beginning the Exercise 

24-2 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: Capital 
Diskette name: TRAIN 

To type the exercise below: 

TYPE: A. 

PRESS CODE + REQD TAB. 

TYPE THE PARAGRAPH UNTIL YOU REACH THE e . 

A. Equity capital is the investment in the business by the owner or 
owners. EQuity capital is often called risk capital.~ 

When you type a carrier return at the end of the 
paragraph, the cursor returns to the left margin. 
Carrier returns that you type are Required Carrier 
Returns and cancel the temporary, left margins set up 
by Required Tabs. 

TYPE TWO CARRIER RETURNS. 
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If lines of text are indented more than one tab 
setting from the left margin, press CODE + REQD 
TAB each time you tab. A "temporary" left margin 
can be set up at any tab setting. 

TYPE THE REMAINING PARAGRAPHS. PRESS CODE + 

REQD TAB (JNDICATED BY '* ON THE EXERCISE 
COPY) TO SET UP THE APPROPRIATE INDENTATION 
FOR EACH PARAGRAPH. 

if l.~ The greater the amount of equity capital, other things being 
equal, the easier it is to get debt capital. 

~ 2.~ The primary source of equity capital is the ~ersonal savings 
of the buyer of the business. 

B. ~ Debt capital is borrowed capital that must be repaid. 

~l.~ An individual may borrow money for the purchase of a business 
by obtaining a personal loan. 

~ 2. *' These debts are not direct debts of the business. 

Completing the Exercise 

PRESS END. 

Because you do not have to type a tab on each 
indented line, Required Tabs can save time. More 
importantly, you should use Required Tabs if the 
paragraphs might be revised. If line endings change 
due to revisions, indented paragraphs typed with 
Required Tabs will rearrange correctly. 

For more information on I ndented Formats, refer to 
"I ndented Document Samples" in the Work Station 
Procedures Guide. Several different Indented Format 
Wor.k Samples are shown in this chapter, including 
steps for typing them. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To I ndent Entire Lines 
of Text Using Required 
Tabs 

To Cancel the Indentation 
and Return to the Original 
Left Margin 

A. Press CODE + REQD TAB until the cursor is at 
the tab setting where you want the indentation to 
start. 

The system indents to the correct tab setting 
automatically for all following lines. 

A. Type a carrier return at the end of the last line 
you want indented. 

The cursor returns to the original left margin. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 25. Making Changes to the Page Format 

5218/5228 Printers Only 

In your previous training, you learned how to create 
a document with a format different from th~ document 
formats stored on the program diskette. 

You should change the page format when all or part 
of your document requires a different: 

1 . Paper or envelope size, or 

2. Last typi ng line for the page, or 

3. First typing line for the page 

In this topic, you will learn: 

• When to make a page format change 

• How to change the paper or envelope size 

• When to change the last typing line 

If you have the Sheet- Feed Paper Handler attached to 
a 5218 or 5228 printer, you may also need to make 
changes to the PAGE FORMAT menu to indicate which 
tray to feed paper from during printing. 

If you do have the Sheet-Feed Paper Handler 
attached, to your printer, turn the 215.9 x 279.4 mm 
(8 1/2':x 11 inches) paperio the top tray sideways 
before continuing with this topic. 

Before starting this topic, you should complete: 

1 . All Basic Topics 

2. Topic 3. Creating a Multi-Page Document 
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WHEN TO MAKE A 
PAGE FORMAT CHANGE 

Beginning the Exercise 

25-2 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE CREATE OR REVISE 
DOCUMENT MENU: 

Document name: Page Format Changes 
Diskette name: TRAI N 

CHOOSE THE ITEM IN THE CREATE OR REVISE 
DOCUMENT MENU TO CHANGE THE DOCUMENT 
FORMAT. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE PAGE FORMAT. 

The PAGE FORMAT menu appears. 

TAKE A MOMENT TO LOOK AT THE ITEMS IN THE PAGE 
FORMAT MENU. 

These items are the document format ·defaults used 
during pagination and printing. You may not be able 
to use these defaults, however, for some or all of the 
pages in you r document. 



Examples 

The next two pages show examples of when you would 
need to change some of these defaults. 

EXAMPLE l--A thank-you note on smaller, personal 
size stationery (190 x 254 mm--7.25 x 10 inches) to 
be sent to several people. 

7. 11)' (/ 

10 " 

Figure 25-1. Personal Stationery 

Before typing these notes, you would need to change 
the paper size. 

I n addition, you shou Id change the Fi rst and Last 
Typing Lines (to vertically center the text on the 
pages) and the left and right margins. 
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EXAMPLE 2--A six-page document with a statistical 
table on page 4. 

I 

---------- ---- ---- ---
G - - --- - -- - ----

0 G) 

o 
Figure 25-2. Six-Page Document 

Before typi ng the table as page 4 of the document, 
you would need to change the: 

• First Typing Line, First Page 
• Last Typing Line 
• Paper or Envelope Size 

You also should change the margins and change to 
Adjust Line Endings=No in the LINE FORMAT menu. 



EXAMPLE 3- - An envelope followi ng a letter. 

o 

Figu re 25-3. Letter and Envelope 

Before typing the envelope, you would need to 
change the Paper or Envelope Size in the PAGE 
FORMAT menu to an envelope size. 
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5218/5228 Printers Only 
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EXAMPLE 4--Several three-page letters using the 
company letterhead for page 1. 

I 
I 

1IoIa,a • 

Figu re 25-4. Letterhead 

Before typing the letter, you would need to change 
the First Typing Line, First Page in order to leave 
space for the letterhead. 

If you were going to type only one letter, you may 
decide to type a ca rrier retu rn down past the 
letterhead for the fi rst page and not change the Fi rst 
Typing Line--just as you have learned to do in your 
previous training. 

However, if all of your letters used company 
letterhead, you probably would want to make a Page 
Format Change on the program diskette and change 
this default permanently. If you would like to learn 
how to do this, take "Topic 33. Personalizing a 
Program Diskette." 

I n addition, if you have the Sheet- Feed Paper 
Handler, you should change the Printing Paper 
Sou rce and load letterhead in the bottom tray and 
plain paper in the top tray. 



CHANGING THE PAPER OR 
ENVELOPE SIZE 

CHANGING THE LAST 
TYPING LINE 

To change the Paper or Envelope Size, you choose I D 
d in the PAGE FORMAT menu, and type the number 
from the POSSI BLE CHOICES column that you want. 

In this topic exercise, you will type a document to be 
printed on 279.4 x 215.9 mm (8.5 x 11 inch) paper 
tu rned sideways. 

CHOOSE THE ITEM IN THE PAGE FORMAT MENU TO 
CHANGE PAPER OR ENVELOPE SIZE. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER FROM THE POSSIBLE 
CHOICES COLUMN THAT EQUALS 279.4 X 215.9 mm (11 x 
8.5 inches). 

If the Displaywriter is set to print six lines per inch, 
the document format defaults of First Typing Line 7 
and Last Typing Line 60 create a one-inch top and 
bottom margin on 215.9-x 279.4 mm (8.5 x 11 inch) 
paper. 

If you change the Paper or Envelope Size Choice, you 
should also change the Last Typing Line Choice. 

To keep a bottom margin of one inch, multiply the 
length of paper (in inches) by 6 (6 lines per inch) 
and then subtract 6. 

For example: 

8.5 inch paper 
x 6 lines per inch 
~ Total lines 
-6 
45 Last Typing Line 

CHOOSE THE ITEM IN THE PAGE FORMAT MENU TO 
CHANGE THE LAST TYPING LINE. 
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Completing the Exercise 

25-8 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER: 45 

PRESS ENTER TO RETURN TO THE FORMAT SELECTION 
MENU. 

When making changes to the PAGE FORMAT menu, in 
most cases you need to make changes to the MARG INS 
AND TABS menu as well. You also may need to 
change the LI NE FORMAT menu. 

For the following exercise, you will change margins 
ahd set individual tabs. You also will change to 
Adjust Line Endings=No. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
to CHANGE THE MARGINS AND TABS. 

CLEAR ALL TABS. 

CHANGE THE MARGINS AND TABS TO THE FOLLOWING: 

Left Margin 
Right Margin 
Tabs 

15 
120 
55, 90, and 11 0 

MOVE THE CURSOR TO RIGHT MARGIN SETTING. 

NOTICE THE • TO THE RIGHT OF THE RIGHT MARGIN 
SETTING. 

The • indicates the right edge of the paper. The 
right edge of the paper is automatically determi ned 
according to the Paper or Envelope Size default is set 
in the PAGE FORMAT menu and what pitch you are 
using. For example: 

paper size=8.5 x 11, pitch=10, right paper edge=85 
paper size=8. 5 x 11, pitch=12, right paper edge=102 



The • is a convenient reminder that you should not 
set you r right rna rgi n past the cu r'rently chosen 
paper width. 

I n short, change the Paper or Envelope Size fi rst, 
then the margi ns and tabs. 

WHEN FINISHED, PRESS ENTER TO RETURN TO THE 
FORMAT SELECTION MENU. 

CHOOSE THE ITEM TO CHANGE THE LINE FORMATS. 

CHOOSE THE ITEM IN THE LINE FORMAT MENU FOR 
ADJUST LINE ENDINGS. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER FROM THE POSSIBLE 
CHOICES COLUMN THAT EQUALS NO. 

PRESS ENTER ENOUGH TIMES TO GO TO THE TYPING 
AREA. 
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TYPE .HE FOLLOWING EXERCISE AS ONE LONG PAGE. 
WHEN YOU PAGINATE IT, THE DOCUMENT WILL 
BECOME TWO PAGES AS SHOWN BELOW. 

Mr. and Mrs. Ronald H. Dougherty, Jr. 

Mr. and Mrs. James Jordan 

Mr. and Mrs. Burton J. Smith III 

Mrs. Cynthia P. Clement 

Mr. and Mrs. Donald J. Foster, Sr. 

Mr. Charles W. van der Zee 

Judge and Mrs. Charles Zonguldake 

Ms. Helen Aiken 

Mrs. Donna Ingraham 

Mr .. Malcom P. Harris 

Theodore J. Russell, Jr. 

Ms. Celeste M. Carroll. 

Mr. William F. Stein 

o 

Shady Meadow Farms, Incorporated 
Old Tavern Road & Route 25 
Roanoke, VA 24000 

9036 Alpine Court 
Billings, HT 59200 

8334 Burlington Lane 
Brattleboro, VI 05300 

456 North Montclaire 
Bangor, ME 04400 

The Ridge 
22000 Preston Place 
Littlerock, AK 72000 

322 Bedford Drive 
Knoxville, TN 37700 

3502 Dexter Drive 
Jackson, MS 39100 

3845 Duncan Lane 
Apartment 3C 
Hartford, CN 06000 

Foster, Brown, and Ingraham 
Attorneys at Law 
5345 Hollow Creek 
Flagstaff, AZ 86000 

The Chateaux 
7496 Versailles 
Casper, WY 82600 

The Fairfield 
26 Marlborough Street 
Austin, TX 78700 

2845 Bridle Path 
Jacksonville, FL 32000 

3908 Parkway 
Boston, MA 02226 

$250 Alumni 

$2,000 Alumni 

$300 Students 

$500 Alumna 

$400 Alumni 

$200 Alumnus 

$350 Alumni 

$300 Student 

$300 Alumna 

$50 Student 

$325 Student 

$40 Student 

$100 Alumnus 

(280 X 216 mm paper -- 11 x 8.5 inches) 



Completing the Exercise 

PRESS END. 

USE THE STEPS YOU HAVE LEARNED BEFORE TO 
PAG I NATE A DOCUMENT DOCUMENT. 

WHEN PAGINATION IS COMPLETE, USE THE STEPS YOU 
HAVE LEARNED BEFORE TO PRINT A DOCUMENT. 

ADDITIONAL INFORMATION 

When you need to make a page format change within a 
document, the cursor must be at the beginning of a 
page. Otherwise, you can change either line formats, 
or margins and tabs only. 

There are three ways to be at the beginning of a 
page within a document. 

1. You have learned that you can type a multi-page 
document as one long page, and later paginate 
the document. 

Periodically, a specific portion of text must sta rt 
on a new page. The new page should use 
document formats different from those used in 
the previous text. 

When you reach to a point in the document where 
the page format should change, press PAGE 
END. 

You can now press CHG FMT and choose Change 
Page Formats in the FORMAT SELECTION menu. 

During pagination, the Displaywriter rearranges 
the line endings and text just as it always has 
done. However, when it reads the CHG FMT 
code, the text that follows begi ns on a new page 
and uses the new page formats you have chosen. 

2. Whenever you press PRI NT while creating a 
document, the Displaywriter automatically inserts 
a Page End code. The cursor is at the beginning 
of the next page. You then can press CHG FMT, 
and choose Change Page Formats in the FORMAT 
SELECTION menu. 
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3. Assume you have typed two paragraphs and then 
realize that you should have changed to a new 
paper size before typing the two paragraphs. If 
you press CHG FMT after you type the two 
paragraphs, you will see the FORMAT 
SELECTION menu shown below: 

IFormat Change 
IDISKOll 1 1 1 IKyb 1 1 1 
1-----------------------------------------------------------------------1 
1 FORMAT SELECTION 1 

1 1 
1 ID ITEM 1 

a 
b 

c 
d 

Change Line Format 
Change Margins and Tabs 

1 

1 

1 

1 
Return Line Format, Margins and Tabs to Starting Choice 1 

Return Typestyle to Starting Choice 1 

1 

1 

1 

1 

1 

1 

1 

IWhen finished with this menu, press ENTER. 
1 

1 

1 

1 

1 

IType ID letter to choose ITEM; press ENTER: 

Figure 25-5. FORMAT SELECTION Menu 

As you can see, you can change only line formats 
or margins and tabs when you are within the 
middle of a page. 



Paper or Envelope Size 

When you want to change the page format, press 
CODE + '\ This moves the cu rsor to the 
beginning of the page. When you press CHG 
FMT, the menu shown below appears, and you 
can change the page format. 

IFormat Change 
DISKOll I 

FORMAT SELECTION 

ID ITEM 

a Change Line Format 
b Change Margins and Tabs 
c Change Page Format 
d Change Header and Footer 
e Change Alternating Headers and Footers 

f Return All Formats to Starting Choice 

I 
IKyb 1 I 

g Return Line Format, Margins and Tabs to Starting Choice 
h Return Typestle to Starting Choice 

Begin Using Document Format 
Begin Using Alternate Format 

IWhen finished with this menu, press ENTER. 
I 
IType ID letter to choose ITEM; press ENTER: 

Figure 25-6. FORMAT SELECTION Menu 

Notice that there are nine choices listed for paper or 
envelope size. 

IFormat Change 
DISKOll I 

ID ITEM 
a 

b 

First Typing Line, 
First Page 
First Typing Line 
Following Pages 

PAGE FORMAT 

YOUR POSSIBLE 
CHOICE CHOICES 
7 1 - 999 

1 - 999 

I 
IKyb 1 I 

c Last Typing Line 60 2 - 999 
d Paper or Envelope Size 3 

e Printing Paper Source 

1 = 210x297 mm or 8.27xl1.69in. (A4) 
2 = 297x210 mm or 11.69x8.27in. (A4L) 
3 = 215.9x279.4 mm or 8.5xll in. (P4) 
4 = 279.4x215.9 mm or llx8.5 in. (P4L) 
5 = 215.9x355.6 mm or 8.5x14 in. (Legal) 
6 = 355.6x215.9 mm or 14x8.5in. (Legal L) 
7 = 24l.3xl04.8 mm or 9.5x4.13 in. (Env.) 
8 = 229x162 mm or 9.02x6.38 in. (C5 Env.) 
9 = Other in mm 
1 = Top 2 = Bottom 
3 = Bottom,This Page Only 4 = Manual Feed 

When finished with this menu, press ENTER. 
IType ID letter to choose ITEM; press ENTER: 

Figure 25-7. PAGE FORMAT Menu 
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Changing First Typing 
Line, First Page 

Changing First Typing 
Li ne, Followi ng Pages 

25-14 

If the paper or envelope size you want is not one of 
the first eight choices, choose CHOICE 9 = Other. 
The system prompt Type paper width in mm followed 
by Type paper length in mm appears. 

Use the I BM Conversion Ruler in the back pocket of 
the Reference Package to measu re the paper/envelope 
and convert the. inches to millimeters. See "Appendix 
A. Metric Conversion Table" in the Reference Guide, 
or use the equation of 25.4 mm = one inch. 

To change the First Typing Line, First Page, you 
choose ID letter a in the PAGE FORMAT MENU, and 
type the number you want. 

If a company letterhead goes past the First Typing 
Line 1. default, the text prints on top of letterhead. 

To prevent this from occurring, change First Typing 
Line, First Page to a higher number. Choose thi~ 
number by measuring the letterhead in inches and 
multipying by 6 (6 lines per inch). 

For example, if the letterhead logo is two inches 
long, First Typing Line, First Page 14 allows for two 
lines of space between the letterheadand the start of 
text. 

To change the First Typing Line, Following Pages, 
choose ID letter b in the PAGE FORMAT menu, and 
type the number you want. 

You may want page 2 C!nd all other pages to have a 
First Typing Line different from the First Typing 
Line of the first page. Remember, you may have to 
clear the letterhead for· the first page, but you 
probably won't want to start printing this far down 
on a II pages. 



Printing Paper Source 

If you do not have the Sheet- Feed Paper Handler 
attached to a 5218 or 5228, you do not need to make 
any changes to the Printing Paper Source. Continue 
your training by skipping to the heading "Returning 
to Original Document Format." 

If you do have the Sheet-Feed Paper Handler, 
continue reading below. 

Printing Paper Source designates which tray paper 
feeds from during printing on a 5218 or 5228 printer. 
When you are creating documents, you should decide 
what type and size of paper you want to load in the 
top and bottom trays, and then choose the desired 
Printing Paper Source in the PAGE FORMAT menu. 

The four choices are explained below: 

Printing Paper Source 1 = Top 

This is the system default. If you want all pages 
to feed from the top tray, it is not necessary to 
change this item. 

Printing Paper Source 2 =. Bottom 

You make this c~oice when you want all pages to 
feed from the bottom tray. 

Printing Paper $oyrce 3 = Bottom, This Page Only 

When Y04 rpake this choice, the fi rst page of a 
do'cument prints from the bottom tray. 

You usually make this choice when you have 
letterhead loaded in the bottom tray and plain 
paper loaded in the top tray. Only page one 
prints on letterhead. 

Printing Paper Source 4 = Manual Feed 

You make this choice when you want to 
temporarily turn off the Sheet-Feed mechanism. 

You would make this choice to manually feed an 
envelope, or to use a type of paper not cu rrently 
loaded in'either paper tray. 
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Returning to Original 
Document Format 

25-16 

After you have made the changes you want in the 
PAGE FORMAT menu, type the document using the 
new format. 

When you want to return to the original document 
format, press PAGE END and then press CHG FMT. 
Choose Retu rn A" Formats to Sta rti ng Choices in the 
FORMAT SELECTION menu. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

To Make a Page Format 
Change at the Beginning 
of a Document 

To Make a Page Format 
Change With in a Document 

To Return to the 
Original Document Format 

A. Choose Change Document Format in the CREATE 
OR REVISE DOCUMENT menu. 

B. Choose Change Page Format in the FORMAT 
SELECTION menu. 

C. Change the Page Format you want: 

• Fi rst Typing Line, Fi rst Page 
• Fi rst Typi ng Li ne, Followi ng Pages 
• Last Typing Line 
• Paper or Envelope Size 
• Printing Paper Source (only if Sheet-Feed Paper 

Handler attached) 

A. Press PAGE END. 

B. Press CHG FMT. 

C. Choose Change Page Format in the FORMAT 
SELECTION menu. 

D. Change to the Page Format you want: 

• First Typing Line, First Page 
• Fi rst Typi ng Li ne, Followi ng Pages 
• Last Typi ng Li ne 
• Paper or Envelope Size 
• Printing Paper Source (only if Sheet-Feed Paper 

Handler attached) 

A. Make sure the cursor is at the top of a page. 

B. Choose Return All Formats to Starting Choices in 
the FORMAT SELECTION menu. 
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You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 26. Determining Where Lines and Pages 
Should End 

You may want to determine what text should be kept 
together on a line or on a page. You also may need 
to end a page at a specific place. 

In this topic, you will learn to: 

• Keep words together on one line 

• Keep a section of text together on one page 

• End a page at a specific place 

Before starting this topic, you should complete: 

1. All Basic Topics 

2. Topic 3. Creating a Multi-page Document 

KEEPING WORDS TOGETHER 
ON A LINE 

Sometimes you will want words or phrases to always 
stay together--a name or date, for instance. Auto 
Carrier Return and pagination can cause the line 
endings of a document to change. 

Because of this, some words that always should be 
printed together may be split across two lines of 
text. For example: 

Peter 
I. Miller 

April 
2, 1981 
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Required Spaces 

Beginning the Exercise 

To prevent this, you type CODE + REQUIRED SPACE 
between words or numbers that should always print 
together on the same line. 

If Display Codes = No, you will not see any symbol on 
the display as youare typing the Required Space. 
However, if you move the cu rsor where you typed 
REQU I RED SPACE on the display, you will see the 
words "Required Space" on the first status line. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Required Spaces 
TRAIN 

TYPE THE ILLUSTRATION BELOW, AND PRESS CODE + 

REQUIRED SPACE WHERE YOU SEE A CHECK MARK. 

In reply to your March/20th letter, our administrative assistant, Anne/R. 
Brummond, has talked to you on two different occasions (November/3D, 1979 
and January/S, 1980) about your instructional cassettes and slides. 

Completing the Exercise 

PRESS END. 

PRINT THE DOCUMENT. 
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KEEPING TEXT TOGETHER 
ON A PAGE 

Sometimes you will wa nt to keep a section of text 
together on one page. 

With Begin Keep instructions placed before and End 
Keep instructions placed after the desired text, you 
can make sure that the text does not split across 
page boundaries during pagination. If necessary, the 
Displaywriter sta rts the enti re section of text on a 
new page. 

ANALYZING FINANCIAL STATEMENTS 

When Financial Statementa have bee"n made 88 accurate 8S possible. 

the buyer or his accountant should analyze the information they contaln. 

Some comparisons and ratl08 that can be used to bring out trends and 

relations are discussed 1n this report. 

Probably the first analysis to be made is to compare financial 

statements for the past ten years or 8S close to that length of time 8S 

possible. Has the trend over the years been up or dovn, or has there 

been no significant change? All items on the statements should be 

studied. 

The changes from one year to another ",.111 be more helpful if they 

are stated 1n percentages. On each year's income statement, the net 

sales figure is taken as 100 percent, and eacJ~ _____ ";"" ____ ..a.. __________________ ....., 

percent of the net sales. On the balance she. 

as 100 percent and other items are stated as 1 

Such statements are called "common-size" stat, 

comparative statements covering t .... o years, wit 

shown as follO\o's: 

COMPARATIVE BALANCE Sf 
December 31, 1978 and Decembf 

Current Assets 
Cash 28,000 Si 
Marketable Securities a 
Accounts Receivable (net) 136,000 
Notes Receivable 8.000 
Inventories 380.000 
Prepaid Expenses 11,600 

Total Current Assets 
Property, Plant, and 

Equipment (net) 

) 

';63,600 

396,200 

You would Q.Ql want your document 
to break for pagination like 
the example shown here, 

The entire table should stay together 
as one block of text. 

Intangibles 100 000 40,000 9.44 4.14 

TOTAL ASSETS $1,059,600 5966,000 100.00 100.00 

LIABILITIES AND OWNER'S EQUITY 

Current Liabilities: 
AcCounts Payable $ 100,000 5120,000 9.S1 12.42 
Notes Payable 0 20,000 0.00 2.07 
Accrued Taxes Payable 1,600 2,400 0.15 0.25 
Unearned Revenue 6 000 0 0.57 0.00 

Total Current Liabilities 106,400 142,400 10.23 14.74 
!-tortgage Payable 120 000 20,000 11.32 2.07 

TOTAL LIABILITIES 226,400 162,400 21.55 10.81 

Owner's Equity 
Original Investment 500,000 500,000 47.18 51.i6 
Retained Earnings )31 400 303,600 )1.27 31.43 

Total Owner's Equity __ .6 31 400 603,600 76.45 63.19 

Total Liabilities and 
Owner's Equity $1,059,800 $966,000 100.00 100.00 

Rat i06 and Other Analyses 

Certain ratios and other expressions showing relationshipR between 

items on the financial statements Are also helpful 1n interpreting the 

Current Ratio: This ratio compares current assets to current 

Uabi] i ties. The current rat io establishes an important relationship 

between the business' current debt and its ability to pay the debt. 

assumption is that a company should be comfortably able to pay current 

debts from current assets if necessary. In many businesses, however, 

especially service businesses, current assets are proportionately 

smaller because there is little inventory. In these businesses, the 

relationship of current assets to current liabilities may t:Je less 

important. 

Figure 26-1. Table Split by Pagination 
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ANALYZING FINANCIAL STATEl'lENTS 

When Financial StatE>ments have been made as accurate as possible, 

the buyer or his accountant should analyze the infannation they contain. 

Some comparisons and ratIos that can be used to bring out trends and 

relations are discussed 1n this report., 

Probably the first an.lysis to be made is to compare financial 

statements for the past ten years or 88 close to that length of time 88 

possible. H8s the trend over the years been up or down, or has there 

been no significant change? All items on the statements should be 

studied. 

The changes from one year to another will be more helpful if they 

are stated 1n percentages. On eaeh year's income statement, the net 

sales figure is taken 88 100 percent, and each other item 1s stated 8S • 

percent of the net sales. On the balance sheet, total assets are taken 

as 100 percent and other items are stated as percents of total assets. 

Such statements are called "common-size" statements. Typical 

comparative statements covering two years, with common-size percents are 

shown as follows: 

COMPARATIVE BALANCE SHEET 
December 31, 1978 and December 31, 1977 

.l.2J.!!. .!1Z2 

Current Assets 
Cash 28,000 $178,000 
Marketable Securities 0 160,000 
Accounts Receivable (net) 136,000 128,000 
Notes Rece i vab Ie 8,000 3,000 
Inventories 380,000 368,000 
Prepaid Expenses 11,600 12,000 

Total Current Assets 563,600 849,000 
Property, Plant, and 

Equipment (net) 396,200 77,000 
Intangibles 100,000 40 000 

TOTAL ASSETS $1,059,800 $966,000 

LIABILITIES AND OWNER'S EQUITY 

Current Liabll1 t lea: 
Ac~ounts Payable $ 100,000 $120,000 
Notes Payable 0 20,000 
Accrued Taxea Payable 1,600 2,400 
Unearned Revenue 6,000 0 

Total Current Liabilities 108,400 142,400 
Hortsage Payable 120,000 20 000 

TOTAL LIABILITIES 228,400 162,400 

Owner 1 s Equi ty 
Original Investment 500,000 500,000 
Retained Earnings 331,400 303,600 

Total Owner's Equity 831,400 803,600 

Total Liabilities and 
Owner's Equity $1,059,800 $966,000 

Ratios and Other Analyses 

.l.2J.!!. .!122 

2.64 18.43 
0.00 16.56 

12.83 13.25 
0.76 0.31 

35.86 38.10 
1.09 1.24 

53.18 87.89 

37.38 7.97 
9.44 4.14 

100.00 100.00 

9.51 12.42 
0.00 2.07 
0.15 0.25 
0.57 0.00 

10.23 14.74 
11.32 2.07 

21.55 16.81 

47.18 51. 76 
31.27 31.43 

78.45 83.19 

100.00 100.00 

Certain rat los and other expressions shOWing relationships between 

items on the financial statements are also helpful in interpreting the 

Current Ratio: This ratio compares current assets to current 

liabilities. The current ratio establishes an important relationship 

between the business' current debt and its ability to pay the debt. The 

assumption is that a company should be comfortably able to pay current 

debts frOID current assets if necessary. In many buainesses, however, 

elpecially aervice businessel, current assets are proportionately 

suller because there i, little inventory. In these businesses, the 

relationShip of current asaet, to current liabilities may be les8 

important. 

Figure 26-2. Table Which Should Be Kept Together 



Beginning the Exercise 

To save typing time du ring training, you will type a 
Begin and an End Keep instruction within a document 
that has already been typed and stored on your diskette 
named TRAIN. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA 

Document name: 
Diskette name: 

Keep instructions 
TRAIN 

Assume you have finished typing the document that 
is now showing on the display as one long page. 

PRESS CODE + tt' • 

Notice that the document is 114 lines long. 

Pagination may cause the two tables to split. To 
prevent this, you place a Begin Keep instruction 
before the first table and an End Keep instruction 
after the second table. 

Note: A table created with the Column Layout 
function has a Begin and an End Table Gode around it 
th9t "keep" that one table together. However, the 
only way to "keep" more than one table together is to 
use a Begin and an End Keep instruction. 

If the total length of the tables you want "kept" 
together is greater than the last typing line, the 
tables will be split despite the keep instructions. 

For more information on tables, refer to the Create, 
Revise, and Check Tables tab in this book. 

PRESS CODE + ~ TO RETURN THE CURSOR TO THE 
TOP OF THE PAGE. 

PRESS FIND. 
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Completing the Exercise 

26-6 

WHEN THE PROMPT Find what? APPEARS, TYPE: 

COMPARATIVE 

PRESS ENTER. 

PRESS CODE + ~ TO MOVE THE CURSOR TO THE 
LEFT MARGIN. 

PRESS CODE + INSTR (located in the group of keys on 
the upper- right side of the keyboard). 

The INSTRUCTIONS menu appears. 

CHOOSE THE ITEM IN THE INSTRUCTIONS MENU FOR 
BEGIN KEEP. 

The display automatically returns to the typing area, 
and you then move the cursor under the last 
character of text you want to keep together. 

PRESS FIND. 

WHEN THE PROMPT Find what? APPEARS, TYPE: Ratios 

PRESS ENTER. 

PRESS CODE + INSTR. 

CHOOSE THE ITEM IN THE INSTRUCTION MENU FOR 
END KEEP. 

PRESS END. 

PAGINATE THE DOCUMENT. 



ENDING A PAGE AT A 
SPECIFIC PLACE 

Beginning the Exercise 

PRINT THE DOCUMENT. 

You already know how to type an entire document 
from beginning to end without considering page 
length. During pagination, the document is 
automatically divided into pages of appropriate 
length. 

Sometimes, however, you may wish to end a page at a 
specific point so that the following text starts on a 
new page. You can do this by pressing CODE + 

REQUIRED PAGE END within the document. 

Wh en you do th is, the text sti II rema ins on the 
display. During pagination, however, a new page 
begins immediately after the Required Page End 
symbol. 

To save typing time during training, you will type a 
Required Page End within a document that has already 
been typed and stored on your diskette named TRAIN. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA. 

Document name: Required Page End 
Diskette name: TRAIN 

Determining Where Lines and Pages Should End 26-7 
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Highv1ew National Bank agrees to promote ~he Credit'Card. program. 
and t~ see to obtain new cardholders from amongs:1ts <;~stomers; 
provided that all direct contractual relationsbips regarding the 
ownership and use of credit ,cards shalt be .... ith B~yfield "National Bank. 
Highvie .... National Bank shall supply upon. request 'by Bayfield National 
Bank with e~ch application any credit info.rmation or eXPl?rience it has 
.... ith the applicant. All applicants must be approved by Bayfield 
National Bank, applying its usual credit requirements; before cards .... 111 
be issued. Ho .... ever, apy app1ic~~t who fails to meet credit 
requirements, because of lack of information or othetvise, .may be 
"executive-sponsored" by Highvie .... National Bank, which means that 
Highview State Bank .... ill guarantee payment of any loss incurred by 
Bayfield National Bank ariSing out of use of such card, and Bayfield 
National Bank .... ill issue cards on any account so sponsored by Hig~vie..., 
National Bank. No duplicate accounts ...,ill be opened if a cardholdet; 
proposed by Highvle..., National Bank, is already a cardholder, unless and 
until any eXisting account is paid 1n full. Credit cards will be issued 
by Bayf ield Nat ional Bank to approved appl icat ions, and Bayf ield 
National Bank will be shown as the issuer and owner of such cards. In 
addition Hlghvie..., National Bank's name anr! service mark may be printed 
on the reverse side of the cards at a cost of 530.00 per thousand,. to be 
paid by Highvle..., National Bank. Except as herein stated .... ith respect to 
indemnification of "executive-sponsored" accounts. all cardholders' 
accounts .... 111 remain the property of Bayfield National. Bank, and any 
income earned on, or losses arising out of, such accou~ts .... 111 belong 
solely to Bayfield National Bank. For purposes of identification, all 
accounts of cardholders whose approved applications were submitted bv 
Highview National Bank shall be carried 1n a single billing cycle and 
given an identifying number so that the accounts of those cardholders 
can be identified, 

This agreement shall remain in effect for an initial ~erm of six 
months and thereafter shall be ren~wed for su~cessfv~ terms of three 

:~n~~: ~:~~;e u~!e~:r:l~:~: ~~:t~g;::i!n~i~~ 7:!~~e~o n~:~~e p~~o;h~o o~~:r 
date on which it would othen.rise be rene .... ed. 

\ ... ? 

Highvie'W National Bank agree~ that;~oy ~ales dd.fts tendered by it 
for deposit to Bayfield National Bank .... ill io all respects c;omply with 

:~! 1 ~e~~~:e~:n~~ 1 ~~a ~ ~:n o~:r :~!:~t r:~;~:~! 0::. an~a:: ~ :~d ~~: ~! °Z~ ~ c ~a~~e s 
not comply with requirements of the operating regulations, and shall 
have the right to charge back to Hlghview State Bank any·sale~ drafts 
previously depOSited by it which is determined at any time not to so 
comply. Without limiting the requirements of ~he operating reguiations, 
these provisions shall include illegible. fake. mutiliated, attered, 
expired, or stale-dated drafts. The face amount of any charged 
backdrafts as to which credit has previously been given shall, he 
immediately paid. by Hlghview State Bank to Bayfield National Bank. 

Highview National Bank hereby agrees to indemnify and protect 
Bayfield National Bank against and to hold Bayfield National Bank 
harmless from any liability. claim, demand. cause of action, or expense 
whether or not valid, which may be asserted ariSing out of any action or 
default of Highview State Bank, or .any merchant with which Highview 

~ State Bank has conteacted, In connection with the C<edlt Card Program. 

~~ ----+----H-lg-hV-le-:?:lIP'State Bank further agree~ to promote the Credit Card 

Program and to seek to obtain ne .... cardholders from among its customers; 
provided that all direct contractual relationships regarding the 
ownership and use of credit cards shall be the Bayfield National Bank. 
Highview State Bank shall supply upon request by' Bayfield National Bank 
with each application any credit information or experience it has with 
the applicant. 

~
A.J~ ~ ARTICLE!!! 

, ' ~~ ~ --- This agreement shall re~aln In affect for an Inltla! term of six 
months and thereafte~ shall be renewed for successive terms of t~ree 
months each, unless ~ither party shall give written notice to the other 
of his desire to terminate the agreement at least 60 days prior to the 
date on whIch it would othen.rise be renewed; provided. however, that 
this agreement shall t~rmin~te upon any earlier termination of the 
Class A membership of the Bayfield National Bank or the Class B 
membership Clf the Highv1e .... National Bank. 

In addition tQ ~he fot:eg~i~g, the fo~lowing specific items are agreed 
upon by Highview State Bank and Bayfield National Bank: 

(1) Highview State Bank will pay Bayfield National Bank three 
per~ent OX) of the monthly merchant sales volumes. 

(2) Bayfidd National Bank will sell merchant imprinters to 
Highview State Bank. 

(3~ Each month Bayfield National Bank will pay one percent (1%) of 
Highviev State Bank's monthly cardholder volume excluding 
"cash advances." 

(4) Highvie .... State Bank shall. when Bayfield National Bank has 
charged off an account as a loss. refund to Bayfield National 
Bank one percent (1%) of the amount of the loss, that amount 
constituting the service fee paid Highvie..., State Bank pursuant 
to item 3 above. 

Executed this ____ day of ___ _ 

The Bayfield National Bank 

The H ighview State Bank 

Figure 26-3. Using Required Page End 



Completing the Exercise 

Assume that you have typed all the text showing on 
the display as one long page. Now you would like 
each of the articles to print on a separate page. 

MOVE THE CURSOR UNDER THE CARRIER RETURN 
SYMBOL BEFORE ARTICLE II. 

Req'd Carrier Ret shows in the upper-right corner of 
the fi rst statu s Ii ne. 

PRESS CODE + REQUIRED PAGE END. 

Notice that text still remains on the display. 

MOVE THE CURSOR UNDER THE CARRIER RETURN 
SYMBOL BEFORE "ARTICLE III." 

PRESS CODE + REQUIRED PAGE END. 

PRESS END. 

Required Page End codes do not take effect until the 
document is paginated. 

PAGINATE THE DOCUMENT. 

PRINT THE DOCUMENT. 

As you will see when printing is completed, each 
article now starts on a new page. 
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ADDITIONAL INFORMATION 

For this exercise, you typed the Keep instructions in 
a document already stored on the diskette. You also 
can type these instructions when you create a 
document. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Type a Required Space so 
that Words Print Together 
on the Same Li ne 

A. Type CODE + REQUIRED SPACE between all 
words that should stay together. 

To Keep a Block of Text 
Together on the Same Page 

A. Move the cu rsor to the fi rst ch a racter of text 
that you want to keep together. 

B. Press I NSTR. 

C. Choose Begin Keep in the INSTRUCTIONS menu. 

D. In the typing area, move the cursor to the last 
character of text you want to keep together. 

E. Press INSTR again. 

F. Choose End Keep in the I NSTRUCTIONS menu. 

To Always Start the Next Section 
of Text on a New Page 

A. Press CODE + REQUIRED PAGE END. 

B. Type the next section of text. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 27. Making Typestyle Changes 

DETERMINING TYPESTYLE 
NUMBERS 

5215 Printers Only 

When you type a document, you may want to rna ke a 
typestyle change for the entire document. You also 
may want to make a typestyle change to emphasize a 
word or group of words. 

In this topic, you will learn how to: 

• Determine typestyle numbers 

• Make a typestyle change for an entire document 

• Make a typestyle change within a document 

• Make a typestyle change within a line 

• Print a document in a different typestyle 

Before starting this topic, you should complete: 

All Basic Topics 

When you make a typestyle change, you should 
choose only typestyle numbers for which you have a 
corresponding printer element or printwheel. 

Read the appropriate subtopic heading below, 
depending on the type of printer you have. 

To determine the typestyle number of the printer 
elements you want to use, refer to "Appendix A. IBM 
5215 Printer Element Descriptions" in the Printer 
Guide. 
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5218/5228 Printers Only 

To determine the typestyle number of the printwheels 
you want to use, look at the top of the pri ntwheel 
cartridge. The typestyle number appears above the 
typestyle name. 

MAKING A TYPESTYLE CHANGE 
FOR AN ENTIRE DOCUMENT 

Beginning the Exercise 

27-2 

To make a typestyle change for an entire document, 
you change the Typestyle Number in the LI NE 
FORMAT menu before typing the document. A 
typestyle change is a line format change. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE CREATE OR REVISE 
DOCUMENT MENU: 

Document name: Typestyles 
Diskette name: TRAIN 

CHOOSE THE ITEM IN THE CREATE OR REVISE 
DOCUMENT MENU TO CHANGE THE DOCUMENT 
FORMAT. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE LINE FORMAT. 

LOOK OVER THE TYPESTYLE NUMBER CHOICES IN THE 
LINE FORMAT MENU. 

For the beginning of this exercise, you will change to 
a Letter Gothic typestyle, Typestyle Number 87. 

CHOOSE THE ITEM TO CHANGE TYPESTYLE NUMBER. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER: 87 



PRESS ENTER ENOUGH TIMES TO GO TO THE TYPING 
AREA. 

TYPE THE FIRST SENTENCE IN THE FOLLOWING 
ILLUSTRATION, THEN TYPE TWO CARRIER RETURNS. 

The following books are part of the IBM Displaywriter System Training 
1 ibrary. C~ 

eN. EV OPERATOR TRAINING BOOK 1 -- Basic Topics 
OPERATOR TRAINING BOOK 2 -- Selectable Topics 

It is very important that you start training in Book 1. 

MAKING A TYPESTYLE CHANGE 
W~THiN A DOCUMENT 

When you want to make a typestyle change with in a 
document (for a word or group of words), you press 
CHG FMT. 

I n addition, when you want to make a typestyle 
change to a different pitch, the cursor must be at 
the left margin. 

PRESS CHG FMT. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE LINE FORMAT. 

To continue this exercise, you will change to a 
10-pitch typestyle number--Courier 10, Typestyle 
Number 11. 

CHOOSE THE ITEM TO CHANGE TYPESTYLE NUMBER. 
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WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER: 11 

PRESS ENTER ENOUGH TIMES TO RETURN TO THE 
TYPING AREA. 

TYPE THE TITLES OF THE TWO BOOKS SHOWN AND 
TYPE A CARRIER RETURN AFTER THE SECOND TITLE. 

OPERATOR TRAINING BOOK 1 -- Basic Topics 
OPERATOR TRAINING BOOK 2 -- Selectable Topics 

SIt isSvery importantSthat you start training in Book 1. 

When you want to retu rn to the typestyle you used 
earlier, you press CHG FMT. 

PRESS CHG FMT. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO RETURN THE TYPESTYLE TO THE STARTING 
CHOICE. 

MAKING A TYPESTYLE CHANGE 
WITHIN A LINE 

27-4 

To make a typestyle change within a line, you also 
press the CHG FMT key. The typestyle number you 
change to, however, must be in the same pitch. 

TYPE TO THE NEXT e. 
PRESS THE CHG FMT KEY. 



A typestyle change is the only type of mid-line 
format change you can make. Therefore, the FORMAT 
SELECTION menu appears on the display. 

Notice that the menu reads Choose from available 
choices without changing pitch. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE TYPESTYLE NUMBER. 

To continue this exercise, you will change to another 
12-pitch typestyle--Prestige Elite, Typestyle Number 
86. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER: 86 

PRESS ENTER TO RETURN TO THE TYPING AREA. 

TYPE TO THE NEXT e . 
PRESS CHG FMT AGAIN. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO RETURN THE TYPESTYLE TO THE STARTING 
CHOICE. 

FINISH TYPING THE FOLLOWING SENTENCE: 

It is. very .important that you start training in Book 1. 

You have just seen that different items are displayed 
in the FORMAT SELECTION menus when you press 
CHG FMT, depending on where the cursor is in the 
document. 
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It is not important to remember which FORMAT 
SELECTION menu displays when. The Displaywriter 
automatically controls this for you. All you need to 
remember is that you cannot change pitch if you are 
within a line. 

To learn about printing a document in a different 
typestyle, conti n ue readi ng below. Refer to the 
proper subheading, depending on the type of printer 
you have. 

PRINTING A DOCUMENT IN A 
DIFFERENT TYPESTYLE 
(5215 PRINTERS) 

Completing the Exercise 

27-6 

When it is time to print the document in a different 
typestyle, printing stops at the point where the 
typestyle change was made. The message Put on 
element (what you chose) appears. The first three 
numbers indicate the typestyle number, and the last 
three numbers indicate the keyboard number. 

Refer to "Appendix B" in the Printer Guide if you do 
not remember what these numbers mean. It tells you 
exactly which printer element to put on. 

When it is time to return to the original typestyle or 
anothel~ typestyle, printing stops and another 
message appea rs . 

You will not print the exercise you just typed, 
because you may not have the corresponding printer 
element typestyles used in this exercise. 

PRESS END. 
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PRINTING A DOCUMENT IN A 
DIFFERENT TYPESTYLE 
(5218 or 5228 Printers) 

Completing the Exercise 

When it is time to print the document in a different 
typestyle, printing stops at the point where the 
typestyle change was made. The message Put on 
printer element (xxx yyy) appears. The first three 
numbers indicate the typestyle number, a nd the last 
three numbers indicate the keyboard number. 

5218/5228 printwheel cartridges are color-coded. 

Red cartridges contain 10-pitch printwheels. 

Green cartridges contain 12-pitch printwheels. 

Blue cartridges contain 15-pitch printwheels. 

Orange cartridges contain proportional spacing 
(PSM) printwheels. 

Look at the top of the cartridge to find the typestyle 
number which corresponds to the message on the 
display. 

When it is time to return to the original typestyle or 
another typestyle, printing stops and another 
message appears. 

You will not print the exercise you just typed, 
because you may not have the corresponding 
printwheel typestyles used in this exercise. 

PRESS END. 
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ADDITIONAL INFORMATION 

Printing a Rough Draft with 
the Current Element/Printwheel 

Typestyle/P itch 

Related Information 

5215 Printers 

27-8 

When you are printing a document with typestyle 
changes, you may choose not to change the printer 
element/printwheel when you see the message. For 
example, when printing a rough draft, you may wish 
to continue printing and change to the new typestyle 
only during the final printing. 

When you see the message to put on a different 
element, you may press REQST and choose Continue 
printing with element now on printer. Printing 
resumes and the remainder of the document prints 
with the current element/printwheel. It will print an 
underline for all subsequent characters not present 
on the current element/printwheel. 

Remember that if you are going to change the 
typestyle number from the default in the LI NE 
FORMAT menu, and also change the margins and 
tabs, you must change the typestyle number change 
before changing any margins and tabs. 

Read the appropriate information below, depending 
on the type of p ri nter you have. 

For more information on typestyle numbers and the 
available printer elements, refer to "Topic 30. 
Changing Your Program Diskette To Match Your 
Printer Elements and Keyboard Numbers" in this 
book. 



5218/5228 Printers 

For more information on typestyle numbers and 
available printwheels, refer to "Topic 31. Changing 
Your Program Diskette to Match Your Printwheels and 
Keyboard Numbers" in this book. 

For more information on printing in PSM, refer to 
"Topic 11. Additional Print Information" in this book. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Make a Typestyle Change 
for the Entire Document 

A. Choose Change Document Format in the CREATE 
OR REVISE DOCUMENT menu. 

B. Choose Change Line Format in the FORMAT 
SELECTION menu. 

C. Choose Typestyle Number, and type the number 
of the typestyle you want in the LI NE FORMAT menu. 

To Make a Typestyle Change 
Within a Document (Beginning 
of a Page or Line) 

To Make a Typestyle 
Change Within a Line 

To Return to the 
Original Typestyle 

27-10 

A. Press CHG FMT. 

B. Choose Change Line Format in the FORMAT 
SELECTION menu. 

C. Choose Typestyle Number,' and type the number 
of the typestyle you want in the LINE FORMAT menu. 

A. Press CHG FMT. 

B. Choose Typestyle Number, and type the number 
of the typestyle you want (within the same pitch) in 
the LI NE FORMAT menu. 

A. Press CHG FMT. 

B. Choose Retu rn Typestyle to Sta rti ng Choice in 
the FORMAT SELECTION menu. 



To Print a Document in a 
Different Typestyle 

A. Printing stops at the point in the document 
where the typestyle change was made. The message 
Put on Element xxx yyy appears. The x indicates the 
typestyle number for the element/printwheel, and the 
y indicates the keyboard number. 

5215 Printers--Refer to "Appendix B" in the back of 
the Printer Guide, if necessary. 

5218/5228 Printers--Refer to "Appendix F" in the 
back of the Printer Guide, if necessary. 

B. Remove the cu rrent element and put on the one 
that the message indicates. 

C. Press START on the printer to continue 
p ri nti ng. 

You have completed this topic. Choose your next topic from 
the Training Checklist. 
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Topic 28. Justifying a Document 

MARGIN AS TYPED 

e the same amount of work as 
m. The secret lies largely 
ousands of microscopic 
han a tiny pencil eraser. 

You may want to print a document in a justified 
format--a document with even left and right margins, 
like the paragraphs in this book. 

PARTIALLY JUSTIFIED 

uce the same amount of work as 
lome The secret lies largely 
:k thousands of microscopic 
than a tiny pencil eraser. 

JUSTIFIED MARGIN 

duce the same amount of work as 
oom. The secret lies largely 
pack thousands of microscopic 
than a tiny pencil eraser. 

Figure 28-1. Comparison of Right Margins 

In this topic, you will learn how to set up the menus 
for a justified format. 

Before starting this topic, you should complete: 

1. All Basic Topics 

2. Topic 3. Creating a Multi-page Document 

SETTING UP THE MENUS FOR 
A JUSTIFIED FORMAT 

You already have learned how to set up the menus to 
create and print a document in a different format 
from the defaults stored on the program diskette. 

The basic steps for changing to a justified format are 
the same. You change the necessary menus before 
printing the document. You may do this either when 
you fi rst create the document, or later by revising 
what you created previously. 

For example, you may have created and printed an 
unjustified rough draft copy, but for your final 
copy, you would like to print justified. 
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Beginning the Exercis'e 
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CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE CREATE OR REVISE 
DOCUMENT MENU: 

Document name: Justify 
Diskette name: TRAIN 

CHOOSE THE ITEM IN THE CREATE OR REVISE 
DOCUMENT MENU TO CHANGE THE DOCUMENT 
FORMAT. 

The FORMAT SELECTION menu appears. 

To print a justified document, you must change the 
line alignment for the document format. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE LINE FORMAT. 

The LINE FORMAT menu appears. 

Notice the th ree choices you can make for Line 
Alignment. 

CHOOSE THE ITEM IN THE LINE FORMAT MENU TO 
CHANGE THE LINE ALIGNMENT. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER FROM THE POSSIBLE 
CHOICES COLUMN THAT EQUALS JUSTIFY. 

WHEN FINISHED, PRESS ENTER ENOUGH TIMES TO GO 
TO THE TYPING AREA. 

As you type, the text on the display does not appear 
justified. Actual justification occurs during printing. 

TYPE THE EXERCISE ON THE NEXT PAGE 



A desk-size computer today can often produce the same amount of work as 
a computer that once occupied an entire room. The secret lies largely 
in the integrated circuits. We can pack thousands of microscopic 
circuits on a silicon memory chip smaller than a tiny pencil eraser. 

As circuits become smaller, their ability to process information grows. 
With smaller circuits, calculating speeds also rise. And as density and 
speed increase, computer costs go down. The result: many times faster 
processing at a fraction of the cost. 

Completing the Exercise 

PRESS END. 

This exercise is reprinted by permission from THINK magazine 
published by IBM. Copyright 1979 by International Business 
Machines Corporation. 

USE THE STEPS YOU HAVE LEARNED BEFORE TO PRINT 
THE DOCUMENT. 
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ADDITIONAL INFORMATiON 

During printing, line endings are rearranged to 
create an even right margin. If you think your 
document is going to be more than one page, you 
should paginate before printing. 

For more information, see "Documents with a More 
Even Right Margin" of the Work Station Procedures 
Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Print a Document in 
a Justified Format 

A. Choose Change Document Format in the CREATE 
OR REVISE DOCUMENT menu. 

You may change to Line Alignment = Justify while you 
are creating the document, or later when you are 
revising. 

B. Choose Change Line Format in the FORMAT 
SELECTION menu. 

C. Choose Line Alignment = Justify in the LINE 
FORMAT menu. 

D. Type the document, or make revisions, and then 
press END. 

E. Choose Paginate Document in the TYPI NG TASKS 
menu, if necessary, or just print the document. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 

J ustifyi ng a Document 28-5 



28-6 



TNL SN44-2076 (20 August 1982) to S544-2035-0 

Topic 29. Duplicating the Program Diskettes 

In this topic, you will learn how to duplicate the 
contents of an existing I BM program diskette to a 
work diskette. When you complete the duplication 
process, the work diskette becomes a program 
dis kette. 

You will remember from your previous training that 
three program diskettes are used with the IBM 
Displaywriter System. 

1. The Vol. 01 progr:-am diskette is used to do an 
Initial Program Load and to perform Textpack 
Program Diskette Tasks. 

2. The Vol. 02 program diskette is used when 
performing Typing Tasks, Spelling Tasks and 
Key- To- Pri nt. 

3. The Vol. 03 program diskette 
performing Merge Tasks and 
Tasks. 

is used when 
Work Diskette 

You always should make one copy of each program 
diskette for daily use and put the original program 
diskettes in a safe place. In this way, you always will 
have the originals as a safeguard against any damage 
to the other program diskettes. You cannot use your 
IBM Displaywriter System without valid program 
diskettes. 

In addition, IBM recommends you make a duplicate 
copy of the program diskettes to be stored with the 
training materials. To complete training, you must 
have a program diskette with the IBM-supplied 
defaults. 

Before starting this topic, you should: 

1. Complete all Basic Topics. 

2. Obtain three work diskettes that have been 
initialized and named. Write down the names of 
these work diskettes, since you will use them 
du ring the duplication process. 

If you do not remember the steps to initialize and 
name a diskette, refer to "Erase or Initialize 
(Name) Diskette" in the "Quick Reference" 
section of the Reference Guide. 

Duplicating the Program Diskettes 29-1 
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This topic is divided into two sections: 

Section 1. Duplicating the Program Diskettes 
Using a Single Diskette Unit 

Section 2. Duplicating the Program Diskettes 
Using a Dual Diskette Unit 

TURN TO THE SECTION THAT MATCHES THE TYPE OF 
DISKETTE UNIT YOU HAVE. 
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SECTION 1. DUPLICATING THE 
PROGRAM DISKETTES USING A 
SINGLE DISKETTE UNIT 

Duplicating the Vol. 01 
Program Diskette 

Follow the steps below to d u pi icate you r Vol. 01, 02 
and 03 program diskettes. Be sure to follow the steps 
in the specific sequence listed. 

1. TURN ON THE POWER TO THE PRINTER. 

2. TURN ON THE POWER TO THE WORK STATION. 

Turning on the power in this sequence automatically 
updates your Vol. 01 program diskette to match your 
printer description. 

3. INSERT THE VOL. 01 PROGRAM DISKETTE INTO THE 
DISKETTE UNIT. 

4. CHOOSE THE ITEM IN THE TASK SELECTION MENU 
FOR PROGRAM DISKETTE TASKS. 

The prompt I nsert desired program or feature 
diskette and press ENTER appears. This is the 
program diskette you want to duplicate, 

5. PRESS ENTER. 

The Program Diskette Task loads into the system, 
and the TEXTPACK PROGRAM DISKETTE TASKS 
menu appea rs. 

6. FROM THE CHOICES IN THE TEXTPACK PROGRAM 
DISKETTE TASKS MENU, CHOOSE THE ITEM TO 
DUPLICATE A PROGRAM DISKETTE. 

The DUPLICATE PROGRAM DISKETTE menu appears. 
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7. TYPE THE ID LETTER ONLY FOR To Diskette Name 
AND THEN PRESS ENTER. 

8. WHEN THE PROMPT Type diskette name; press ENTER 
APPEARS, TYPE THE NAME OF YOUR FIRST WORK 
DISKETTE, AND THEN pRESS ENTER. 

9. WHEN THE PROMPT Type I D to choose ITEM; press 
ENTER APPEARS, PRESS ENTER. 

The prompt Contents of 'To Diskette' will be deleted. 
Press ENTER to continue or press END appears. 

If you accidentally insert a work diskette you really 
intended to save, END returns the system to the 
TEXTPACK PROGRAM DISKETTE TASKS menu, and 
the work diskette remains unchanged. 

If this is a work diskette containing no important 
stored documents, you press ENTER to start the 
duplication process. 

10. PRESS ENTER TO START DUPLICATION. 

The system beeps, and a message instructs you to 
insert the appropriate work diskette. 

11. REMOVE THE VOL. 01 PROGRAM DISKETTE, AND 
INSERT THE WORK DISKETTE SPECIFIED IN THE 
MESSAGE. 

The system beeps again, and a message instructs you 
to reinsert the Vol. 01 program diskette. 

12. CONTINUE TO EXCHANGE THE DISKETTES IN THE 
DISKETTE UNIT UNTIL THE DUPLICATION PROCESS IS 
COMPLETED. 

The message directs you (by diskette name) when to 
IO'Qd which diskette. 
i~, .~~ 

When duplication is completed, the prompt Diskette 
(name) duplicated appears, and the TEXTPACK 
PROGRAM DISKETTE TASKS menu appears. 

The work diskette is now a program diskette and has 
the same name as the original program diskette. 
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13. REMOVE THE DUPLICATED PROGRAM DISKETTE 
FROM THE DISKETTE UNIT. 

Duplicate Program Diskette 
Labels 

You should have received a sheet of labels with your 
original I BM program diskettes. You should complete 
these labels and attach them to the right side of 
every duplicate copy of a program diskette. Refer to 
the followi ng example. 

This media contains authorized copies 0' which the 'irst is.~~~~.~.~_ 
Copyright IBM Corp. 19 .. fl.. which are the properties 0' IB~:o:fa~:yrig'ht!c. 
IBM licensed Program Materials made under the terms C!' the ~reement fc!r 

IBM licensed Programs and/or the license Agreement for IBM Program 

Products. A copyright notice is included in these 'machine·readable copies as 

described in the Copyright instructions distributed ~y IBM', and must be 

reproduced in a" copies authorized by the ~reement. 

Figure 29-1. Duplicate Program Diskette Label 

14. ATTACH ONE OF THESE LABELS TO THE 
DUPLICATED PROGRAM DISKETTE. WRITE THE 
SIX-DIGIT NAME OF THE PROGRAM DISKETTE AND THE 
YEAR IN THE SPACE PROVIDED ON THE LABEL. 

As part of your training package you should have 
received a packet of PROGRAM DISKETTE 
(DUPLICATE) labels. 

These labels are designed to help you quickly 
distinguish duplicated program diskettes from daily 
work diskettes. 

15. ATTACH A PROGRAM DISKETTE (DUPLICATE) 
LABEL TO EACH DUPLICATED PROGRAM DISKETTE. 

16. FILL IN THE APPROPRIATE INFORMATION AS 
SHOWN IN THE FOLLOWING EXAMPLE: 

Duplicating the Program Diskettes 29-5 
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PROGRAM PISKETTE (DUPLICATE) 

Diskette Name oX XX X X Program Type: 4 
Date 09/8'/ Textpack No. __ .:...-____ _ 
IBM-supplied Personalized Vol. 0/ of_O.;;;....:::::3~ ____ _ 
Defaults v Defaults _____ Feature Diskette Name _____ _ 

Languagepack Vol. _,_of ___ _ 
Comments ______________________________ __ 

Form No. S544-2016-0 

Figure 29-2. Program Diskette (Duplicate) Label 

The information on these labels helps you qui~~ly 
identify program diskettes containing certain 
functions. 

For more information regarding the importance of 
diskette labeling, refer to the "Program Diskette 
Procedures" chapter of the Work Station Procedures 
Guide. 

Duplicating the Vol. 02 
Program Diskette 

29-6 

17. INSERT THE VOL. 04, P~OGRAM DISKETTE INTO 
\ ' 

THE DISKETTE UNIT. 

18. CHOOSE THE DUPLICATE PROGRAM DISKETTE 
TASK IN THE TEXTPACK PROGRAM DISKETTE .TASKS 
MENU. 

The DUPLICATE ~ROGRAM DISKETTE menu appears. 

19. TYPE THE ID LETTER ONLY FOR To Diskette Name, 
AND THEN PRESS ENTER. 

To Diskette Name is highlighted. 



Duplicating the Vol. 03 
Program Diskette 
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20. WHEN THE PROMPT Type diskette name; press 
ENTER APPEARS, TYPE THE NAME OF YOUR SECOND 
WORK DISKETTE, AND THEN PRESS ENTER. 

21. WHEN THE PROMPT Type I D to choose ITEM; press 
ENTER APPEARS, PRESS ENTER. 

22. WHEN YOU SEE THE PROMPT Contents of 'To 
Diskette' will be deleted. Press ENTER to continue or 
press END, PRESS ENTER TO START DUPLICATION. 

Follow the messages on the display, and continue to 
exchange the dis kettes as di rected. 

23. REMOVE THE PROGRAM DISKETTE FROM THE 
DISKETTE UNIT. ATTACH THE SAME LABELS AS 
DIRECTED IN STEPS 14 AND 15. 

24. INSERT THE VOL. 03 PROGRAM DISKETTE INTO 
THE DISKETTE UNIT. 

25. CHOOSE THE DUPLICATE PROGRAM DisKETTE 
TASK IN THE TEXTPACK PROGRAM DISKETTE TASKS 
MENU. 

The DUPLICATE PROGRAM DISKETTE menu appears. 

26. TYPE -THE ID LETTER ONLY FOR To Diskette Name, 
AND THEN PRESS ENTER. 

To Diskette Name is highlighted. 

27. WHEN THE PRPMPT, Type Diskette Name, press 
ENTER APPEARS, 'TYPE THE NAME OF YOUR THIRD 
WORK DISKETTE, AND THEN PRESS ENTER. 

28. WHEN THE PROMPT Type I D to choose ITEM; press 
ENTER APPEARS, PRESS ENTER. 
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29. WHEN YOU SEE Contents of 'To Diskette' will be 
deleted. Press ENTER to continue or press END, PRESS 
ENTER TO START DUPLICATION. 

Follow the messages on the display, and continue to 
exchange the diskettes as directed. 

30. REMOVE THE PROGRAM DISKETTE FROM THE 
DISKETTE UNIT. ATTACH THE SAME LABELS AS 
DIRECTED IN STEPS 15 AND 16. 

You have just finished the duplication process for 
your three program diskettes. 

31. STORE THE ORIGINAL PROGRAM DISKETTES IN A 
SAFE PLACE. USE THE DUPLICATED PROGRAM 
DISKETTES WHEN YOU BEGIN DOING YOUR DAILY 
WORK. 



ADDITIONAL INFORMATION 

Duplicate Program Diskettes 
for Training 
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I BM recommends you make a duplicate set of the 
program diskettes to be stored with the training 
materials. 

To do this, you will need three more work diskettes 
wh ich have oeen initial ized and named. Then repeat 
the steps found in this section. 

When finished, store this duplicate set of program 
diskettes with the Operator Training Book 1--Basic 
Topics. 

Note: If another operator has been trained on the 
IBM Displaywriter before you, this procedure may 
have been done al ready. 

Erasing Old Program Diskettes 

Periodically, I BM will send y,ou new program 
diskettes to replace the ones you are currently 
using. Refer to; the topic "Duplicating Your 
Personalized Defaults to a New Program Diskette" for 
more information. 

The original old program diskettes (with the blue 
striped labels) may be returned to the I BM Program 
I nformation Department in the mailers that come with 
the new program diskettes. A Program Directory also 
accompanies these diskettes. Refer to the appropriate 
page within the directory for specific mailing 
instructions. 

Duplicate copies of old program diskettes can be 
erased and reused as work diskettes when the new 
program diskettes are received from IBM. Refer to 
the "Erase Program Diskette Task" in the "Quick 
Reference" section of the Reference Guide. 

Duplicating the Program Diskettes 29-9 



TNL SN44-2076 (20 August 1982) to S544-2035-0 

SECTION 2. DUPLICATING THE 
PROGRAM DISKETTES USING A 
DUAL DISKETTE UNIT 

Duplicating the Vol. 01 
Program Diskette 
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Follow the steps below to duplicate your Vol. 01, .02 
and 03 program diskettes. Be sure to follow the steps 
in the specific sequence listed. 

1. TURN ON THE POWER TO THE PRINTER. 

2. TURN ON THE POWER TO THE WORK STATION. 

Turning on the power in this sequence automatically 
updates your Vol. 01 program diskette to match your 
printer description. 

3. INSERT THE VOL. 01 PROGRAM DISKETTE INTO THE 
LEFT SLOT OF THE DISKETTE UNIT. 

4. INsERT YOUR FIRST WORK DISKETTE INTO THE 
RIGHT SLOT OF THE DISKETTE UN IT. 

5. CHOOSE THE ITEM IN THE TASK SELECTION MENU 
FOR PROGRAM DISKETTE TASKS. 

The prompt Insert desired program or feature 
diskette and press ENTER appears. This is the 
program diskette you want to duplicate. 

6. PRESS ENTER. 

The Program Diskette Task loads into the system, 
and the TEXTPACK PROGRAM DISKETTE TASKS 
menu will appear. 

7. FROM THE CHOICES IN THE TEXTPACK PROGRAM 
DISKETTE TASKS MENU, CHOOSE THE ITEM TO 
DUPLICATE A PROGRAM DISKETTE. 

The DUPLICATE PROGRAM DISKETTE menu appears. 



Duplicate Program 
Diskette Labels 
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. 8. WHEN THE PROMPT Type I D letter to choose ITEM; 
press ENTER APPEARS, PRESS ENTER. 

The prompt Contents of 'To Diskette' will be deleted. 
Press ENTER to continue or press END appears. 

If you accidentally insert a work diskette you really 
intended to save, EN D retu rns the system to the 
TEXTPACK PROGRAM DISKETTE TASKS menu, and 
the work diskette remains unchanged. 

If this is a work diskette that does not contain any 
important stored documents, you press ENTER to 
start the duplication process. 

9. PRESS ENTER TO START DUPLICATION. 

Duplicating Diskette appears in the upper left corner 
of the first status line during the duplication 
process. 

When duplication is completed, the prompt Diskette 
(name) duplicated appears, and the system returns 
to the TEXTPACK PROGRAM DISKETTE TASKS 
menu. 

The work diskette is now a program diskette and has 
the same name as the original program diskette. 

10. REMOVE THE VOL. 01 PROGRAM DISKETTES FROM 
THE DISKETTE UNIT. 

You shou Id have received a sheet of labels with you r 
original I BM program diskettes. You should complete 
these labels and attach them to the right side of 
every duplicate copy of a program diskette. The 
following example shows how to fill in the necessary 
information. 
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This media contains authorized copies of which the first is_~_~~~_~_1J 
Copyright IBM Corp_ 19_'-L which are the properties of IB~:o~faC~;;"i:ht~ 
IBM Licensed Program Materials made under the terms of the Agreement for 

IBM Licensed Programs and lor the License Agreement for IBM Program 

Products_ A copyright notice is included in these machine-readable copies as 

described in the Copyright instructions distributed by IBM, a!,d must be 

reproduced in all copies authorized by the Agreement. G 120-2481-1 

Figure 29-3. Duplicate Program Diskette Label 

11. ATTACH ONE OF THESE LABELS TO THE 
DUPLICATED PROGRAM DISKETTE. WRITE THE 
SIX-DIGIT NAME OF THE PROGRAM DISKETTE AND THE 
YEAR IN THE SPACE PROVIDED ON THE LABEL. 

As part of your training package, you should have 
received a packet of PROGRAM DISKETTE 
(DU PLI CA TE) labels. 

These labels were designed to help you quickly 
distinguish duplicated program diskettes from daily 
work diskettes. 

12. ATTACH A PROGRAM DISKETTE (DUPLICATE) 
LABEL TO EACH DUPLICATED PROGRAM DISKETTE. 

13. FILL IN THE APPROPRIATE INFORMATION AS 
SHOWN ON THE NEXT PAGE: 
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PROGRAM DISKETTE (DUPLICATE)' 

Diskette Name 6 X X X X X Program Type: 
Date 0' /~I Textpack No. __ 4 ______ _ 
laM-supplied Personalized Vol. Q/ of_...::Q~3t--___ _ 
Defaults Defaults Feature Diskette Name _____ _ 

Languagepack Vol. __ of ____ _ 
Comments ________________________________________ __ 

Form No. S544-2016-0 

Duplicating the Vol. 02 
Program Diskette 

} 

Figure 29-4. Program Diskette (Duplicate) Label 

The information on these labels helps you to quickly 
identify program diskettes containing certain 
functions. 

, 
For more information regarding the importance of 
diskette labeling, refer to the "Program Diskette 
Procedures" chapter of the Work Station Procedures 
Guide. 

14. INSERT THE VOL. 02 PROGRAM DISKETTE INTO 
THE LEFT SLOT OF THE DISKETTE UNIT. 

15. INSERT YOUR SECOND WORK DISKETTE INTO THE 
RIGHT SLOT OF THE DISKETTE UNIT. 

16. CHOOSE THE DUPLICATE PROGRAM DISKETTE 
TASK IN THE TEXTPACK PROGRAM DiSkETTE TASKS 
MENU. 

The DUPLICATE PROGRAM DISKETTE menu appears. 

17. WHEN THE PROMPT Type,! D letter to choose ITEM; 
press ENTER APPEARS, PRESS ENTER. 
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Duplicating the Vol. 03 
Program Diskette 
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18. WHEN YOU SEE THE PROMPT Contents of 'To 
Diskette' will be deleted. Press ENTER to continue or 
press END, PRESS ENTER TO START DUPLICATION. 

Again, you will see a message when duplication is 
completed. 

19. REMOVE THE VOL. 02 PROGRAM DISKETTES FROM 
THE DISKETTE UNIT. ATTACH THE SAME LABELS AS 
DIRECTED IN STEP'S 11 AND 12. 

20. INSERT THE VOL. 03 PROGRAM DISKETTE INTO 
THE LEFT SLOT OF THE DISKETTE UNIT. 

21. INSERT YOUR THIRD WORK DISKETTE INTO THE 
RIGHT SLOT OF THE DISKETTE UNIT. 

22. CHOOSE THE DUPLICATE PROGRAM DISKETTE 
TASK IN THE TEXTPACK PROGRAM DISKETTE TASKS 
MENU. 

The DUPLICATE PROGRAM DISKETTE menu appears. 

23. WHEN THE PROMPT Type ID letter to choose ITEM; 
press ENTER APPEARS, PRESS ENTER. 

24. WHEN YOU SEE THE PROMPT Contents of 'To 
Diskette' will be deleted. Press ENTER to continue or 
press END, PRESS ENTER TO START DUPLICATION. 

Again, you will see a message when duplication is 
completed. 

25. REMOVE THE VOL. 03 PROGRAM DISKETTES FROM 
THE DISKETTE UNIT. ATTACH THE SAME LABELS AS 
DIRECTED IN STEPS 11 AND 12. 

You have just finished the duplication process for 
your three program diskettes. 



TNL SN44-2076 (20 August 1982) to S544-2035-0 

26. STORE THE ORIGINAL PROGRAM DISKETTES IN A 
SAFE PLACE. USE THE DUPLICATED COPIES WHEN YOU 
BEGIN DOING DAILY WORK. 

ADDITIONAL INFORMATION 

Duplicate Program Diskettes 
for Training 

You have just 
duplicate copies 
backup pu rposes. 

completed 
of your 

the steps for rna ki ng 
program diskettes for 

I BM recommends you make a duplicate set of the 
program diskettes to be stored with the training 
materials. 

To do this, you will need three more work diskettes 
which have been initialized and named. Then, repeat 
the steps fou n din th i s section. 

When finished, store this duplicate set of program 
diskettes with the Operator Training Book 1--Basic 
Topics. 

Note: If another operator has been trained on the 
IBM Displaywriter before you, this may have been 
done a I ready. 

Erasing Old Program Diskettes 

Periodically, I BM will send you new program 
diskettes to replace the ones you are currently 
using. Refer to the topic "Duplicating Your 
Personalized Defaults to a New Program Diskette" for 
more information. 

The original old program diskettes (with the blue 
striped labels) may be retu rned to the I BM Program 
I nformation Department in the mailers that come with 
the new program diskettes. A Program Directory also 
accompanies these diskettes. Refer to the appropriate 
page within the directory for specific mailing 
instructions. 
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Duplicate copies of old program diskettes can be 
erased and reused as work diskettes when the new 
program diskettes are received from IBM. Refer to 
"Erase Program Diskette Task" in the "Quick 
Reference" section of the Reference Guide. " 

You have completed th is topic. Choose the next topic from 
your Training Checklist. 

29-16 



Topic 30. Changing Your Program Diskette to Match 
Your Printer Elements and Keyboard Numbers 

Typestyle Number 

Keyboard Number 

When your Vol. 01 program diskette arrives sent from 
I BM, it contains a set of IBM-supplied defaults. Two 
of these defaults are Typestyle Number and Keyboard 
Number. 

The typestyle number tells you two things: the 
typestyle name and the pitch used to type and print 
the document. "Pitch" refers to the number of 
characters per inch (10 or 12 characters per inch). 

In the LINE FORMAT menu, the IBM-supplied default 
for typestyle is Typestyle Number 86. This number 
identifies Prestige Elite, a typestyle that prints 12 
cha racters per inch. 

During printing, you need the matching printer 
element with the correct part number (in this case 
Part Number 143.) You can see the part number by 
lifting up the Element Release Lever on the printer 
element. 

Pitch Indicator -----r-r1! ,~~ 

Element Release Lever 
(raised position) 

---: ..... --_Typestyle Name 

Part Number 

Figure 30-1. Printer Element 

The program 
Keyboard 

dis kette 
Number 

also 
for 

assumes 
your 

a default 
printer 

Printer Elements and Keyboard Numbers 30-1 



Your Printer Elements 

element--Keyboard 2. The keyboard number tells 
you what cha racters appea r on each pri nter el ement. 

For you r own documents, you may have ordered a 
printer element with a different typestyle name and 
number, pitch, part number, and keyboard number. 

If so, you should change the typestyle number on the 
Vol. 01 program diskette to match that of the primary 
printer element you will be using. You also may need 
to add a keyboard number to the WORK STATION 
DESeRI PTION menu on the program diskette. 

It is especially important to change the typestyle 
number and add keyboard numbers to your program 
diskette for three reasons: 

1. If your primary printer element is a pica 
typestyle (10 characters per inch or la-pitch), 
you must change your program diskette to reflect 
a la-pitch typestyle number. If you do not, your 
documents will not print correctly. 

Printing a document using a la-pitch printer 
element when the program diskette default 
assumes a 12-pitch default causes the characters 
to print too close together. 

2. The typestyle number and keyboard number 
defaults should be changed to display the proper 
printer element messages at print time. 

3. Keyboard numbers may need to be added to print 
the desired characters. This will be further 
explained later in this topic. 

Using Additional Printer Elements 

30-2 

For you r own work, you may need to use other 
printer elements besides your primary printer 
element. For example, you also may want to: 

• Type all or part of a document in a different 
typestyl e a ndl 0 r key boa rd 

• Type special symbols or characters that are not 
found on your primary printer element 



• Use an Accounting or Legal keyboard printer 
element 

• Type in a foreign language 

In this topic, you will learn how to change your 
program diskette to reflect the typestyle number of 
your primary printer element and how to add 
additional keyboard numbers to your program 
diskette if necessary. 

Before you do this, you should understand how your 
keyboard module relates to your printer elements. 
You also need to learn how to determine what 
numbers should be added to your program diskette. 

This topic is divided into four parts: 

Part I 
Understanding the Relationship between the 
Keyboard Module and the Printer Element 

Part II 
Determining Your Typestyle and Keyboard Numbers 

Part III 
Changing the Typestyle Number Default and Adding 
Alternate Keyboard Numbers to the Program Diskette 

Part IV 
Creating a Document in an Alternate Keyboard 

Before starting this topic, you should complete: 

1. All Basic Topics 

2. Topic 29. Duplicating the Program Diskettes 

Remember, you must have a Vol. 01 prog ram dis kette 
which contains the IBM-supplied defaults for all the 
other training topics. 
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PART I - UNDERSTANDING THE 
RELATIONSHIP BETWEEN THE 
KEYBOARD MODULE AND THE 
PRINTER ELEMENT 

30-4 

Keyboard 1 is your home keyboard. It matches the 
characters you see on the keys on your keyboard 
module. Keyboard 1 may contain 92 or 96 characters. 

Look at the example below and compare it to your own 
keyboard module. 

Figure 30-2. Keyboard 1 

Look at the additional characters which are in boxes 
to see how many of these characters are on your own 
keyboard module. 

• If you have two additional keys (see 1 and 2 
above), you have a 92-cha racter keyboa rd. 

• If you have four additional keys (see 1, 2, 3 and 
4 above), you have a 96-cha racter keyboa rd. 

The printer assumes an 88-character keyboard. See 
the following example. Note that 'Keyboard 2 is the 
same keyboard as Keyboard 1, except that it does not 
have the additional keys. 



88--Character Keyboard 

Fig u re 30-3. Keyboa rd 2 

The printer elements you use to print your 
documents have on Iy 88 cha racters. Whether you 
have a 92- or 96-character keyboard module, you 
have more characters on the keyboard than you have 
on any single printer element. 

Therefore, you will have to use more than one 
printer element to print all the characters on your 
keyboard module. As a result, you need to know 
which additional characters are present on each of 
your printer elements so that you will know what 
characters you can and cannot type. 

These cha racters may va ry from element to element. 
The difference between additional cha racters on one 
element and additional characters on another 
elemental reflects a difference in the Keyboard 
Number of each element. 

To properly print your documents, you must add the 
keyboard number of all the elements you will be using 
to your Vol. 01 program diskette. You do not need to 
add Keyboard 2 because it is the printer default. 

If you do not add any additional (alternate) keyboard 
numbers to your program diskette, characters may 
pr'int differently from what you expect. 
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CJ~mm~CD0r;-vnmf-lCJ 'WWUW6UWWWU~ 

G00080J8800CD 
88000808800 
0088008000 

Figure 30-4. Keyboard 2 

Notice that in the following example, a Keyboard 2 
printer element contains an exclamation mark ( ! ) 
over the number 1 as well as the fractions X ' X on 
the key next to the letter P. Other pri nter elements 
have different characters in these same key 
positions. 

] 1 ~ Y2 ~ ~ 
Keyboard Character Sets for 
Number 1 Key Fraction Key 2 Key 

2 (! 1) (~YL) (@2) 

3 (± 1) (~YL) (@2) 

4 ([ ]) (0 !) (@2) 

5 (± 1) (0 !) (@2) 
6 (Legal) ([ ]) (g !) (~ 2) 
7 (Legal) (0 1) ([ ]) (~ 2) 
8 (Legal) (0 1) (~Y2) (~ 2) 

Figure 30-5. Keyboa rd Cha racters 

Look at the example again to see the different 
cha racters that appea r on each key, dependi ng on 
what keyboard number the printer element is. 
Keyboard 6, for instance, contains brackets on the 
number 1 key position. 

When you want to print a character that is not on an 
88-character Keyboard 2 printer element, you press 
the KYB CHG key and change to a keyboard number 



for another printer element. You will learn how to do 
this in Part IV of this topic. 

Now that you know the relationship between the 
keyboard module and the printer element, jt is time 
to determine the typestyle and keyboard numbers for 
each of the printer elements you will be using. 
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PART II - DETERMINING TYPESTYLE 
AND KEYBOARD NUMBERS 
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1. GATHER EACH PRINTER ELEMENT YOU WANT TO 
USE. DECIDE WHICH PRINTER ELEMENT WILL BE 
YOUR PRIMARY ELEMENT, THE ONE YOU WILL USE 
MOST OFTEN. 

The typestyle number for this printer element will 
become the Typestyle Number default on your Vol. 01 
program diskette. 

2. LOOK AT EACH OF YOUR ELEMENTS, AND MAKE A 
LIST OF THE TYPESTYLE NAME, PITCH, AND PART 
NUMBER. YOUtLL FIND A BLANK WORKSHEET LIKE 
THE ONE SHOWN BELOW AT THE END OF THIS 
TOPIC. 

Remember, you find the part number by lifting up 
the Element Release Lever. 

Typestyle Pitch Part Typestyle Keyboard 10 
Name Number Number Number 

,.£'~ 7.2 \ " 
/1) / If,2, 

,t:J~ 72 /0 027 
~~7;l. /0 0/7 

~AL<V~ /~ 11f.3 

.,lJ/UA/~ I:L 0-'19 
S.qmJJ. /0 O/;I 

-, 

Figure 30-6. Typestyle and Keyboard Worksheet 

3. TURN TO "APPENDIX A. IBM 5215 PRINTER 
ELEMENT DESCRIPTIONS" IN THE PRINTER GUIDE. 

You will be referring to this section throughout this 
topic and must use it to complete this topic. 



4. REFERRING TO "APPENDIX A" IN THE PRINTER 
GUIDE, WRITE DOWN THE TYPESTYLE ID NUMBER 
AND KEYBOARD 10 NUMBER FOR EACH PRINTER 
ELEMENT YOU WILL BE USING. 

Typestyle Pitch Part Typestyle Keyboard 10 
Name Number Number Number 

(~ 7,,2 .. /1) 1.!f,Z ,2,0 OO:l- ") 

~1~ It) O:L7 .,20 003 

,o~7",2 /0 0/7 ;to 006 

~~ /~ 143 8h OO.:L 

~[fdL, /.:l. ()19 8~ {)O~ 

s.:,,_/L&.~ /0 ot;/ - .:z.,tJO '~ .,...-., .. 
" 

Figure 30-7. Typestyle and Keyboard Worksheet 

5. CIRCLE THE TYPESTYLE 10 NUMBER OF YOUR 
PRIMARY PRINTER ELEMENT. 

Notice in the example that the typestyle number is 
the same for more than one element listed, but that 
the part number is different. The part number is 
very important because it indicates the keyboard 
number and typestyle name of the printer element. 

These part numbers direct you to the keyboard 
numbers to add to the WORK STATION DESCRIPTION 
menu on your Vol. 01 program diskette. 

I n the example above, if Pica 72 were you r prima ry 
printer element, you would: 

• Change to Typestyle Number 20 in the LI NE 
FORMAT menu of the program diskette 

• Add Keyboards 3, 6, and 200 to the WORK 
STATION DESCRIPTION menu 

MAKE SURE YOU HAVE COMPLETED STEPS 1 THROUGH 
5 FOR YOUR OWN PRINTER ELEMENTS BEFORE 
CONTINUING THIS TOPIC. 
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PART III - CHANGING THE TYPESTYLE 
NUMBER DEFAULT AND ADDING 
ALTERNATE KEYBOARD NUMBERS 
TO YOUR PROGRAM DISKETTE 

30-10 

After you have determined your own printer element 
typestyle and keyboa rd numbers, the next step is to 
change your Vol. 01 program diskette. You will 
change both the Document Format and the Alternate 
Format. 

FOLLOW THE STEPS BELOW TO CHANGE YOUR 
TYPESTYLE NUMBER DEFAULT: 

1. INSERT YOUR VOL. 01 PROGRAM DISKETTE. 

2. CHOOSE THE ITEM IN THE TASK SELECTION MENU 
FOR PROGRAM DISKETTE TASKS. 

The PROGRAM DISKETTE TASKS menu appears. 

3. CHOOSE THE ITEM IN THE PROGRAM DISKETTE 
TASKS MENU TO CHANGE THE DOCUMENT FORMAT 
DEFAUL TS. 

The FORMAT SELECTION menu appears. 

4. CHOOSE THE ITEM IN THE FORMAT SELECTION 
MENU TO CHANGE THE LINE FORMAT. 

The LI NE FORMAT menu appears. 

5. CHOOSE THE ITEM IN THE LINE FORMAT MENU TO 
CHANGE THE TYPESTYLE NUMBER. 

6. WHEN THE PROMPT Type YOUR CHOICE; press 
ENTER APPEARS, TYPE THE NUMBER OF THE 
TYPESTYLE YOU WANT FOR YOUR PRIMARY 
PRINTER ELEMENT, THEN PRESS ENTER. 
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7. PRESS ENTER TO RETURN TO THE FORMAT 
SELECTION MENU. 

8. PRESS ENTER TO RETURN TO THE TEXTPACI( 
PROGRAM DISKETTE TASKS MENU. 

9. CHOOSE THE ITEM IN THE TEXTPACK PROGRAM 
DISKETTE TASKS MENU TO CHANGE THE 
ALTERNATE FORMAT. 

The FORMAT SELECTION menu appears. 

10. REPEAT STEPS 4 THROUGH 3. 

If all the printer elements you have chosen to use are 
Keyboard 2 printer elements, you do not need to 
complete the remainder of this topic. You can now 
use your Vol. 01 program diskette to do real work. 
The necessary default for Typestyle Number has 
been changed. 

If you choose to use any printer elements other than 
Keyboa rd 2 elements, you need to add these 
additional keyboard numbers to the WORK STATION 
DESCRI PTION menu on the program diskette. These. 
additional keyboard numbers are referred to as 
"alternate" keyboards. 

ADDING ALTERNATE KEYBOARD NUMBERS 
TO THE PROGRAM DISKETTE 

CHOOSE THE ITEM IN THE TEXTPACK PROGRAM 
DISKETTE TASKS MENU TO CHANGE THE WORK 
STATION DESCRIPTION. 

The WORK STATION DESCRIPTION menu appears .. 

TAKE A MOMENT TO LOOK AT THIS MENU. 

You can add up to five alternate keyboard numbers 
to your program diskette in any order. 
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CHOOSE THE ITEM FOR THE FIRST ALTERNATE 
KEYBOARD. 

REFERRING TO YOUR OWN LIST, TYPE THE NUMBER OF 
THE FIRST ALTERNATE KEYBOARD NUMBER YOU 
WANT, THEN PRESS ENTER. 

FOLLOW THE SAME PROCEDURE FOR EACH ADDITIONAL 
KEYBOARD NUMBER YOU NEED TO ADD, CHOOSING A 
DIFFERENT ALTERNATE KEYBOARD (FOR EXAMPLE, 
SECOND, THIRD, AND SO ON) EACH TIME. 

Using An Alternate Keyboard 
As Your Active Keyboard 

30-12' 

You may do most of your work using an alternate 
keyboard. If so, you can change the default so that 
this keyboard will be ready to use whenever the 
program diskette is loaded. 

CHOOSE THE ITEM FOR ENGRAVED KEYBOARD. 

When the prompt Type YOUR CHOICE; press ENTER 
appears, 

TYPE THE CHOICE FOR AFTER FIFTH ALTERNATE. 

WHEN FINISHED, PRESS ENTER TO RETURN TO THE 
TEXTPACK PROGRAM DISKETTE TASKS MENU. 

You now have changed the necessary defaults for 
keyboard numbers and are ready to do your own 
work. 

CHOOSE THE ITEM TO GO TO THE TASK SELECTION 
MENU. 

The system automatically loads the new defaults. 
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PART IV - CREATING A DOCUMENT 
USING ALTERNATE KEYBOARDS 

Situation 1 

You may decide to type all or part of a document in 
an alternate keyboard. To type the document in an 
alternate keyboard, you press the CODE + KYB CHG 
at the point where you want to type in an alternate 
keyboard. This may be at the start of a document or 
within a document. 

Note: If you changed the Engraved Keyboard default 
on your Vol. 01 Program Diskette, the first keyboard 
you chose as an alternate is ready to use when you 
start the document. 

The prompt Type new keyboard number; press 
ENTER appears. You type the number of the 
keyboard you wish to use, and then press ENTER. 

Remember, you ca n choose on Iy key boa rd numbers 
that are included on your Vol. 01 program diskette. 

If necessary, refer to "Appendix C. Keyboard 
Arrangements" in the Reference Guide which shows 
you where all the alpha, numeric, and special 
characters are located in all keyboard numbers. Look 
at the chart to determine what key to press on your 
own keyboard module. 

You usually need to refer to these charts to use the 
symbol printer element, type in a foreign language, 
or locate a special character on another keyboard 
number. This is explained further in Situations 1 and 
2. 

Assume you want to type a total document in French, 
and you already have added Keyboard Number 32 to 
your WOR~ STATION DESCRIPTION menu. 

Before choosing Create Document in the TYPI NG 
TASKS menu, you press the KYB CHG key and 
answer the prompt by typing the number 32. You 
then refer to the French Keyboard Arrangement for 
Keyboard 32, and type the document in French. If 
this is the only document you are going to type in 
French, you press the KYB CHG key, and change 
back to your original keyboard number before 
pressing END to end the document. 
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Situation 2 

Situation '3 

30-14 

Assume you want to include a special symbol in the 
middle of your document. The symbol is on the 
symbol printer element. 

You type the document until you reach the point 
where you want the symbol to appear. You then 
press the KYB CHG key and type the keyboard 
number for the symbol printer element (200). Then 
you type the desired symbol(s), referring to the 
Symbol Keyboard Arrangement Chart. To return to 
your original keyboard number, you press the KYB 
CHG key and type the desired number. 

As stated in Part I, the keyboard module contain-s a 
92- or 96-character keyboard. However, each of the 
printer elements you use contains only 88 characters. 
You need to add Keyboard Numbers 3, 4, 6, and 200 
to the WORK STATION DESCRIPTION menu and have 
the corresponding printer elements in the same 
typestyle to correctly print all the characters on 
your home keyboard module: 

• A Keyboard 2 printer element can print all the 
alpha and numeric characters, plus the 
exclamation ma rk ( I ) and the ~ , % keys. 

• You need a Keyboard 3 printer element to print 
the plus or minus character ± . 

• You need a Keyboard 4 printer element to print 
the brackets [ ] and the degree 0 sign. 

• You need a Keyboard 6 for the paragraph , and 
the section sign § • 

• You need Keyboard 200 for the square ( 2) and 
the cube ( 3 ) sign. 

While you are creating the document, you do not need 
to refer to any Keyboard Arrangement since the 
characters are already shown on the keyboard module 
itself. You just press the desi red key. 
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or 

2. You I PL the system again. If the Engraved 
Keyboard default has not been changed, the 
home keyboard is active again. If the Engraved 
Keyboard default has been changed, the first 
keyboard you chose as an alternate is active. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Determine Typestyle and 
Keyboard Numbers 

A. Turn to "Appendix A. IBM 5215 Printer Element 
Descriptions" in the Printer Guide. 

B. Gather, each printer element you want to use. 
Select the primary printer element to become the 
Typestyle Number default on your Vol. 01 program 
diskette. 

C. Ma ke a list of the typestyle name, pitch, pa rt 
number, typestyle number, and keyboard number for 
each of your printer elements. 

D. Follow the steps on the next two pages to change 
your Vol. 01 program diskette accordingly. 

To Change the Program Diskette 
Default for Typestyle Number 

30-18 

A. Follow Steps A th rough C above. 

B. Insert the Vol. 01 program diskette and choose 
Program Diskette Tasks in the TASK SELECTION 
menu. 

C. Choose Change Document Format in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

D. Choose Change Line Formats in the FORMAT 
SELECTION menu. 

E. Choose Typestyle Number in the LI NE FORMAT 
menu. 

F. Type the number of the typestyle you want for 
you r prima"ry pri nter element. 

G. Press ENTER to retu rn to the FORMAT 
SELECTION menu. 

H. Press ENTER to return to the TEXTPACK 
PROGRAM DISKETTE TASKS menu. 

I. Choose Change Alternate Format in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 
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J. Follow Steps 0 through H again. 

K. If necessary, follow the steps below to add 
alternate keyboard numbers to the WORK STATION 
DESCRI PTION menu if any of your elements are in 
other than Keyboard 2. 

To Add Alternate Keyboards to 
the Work Station Description 
Menu 

Creating a Document in an 
Alternate Keyboard 

A. Insert your Vol. 01 program diskette. 

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

C. Choose Change Work Station Description in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

D. Choose the I D letter for the fi rst alternate 
keyboard in the WORK STATION DESCRIPTION 
menu. 

E. Type the number of the first alternate keyboard 
number you want to add. 

F. Follow the same procedu re for each additional 
keyboa rd number you need to add. 

G. When finished, press ENTER to return to the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

H. Select the ITEM to go to the TASK SELECTION 
menu. 

A. Make sure that the keyboard number you want to 
use is included as an alternate keyboard number on 
your Vol. 01 program diskette. You also need the 
corresponding printer element. 

B. If necessary, press CODE + KYB CHG at the 
point in the document where you want to type in an 
alternate keyboa rd. 

C. When the prompt Type new keyboard number; 
press ENTER appears, type the number of the 
keyboard in which you wish to type. 
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You also may need to change the typestyle 
number. 

D. If necessary, refer to "Appendix C. Keyboard 
Arrangements" in the Reference Guide. 

E. When you want to return to your home keyboard 
or the keyboard you originally started typing in, 
press the KYB CHG key again and type the desi red 
keyboa rd number. 

You also may need to change the typestyle 
number. 

To Print a Document Using a Printer 
Element Other Than Keyboard 2 

A. When you see the message Put on pri nter element 
(xxx yyy) (Typestyle number and Keyboard 
number), refer to "Appendix B. IBM 5215 Printer 
Message Descriptions"in the Reference Guide if you 
do not remember to wh ich element the message 
refers. 

B. Put on the appropriate printer element, and 
press START on the printer. 

To Print with the Current Element on 
Printer Rather Than the One the 
Message Specifies 

A. Press the REQST key and choose Continue 
printing with element now on printer. 

You have completed this topic. Choose another topic from your 
Training Checklist. 
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Typestyle Pitch Part Typestyle Keyboard 10 
Name Number Number Number 

Typestyle Pitch Part Typestyle Keyboard 10 
Name Number Number Number 

Typestyfe Pitch Part Typestyle Keyboard 10 
Name Number Number Number 

Figure 30-8. Blank Typestyle and Keyboard Worksheets 
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Topic 31. Changing Your Program Diskette to Match 
Your Printwheels and Keyboard Numbers 

Typestyle Number 

When your Vol. 01 program diskette arrives from 
IBM, it contains a set of IBM-supplied defaults. Two 
of these defaults are Typestyle Number and Keyboard 
Number. 

The typestyle number tells you two things: the 
typestyle name and the pitch used to type and print 
the document. Pitch refers to the n umber of 
characters per inch (10 or 12 characters per inch). 

In the LINE FORMAT menu, the IBM-supplied default 
for typestyle is Typestyle Number 86. This number 
identifies Prestige Elite, a typestyle which prints 12 
characters per inch. 

During printing, you need a matching printwheel in 
the correct typestyle and keyboard number; in this 
case Typestyle No. 086, Keyboard Number 001-008. 

Pitch _____ -jj~~~~~------~ 

Figure 31-1. Printwheel 
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Keyboard Number 

Your Printwheels 

31-2 

The program diskette also assumes a default 
Keyboard Number for your printwheel--Keyboard 1. 
The keyboard number tells you what characters 
appear on each printwheel. 

For you r own documents, you may have ordered a 
printwheel with a typestyle name and number, pitch, 
reorder number, and keyboa rd number. 

If so, you should change the typestyle number on the 
Vol. 01 program diskette to match that of the primary 
printwheel you will be using. You also may need to 
add a keyboard number to the WORK STATION 
OESeRI PTION menu on the program diskette. 

It is especially important to change the typestyle 
number and add keyboard numbers to your program 
diskette for th ree reasons. 

1. If your primary printwheel is a pica (lO-pitch) or 
proportional-spaced (PSM)' typestyle, you must 
change your program diskette to a 10-pitch or 
PSM typestyle number. If you do not, your 
documents do not print correctly. If you do not 
change the typestyle number on your program 
diskette, you will have to change the typestyle 
each time you type a document. 

Printing a document using a different 10-pitch 
printwheel when the default is 12-pitch causes 
the characters to print too close together. 

2. The typestyle number and keyboard number 
defaults should be changed to display proper 
printwheel messages during printing. 

3. Keyboard numbers may need to be added to print 
the desired characters. This will be further 
explained later in this topic. 



Using Additional Printwheels 

For you r own work, you may need to use other 
printwheels besides your primary printwheel. For 
example, you also may want to: 

• Type .all or part of a document in a different 
typestyle and/or keyboard 

• Type special symbols or cha racters that a re not 
found on you r primary printwheel 

• Use an Accounting or Legal keyboard printwheel 

• Type in a foreign language 

In this topic, you will learn how to change your Vol. 
01 program diskette to reflect the typestyle number 
of your primary printwheel, and how to add 
additional keyboard numbers to your program 
diskette if necessary. 

This topic is divided into three parts: 

Part I 
Determining Your Typestyle and Keyboard Numbers 

Part II 
Changing the Typestyle Number Default and Adding 
Alternate Keyboard Numbers to the Program Diskette 

Part III 
Creating a Document in an Alternate Keyboard 

Before starting this topic, you should complete: 

1. All Basic Topics 

2. Topic 29. Duplicating the Program Diskettes 

Remember, you must have a Vol. 01 program diskette 
which contains the 18M-supplied defaults for all the 
other training topics. 
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PART I - DETERMINING TYPESTYLE 
AND KEYBOARD NUMBERS 

31-4 

1. GATHER EACH PRINTWHEEL YOU WANT TO USE. 
DECIDE WHICH PRINTWHEEL WILL BE YOUR 
PRIMARY PRINTWHEEL, THE ONE YOU WILL USE 
MOST OFTEN. 

The typestyle number for this printwheel will become 
the Typestyle Number default on your Vol. 01 
program diskette. 

2. LOOK AT THE TOP OF EACH PRINTWHEEL 

Typestyle 
Name 

CARTRIDGE, AND MAKE A LIST OF TYPESTYLE 
NAME AND NUMBER, PITCH, KEYBOARD ID 
NUMBER, AND REORDER NUMBER. YOU'LL FIND A 
BLANK WORKSHEET LIKE THE ONE SHOWN BELOW 
AT THE END OF THIS TOPIC. 

Typestyle 
Number 

Pitch Keyboard 10 
Number 

I 

Re-order 
Number 

Figure 31-2. Typestyle and Keyboard Worksheet 

Notice that in the example above, the typestyle 
number and name are the same for more than one 
printwheel listed, but that the keyboard numbers are 
different. 

The keyboard numbers determine what numbers you 
should add to the WORK STATION DESeRI PTION 
menu on your Vol. 01 program diskette. 



In the previous example, if Courier 10 were your 
primary printwheel, you would: 

• Change to Typestyle Number 11 in the LINE 
FORMAT menu of the program diskette. 

• Add Keyboards 31 and 201 to the WORK STATION 
OESCRI PTION menu. 

Courier 10, Keyboard 31, represents a French 
keyboa rd pri ntwheel. 

Keyboard 201 represents a symbol printwheel. 

MAKE SURE YOU HAVE COMPLETED STEPS 1 AND 2 FOR 
YOUR OWN PRINTWHEELS BEFORE CONTINUING WITH 
THIS TOPIC. 
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PART II - CHANGING THE TYPESTYLE 
NUMBER DEFAULT AND ADDING 
ALTERNATE KEYBOARD NUMBERS 
TO YOUR PROGRAM DISKETTE 

31-6 

After you have determined you r own printwheel 
typestyle and keyboard numbers, the next step is to 
change your Vol. 01 program diskette. You will 
change both the Document Format and the Alternate 
Format. 

FOLLOW THE STEPS BELOW TO CHANGE YOUR 
TYPESTYLE NUMBER DEFAULT: 

1. INSERT YOUR VOL. 01 PROGRAM DISKETTE. 

2. CHOOSE THE ITEM IN THE TASK SELECTION MENU 
FOR PROGRAM DISKETTE TASKS. 

The PROGRAM DISKETTE TASKS menu appears. 

3. CHOOSE THE ITEM IN THE PROGRAM DISKETTE 
TASKS MENU TO CHANGE THE DOCUMENT FORMAT 
DEFAUL TS. 

The FORMAT SELECTION menu appears. 

4. CHOOSE THE ITEM IN THE FORMAT SELECTION 
MENU TO CHANGE THE LINE FORMAT. 

The LINE FORMAT menu appears. 

5. CHOOSE THE ITEM IN THE LINE FORMAT MENU TO 
CHANGE THE TYPESTYLE NUMBER. 

6. WHEN THE PROMPT Type YOUR CHOICE; press 
ENTER APPEARS, TYPE THE NUMBER OF THE 
TYPESTYLE YOU WANT FOR YOUR PRIMARY 
PRINTWHEEL, THEN PRESS ENTER. 

7. PRESS ENTER TO RETURN TO THE FORMAT 
SELECTION MENU. 
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8. PRESS ENTER TO RETURN TO THE TEXTPACK 
PROGRAM DISKETTE TASKS MENU. 

9. CHOOSE THE ITEM IN THE TEXTPACK PROGRAM 
DISKETTE TASKS MENU TO CHANGE THE 
ALTERNATE FORMAT. 

The FORMAT SELECTION menu appears. 

10. REPEAT STEPS 4 THROUGH 8. 

I f a II the p ri ntwheel s you have chosen to use are 
Keyboard 1, 001-008 printwheels, you do not need to 
complete the remainder of this topic. You can now 
use your Vol. 01 program diskette to do real work. 
The default for Typestyle Number has been changed. 

If you choose to use any of the printwheels other 
than for Keyboard 1, you need to add these 
additional keyboard numbers to the WORK STATION 
DESCRI PTION menu on the program diskette. These 
additional keyboard numbers are referred to as 
"alternate" keyboards. 

ADDING ALTERNATE KEYBOARD NUMBERS 
TO YOUR PROGRAM DISKETTE 

To print your documents properly, you must add any 
keyboard numbers other than 001-008, which is the 
system default, to the Vol. 01 program diskette. 

CHOOSE THE ITEM IN THE TEXTPACK PROGRAM 
DISKETTE TASKS MENU TO CHANGE THE WORK 
STATION DESCRIPTION. 

The WORK STATION DESCRIPTION menu appears. 

TAKE A MOMENT TO LOOK AT THIS MENU. 

You can add up to five alternate keyboard numbers 
to your program diskette in any order. 

CHOOSE THE ITEM FOR THE FIRST ALTERNATE 
KEYBOARD. 
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REFERRING TO YOUR OWN LIST, TYPE THE NUMBER OF 
THE FIRST ALTERNATE KEYBOARD NUMBER YOU 
WANT, THEN PRESS ENTER. 

FOLLOW THE SAME PROCEDURE FOR EACH ADDITIONAL 
KEYBOARD NUMBER YOU NEED TO ADD,CHOOSING A 
DIFFERENT ALTERNATE KEYBOARD (FOR EXAMPLE, 
SECOND, THIRD, AND SO ON) EACH TIME. 

Using An Alternate Keyboard 
As Your Active Keyboard 

31-8 

You may do most of your work using an alternate 
keyboard. If so, you can change the default so that 
this keyboard will be ready to use whenever the 
program diskette is loaded. 

CHOOSE THE ITEM FOR ENGRAVED KEYBOARD. 

When the prompt Type YOUR CHOICE; press ENTER 
appears, 

TYPE THE CHOICE FOR AFTER FIFTH ALTERNATE. 

WHEN FINISHED, PRESS ENTER TO RETURN TO THE 
TEXTPACK PROGRAM DISKETTE TASKS MENU. 

You now have changed the necessary defaults for 
keyboard numbers and are ready to do your own 
work. 

CHOOSE THE ITEM TO RETURN TO THE TASK 
SELECTION MENU. STEM 

The system a utomatica!ly loads the new defa u Its. 
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PART III - CREATING A DOCUMENT 
USING ALTERNATE KEYBOARDS 

Situation 1 

You may decide to type all or part of a document in 
an alternate keyboard. To, type the document in an 
alternate keyboard, you press KYB CHG (CODE + 
PRI NT) at the point where you want to type in an 
alternate keyboard. This may be at the start of a 
document or with ina document. 

Note: If you changed the Engraved Keyboard default 
on your Vol. 01 Program Diskette, the first keyboard 
you chose as an alternate is ready to use when you 
sta rt the document. 

The prompt Type new keyboard number; press 
ENTER appears. You type the number of the 
keyboard ,you wish to use, and then press ENTER. 

Remember, you can choose only keyboard numbers 
that are included on your Vol. 01 program diskette. 

If necessary, refer to "Appendix C. Keyboard 
Arrangements" in the Reference Guide which shows 
you where all the alpha, numeric, and special 
characters are located in all keyboard numbers. Look 
at the chart to determine what key to press on your 
keyboard module. 

You usually need to refer to these charts to use the 
symbol printer element, type in a foreign language, 
or locate a special character from another keyboard 
number. This is explained further in Situations 1 and 
2. 

Assume you want to type a total document in French, 
and you already have added Keyboard Number 31 to 
your WORK STATION DESCRIPTION menu. 

Before choosing Create Document in the TYPING 
TASKS menu, you press KYB CHG and answer the 
prompt by typi ng the number 31. You then refer to 
the French Keyboard Arrangement for Keyboard 31, 
and type the document in French. If this is the only 
document you are going to type in French, you press 
KYB CHG, and change back to your original 
keyboard number before pressing END to end the 
document. 
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Situation 2 

Assume you want to include a special symbol in the 
middle of you r document. The symbol is on the 
symbol printwheel. 

You type the document until you reach the point 
where you want the symbol to appear. You then 
press KYB CHG and type the keyboard number for 
the symbol printwheel (201). Then type the desired 
symbol(s), referring to the Symbol Keyboard 
Arrangement Chart. To return to your original 
keyboard number, you press KYB CHG and type the 
desired number. 

PRINTING A DOCUMENT USING 
ALTERNATE KEYBOARDS 

31-10 

During printing, the Displaywriter remembers that 
you have changed to an alternate keyboard. At the 
point in the document when a character from the 
alternate keyboard printwheel is needed, printing 
stops and the display shows a message which tells 
you which printwheel to load. For example: 

Put on printer element 011 031. 

This message tells you to load a Typestyle Number 11 
(Courier), keyboard 031 (French) printwheel. 

Note: If you do not put on the specified printwheel, 
the document pri nts incorrect cha racters. 

After you put on the specified printwheel and press 
START on the printer, the Displaywriter continues to 
print with this printwheel until it finds a character 
that is not on this printwheel. Then printing stops 
and a message tells you to put on your original 
p ri ntwheel or a different p ri ntwheel, wh ichever is 
appropriate. 



ADDITIONAL INFORMATION 

Rough Draft Printing 
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Sometimes when you are creating a rough draft, you 
may not want to take the time to change printwheels. 
When you see a message to put on a different 
printwheel, you may press the REQST key and 
.choose Continue Printing With Element Now On 
Printer in the TEXTPACK REQUEST TASKS menu. 
The remainder of the document prints with the 
current printwheel, using an underline for all 
subsequent characters not on the current printwheel. 

Keyboard N umber Change/Typestyle 
Number Change 

Returning to Your Original 
Keyboard Number/Another 
Keyboard Number 

Sometimes when you change the keyboard number, 
you also need to make a typestyle change. The 
printwheel you use to print your document may use a 
different typestyle number' as well as a different 
keyboard number. 

Once you have made a keyboard number change in a 
document, the Displaywriter remains in that keyboard 
number until: 

1. You press KYB CHG and return to your original 
"home" keyboard number or another keyboard 
number. 

or 

2. You I PL the system again. If the Engraved 
Keyboard default has not been changed, the 
home keyboard is active again. If the Engraved 
Keyboard default has been changed, the first 
keyboard you chose as an alternate is active. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Determine Typestyle and 
Keyboard Numbers 

A. Gather each printwheel you want to use. Select 
the primary printwheel to become the Typestyle 
Number default on your Vol. 01 program diskette. 

B. Ma ke a I ist of the typestyle number, typestyle 
name, and keyboard number for each of your 
printwheels. 

C. Follow the steps on the next two pages to change 
your Vol. 01 program diskette accordingly. 

To Change the Program Diskette 
Defa u It for Typestyle Number 

31-12 

A. Follow Steps A and B above. 

B. I nsert the Vol. 01 program diskette and choose 
Program Diskette Tasks in the TASK SELECTION 
menu. 

C. Choose Change Document Format in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

D. Choose Change Line Formats in the FORMAT 
SELECTION menu. 

E. Choose Typestyle Number in the LIN E FO RMA T 
menu. 

F. Type the n umber of the typestyle you want for 
your primary printwheel. 

G. Press ENTER to retu rn to the FORMA T 
SELECTION menu. 
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H. Press ENTER to return to the TEXTPACK 
PROGRAM DISKETTE TASKS menu. 

I. Choose Change Alternate Format in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

J. Repeat Steps D th rough H. 

K. If necessa ry, follow the steps on the next page 
to add alternate keyboard numbers to the WORK 
STATION DESCRIPTION menu if any of your 
printwheels are other than Keyboards 001-008. 

To Add Alternate Keyboards to the 
Work Station Description Menu 

Creating a Document in an 
Alternate Keyboard 

A. Insert your Vol. 01 program diskette. 

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

C. Choose Change Work Station Description in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

D. Choose the I D letter for the fi rst alternate 
keyboard in the WORK STATION DESCRIPTION 
menu. 

E. Type the number of the first alternate keyboard 
number you want to add. 

F. Follow the same procedu re for each additional 
keyboard number you need to add. 

G. When finished, press ENTER to return to the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

H. Choose the item to go to the TASK SELECTION 
menu. 

A. Make sure that the keyboard number you want to 
use is included as an alternate keyboard number on 
your Vol. 01 program diskette. You also need the 
corresponding printwheel. 

Printwheels and Keyboard Numbers 31-13 



TNL SN44-2095 (22 April 1983) to S544-2035-0 

B. If necessary, press CODE + KYB CHG at the 
point in the document where you want to type in an 
alternate keyboard. 

C. When the prompt Type new keyboard number; 
press ENTER appears, type the number of the 
keyboard in which you wish to type. 

You also may need to change the typestyle 
number. 

D. If necessary, refer to the appropriate Keyboard 
Arrangement Chart in "Appendix C" of the Reference 
Guide. 

E. When you want to retu rn to you rhome key boa rd 
or the keyboard you originally started typing in, 
press KYB CHG again and type the desired keyboard 
number. 

You also may need to change the typestyle 
number. 

To Print a Document Using a Printwheel 
Other Than Keyboard 1 

A. When you see the message Put on printer element 
(xxx yyy) (Typestyle number and Keyboard 
number), refer to "Appendix F" in the Printer Guide 
if you do not remember to which printwheel the 
message refers. 

B. Put on the appropriate printwheel, and press 
START on the printer. 

To Print with the Current Printwheel 
on Printer Rather Than the One 
Message Specifies 

A. Press REQST, and choose Continue Printing 
With Element Now On Printer. 

You have completed this topic. Choose another topic from your 
Training Checklist. 
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Typestyle Typestyle 
Pitch Keyboard 10 Re-order 

Name Number Number Number 

Typestyle Typestyle 
Pitch 

Keyboard 10 Re-order 
Name Number Number Number 

Typestyle Typestyle 
Pitch 

Keyboard 10 Re-order 
Name Number Number Number 

Figu re 31-3. Blan k Typestyle and Keyboa rd Worksheets 
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Topic 32. Changing the Program Diskette to Create 
Documents with Auto Carrier Return Off 

During your training thus far, you have been typing 
your documents using Auto Carrier Return On. While 
you type, the cursor automatically returns tOthe left 
margin when you type the first printing character 
after the right margin setting. 

You also have learned that you can turn Auto Carrier 
Retu rn Off tempora ri Iy with ina document by 
choosing Adjust Line Endings No in the LINE 
FO RMA T men u . Wh en you do th 15, you (not the 
system) type a carrier return where you want to end 
each line, just as you do on a regular typewriter; 
and similar to a regular typewriter, the system beeps 
to indicate that you are approaching the right margin 
setting. . 

There is a second way you can turn Auto Carrier 
Return Off. You also may change the Auto Carrier 
Return/Auto Adjust default in the WORK STATION 
DEseRI PTION menu, a Program Diskette Task. When 
you change th~ program diskette, Auto Carrier 
Retu rn/ Auto Line Adjust· is Off for all documents you 
create. 

Before starting this topic, you should complete: 

1. All Basic Topics 

2. Topic 3. Creating a Multi-page Document 

3. Topic 29. Duplicating the Program Diskettes 

Before continuing with this topic, make sure that you 
have made a duplicate copy of your Vol. 01 program 
diskette (in addition to the one that you normally 
store with your training materials). Remember, you 
must have a program diskette which contains the 
I BM-supplied defaults for all the other training 
topics. . 
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CHANGING THE PROGRAM DISKETTE 
TO AUTO CARRIER RETURN OFF 

32-2 

INSERT THE PROG~AM DISKETTE YOU DUPLICATED 
FOR THIS TOPIC. 

CHOOSE PROGRAM DISKETTE TASKS IN THE TASK 
SELECTION MENU. 

CHOOSE THE ITEM IN THE PROGRAM DISKETTE TASKS 
MENU TO CHANGE THE WORK STATION DESCRIPTION. 

Take a moment to look over the WORK STATION 
DESCRI PTION menu. 

CHOOSE THE ITEM IN THE WORK STATION 
DESCRIPTION MENU FOR AUTO CARRIER 
RETURN/AUTO ADJUST. 

TYPE THE NUMBER FROM THE POSSIBLE CHOICES 
COLUMN FOR OFF. 

When you change Auto Carrier Return/Auto Adjust to 
Off, you also should change two other items in this 
menu. You should change Required Carrier Returns 
to Coded and Required Hyphens to Coded. 

CHOOSE THE ITEM IN THE WORK STATION 
DESCRIPTION MENU FOR REQUIRED CARRIER RETURN. 

TYPE THE NUMBER FROM THE POSSIBLE CHOICES 
COLUMN FOR CODED. 

CHOOSE THE ITEM IN THE WORK STATION 
DESCRIPTION MENU FOR REQUIRED HYPHEN. 

CHOOSE THE NUMBER FROM THE POSSIBLE CHOICES 
COLUMN FOR CODED. 

PRESS ENTER TO RETURN TO THE PROGRAM DISKETTE 
TASKS MENU. 
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CHOOSE THE ITEM TO GO TO THE TASK SELECTION 
MENU. THE SYSTEM AUTOMATICALLY LOADS THE NEW 
DEFAUL TS. 

CREATING A DOCUMENT WITH AUTO 
CARRIER RETURN OFF 

INSERT THE VOL. 01 PROGRAM DISKETTE CONTAINING 
AUTO CARRIER RETURN OFF AS THE DEFAULT. 

CHOOSE THE ITEM IN THE TASK SELECTION MENU FOR 
TYPING TASKS. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: Auto Ca rrier Retu rn 
Diskette name: TRAIN 

You type the text for your documents the same way 
you do on a regular typewriter. However, when you 
use Auto Carrier Return Off, you need to foillow four 
typing rules. -

Rule 1-Using Required Carrier 
Returns for Short Lines 

When you type short lines that will begin at the left 
margin and end with a single carrier return, you 
must type a Required Carrier Return. 

To type a Required Carrier Return, you press CODE 
+ REQUIRED RET. 

When you type a Required Carrier Return, you 
indicate that you always want to insert a carrier 
return at that point in ,the document. The line 
endings should never be rearranged if the document 
is paginated or revised. 
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For example, if you typed the inside address of a 
letter using regular carrier returns, during revision 
it would print like the following: 

Mr. James R. Randall, Jr. Randall & Stallings, Inc. 8904 Steck Avenue 
Boston, MA 02299 

Since you wouldn't want the inside address to print 
as a single line, remember always to type Required 
Carrier Returns at the end of short lines ending with 
a single carrier return. 

Rule 2-Using Required Hyphens 

Rule 3-Spacing After 
Ending Punctuation 

32-4 

You are familiar with typing hyphens to divide words 
at the end of lines. These hyphens are called syllable 
hyphens. They are temporary hyphens which break a 
word at the end of a line. 

Sometimes, however, you will type words that always 
have hyphens in them (such as in time-consuming 
projects, first-rate approval, revenue-producing 
accounts, daughter-in-law, and so forth). These are 
permanent hyphens and must always appear with the 
word. These hyphens are called Required Hyphens 
and are typed by pressing CODE + the hyphen key. 

If you do not type Required Hyphens in these words, 
the hyphens will be dropped during revision. The 
words will print together as one word. 

Space twice after all ending punctuation, even if the 
ending punctuationfalls at the end of a line. Spacing 
twice ensures that sentences are always separated by 
two spaces when lines are rearranged during 
revisions. 

--------------~~~--------------------.~~ ?SS 
--------------_.pp--------------
----------~----------~:5S 

!~S '11 
------------------- pp 



Rule 4-Required Spaces 

Because lines may rearrange during reVISion, words 
that should print together on the same line may be 
separated between two lines if they fall near the 
right margin. 

Jane 
Jones 

July 
1, 1980 

Washington, D. 
C. 

If you do not want this to happen, you must type 
these items with Requ i red Spaces between words. A 
line will not end at a Required Space. 

To type a Required Space, press CODE + SPACE BAR 
while you type the space between the words. 

TYPE THE EXERCISE ON THE NEXT PAGE. 

TYPE REQUIRED CARRIER RETURNS AT ALL PLACES 
INDICATED BY A Ref< . 

TYPE A REQUIRED HYPHEN AT ALL PLACES INDICATED 
BY A 

TYPE TWO SPACES AT ALL PLACES INDICATED BY ~~ . 
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October 22, 1980 

Mr. James R. Randall, Jr.I(CI< 
Randall & Stallings, Inc.~e~ 
8904 Steck Avenue ~~ 
Boston, MA 02299 

Dear Jim: 

Thanks for the lead you gave me at our recent sales meeting.~}John 
seems like a first~ate guy and is not adverse to taking on another 
.'/ • • 5S tlme-consumlng pro]ect.pp 

With the two of us working together, I think we can turn this 
little company into a great revenue~roducing account.~~MQst manu
facturers are looking for ways to increase their productivity and I 
think your latest invention will help. 

Thanks again. 

Sincerely, 

Brett Harrington ;ee.R 
Sales Director 

PRESS END. 

PRINT THE DOCUMENT. 

REVISING A DOCUMENT WITH AUTO 
CARRIER RETURN OFF 

32-6 

In this exercise, you wi" use a document already 
stored on th e dis kette. 

REVISE A STORED DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA. 

Document name: 
Diskette name: 

Auto Carrier Return Revised 
TRAIN 



MAKE THE REVISIONS SHOWN ON THE NEXT PAGE. USE 
THE STEPS YOU LEARNED BEFORE TO MAKE 
REVISIONS. 

YOU MAY USE THE CURSOR-MOVEMENT KEYS OR FIND 
TO MOVE TO THE POINT OF CHANGE. 

DO NOT PRESS END AFTER FINISHING YOUR 
REVISIONS. 

October 22, 1980 

Mr. James R. Randall, Jr. 
Randall & Stallings, Inc. 
8904 Steck Avenue 
Boston, MA 02299 

Dear Jim: 
~~~ 

. Thanks for the lead you gave me at our recent 'Sales i1ieet:ift~ John 
#flJ~ __ l~~~va first-rate guy and ~~not adverse to taking on another 

time-consuming project. 

,.wi~~~-±ng-·-eeg.e.t.he-rf-'I think we can turn this 
little ~into a great revenue-producing account. Most manu
facturers are looking for ways to increase their productivity and I 
think your latest invention will help. 

Thanks again. 

Sincerely, 

Brett Harrington 
Sales Director 

You probably noticed that the revIsIons you just 
made resulted in one line of text going beyond the 
right margin and one line ending very short of the 
right margin. 
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USING LINE ADJUST 

Hyphenation Decisions 
Using Line Adjust 

To Hyphenate a Word 

32-8 

Naturally, you would not want to print the document 
with these line endings. Instead, you can have the 
Displaywriter rearrange (adjust) the revised lines to 
fit within the margins by using LINE ADJ (Line 
Adjust) . 

To use LINE ADJ after you have finished revIsing a 
document, you move the cu rsor to the beg inn i ng of 
the first line that needs to be adjusted. Then, you 
press LINE ADJ once for each line that needs to be 
adj u sted. 

The Displaywriter moves the words so that all the 
lines stay within the right margin setting. 

If you need to adjust all the lines in a document, you 
move the cursor to thebeginning of the first line in 
the document. Then you hold down LIN E ADJ 
continually while the lines adjust on the display. 

When you use LINE ADJ to adjust lines in a 
document, adjusting stops when a long word crosses 
the right margin. The cursor is positioned under the 
first character of the word. You will see the prompt 
Hyphenate where? 

You must make a line ending choice. You can choose 
to: 

• Hyphenate the word 

• Leave the enti re word at the end of the line 

• Move the entire word to the next line 

You move the cursor under the first character within 
the word that you want moved to the next line, then 
press ENTER. The Displaywriter automatically puts 
in the hyphen and the carrier return for you. 
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To Leave an Entire Word at 
the End of the Line 

To Move a Word to the 
Next Line 

You move the cursor to the space following the word, 
and then press ENTER. 

You leave the cursor under the first character in the 
word, then press ENTER. The system automatically 
puts a carrier return at the end of the line and 
moves the entire word to the next line. 

PRESS CODE + , TO RETURN THE CURSOR TO THE 
BEGINNING OF THE PAGE. 

PRESS AND HOLD DOWN LINE ADJ. 

WHEN THE PROMPT Hyphenate where? APPEARS, MOVE 
THE CURSOR TO THE ~ IN time-~onsuming. 

PRESS ENTER. 

PRESS AND HOLD DOWN LINE ADJUST AGAIN. 

NOTICE HOW THE TEXT HAS BEEN REARRANGED TO 
FIT WITHIN THE MARGIN SETTINGS. 

PRESS END. 

PRINT THE DOCUMENT. 
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ADDITIONAL INFORMATION 

There is a another way you can adjust your line 
endings after you have made revisions using Auto 
Ca rrier Retu rnl Auto Adjust Off. 

During pagination, the line endings rearrange to fit 
within the margin settings. You may decide to use 
this method instead, especially if you are revising a 
mu Iti - page document. 

To Obtain a Tighter Right Margin 

Hyphenation Decisions at 
the Right Margin 
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You probably have noticed that during pagination, no 
hyphenation decisions are made. If the word cannot 
fit at the end of one line, the entire word is moved to 
the next line. 

As a result, your right margin may appear more 
ragged than you would like. If this is the case, there 
are tht~ee ways you can obtain a tighter right margin. 

To obtain a tighter right margin, you may decide to 
use LINE ADJ and make hyphenation decisions where 
prompted. 

1. Type the document. When finished, return to the 
beginning of the document, and then press LINE 
ADJ. Make any hyphenation decisions as desired 
throughout the total document. 

2. Choose Paginate Document in the TYPING TASKS 
menu. 

3. In the PAGINATE DOCUMENT menu, you wi" 
make one additional choice before pressing 
ENTER to begin pagination. 



LOOK AT THE PAGINATE DOCUMENT MENU BELOW: 

, , , , ,t 
tDISKOll ttl IKyb 1 I I 
I--------------------------------------~--------------------------------1 
I PAGINATE DOCUMENT , , , 
, YOUR POSSIBLE I 

ID ITEM CHOICE CHOICES I 

a Paginate From Page 1 

b Paginate on Exact Line Count 2 

c Adjust Line Endings 1 

d Adjust Page Endings 1 

1 - 5 

1 = Yes 2 = No 

1 = Yes 2 = No 

1 = Yes 2 = No 

I 
I 
I 
I 
I 
I 
I , 
I , , 
I , 

'When finlsh~d with this menu, press ENTER. , 
, 
, , 

'Type ID letter to choose ITEM; press ENTER: _ 

Changing the Zone Width 

Changing to Half Justify 

Figure 32-1. PAGINATE DOCUMENT Menu 

NOTICE THE ITEM Adjust Line Endings. 

When you choose Adjust Line Endings No, the system 
paginates your documents to a line count only. It 
does not rearrange any of your previously specified 
line endings to fit within the margin settings. 
Remember, you specified line endings when you 
pressed LINE ADJ. 

Another way to obtain a tighter right margin is to 
change the Zone Width in the LINE FORMAT hlenu 
before pressing LINE AbJ. 

For more information on this item, refer to "Zorie 
Width" in the "Quick Reference" section of the 
Reference Guide. 

A third way to obtain' a tighter right margin is to 
choose Line Alignment = Half Justify in the LI NE 

Auto Ca rrier Retu rn Off 32-11 



32-12 

FORMAT menu when initially creating or before 
printing the document. 

In half-justified text, half of the spaces between the 
last word and the right margin are distributed 
between the words on the line, creating a tighter 
right margin. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

To Change the Program 
Diskette to Auto Carrier 
Return/Auto Adjust Off 

Typing Rules When Using 
Auto Carrier Return/Auto 
Adjust Off 

A. Insert the Vol. 01 program diskette. 

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

C. Choose Change Work Station Description in the 
PROGRAM DISKETTE TASKS menu. 

D. Change Auto Carrier Return/Auto Adjust to Off. 

E. Change Required Carrier Return to Coded. 

F. Change Required Hyphen to Coded. 

G. Choose the ITEM to go to the TASK SELECTION 
menu. 

A. Type CODE + REQU I RED RET for all short lines 
that are followed by a single carrier return. 

B. Type CODE + the hyphen key between words 
that always must have a hyphen in them. 

C. Space twice after all ending punctuation, even if 
the punctuation falls at the end of a line. 

D. Type CODE + REQU I RED SPACE between words 
that should print together on the same line. 
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Revising a Document with 
Auto Carrier Return/Auto 
Adjust Off 

To Hyphenate a Word 

To Leave an Entire 
Word at the End of the Line 

To Move a Word to 
the Next Li ne 

32-14 

A. Make the required revisions. 

B. If you want. to make hyphehation decisions, move 
the cursor to the beginning of the document (or to 
the first line that needs to be ~djl.Jsted), and then 
press LI NE ADJ until the necessary line endings have 
been adj u sted . 

C. If you do not want to make hyphenation 
decisionS, press END, and then paginate and/or 
print the document. 

A. When the prompt Hyphenate where? appea rs, 
mOve th~ cu rsor to the fi rst cha racter with in the 
word that you want moved to the next line. 

B. Press ENTER. The Displaywriter automatically 
puts in the temporary hyphen and the carrier return 
for ybU. 

A. When the prompt Hyphenate where? appears, 
move the cu rsor past the word. 

B. Press ENTER. The Displaywriter automatically 
puts a carrier return at the end of the line. 

A. Place the cursor LJnder the first character in the 
word. 

B. Press ENTER. The Displaywriter automatically 
puts a carrier return at the end of the line and 
moves the entire word to the next line. 



To Prevent Line Endings 
from Being Readjusted 
During Pagination 

A. Choose Adjust Line Endings No in the PAG I NATE 
DOCUMENT menu. -

B. Press ENTER to begin pagination. 

You have completed this topic. Choose your next topic from 
the Training Checklist. 
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Topic 33. Personalizing a Program Diskette 

In this topic, you will learn how to personalize the 
defaults on your program diskettes. 

When you personalize defaults, you change the I BM
supplied defaults to defaults you will use most often 
in your own work. 

For example, most of your documents may require 
different margin settings, not the IBM-supplied 
defaults of 18 and 90. Or, most of your documents 
may require different line spacing, not the 
I BM-supplied default of single spacing. 

I n addition, you may want to use a printer element or 
printwheel which has a different typestyle number, 
not the IBM-supplied default of Typestyle Number 
86. For these and other reasons, you may want to 
personalize your program diskette. 

Then, when it comes time to type you r documents, 
you do not have to change you r document formats for 
each document. Your most frequently used formats 
already will be included on the program diskette. 

Also, you can create your own menu bypass 
abbreviations. These personalized abbreviations can 
be stored on the program diskettes. Thus, your 
most frequently used abbreviations can be more 
meaningful to you. 

Befor~ starting this topic, you should complete: 

1 . All Basic Topics 

2. Topic 29. Duplicating the Program Diskettes 

Personalizing a Program Diskette 33-1 
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You already are familiar with some of the defaults on 
the Vol. 01 program diskette: 

Line Spacing 
Margins 
Tabs 
First Typing Line 
Last Typi ng Li ne 
Paper or Envelope 

Size 
Typestyle Number 

Single 
18 & 90 
Every 5 spaces 
7 
60 

216 x 280 mm (8.5 x 11 in.) 
86 

You also know how to change some of these defaults 
for one document. Now you will learn how to change 
thempermanently on your program diskette. To 
permanently change your document formats, you must 
load Program Diskette Tasks first. 

INSERT THE VOL. 01 PROGRAM DISKETTE INTO THE 
DISKETTE UNIT. 

CHOOSE THE ITEM IN THE TASK SELECTION MENU FOR 
PROGRAM DISKETTE TASKS. WHEN THE PROMPT Insert 
desired program or feature diskette and press ENTER 
APPEARS, PRESS ENTER. 

The TEXTPACK PROGRAM DISKETTE TASKS menu 
appears. 

CHOOSE THE ITEM IN THE TEXTPACK PROGRAM 
DISKETTE TASKS MENU TO CHANGE THE DOCUMENT 
FORMAT DEFAULTS. 

The FORMAT SELECTION menu appears. This menu 
shows the document formats you can change. These 
document formats are in separate menus. 

Within each menu, there are several formats you can 
change. These are the same menus that you have 
been using throughout your training to change the 
document formats in individual documents. 
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~ ~. ---------------------------------- ----- -- -------- ------- --- -----------
IFormat Change I I I I I I I 
IDISKOll I I I IKyb 1 I I 
1-----------------------------------------------------------------------I 
I LIr-;E FOR~IAT I 
I I 
I YOUR I 
I CHOICE CHOICES I 
I a Line Spacing I 1 = Sing~e 2 = Double 3 = Triple I 
I 4 = Half 5 = 1 and 1/2 I 
I b Line Alignment 1 1 = Left 2 = Justify I 
I _____________________________ 2. == _! ~ 2 .·1 !.'!: ! i!':: ___________ - _________ ! - - - - - --
I c 'I _ I I I I I 
I IOISKOll I I I IKyb 1 I I I 1 _______________________________________________________________________ 1 

I 1«2 ... : .... 3.. : .... 4.. : .... 5.. ' ... 6.. · .... 7.. : ... 8» .. :" I 
I d I ~IARG I SS ASD TABS I 
I I I 
I I SET ~IARGIS: Use <- or -> key to move cursor to margin «< or »). I 
I I Lise SPACE bar or BKSP key to mo\'{' margin. I 
I I I 
I e I SET TAB: Cse <- or -> kl:"Y to move cursor to I.·here you Io.'ant tab. I 
I f I _________ c:-:":._t'_l_,:.~._h_ .'.co.f." __ ",=-"'_h. __ D_"._ ... _~ __ ,,_ ."'=.<\.R. _ .t.'.I'.r.f'_"_n.'_"' .... }·.;.h ___ -_-_~.: . .:_ !"_ ..... I)_I ______________ _ 

! .1 IFormat Change I 1 I 1 I I 
I~hen f I IDISKOII I I I IKyb 1 ! I 

~ ::~~ -~: w: ------- ----- ----- ----------- -----;~~~ -~~~,:I~~- ---------- ------ ----- --------- ---: 
I I I 
I 'lOll VOeR POSSIBLE I 
I I ID ITE~I CHOICE CHOICES I 

: SET AI:: m:~ m~::j~~~:~~:-~;;-;:;~~;;~-;::----------j----j----j--------------_L j ----- j -- j 
I I Follo.ing Pa,lPRODSKI I I I IKyb I I I 
[CLEAR 'I c Last Typing 1-----------------------------------------------------------------------1 
lid Paper or Eo\' I HEADER A~D rOOTER 1 
I I I I 
llihen I I I YOeR POSSIBLE I 

------"':: CHOICE CHOICES : 

! I First Header LlOC 3 1 - 999 1 

l 1 Pr int I~:~~::. _~n _________________ 1 ___________ ~ _=- _':l_~ _P_<l_&.e_s ___________ 1 _____________ _ 

I I IChg Doc rmt Dolaults I I I I I I I 

1 e Printing pape: ~~:~~ :l~~~~~~~------~---------~-----~-----------~------------~~:~-:-~---------l 
I"'·hen finished 1,."it I 1 ALTER\ATlr\G HEADERS ASD FOOTERS I 

~::~~-~~-:~::~:-:~l lID 1m ~~~~CE ~~~~~~~E ! 
I"'·hen finishe,1 First Header Line I 
1 I Prillt Headers On 1 = All Pages I 
~::~~_~~_~~~~.: 2 = Al1 But First Psge I 

I I 
1 First FOOter Line 63 I 

I Print Footers On 1 1 = Al1 Pages I 
1 2 = All But First Page I 
I I 
I I 
[,,",'hen finished .... ·ith this menu, press E:\TER. I 
I I 
[Type ID let.ter t.o choose ITE!'!;o press ENTER: _ I 
-------------------------------------------------------------------------

Figure 33-1. Menus to Change Format Defaults 

To change the document format defaults permanently, 
follow the same steps that you learned previously 
when you changed the defaults for one document. 
After you change these defaults, they become the 
new defaults for the Vol. 01 program diskette you 
duplicated instead of the I BM-supplied defaults. 

You will not take the time now to personalize your 
program diskette since only you know what you would 
like"the defaults to be for your own documents. 

When you actually do change these defaults, refer to 
"Change Document Format Defaults Task" in the 
"Quick Reference" section of the Reference Guide. 

PRESS ENTER TO RETURN TO 
PROGRAM' DISKETTE TASKS MENU. 

THE TEXTPACK 
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CHANGING THE ALTERNATE FORMAT 

33-4 

You already know that you can personalize the 
document format defaults for the documents that you 
create most often ~ You also can personalize the 
Afternate Format Defa u Its for another ki nd of 
doc~ment you frequently create. 

Or, you may want to set up the Alternate Format to 
contain the defaults necessary to create an envelope. 
When you want to use this alternate format while 
typing a document, you just choose Begin Using 
Alternate Format in the FORMAT SELECTION menu. 

Refer to the Work Station Procedu res Guide when 
you want to learn more about using the alternate 
format to create a document. 

To permanently change you r Alternate Format 
Defaults, you choose Change Alternate Format 
Defaults in the TEXTPACK PROGRAM DISKETTE 
TASKS menu. 

CHOO$E THE ITEM IN THE TEXTPACK PROGRAM 
DISKETTE TASKS MENU TO CHANGE THE ALTERNATE 
FORMAT DEFAULTS. 

The FORMAT SELECTION menu appears. 

You follow the same steps as in Changing Document 
Formats. See the previous page. The ~ 
difference is that you choose Change Alternate 
Document Format in the TEXTPACK PROGRAM 
DISKETTE TASKS menu. 

PRESS ENTER TO RETURN TO THE TEXTPACK 
PROGRAM DISKETTE TASKS MENU. 



CHANGE PRINTER DESCRIPTION 

5215 Printers Only 

Personalizing Your 
Printer Defaults 

CHOOSE THE ITEM IN THE PROGRAM DISKETTE TASKS 
MENU TO CHANGE THE PRINTER DESCRIPTION. 

The PRINTER DESCRIPTION menu appears. 

TAKE A MOMENT TO LOOK OVER THIS MENU. 

When you first receive the Vol. 01 program diskette 
from I BM, it contains the defaults for a 5218 
(printwheel) printer or 5228 wide-carriage printer 
using the automatic Sheet-Feed Paper Handler. 

The system can automatically update the PRINTER 
DESCRI PTION menu to match the type of printer you 
use if you turn the system on in a specific sequence. 
The sequence is as follows: 

1. Turn on the power to the printer first. 

2. Wait a few seconds, and then turn on the power 
to the work station second. 

3. Insert the new Vol. 01 program diskette. 

4. When the TASK SELECTION menu appears, the 
program diskette is now updated and reflects the 
defaults that match your printer. 

The PRINTER DESCRIPTION menu will then match 
your printer from this point on. 

If you have a 5215 printer, you should always follow 
this sequence when first receiving new program 
diskettes from I BM to quickly update the PRI NTER 
DESCRIPTION menu to reflect 5215 defaults. 

When you are personalizing your formats, check the 
defa u Its in th i s men u to see if th ey match you r 
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Optional Features 

33-6 

printer requ i rements . Change them only if 
necessary. 

If you are using a 5215 printer to use continuous 
paper, you must choose Paper Handling = 3, 
Continuous Paper in the PRINTER OEseRI PTION 
menu and reload the initial program to use continuous 
paper. 

On a 5218 or 5228 pri nter, if you attach either the 
Sheet- Feed Paper Handler or Tractor Feed before you 
request a document to pri nt, you do not have to 
change the default in the PRJ NTER DESCRI PTION 
menu. 

PRESS ENTER TO RETURN TO THE PROGRAM DISKETTE 
TASKS MENU. 
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CHANGE WORK STATION 
DESCRIPTION 

CHOOSE THE ITEM IN THE TEXTPACK PROGRAM 
DISKETTE TASKS MENU TO CHANGE THE WORK 
STATION DESCRIPTION. 

The WORK STATION DESCRIPTION menu appears. 

TAKE A MOMENT TO LOOK AT THE WORK STATION 
DESCRIPTION MENU. 

Auto Carrier Return, Required Carrier 
Return, Required Hyphen 

Engraved Keyboard and 
Alternate Keyboards 

Throughout your training, you have been using Auto 
Carrier Return On. The cursor automatically returns 
to the left margin when you type past the right 
margin setting. 

If you wish, you can choose to type you r documents 
with Auto Carrier Return Off. This means that you, 
not the system, type the carrier retu rns at the end 
of all lines. 

I n order to do this, you change the fi rst th ree items 
shown in the WORK STATION DESCRIPTION menu. 
"Topic 32. Changing the Program Diskette to Create 
Documents with Auto Carrier Return Off," explains 
these three items in detail. Read thistopic if you 
would like to know more about Auto Carrier Return 
Off. 

When you load your Vol. 01 Program Diskette, the 
active keyboard number is 1. This keyboard is 
called the home keyboard. Its arrangement matches 
the characters engraved on the typing keys on your 
keyboard module. 

Up to five different keyboard arrangements, in 
addition to your home keyboard, can be stored on a 
program diskette. 
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Alternate Tasks and 
Tone in Alternate Tasks 

33-8 

If you frequently type using another keyboard, you 
should add that keyboard number to the WORK 
STATION DESCRI PTION menu. For example, you 
might want to type some documents in a foreign 
language or use special symbols not on you rhome 
keyboard. 

If you wish, you can also have an alternate keyboard 
be the active keyboard when you load the program 
diskette. Choose Engraved Keyboard = After Fifth 
Alternate. This means that when you load the 
program diskette the first keyboard you chose as an 
alternate key boa rd will be the active key boa rd. 

In addition, you may want to type and print 
characters not found on your primary printer 
element/printwheel. For more information on printer 
elements/printwheels, refer to: 

5215 Printers 

"Topic 30. Changing Your Program Diskette to Match 
Your Printer Elements and Keyboard Numbers,'" in 
this book. 

5218 and 5228 Printers 

"Topic 31. Changing Your Program Diskette to Match 
Your Printwheels and Keyboard Numbers," in this 
book. 

The list of all keyboard arrangements you can use on 
the Displaywriter System can be found in "Appendix 
C. Keyboard Arrangements" in the Reference Guide. 

Remember that when you do type using another 
keyboard, you need a corresponding printer 
element/printwheel that matches the keyboard I D 
n umber chosen. 

With some Displaywriter feature licensed programs, it 
is possible to use the feature capability at the same 
time as the textpack capabi I ity. I n order to do th is, 
you must first choose Alternate Tasks = Yes. 
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When you use the Displaywriter for two programs at 
the same time, only one program appears on the 
display. A message caused by the program that does 
not appear on the display may cause an audible 
alarm. If you do not want this alarm to sound, 
choose Tone in Alternate Tasks = No. 

Final-form Document Support 

CHANGE PAGINATE 
DOCUMENT DEFAULTS 

You may use the EDD Feature to store final-form 
documents on the diskette. In order to print these 
documents, choose Final-form Document Support = 
Yes. 

CHOOSE Change Paginate Document Defaults IN THE 
TEXTPACK PROGRAM DISKETTE TASKS MENU. 

The CHANGE PAGINATE DOCUMENT DEFAULTS 
menu appears on the display. 

Paginate on Exact Line Count 

When a document is paginated (divided into pages), 
the system arranges the text based on the document 
formats u sed to create the document. Two of these 
formats are First Typing Line and Last Typing Line. 
During the Paginate Document Task, the system 
arranges the text to print between these lines. 

Assume that the program diskette defaults of First 
Typing Line 7 and Last Typing Line 60 are used. 
During pagination, if the text on Line 60 is the first 
line or last line of a paragraph, the system knows 
that it is not correct to have only one line of a 

Personalizing a Program Diskette 33-8. 1 



TNL SN44-2095 (22 April 1983) to S544-2035-0 

33-8.2 



paragraph begin or end a page. Therefore, 
pagination stops short of Line 60. 

There are some instances when you always want the 
system to Paginate On Exact Line Count--in other 
words, stop at the Last Typing Line specified. When 
this is the case, you can choose Paginate On Exact 
Line Count Yes in the PAGINATE DOCUMENT menu. 
If you want the program diskette default to always be 
Yes, you change this default in the CHANGE 
PAGINATE DOCUMENT DEFAULTS menu. 

For more information on pagination refer to "Topic 3. 
Creating a Multi-page Document." 

Adjust Line Endings and Adjust 
Page Endings 

Sometimes you may want to manually paginate your 
documents. You (not the system) decide where the 
lines and pages end, and you make any necessary 
hyphenation decisions. You do this by pressing the 
LINE ADJ (Line Adjust) key. For more information on 
how to do this, refer to "Topic 32. Changing the 
P rog ram Di s kette to Create Docu ments with Auto 
Ca rrier Retu rn Off." 

You also may refer to the "LINE ADJ key" in the 
"Quick Reference" section of the Reference Guide. 

Once you have made all your line ending and page 
ending decisions, if you paginate the document 
again, you may not want the system to rearrange all 
the text again. During a second pagination, you want 
the system only to renumber the pages. 

When this is the case, you can choose Adjust Line 
Endings No and Adjust Page Endings No in the 
PAG I NATE DOCUMENT menu. If you want the 
program diskette defaults to always be No for these 
two items, you change these defaults in the CHANGE 
PAGINATE DOCUMENT DEFAULTS menu. 

PRESS ENTER TO RETURN TO THE PROGRAM DISKETTE 
TASKS MENU. 
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CHANGE MATH 
FORMAT DEFAULTS 

The Math Formats are used to determine how a total 
will be displayed and entered into text. If you want 
to change the defaults on the program diskette, 

CHOOSE Change Math Format Defaults IN THE 
TEXTPACK PROGRAM DISKETTE TASKS MENU. 

CHOOSE THE ITEM TO CHANGE FORMAT (1-4) IN THE 
MATH FORMAT SELECTION MENU. 

In the CHANGE MATH FORMAT menu, you can 
change the position of the decimal point, thousands 
separator, the number of positions past the decimal 
point and the way you want the total to be rounded. 
You also can list characters you want to appear 
before and after the total. 

PRESS ENTER TO RETURN TO THE PROGRAM DISKETTE 
TASKS MENU. 

For information on each of the ITEMs in the CHANGE 
MATH FORMAT menu, refer to "Change Math Format" 
in the "Menu" Section of the Reference Guide. 

CHANGE SPELL CHECK DEFAULTS 

33-10 

CHOOSE Change Check Document Defaults in the 
PROGRAM DISKETTE TASKS MENU. 

The CHANGE CHECK DOCUMENT DEFAULTS menu 
displays. 

In this menu you can change the default for the kind 
of spelling check and hyphenation you want 
(prompted or automatic). You can also change the 
defaults for paginating on the exact line count and 
whether the document should be printed when you 
check spelling, hyphenate and paginate. 

PRESS ENTER TO RETURN TO THE PROGRAM DISKETTE 
TASKS MENU. 
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CHANGE MENU ABBREVIATIONS 

CHOOSE Change Menu Abbreviations IN THE TEXTPACK 
PROGRAM DISKETTE TASKS MENU. 

In this menu, you can change the menu abbreviations 
to you r own choice. 

Your abbreviations can be up to six characters in 
length. You can use numeric characters or lower 
case alphabetic cha racters for you r abbreviations. 

You can press ENTER to return to the TEXTPACK 
PROGRAM DISKETTE TASKS menu or view the 
different screens of the MENU ABBREVIATION menu. 

FOLLOW THE INSTRUCTIONS AT THE BOTTOM OF THE 
DISPLAY TO VIEW THE NEXT SCREEN. IF PROMPTED, 
INSERT THE VOL. 02 OR VOL. 03 PROGRAM DISKETTE. 

The I D choices appea r on each new men u . 

CONTINUE UNTIL YOU REACH THE LAST SCREEN. 

PRESS ENTER TO RETURN TO THE TEXTPACK 
PROGRAM DISKETTE TASKS MENU. IF PROMPTED, 
INSERT THE VOL. 01 PROGRAM DISKETTE. 

ADDITIONAL INFORMATION 

You have just reviewed the TEXTPACK PROGRAM 
DISKETTE TASKS menus to consider if you want to 
personalize your program diskettes. 

When you are ready to personalize you r document or 
alternate format defaults, refer to "Program Diskette 
Procedures" in the Work Station Procedures Guide. 
These pages wi" aid you in determining which 
defaults to change. 

To change other program diskette defaults, refer to 
the following topics in the "Quick Reference" section 
of the Reference Guide. 

• Change Check Document Defaults 
• Change Math Format Deafults Task 
• Change Menu Abbreviations 
• Change Paginate Document Defaults 
• Change Printer Description Task 
• Change Work Station Description Task 
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Using the Personalized 
Program Diskette 

33-12 

When you make changes to the PRINTER 
DESCRIPTION menu and/or the WORK STATION 
DESCRI PTION menu on a Vol. 01 program diskette, 
you must return to the TASK SELECTION menu. The 
system automatically loads the new defaults. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPiC SUMMARY 

To Personalize Your Vol. 01 
Program Diskette Defaults 
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A. Insert the Vol. 01 program diskette. 

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

C. Choose the program diskette defaults you want 
to change. Refer to "Program Diskette Procedures" in 
the Work Station Procedures Guide for guidance, if 
necessary. 

To Change Document Formats 

A. Choose Change Document Formats in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. The 
FORMAT SELECTION menu appears. 

B. Choose any of the five format selection items 
shown: 

• Change Li ne Format 
• Change Margins and Tabs 
• Change Page Formats 
• Change Headers and Footers 
• Change Alternating Headers and Footers 

C. Make the desired changes in each menu. 

To Change the Alternate Format 

A. Choose Change Alternate Format in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. The 
FORMAT SELECTION menu appears. 

B. Choose any of the five format selection items 
shown: 

• Change Line Format 
• Change Margins and Tabs 
• Change Page Formats 
• Change Headers and Footers 
• Change Alternating Headers and Footers 

C. Make the desired changes in each menu. 
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To Change the Work Station 
Description 

To Change the Printer 
Description 

To Add Alternate Keyboard 
N umbers to the Work Station 
Description Menu 

33-14 

A. Choose Change Work Station Description in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

B. Change Auto Carrier Return/Auto Adjust, 
Required Carrier Return,· and Required Hyphen, if 
desired. 

C. Add Alternate Keyboards, if necessary. 

D. Change Engraved Keyboard, if desired. 

E. Change 
Task, and 
necessary. 

Alternate Tasks, Tone 
Final-form Document 

in Alternate 
Support, if 

A. Choose Change Printer Description in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

B. Choose the appropriate items, depending on the 
printer and optional features you have. 

A. Determine which keyboard numbers you want to 
add, depending on which printer elements or 
printwheels you want to use and what you have 
available. 

B. Choose the I TEM for the fi rst alternate, and 
type the keyboard number you want for your first 
alternate keyboard. 

C. If necessary, choose the ITEM for the second 
alternate, third alternate, and so on to add your 
second through fifth alternate keyboards. 



Change Paginate 
Document Defaults 
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A. Choose Change Paginate Document Defaults in 
the TEXTPACK PROGRAM DISKETTE TASKS menu. 

B. Choose the ITEMS to change the defaults for 
Paginate on Exact Line Count and Adjust Line 
Endings and Adjust Page Endings. 
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Change Math 
Format Defau Its 

Change Check Document 
Defaults 

Change Menu 
Abb reviations 
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A. Choose Change Math Format Defaults in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

B. Choose the ITEM for Change Format (1-4) in the 
MATH FORMAT SELECTION menu. 

C. Make your selections for each desired format for: 

• Decimal point 

• Thousands separator 

• Positions past the decimal point 

• Rounding of the total 

• Characters to display before the total 

• Characters to display after the total. 

A. Choose Change Check Document in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

B. Choose the appropriate ITEMS to change the 
defaults for Kind of Spelling, Dictionary 
Hyphenation, Paginate on Exact Line Count, and 
Print Paginated Pages. 

A. Choose Change Menu Abbreviations in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

The MENU ABBREVIATIONS menu displays the 
complete men u name and the short form. 

In this menu, you can change the abbreviations 
to one of your own choice. Your abbreviations 
can be up to six characters in length. You' can 
use numeric or lower case' alphabetic keys to 
create you r abbreviations. 
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Using the Personalized 
Program Diskette Defaults 

A. To use the personalized program diskettes, 
return to the TASK SELECTION menu. The system 
automatically loads the ne'rV defaults. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 

33-16 
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Topic 34. Combining Program Diskettes Onto a 
20 Diskette 

When you use the IBM Displaywriter system, you 
have several diskettes which you must load at various 
times throughout your work. The diskettes include 
the Textpack 4 program diskettes, work diskettes, 
feature diskettes (if you are using Reportpack, 
Communications, or Magnetic Card Conversion), and 
possibly the Languagepack 2 program diskettes. 
Instead of loading each diskette individually when 
necessary, you can combine some of the program 
diskettes onto one 2D diskette to save diskette 
handling. 

In this topic, you will learn how to: 

• Combine onto one 2D diskette: 

The three Textpack 4 program diskettes 

At least one Feature Licensed Program, such 
as Reportpack, Communications, or Magnetic 
Card Conversion 

At least one additional language dictionary 
from Languagepack 2 program diskettes 

Documents you wish to create or revise and 
keep on the combined program diskette 

• Use a combined program diskette 

• Update combined 
mod ifi cation level 
diskettes 

program diskettes 
releases to the 

due to 
program 

• Add a program or Languagepack 2 dictionary to a 
combined program diskette containing Textpack 4 
Vo I. 01, Vo I . 02 and Vo I. 03 

Before starting this topic, you should complete: 

All Basic Topics 

Also, you must have the following: 

• A 20 Diskette Unit (the handles have a "1/2D" 
label on them) 

• Initialized and named 20 Diskettes 
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CREATING A COMBINED 
PROGRAM DISKETTE 

Brief Description 

O( O( 
@ @ 

0 + 0 
I I 

Vol. 01 + Vol. 02 
(ID) (ID) 

If you have a 2D Diskette Unit, Textpack 4 allows 
you to combine three or more program diskettes 
(which are single-sided diskettes) onto one 2D 
diskette (a double-sided diskette which has more 
storage space on it). 

For example, if you use Reportpack frequently, you 
could combine Vol. 01, Vol. 02 and Vol. 03 of 
Textpack 4, plus Reportpack, onto one 2D Diskette. 

After the combine task is completed, the system 
assigns the combined program diskette a program 
diskette name. You do not have to name the diskette. 
The system names it for you. The combined program 
diskette names will be represented by zzzzzz in this 
topic. 

O( ) O( O( 
. @ @ @ 

+ 0 + 0 0 
I I I 

+ Vol. 03 + Reportpack 2D Combined 
(ID) (ID) Program Diskette 

Figure 34-1. Combining Diskettes 

34-2 

Remaining space on the combined program diskette 
can be used for documents. 



Preparation 

Canceling Out of 
The Combine Task 

Combining Vol. 01, 
Vol. 02 and Vol. 03 
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Before you begin to combine your program diskettes, 
be sure you have a 20 diskette that is initialized. 

Fi rst, you combine the Vol. 01, Vol. 02 and Vol. 03 
Textpack 4 diskettes. You must combine Vol. 01, 
Vol. 02 and Vol. 03 before you can add Featu re 
Licensed Program Diskettes or Languagepack 2 
Diskettes. 

If you want to personalize the defaults on the 
Textpack 4 Program Diskettes, make these changes 
before combining your program diskettes. Refer to 
the topic "Personalizing a Program Diskette" for more 
information on personalizing your program diskettes. 

You can press CODE + CANCL to cancel out of the 
combine task when you have combined all the program 
diskettes you want on one 20 diskette. For training 
purposes, this topic leads you through all the 
possible variations for combining. 

TURN ON THE SYSTEM, AND LOAD THE VOL. 01 
TEXTPACK 4 PROGRAM DISKETTE. 

CHOOSE THE ITEM PROGRAM DISKETTE TASKS IN THE 
TASK SELECTION MENU. 

PRESS ENTER WHEN THE PROMPT Insert desi red 
prograim or feature diskette; press ENTER APPEARS ON 
THE SCREEN. 
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I I I 
IPRODSKI I I I IKyb 1 I 
I------------------------~----------------------------------------------
I TEXTPACK PROGRAH DISKETTE TASKS 
I 
I 
I 
I 
I 

ID 

a 
b 
c 
d 
e 
f 
g 
h 
i 
j 
k 
1 
m 
n 
o 

ITEN 

Change Document Format Defaults 
Change Alternate Format Defaults 
Change Printer Description 
Change Work Station Description 
Duplicate Hachine Setup 
Duplicate Program Diskette 
Erase Program Diskette 
Duplicate Spelling Supplement 
Change Hath Format Defaults 
Change Paginate Document Defaults 
Change Check Document Defaults 
Create New Combined Program Diskette 
Update Combined Program Diskette 
Change Menu Abbreviations 
Go to Task Selection 

Type ID letter to choose ITEM; press ENTER: 

Figure 34-2. TEXTPACK PROGRAM DISKETTE TASKS 
Menu 

CHOOSE THE CREATE 
DISKETTE TASK IN 
DISKETTE TASKS MENU. 

NEW 
THE 

COMBINED 
TEXTPACK 

PROGRAM 
PROGRAM 

The prompt Type name of 2D diskette to receive 
programs; press ENTER appears. 

INSERT THE 2D DISKETTE YOU WANT TO COMBINE THE 
PROGRAMS ONTO. 

TYPE THE NAME OF THE 2D DISKETTE, AND PRESS 
ENTER. 
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PRESS ENTER WHEN THE PROMPT Contents of receiving 
diskette will be deleted. Press ENTER or Press END. 
APPEARS. 

Th~ message Receiving diskette has been renamed to 
999999 appea rs. 

PRESS ENTER TO CONTINUE. 

The Displaywriter combines Vol. 01 onto the 2D 
diskette. 

FOLLOW THE MESSAGE TO INSERT THE VOL. 03 
PROGRAM DISKETTE. 

The Displaywriter combines Vol. 03 onto the 2D 
dis kette. 

FOLLOW THE MESSAGE TO INSERT THE VOL. 02 
PROGRAM DISKETTE. 

Combining Feature Tasks 

The Vol. 02 program diskette is added to the 2D 
diskette, and the COMBINE FEATURE SELECTION 
menu displays. 

On a Combined Program Diskette 

The COMBINE FEATURE SELECTION menu shows the 
featu res that can be combined onto the 2D combined 
program diskette. 

Combining Program Diskettes 34-5 



TNL SN44-2095 (22 April 1983) to S544-2035-0 

34-6 

PRODSKI 

COMBINE FEATURE 

YOUR 
ID ITEM CHOICE 

a Asynchronous Feature 2 
b Binary Synchronous Feature 2 

c EDD Feature 2 
d Reportpack Feature 2 
e Mag Card Feature 2 

f 3270 Feature 2 

SELECTION 

POSSIBLE 
CHOICES 

1 = Yes 
1 = Yes 

1 = Yes 
1 = Yes 
1 = Yes 

1 = Yes 

I 
IKyb 1 I 

2 = No 
2 = No 

2 = No 
2 = No 
2 = No 

2 = No 

IWhen finished with this menu, press ENTER. 
I 
IType ID letter to choose ITEM; press ENTER: 

Figure 34-3. COMBINE FEATURE SELECTION Menu 

You can combine at least one of the features from the 
COMBINE FEATURE SELECTION menu. 

You should combine the feature you use most often. 

To indicate that you want to combine a feature: 

CHOOSE THE 10 LETTER OF THE FEATURE DISKETTE 
YOU WANT TO COMBINE. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE 1. 

PRESS ENTER AGAIN. 

FOLLOW THE MESSAGE TO INSERT THE APPROPRIATE 
FEATURE DISKETTE YOU WANT TO COMBINE. 

If there is not enough space on the diskette to 
combine the feature you selected, the message zzzzzz 
will not fit on diskette appears. Follow the prompt 
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Press ENTER to continue to resume the combining 
process. 

After the feature diskette is combined, the COMBINE 
LANGUAGE SELECTION menu displays. 

Combining Language Dictionaries On A 
Combined Program Diskette 

The COMBINE LANGUAGE SELECTION menu shows 
the language dictionaries that can be combined. 

CMBDSKI 
I 

IKyb 1 I 

ID 

a 
b 
c 
d 
e 
f 
g 
h 
i 
j 
k 

I When 
I 
I Type 

COMBINE LANGUAGE SELECTION 

YOUR POSSIBLE 
ITEM CHOICE CHOICES 

U.S. English 2 1 = Yes 2 = No 
U. K. English 2 1 = Yes 2 = No 
German 2 1 = Yes 2 = No 
Dutch 2 1 = Yes 2 = No 
National French 2 1 = Yes 2 = No 
Canadian French 2 1 = Yes 2 = No 
Italian 2 1 = Yes 2 = No 
Spanish 2 1 = Yes 2 = No 
Swedish 2 1 = Yes 2 = No 
Danish 2 1 = Yes 2 = No 
Norwegian 2 1 = Yes 2 = No 

finished with this menu, press ENTER. 

ID letter to choose ITEM; press ENTER: 

Figure 34-4. COMBINE LANGUAGE SELECTION Menu 

The dictioha ry for you r cou ntry was al ready 
combined along with the spelling program on the 
Textpack 4 Vol. 02 program diskette. To combine a 
foreign language dictionary onto the 20 diskette: 

CHOOSE THE 10 LETTER OF THE FOREIGN LANGUAGE 
DICTIONARY YOU WANT TO COMBINE. 
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WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: 1 

PRESS ENTER AGAiN. 

FOLLOW THE MESSAGE TO INSERT THE LANqUAGEPACK 
2 PROGRAM DISKETTE WHICH CONTAINS THE FOREIGN 
LANGUAGE DICTIONARY YOU WANT TO COMBINE. 

PRESS ENTER TO CONTINUE. 

Completing the Task 

34-8 

Then the message Combine Task completed. Receiving 
diskette renamed to zzzzz~ appears. 

The Combined Program Diskette Task is complete, 
and the Displaywriter assigns the combined program 
diskette a program diskette name. As mentioned 
earlier in this topic, you do not have to name the 
program diskette. The system does it for you. 

Remove ,the dis kette and write the name on the 
dis kette label. 

PROGRAM DISKETTE (DUPLICATE) 

Diskette Name XXXXXX Program Type: 
Date Textpack No. _4:.&.-.. _____ _ 
IBM-supplied Personalized Vol. of _______ _ 
Defaults Defaults Feature Diskette Name _____ _ 

".; _ + __ . ~anguagepaCk Vol. ~of 
Comments F~-~ 

Form No. S544-2016-0 

03 

Figu re 34-5. Program Diskette (Duplicate) Label 



USING THE COMBINED PROGRAM DISKETTE 

After you combine the program diskettes, and you 
are ready to do your work using the combined 
program diskette, you should turn off the 
Displaywriter. Then turn it back on, and load the 2D 
combined program diskette so the current Licensed 
Programs you use are available to you. You must 
turn the system off before using the combined 
program diskette, otherwise; the system will not 
recognize that you are using the combined program 
diskette, instead of the individual program diskettes. 

The TASK SELECTION menu appears when you insert 
the combined program diskette. 

The procedures for Typing Tasks, Work Diskette 
Tasks, Spelling Tasks, and Merge Tasks are the 
same as when you use regular program diskettes. 

However, new menus appear when choosing Program 
Diskette Tasks and Feature Tasks. 

In this topic, the examples show Reportpack as a 
Combined Feature. Your menus may not appear 
exactly like these examples because the items on the 
menus depend on which feature diskettes you 
combined on the 20 program diskette. 

When Using Program Diskette 
Tasks on a Combined Program Diskette 

After you have loaded the combined program 
diskette, choose Program Diskette Tasks from the 
TASK SELECTION menu. The following menu appears 
on the display: 
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PROGRAM DISKETTE TASKS 

ID ITEM 

a Textpack Program Diskette Tasks 
b Reportpack Program Diskette Tasks 
c Other Feature Program Diskette Tasks 

d Go to Task Selection 

I 
IKyb 1 I 

Type ID letter to choose ITEM; press ENTER: 

Using Feature Tasks 

Figure 34-6. PROGRAM DISKETTE TASKS Menu 

Any program that is on you r combined program 
diskette is listed as an ITEM on the menu. In this 
example, Reportpack is on the combined program 
diskette, so it is named as an ITEM with the ID letter 
b. 

For any feature not on your combined program 
diskette, choose the 10 letter for Other Feature 
Program Diskette Tasks and insert the Feature 
Diskette you want to use. 

Follow the prompts and messages to complete your 
work. 

on a Combined Program Diskette 

34-10 

After you choose Feature Tasks from the TASK 
SELECTION menu, the following menu appears. 



PRODSKI 

FEATURE TASKS 

ID ITEM 

a Reportpack Task Selection 
b Other Feature 

c Go to Task Selection 

I 
IKyb 1 I 

When finished with this menu, press ENTER. 

IType ID letter to choose ITEM; press ENTER: 
~----------------------------------------------------- ------------------

Figure 34-7. FEATURE TASKS Menu 

Using Remaining Space on 

The features on your combined program diskette are 
listed as ITEMs on the menu. In this example, 
Reportpack Task Selection is listed. You would 
choose the ID letter of the feature you want to use. 

If you wa nt to use a featu re other than those on you r 
program diskette, choose Other Feature and insert 
the feature diskette you want to use. 

Follow the prompts and messages to use your feature 
diskette. 

the Combined Program Diskette 
for Typing Tasks 

The remaining space on the combined program diskette 
may be used to create or revise documents. When 
creati ng a document, type the name of the combi ned 
program diskette when prompted. 

If you wish to combine program diskettes and documents 
on the same diskette, be aware of the following: 
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• When erasing in Work Diskette Tasks, only the text 
is erased. The program diskettes remain on the 
combined diskette. 

• When erasing in Program Diskette Tasks, 
EVERYTH I NG is erased, including both the text, and 
the programs diskettes combined on the 2D diskette. 

• When duplicating documents in Work Diskette Tasks, 
only the text is duplicated. The program diskettes 
are not duplicated. 

• When duplicating diskettes in Program Diskette 
Tasks, programs and documents are duplicated. 
Combined diskettes can be duplicated only in Program 
Diskette Tasks. If you want to duplicate only the 
text on a combined program diskette, use Work 
Diskette Tasks to duplicate or condense the text. 

• When condensing in Work Diskette Tasks, only the 
text is conden sed. 
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UPDATING A COMBINED PROGRAM DISKETTE 

Basic Information 

You should update your combined program diskette 
when you receive modification level program diskettes 
from I BM for: 

• Textpack 4 Licensed Program Diskettes 

• Any Feature Licensed Program Diskette 

• Languagepack 2 Licensed Program Diskettes 

Any time you need to update a combined program 
diskette, you need another initialized 2D diskette. 
You will create the updated combined program 
diskette using the modification level program 
disketteCs) received from IBM. You retain programs 
that have not changed from the existing combined 
program diskette. 

DC "" 11 11 

DCo[ ) New Level 
Textpack 4 
Program 
Diskettes 

( ( ~o-
.1 I ~ 

'----V-o-I.-0--"1 ..... 
1 

Vo I. 02 .1. 
O[ 1 

------- " Update V 

Retain 
Features From 
Combihed Program 
Diskette That 
Ha ve Not Cha nged 

Vol. 03 

D[~_) 
o 

~ 
I 

2D Combined 
Program Diskette 

I 
Another 2D Diskette 

Figure 34-8. Updating a Combined Program Diskette 
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In this topic, the examples show Reportpack as a 
Combined Featu re, and Spanish as a Combined 
Language. Your menus may not appear exactly like 
these examples because the men us depend on what 
programs are stored on your combined program 
diskette. 

Updating Due to Latest 
Level of Textpack 4 
Licensed Program Diskettes 

34-14 

To update a combined program diskette because you 
received a modification level of Textpack 4 program 
diskettes from IBM: 

TURN ON THE SYSTEM AND LOAD THE MODIFICATION 
LEVEL VOL. 01 TEXTPACK 4 PROGRAM DISKETTE 
(NOT THE COMBINED PROGRAM DISKETTE). 

CHOOSE PROGRAM DISKETTE TASKS FROM THE TASK 
SELECTION MENU. 

PRESS ENTER WHEN THE PROMPT Insert desired 
program or feature diskette; press ENTER APPEARS. 



I 
IPRODSKI 
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TEXTPACK PROGRAM DISKETTE TASKS 

ID ITEM 

I 
IKyb 1 I 

a Change Document Format Defaults 
b Change Alternate Format Defaults 
c Change Printer Description 
d Change Work Station Description 
e Duplicate Machine Setup 
f Duplicate Program Diskette 
g Erase Program Diskette 
h Duplicate Spelling Supplement 
i Change Math Format Defaults 
j Change Paginate Document Defaults 
k Change Check Document Defaults 
1 Create New Combined Program Diskette 
m Update Combined Program Diskette 
n Change Menu Abbreviations 
o Go to Task Selection 

Type ID letter to choose ITEM; press ENTER: _ 

Figure 34-9. TEXTPACK PROGRAM DISKETTE TASKS 
Menu 

CHOOSE UPDATE COMBINED PROGRAM DISKETTE FROM 
THE TEXTPACK PROGRAM DISKETTE TASKS MENU. 

The prompt Type name of 2D diskette to receive 
programs; press ENTER appears. 

INSERT THE NEW 2D DISKETTE YOU WANT TO COMBINE 
THE PROGRAMS ONTO. DO NOT USE THE ORIGINAL 2D 
COMBINED PROGRAM DISKETTE. 

TYPE THE NAME OF THE NEW 2D DISKETTE TO 
RECEIVE THE PROGRAMS, AND PRESS ENTER. 

PRESS ENTER WHEN THE PROMPT Contents of receiving 
diskette will be deleted. Press ENTER or Press END 
APPEARS. 

The message Receiving Diskette has been renamed to 
999999 displays on the screen. 

Combining Program Diskettes 34-15 
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PRESS ENTER TO CONTINUE. 

When you press ENTER, the system puts the 
modification level Vol. 01 Program Diskette onto the 
2D diskette. 

FOLLOW THE MESSAGE TO INSERT THE VOL. 03 
PROGRAM DISKETTE. 

The Displaywriter puts the modification level Vol. 03 
Program Diskette onto the 2D Diskette. 

FOLLOW THE MESSAGE TO INSERT THE VOL. 02 
PROGRAM DISKETTE. 

After the modification level Vol. 01, Vol. 02 and Vol. 
03 diskettes have been added to the new 2D diskette, 
the following message appears: Insert an existing 
Combined Program Diskette, if any, to be used. 

Retaining Feature Diskettes From 
The Existing Combined Program Diskette 

34-16 

INSERT THE ORIGINAL 20 COMBINED PROGRAM 
DISKETTE. 

PRESS ENTER TO CONTINUE. 

When the COMBINE FEATURE SELECTION menu 
appears, you will probably want to retain the feature 
programs which did not change from the original 
combined program diskette. 
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I 
CMBDSKI 

I 
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COMBINE FEATURE SELECTION 

ID ITEM 
YOUR 
CHOICE 

a Asynchronous Feature 2 
b Binary Synchronous Feature 2 

c EDD Feature 
d Reportpack Feature 
e Mag Card Feature 

f 3270 Feature 

2 
2 
2 

2 

POSSIBLE 
CHOICES 

1 = Yes 
1 = Yes 

1 = Yes 
1 = Replace 
1 = Yes 

1 = Yes 

2 = No 
2 = No 

2 = No 
2 = Retain 
2 = No 

2 = No 

IWhen finished with this menu, press ENTER. 
.1 
I 
I 
I 

I 
IType ID letter to choose ITEM; press ENTER: _ 

Figure 34-10. COMBINE FEATURE SELECTION Menu 

Notice that in the POSSI BlE CHOICES column for 
Reportpack, 2 = Retain. 

The value of the YOUR CHOICE column automatically 
changes to indicate the features that are already 
included on the original combined program diskette. 
These are the features you will probably w~nt to 
combine onto the new 2D diskette. 

PRESS ENTER. 

The COMBINE LANGUAGE SELECTION menu appears. 

Combining Program Diskettes 34-17 
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Retaining languagepack 2 
Dictionaries from the 
Existing Combined Program Diskette 

34-18 

CMBDSKI 
I 

IKyb 1 I 

ID 

a 
b 
c 
d 
e 
f 
g 
h 
i 
j 
k 

I When 
/ 
/Type 

COMBINE LANGUAGE SELECTION 

YOUR POSSIBLE 
ITEM CHOICE CHOICES 

U.S. English 2 1 = Languagepack 2 = Retain From 2D 
U. K. English 2 1 = Languagepack 2 = Do Not Combine 
German 2 1 = Languagepack 2 = Do Not Combine 
Dutch 2 1 = Languagepack 2 = Do Not Combine 
National French 2 1 = Languagepack 2 = Do Not Combine 
Canadian French 2 1 = Languagepack 2 = Do Not Combine 
Italian 2 1 = Languagepack 2 = Do Not Combine 
Spanish 2 1 = Languagepack 2 = Retain from 2D 
Swedish 2 1 = Languagepack 2 = Do Not Combine 
Danish 2 1 = Languagepack 2 = Do Not Combine 
Norwegian 2 1 = Languagepack 2 = Do Not Combine 

finished with this menu, press ENTER. 

ID letter to choose ITEM; press ENTER: 

Figure 34-11. COMBINE lANGUAGE SELECTION Menu 

Notice that in the POSSI BlE CHOICES column: 

• The value for 2 = Retain from 2D for the 
languages already on the existing combined 
program diskette. 

• The value for 2 = Do Not Combine for languages 
not already on the existing combined program 
diskette. 

Note: The value 2 in the POSSI BlE CHOICES column 
for U. S. English = Retain from 2D because it is 
contained on the Textpack 4 program diskette and 
automatically combined with Vol. 02 on the combined 
program diskette. 

When the COMBINE lANGUAGE SELECTION menu 
appears, if you want to retain what is already on 
your existing combined program diskette, 



PRESS ENTER. 

The ADDITIONAL UPDATES FROM COMBINED 
PROGRAM DISKETTE appears. 

Additional Updates From 
The Existing Combined 
Program Diskette 

CMBDSKI 

ID 

a 

b 

c 

I 
IKyb 1 I 

ADDITIONAL UPDATES FROM COMBINED PROGRAM DISKETTE 

YOUR POSSIBLE 
ITEM CHOICE CHOICES 

Update Machine Setups 1 1 = Yes 

Update Spelling Language 1 1 = Yes 
Supplements 

Duplicate Data From Combined 1 1 = Yes 
Program Diskette 

2 = No 

2 = No 

2 = No 

When finished with this menu, press ENTER. 

IType ID letter to choose ITEM; press ENTER: 

Update Mach i ne Setups 

Figure 34-12. ADDITIONAL UPDATES FROM COMBINED 
PROGRAM DISKETTE 

Use the default a = 1 if you need to transfer machine 
setups for any Textpack 4 or feature program 
diskettes from the existing combined program 
dis kette. 
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Update Spelling Language Supplements 

Use the default b = 1 if you need to transfer 
language supplements from the existing combined 
program diskette to the updated combined program 
diskette. 

Duplicate Data From 
Combined Program Diskette 

To Continue Updating 

34-20 

Use the default c = 1 if you have documents on the 
existing combined program diskette that you wish to 
duplicate to the updated combined program diskette. 

When you have made all you r choices in the menu, 

PRESS ENTER. 

FOLLOW THE PROMPTS AND MESSAGES TO COMPLETE 
UPDATING THE COMBINED PROGRAM DISKETTE. 

When your diskette is updated, you will see the 
message Combine Task completed. Receiving diskette 
is zzzzzz. 



Updating Due to Later 
Levels for Feature or 
Languagepack 2 Program Diskettes 

Combined 
Program 
Diskette 

Update 
Features From 
Combined Program 
Diskette 

o [ _________ J 
(§) 

o 
I 

o [-----------....J 
(§) 

o 
I 

Modification Level 
Feature Diskette 

Update 

Another 2D Diskette 

Figure 34-13. Updatin~ For Features or LangLJagepack 2 

If you need to make changes only to the Features or 
Languagepack 2 programs on a combined program 
diskette, you must "update" the combined program 
diskette. You must have another 20 diskette for 
updating. 

TURN THE SYSTEM OFF AND THEN ON AGAIN. LOAD 
THE ORIGINAL COMBINED PROGRAM DISKETTE. 

CHOOSE PROGRAM DISKETTE TASKS AND PRESS 
ENTER. 

PRESS ENTER AGAIN WHEN THE PROMPT Insert desired 
program or feature diskette; press ENTER. APPEARS. 

Combining Program Diskettes 34-21 



34-22 

I 
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I 
I 
/ 

/ 

CMBDSKI 

The following menu appears. 

PROGRAM DISKETTE TASKS 

ID ITEM 

a Textpack Program Diskette Tasks 
b Reportpack Program Diskette Tasks 
c Other Feature Program Diskette Tasks 

d Go to Task Selection 

I 
IKyb 1 I 

/Type ID letter to choose ITEM; press ENTER: 

Figure 34-14. PROGRAM DISKETTE· TASKS Menu 

Remember, the menu may appear 
depending on which feature diskettes 
combined onto your original 2D diskett~. 

differently 
you have 

CHOOSE THE ITEM FOR TEXTPACK PROGRAM DISKETTE 
TASKS. 

The following menu appears: 
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------------------------------------------------~---~- ------------------
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TEXTPACK PROGRAM DISKETTE TASKS 

ID ITEM 

a Change Document Format Defaults 
b Change Alternate Format Defaults 
c Change Printer Description 
d Change Work Station Description 
e Duplicate Machine Setup 
f Duplicate Program Diskette 
g Erase Program Diskette 
h Duplicate Spelling Supplement 
i Change Math Format Defaults 
j Change Paginate Document Defaults 
k Change Check Document Defaults 
1 Create New Combined Program Diskette 
m Update Combined Program Diskette 
n Change Menu Abbreviations 
o Go to Task Selection 

Type ID letter to choose ITEM; press ENTER: 

Figure 34-15. TEXTPACK PROGRAM DISKETTE TASKS 
Menu 

CHOOSE UPDATE COMBINED PROGRAM DISKETTE FROM 
THE TEXTPACK PROGRAM DISKETTE TASKS MENU, 
AND PRESS ENTER. 

The prompt Type name of 2D diskette to receive 
programs; press ENTER appears. 

INSERT THE NEW 2D DISKETTE YOU WANT TO COMBINE 
THE PROGRAMS ONTO. 

TYPE THE NAME OF THE NEW 2D DISKETTE TO 
RECEIVE THE PROGRAMS, AND PRESS ENTER. 

PRESS ENTER WHEN THE PROMPT Contents of receiving 
diskette will be deleted. Press ENTER or Press END 
APPEARS. 

Combining Program Diskettes 34-23 
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The message Receiving Diskette has been renamed to 
999999 appears. 

PRESS ENTER TO CONTINUE. 

The Oisplaywriter begins combining the original 
combined program diskette onto the new 20 diskette. 

FOLLOW THE PROMPTS AND MESSAGES, IF ANY, TO 
INSERT DISKETTES. 

Updating to 
Replace a Feature 

34-24 

When the Textpack 4 program diskettes have been 
added to the new 20 diskette, the COMBINE 
FEATURE SELECTION menu appears. 

CMBDSKI 
I 

IKyb 1 I 

COMBINE FEATURE SELECTION 

YOUR POSSIBLE 
ID ITEM CHOICE CHOICES 

a Asynchronous feature 2 1 = Yes 2 = No 
b Binary Synchronous Feature 2 1 = Yes 2 = No 

c EDD Feature 2 1 = Yes 2 = No 
d Reportpack Feature 2 1 = Replace 2 = Retain 
e Mag Card Feature 2 1 = Yes 2 = No 

f 3270 Feature 2 1 = Yes 2 = No 

IWhen finished with this menu, press ENTER. 
I 
IType ID letter to choose ITEM; press ENTER: 

Figure 34-16. COMBINE FEATURE SELECTION Menu 

Notice in the POSSI BLE CHOICES column that: 
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• The value for 2 = Retain if the feature is already 
on the existing combined program diskette. 

• The value for 2 = No if the feature is not already 
on the existing combined program diskette. 

If you have received a modification level of a featu re 
program diskette, you must "replace" that feature on 
the new combined program diskette. 

For each feature you want to replace, you must 
change YOUR CHOICE to 1. 

For example, to replace the Reportpack program 
diskette on the 2D diskette: 

• Choose the I TEM for Reportpack. 

• When the prompt Type YOUR CHOICE; press 
ENTER appears, type: 1 

• Follow the prompts to insert the appropriate 
diskette(s) . 

The COMBINE LANGUAGE SELECTION menu appears 
on the display. 

Combining Program Diskettes 34-25 
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CMBDSKI 

COMBINE 

YOUR 
ID ITEM CHOICE 

a U.S. English 2 
b U. K. English 2 
c German 2 
d Dutch 2 
e National French 2 
f Canadian French 2 
g Italian 2 
h Spanish 2 
i Swedish 2 
j Danish 2 
k Norwegian 2 

I When finished with this menu, 
I 

LANGUAGE SELECTION 

POSSIBLE 
CHOICES 

1 = Languagepack 
1 = Languagepack 
1 = Languagepack 
1 = Languagepack 
1 = Languagepack 
1 = Languagepack 
1 = Languagepack 
1 = Languagepack 
1 = Languagepack 
1 = Languagepack 
1 = Languagepack 

press ENTER. 

I 
IKyb 1 I 

2 = Retain From 2D 
2 = Do Not Combine 
2 = Do Not Combine 
2 = Do Not Combine 
2 = Do Not Combine 
2 = Do Not Combine 
2 = Do Not Combine 
2 = Retain from 2D 
2 = Do Not Combine 
2 = Do Not Combine 
2 = Do Not Combine 

I Type ID letter to choose ITEM; press ENTER: 

Figure 34-17. COMBINE lANGUAGE SELECTION Menu 

Updating to 
Replace a Languagepack 2 
Dictionary 

34-26 

Notice that in the POSSI BlE CHOICES column: 

• The value for 2 = Retain from 2D for the 
languages already on the existing combined 
program diskette 

• The value for 2 = Do Not Combine for languages 
not already on the existing combined program 
diskette. 

Note: The value 2 in the POSSIBLE CHOICES column 
for U. S. English (or the language for you r country) 
= Retain from 2D because it is contained on the 
Textpack 4 program diskette and automatically 
combined with Vol. 02 on the combined program 
diskette. 

When the COMBINE lANGUAGE SELECTION menu 
appears, if you want to replace what is already on 
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your original combined program diskette, you must 
choose the ITEM for the language dictionary you are 
replacing and type 1. Follow the message to insert 
the appropriate languagepack 2 program diskette. 

The ADdiTIONAL UPDATES FROM 2D DISKETTE 
menu appears. 

Simply press ENTER to transfer machine setups, 
language supplements or documents from the 
combined prqgram diskette. 

Follow the prompts and messages to complete 
updating. 

Using an Updated 
Combined Program Diskette 

To Add Programs 
to a Combined Program 
Diskette 

REMOVE BOTH COMBINED PROGRAM DISKETTES FROM 
THE DISKETTE UNIT. 

label the updated combined program diskette. You 
may want to erase the "old" combined program 
diskette to avoid confusion. 

The updated combined program diskette is now 
complete. 

To use the updated combined program diskette, turn 
off the Displaywriter. Then tu rn it back on, and load 
the updated combined program diskette so the 
current Licensed Programs are available to you. 

Once this updated combined program diskette is 
loaded, only this particular program diskette can be 
used for different tasks. 

If you have a combined program diskette containing 
Textpack 4 Vol. 01, Vol. 02 and Vol. 03, you can add 
a feature or a Languagepack 2 dictionary. 

FOLLOW THE STEPS vbu HAVE ALREADY LEARNED TO 
UPDATE A COMBINED PROGRAM DISKETTE: 

Comt>ining Program Diskettes 34-27 
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Adding a Feature 
Program Diskette 

When you reach the COMBINE FEATURE SELECTION 
menu: 

CHOOSE THE ID LETTER OF THE FEATURE DISKETTE 
YOU WANT TO ADD. 

WHEN Tt1E PROMPT, Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: 1 

PRESS ENTER AGAIN. 

FOLLOW THE MESSAGE TO INSERT THE APPROPRIATE 
FEATURE DISKETTE. 

PRESS ENTER TO CONTINUE. 

Adding a Languagepack 2 
Dictionary 

34-28 

In the COMBINE LANGUAGE SELECTION menu, 

CHOOSE THE ID LETTER OF THE FOREIGN LANGUAGE 
DICTIONARY YOU WANT TO ADD. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: 1 

PRESS ENTER AGAIN. 

FOLLOW THE MESSAGE TO INSERT THE APPROPRIATE 
LANGUAGEPACK 2 PROGRAM DISKETTE. 

PRESS ENTER TO CONTINUE. 

PRESS ENTER IN THE ADDITIONAL UPDATES FROM 2D 
DISKETTE MENU. 



ADDITIONAL INFORMATION 

Erasing "Old" 
Combined Program Diskettes 

TN L SN44-2076 (20 August 1982) to S544-2035-0 

After a Combined Program Diskette has been updated 
onto a "new" one, the "old" Combined Program 
Dis kette can be erased by using the ERASE 
PROGRAM DISKETTE TASK and reused as either a 
program diskette or a work diskette. 

Before erasing a Combined Program Diskette, be sure 
that all text, if any, on the diskette has been 
duplicated to the "new': Combined Program Diskette. 

You can choose Display I ndex of Diskette Contents in 
the TYPING TASKS menu to determine the names of 
the documents you want to duplicate from the original 
combined program diskette. 

Combining Program Diskettes 34-29 
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TOPIC SUMMARY 

To Combine Program Diskettes 

To Use a Combined 
Program Diskette 

To Update a Combined 
Program Diskette Because 

A. Turn on the Displaywriter and load the Vol. 01 
Textpack 4 Program Diskette from IBM. 

B. Choose Program Diskette Tasks. 

C. Choose Create a New Combined Program 
Diskette. 

D. Insert an initialized 2D diskette. 

E. Type the name of the "new" 20 diskette that will 
contain the combined programs. 

F. I nsert Vol. 03 when prompted to do so. 

G. Insert Vol. 02 when prompted to do so. 

H. Follow prompts and messages to include Feature 
Program Diskettes and/or Languages from 
Languagepack 2 on the Combined Program Diskette. 

I. Optional: Press CODE + CANCL when you have 
combined all the programs you need. 

A. Tu rn off the Displaywriter. 

B. Turn the lJisplaywriter back on. 

C. Load the combined program diskette. 

of a Modification Level Textpack 4 

34-30 

A. Tu rn the Displaywriter off and then back on and 
load the modification level Vol. 01 Textpack 4 
Diskette from IBM. 



B. Choose Program Diskette Tasks from the TASK 
SELECTION menu. 

C. Choose Update Combined Program Diskette from 
the TEXTPACK PROGRAM DISKETTE TASKS menu. 

D. Insert the "new" 20 Diskette to receive the new 
programs .. 

E. Type the name of the "new" 20 Diskette. 

F. Follow the prompts and messages to insert 
diskettes. 

G. Combine Feature Programs and/or language 
dictionaries from Languagepack 2 from the original 
combined program diskette. 

H. Choose the necessary ITEMS in the 
ADDITIONAL UPDATES FROM COMBINED 
PROGRAMDISKETTE menu to transfer machine 
setups, language supplements or documents. 

• Make all your choices before pressing ENTER. 

• Follow the prompts and messages to complete 
updating. 

I. When this task is finished, the combined program 
diskette is complete. 

J. Tu rn the Displaywriter off and then back on to 
load this diskette. 

To Update a Combined Program 
Diskette to Replace a 
Feature And/Or Language Dictionary 

A. Turn the Displaywriter off and then on and load 
the combined program diskette. 

B. Choose Program Diskette Tasks from the TASK 
SELECTION TASKS menu. 

C. Choose Textpack Program Diskette Tasks from 
the PROGRAM DISKETTE TASKS menu. 

D. Choose Updgte Combined Program Diskette from 
the TEXTPACK PROGRAM DISKETTE TASKS menu. 
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E. Type the name of the new 20 diskette when 
prompted. 

F. For Features that remain the same, YOUR 
CHOICE should = 2. 

G. To replace a feature: 

• Change YOUR CHoicE to 1 for each feature you 
want to replace. 

• Follow the prompts to insert the appro~riate 
diskettes. 

H. For each language dictionary that remains the 
same, YOUR CHOICE should = 2. 

I. For each language dictionary you want to 
replace: 

• Type 1 for YOUR CHOICE. 

• Load the appropriate Languagepack 2 diskette. 

J. Choose the necessary ItEMS in the 
ADDITIONAL UPDATES FOR 2D DISKETTE menu to 
transfer machine setups, language supplements or 
documents. 

• Make all your choices before pressing ENTER. 

• Follow the prompts and messages to complete 
updating. 

K. When this task is finished, the combined program 
diskette is complete. 

L. Turn the Displaywriter off and then back on to 
load this diskette to do your own work. 



To Add Programs 
to a Combined Program 
Diskette 

A. Turn on the Displaywriter and insert the 
combined program diskette. 

B. Choose Program Diskette Tasks. 

C. Press ENTER again. 

D. Choose Textpack Program Diskette Tasks. 

E. Choose Update Combined Program Diskette. 

F. Insert the 2D diskette to receive the programs. 

G. Type the name of the 20 dis kette to receive the 
programs. 

H. Press ENTER. 

I. Press ENTER again and follow the prompts to 
insert diskettes. 

J. In the COMBINE FEATURE SELECTION MENU, 
choose the 10 letter of the feature diskette you want 
to add and type: 1 

K. Press ENTER again. 

L. Follow the message to insert the appropriate 
feature diskette and press ENTER to continue. 

M. In the COMBINE LANGUAGE SELECTION menu, 
choose the I D letter of the foreign language 
dictionary you want to add and type: 1 

N. Press ENTER again and follow the prompts to 
insert diskettes. 

O. Press ENTER again. 

P. Press ENTER in the ADDITIONAL UPDATES 
FROM COMBINED PROGRAM DISKETTE menu. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 35. Duplicating Your Personalized Defaults to 
a New Program Diskette 

In this topic, you will learn how to duplicate the 
personalized defaults and stored supplemental 
dictionary to a new I BM program diskette. This is a 
read-only topic. 

Before starting this topic, you should complete: 

1. All Basic Topics 

2. Topic 29. Duplicating a Program Diskette 

3. Topic 33. Personalizing a Program Diskette 

The section in this topic regarding Supplemental 
Dictionaries applies only if you are using the Spelling 
Verification Aid and have a supplemental dictionary 
stored on your program diskette. 

The section in this topic regarding Menu 
Abbreviation applies only if you have personalized 
your program diskettes by creating your own short 
form abbreviations. 

Periodically, you will receive new program diskettes 
from I BM. These new program diskettes may contain 
maintenance releases to correct any problems found 
in the current program diskettes since they were 
fi rst developed. 

It is important to start using new levels of program 
diskettes as soon as you do the following: 

1. Make a copy of Vol. 01, Vol. 02 and Vol. 03. 
Label them appropriately. Store them in the 
back of Operator Training Book 1--Basic Topics. 
These diskettes will be used for training new 
operators. 

2. If you have created your own short form menu 
abbreviations, make a list of the changes you 
have made. YOU CANNOT DUPLICATE MENU 
ABBREVIATIONS THAT HAVE BEEN CHANGED. 
YOU MUST RE-ENTER THESE CHANGES AFTER 
YOU HAVE· DUPLICATED THE PROGRAM 
DISKETTES. 

3. Duplicate your personalized defaults to the new 
Vol. 01 program diskette. 

Duplicating Your Personalized Defaults 35-1 
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4. Duplicate your stored supplemental dictionary to 
the new Vol. 02 program diskette. 

5. Make a copy of the personalized Vol. 01 and 
Vol. 02. Also make a copy of Vol. 03. 

6. Make any necessary changes to the short form 
menu abbreviations on both sets of the new 
personalized program diskettes. 

7. Store one set of the new personalized program 
diskettes in a safe place and use the other set 
for your daily work. 

TO DUPLICATE YOUR PERSONALIZED 
DEFAULTS 

To update your new Vol. 01 program diskette to 
include the existing personalized defaults on your 
current program diskette, you insert the new Vol. 01 
program diskette, and choose Program Diskette Tasks 
in the TASK SELECTION menu. 

When the prompt I nsert desired program or feature 
diskette and press ENTER appears, you press 
ENTER. The TEXTPACK PROGRAM DISKETTE 
TASKS menu appears, and you choose Duplicate 
Machine Setup. 

The prompt Type name of program diskette with 
setup appears. This refers to the name of the 
program diskette you have been using up until now 
(your old program diskette). 

You will then be prompted when to insert which 
program diskette. When your personalized defaults 
have been duplicated to the new Vol. 01 program 
diskette, the message Machine setup . duplicated 
appears, and the system returns to the TEXTPACK 
PROGRAM DISKETTE TASKS menu. 

Remove the duplicated program diskette and attach 
the appropriate diskette labels to indicate that this is 
a Vol. 01 program diskette with personalized 
defaults. 

TO USE THE NEW VOL. 01 PROGRAM 
DISKETTE WITH THE PERSONALIZED 
DEFAULTS 

35-2 

To use the new Vol. 01 program diskette which now 
has the personalized defaults, return to the TASK 
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SELECTION menu. Be sure the new Vol. 01 program 
diskette is loaded in the diskette unit. The system 
automatically loads the new defaults. 

When you actually receive new program diskettes 
from I BM, refer to "Duplicate Machine Setup Task" in 
the "Quick Reference" section of the Reference 
Guide. 

STORED SUPPLEMENTAL DICTIONARY 

When you receive updated Textpack or Languagepack 
2 program diskettes from IBM, you can duplicate the 
supplemental dictionary stored on the current 
program diskette onto the new program diskette. 

• The supplement on a Textpack program diskette 
can be only duplicated to an updated Textpack 
program diskette. 

• Supplements on Languagepack 2 program 
diskettes can be duplicated only to updated 
Languagepack 2 program diskettes. 

The steps to duplicate the supplemental dictionary 
are: 

1 . You must do an initial program load (I PL) from 
the new Textpack program diskette just received 
from IBM. 

2. Choose the ITEM in the TASK SELECTION menu 
to load the program diskette tasks. 

3. Choose the ITEM in the TEXTPACK PROGRAM 
DISKETTE TASKS menu to duplicate the spelling 
supplement. 

4. Type the name of the Vol. 02 Textpack or 
Languagepack 2 program diskette that you are 
duplicating from, and then press ENTER. 

5. You will be prompted when to insert which 
program diskette. 

6. When the supplement has been duplicated, 
remove the duplicated program diskette and 
attach the appropriate diskette label. 

When you receive new program diskettes from IBM, 
refer to "Duplicating Spelling Supplements" in the 
"Quick Reference" section of the Reference Guide. 
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TO CHANGE MENU ABBREVIATIONS 

35-4 

If you changed you r short form abbreviations on 
your old program diskettes, you must re-enter these 
changes on the new program diskettes. You cannot 
duplicate changed menu abbreviations from one 
diskette to another. 

You change short form menu abbreviations on your 
new personalized diskette after you have duplicate 
the other personalized defaults and the stored 
supplemental dictionary. Refer to "Program Diskette 
Procedures" in the Work Station Procedures Guide. 
These pages wi" aid you in changing short form menu 
abbreviations. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Duplicate Your Personalized 
Program Diskette Defaults to 
a New Program Diskette 

To Duplicate Stored 
Supplemental Dictionaries 

A. Do an initial program load with the new Vol. 01 
program diskette in the diskette unit. 

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

C. When the prompt I nsert desired program or 
feature diskette and press ENTER appears, press 
ENTER. 

D. Choose Duplicate Machine Setup in the 
TEXTPACK PROGRAM DISKETTE TASKS menu. 

E. When the prompt Type name of program diskette 
with setup appea rs, type the name of you r cu rrent 
(old) program diskette. 

F. The Displaywriter prompts you when to insert 
which program diskette. 

G. When the setup has been duplicated, you will see 
the message Mach ine setup duplicated. 

A. Insert the new Textpack program diskette and 
do an initial program load (I PL) . 

B. Choose the ITEM in the TASK SELECTION menu 
to load the program diskette tasks. 

C. Choose the ITEM in the TEXTPACK PROGRAM 
DISKETTE TASK menu to duplicate the spelling 
supplement. 

D. Type the name of the Vol. 02 Textpack program 
diskette or Languagepack 2 program diskette you are 
duplicating from, and then press ENTER. 

E. You will be prompted when to insert which 
program diskette. 

F. When the system has updated the new Textpack 
or Languagepack 2 program diskette with the stored 
supplemenf(s), the message, Spelling supplement(s) 
duplicated appeq rs on the message line. 
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To Change Menu Abrreviations 

A. You cannot duplicate changed menu 
abbreviations from one diskette to another. You 
must re-enter these changes on the new personql ized 
program diskettes. 

You have completed: this topic. Choose the next topic from 
your Training Checklist. 
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Topic 36. What To Do If .... 

CREATE, REVISE, CHECK SPELLING, AND PRINT TEXT 

When Creating 

Auto carrier return not working. 

Action: 

Change Adjust Line Endings to YES in LINE FORMAT 
menu. 

OR 

1 . Change defaults in work station description on 
program diskette to Auto Carrier Return = ON. 

2. Reload the initial program. 

When naming document, you get message (Document) 
already exists. 

Action: 

Select Revise Document instead of Create Document. 

You made a typestyle change and got I nvalid Choice 
message. 

Action: 

If choice is a different pitch, the cursor must be at 
left margin. 

OR 

In making selection, be sure to use the number 1 key 
instead of the L key. 

What To Do If 36-1 



When Revising 

36-2 

You pressed CHG FMT and didn't get choices needed. 

ACTION: 

1. To change the LINE FORMAT menu, move cursor 
to the left margin. 

2. Press CHG FMT. 

3. Make necessary changes. 

OR 

1 . To change the page format, mov'e cu rsor to the 
beginning of the page. 

2. PressCHGFMT. 

3. Make necessary changes. 

Substitute appears on status line after recovering a 
document. 

Action: 

Check document at these points for missing 
characters. 

After recovery, you need to find the Substitute 
codes. 

Action: 

1 . Tu rn on Screen Format to help locate codes 
( . ). 

2. Press FIND. 

3. Hold down the control key above the REQST key 
and type a "z." 



When Saving Keystrokes 

4. Press ENTER. The cursor finds the point of the 
Substitute codes. The status line indicates 
Substitute. 

5. Check document at these points for missing 
cha racters. 

When trying to revise, you got message (Document) 
already in use. 

Cause: 

You are trying to revise a document that is printing 
or is in the print queue. 

Action: 

If document in print queue needs to be revised, you 
must cancel that document from the print queue 
before revising. Use REQST key to perform this 
function. 

OR 

Wait until document is printed to revise it. 

You lost a series of keystrokes when you pressed the 
SPELL key. 

Action: 

Do not check the spell i ng of a document u nti I you are 
th rough playi ng back the keystrokes you saved. 
Loading another task, such as Spelling Tasks, erases 
the keystrokes saved. If you need to save keystrokes 
in one document to play back in another document, 
press END. Go to the new document and play back 
the keystrokes. After you have completed playing 
back the keystrokes, you may check the spelling of 
the documents. 
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When Spelling 

36-4 

Supplement didn't store on program diskette. 

Action: 

1 . Select Spell i ng Tas ks. 

2. Select Load Supplement. 

3. Select Store Supplement on Program Diskette 
(See "Store Supplement Task" in the "Quick 
Reference" section of the Reference Guide. 

Supplement didn't delete from program diskette. 

Action: 

1. Select Spelling Tasks. 

2. Select Clear Supplement. 

3. Select Store Supplement (A blank supplement will 
store over the old one). 

The system marked words which you know are stored 
in the Displaywriter dictionary, supplemental, or 
language dictionary. 

Action: 

Be sure you have the correct dictionary loaded. 



When Printing 
Long line message. 

Action: 

After revising, select Paginate Document. 

OR 

Refer to the Prompts and Messages Guide. 

Long page message. 

Action: 

After revising, paginate document. 

Verify that Last Line and Paper Size choices in PAGE 
FORMAT menu are compatible. 

OR 

Refer to the Prompts and Messages Guide. 

Printout shows lines being split. 

Example: 

Cause: An index was typed by mistake. The display 
appears correct. 

Action: 

1 . Select Revise Document. 

2. Cursor to point of index in the document. 

3. Delete (using DEL) the index. 

4. Print the page. 
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CREATE, REVISE .. AND CHECK TABLES 

When Typing the Table 

36-6 

You entered the wrong kind of tab in the example 
entry. 

Action: 

1. Move the cursor to the first line of the table and 
press CODE + LAYOUT. 

2. When the Column Layout instructions appear on 
the screen, you can correct the example entries. 

3. Move the cursor to the right of the incorrect tab 
symbol and backspace to delete it. 

4. If necessary, press the key to indicate what kind 
of tab you want. 

5. Press CODE + LAYOUT to adjust the entries. 

6. Press ENTER and continue typing the table. 

You forgot to enter a tab or need to add a tab. 

Action: 

1. Move the cursor to the first line of the table and 
press CODE + LAYOUT. 

2. When the Column Layout instructions appear on 
the screen, you can correct the example entries. 

3. Move the cursor where you want the tab to be, 
and press the key for that kind of tab. 

4. Press CODE + LAYOUT to adjust the entries. 

5. Press ENTER. 

6. You may need to add or delete some tab symbols 
for the entries al ready typed to align correctly. 

7.' Continue typing the table. 



You deleted the Begin or End Table Codes. 

Action: 

1. Move the cursor to the first line of the table and 
press CODE + LAYOUT. 

2. When the Column Layout instructions are on the 
screen, follow the instruction to move the cu rsor 
down to re-specify the last line of the table and 
press ENTER. 

3. Delete any duplicate codes you have. 

You deleted the format codes. 

Action: 

1 . Move the cu rsor to the fi rst line of the table. 

2. Press CODE + LAYOUT. 

3. When the Column Layout Instructions are on the 
screen, reset the desired tabs, press CODE + 

LAYOUT, and follow the instruction to move the 
cursor down to re-specify the last line of the 
table. 

4. Press ENTER. 

5. Delete any duplicate codes you have. 
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36-8 

You tabbed to the wrong tab symbol after you typed 
several entries. 

Action: 

1. If the entries are short of where they should be, 
move the cu rsor to the fi rst entry in the col umn 
and press TAB until the entry is where the 
column should be. 

2. Continue typing the rest of the table. 

OR 

1. If the entries are past where they should be, 
delete the tab symbols to the left of each entry in 
the column until the column is positioned 
correctly. 

2. Continue typing the rest of the table. 

You pressed ENTER before you finished typing the 
table. 

Action: 

1. Move the cursor to the End Table code. 

2. Continue typing the table. 

You typed a carrier return before you wanted one 
while typing a column. 

Action: 

1 . Move the cu rsor to the carrier retu rn symbol and 
delete it. 

2. The table will return to its original appearance. 

3. Continue typing. 
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You forgot to enter a column as an example entry. 

Action: 

1. Finish typing the table as you have it. 

2. Follow the steps to add an entire collJmn in 
"Tables and Columnar Samples" in the Work 
Station Procedures Guide. 

The adjusted columns extend past the right margin. 

Action: 

If after your columns are adjusted, the last column is 
beyond the right margin » of your document, 

1. You may need to change the paper size In the 
FORMAT SELECTION menu. 

a. Move the cu rsor to the format 
change [E at the beginning of the table. 

b. Press ENTER to see the FORMAT 
SELECTION menU'. 

c. Choose the item in the menu for PAGE 
FORMAT. 

d. Choose the paper size that will be large 
enough for your table. 

2. Now, you choose the item in the FORMAT 
SELECTION menu for margins and tabs. 

3. Move the right margin » where you want the 
right margin of your table. 

4. Go to the typing area, and on the first line of 
the table, press CODE + LAYOUT to see the 
Column Layout Instructions. 

5. Follow Column Layout Instruction 3 to adjust 
your example entries between the new margins. 

6. Follow instruction 4. 

7. Move cursor to the End Table code, and continue 
typi ng you r col umn entri es . 
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When in Column Layout instructions 

36-10 

You pressed ENTER before you were ready. 

Action: 

1. You are now in the typing area. 

2. Follow the prompt on the screen to press ENTER, 
even thoug h you have not typed the table. 

3. Move the cursor to the line with the Begin Table 
code ~ and press CODE + LAYOUT. 

4. The Column Layout instructions appear on the 
screen. 

5. Follow the instructions on the screen beginning 
where you left off. 



CREATING DOCUMENTS FROM STORED TEXT 

Get VARIABLE menu 

Correcting Variable Names 

You press ENTER before typing a variable name and 
get the VARIABLE menu. 

Action: 

Type the variable name in the menu and continue. 

Variable names on the display do not match the 
variable names in the shell or paragraph library. 

Action: 

1. Position the cursor under the first 
incorrect variable name. 

2. Press ENTER. 

3. Type the correct variable name. 

4. Press ENTER. 

of the 

Revising a Paragraph Library 

You pressed the GO TO key and typed a page 
number greater than the number of pages in the 
document. Text appears on the display, but you 
expected a blank page. 

Action: 

1. Press Code + .{ • This takes you to the bottom 
of the existing text. 

2. Press PAGE END. You are now on the next blank 
page. 

3. Type the new material. 

4. Press PAGE END. 

5. Press END. 
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Correcting an I nclude Instruction 

You reviewed an include instruction, and it must be 
revised. 

Action: 

1. Position the cursor under the first f- of the 
include instruction. 

2. Press ENTER. 

3. Correct the INCLUDE INSTRUCTIONS menu as 
necessary. 

4. Press ENTER. 

Message to I nsert Another 
Diskette During Merge 

36-12 

Your diskette containing your paragraph library is 
inserted; however, during merge the system tells you to 
insert another diskette. 

Action: 

1. Check any paragraphs which contain include 
instructions. 

2. Verify that the diskette named within the include 
instruction is the name of the diskette containing the 
library. 

3. Correct the include instruction, if necessary. 

4. Reprocess the merge job. 



Message "Variables Not Found" 

$SYSDOC Message 

You r merge job appears correct, but the system 
gives you the message Variables Not Found. 

Cause: 

When you create the fill-in document, you press 
PAGE END at the end of the page. Any carrier 
returns which come after the PAGE END are pushed 
to the next page. 

When you 
containing 
contai n i ng 
message to 
correctly. 

Action: 

merge, the system merges all pages 
text and tries to merge the page 

only carrier returns. This causes the 
appea r even if the previous pages merged 

No action necessa ry if previous pages merged 
correctly. 

You are doing a merge job and an error occurs. The 
message refers to $SYSDOC. 

Cause: 

SSYSDOC is the name the system gives to a merged 
document which is sent to print and not stored on 
diskette. The system uses this name to queue the 
pages for printing. 

Action: 

Follow the message as given. 
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FORMATS 

When Creating or Revising 

36-14 

You got an incorrect menu. 

Action: 

1. To obtain all choices in FORMAT SELECTION 
menu, the cursor must be at the beginning of a 
page. 

2. To change the line format or margins and tabs, 
the cursor must be at the left margin. 

3. With the cursor in the middle of a line, only 
typestyle changes can be made. You must select 
the same pitch. 

Note: If you have not made Page Format changes at 
the beginning of a page and now need to change the 
Page Format, you will need to delete (using DEL) 
the [E. Press CHG FMT and make all necessary 
changes. 

Revi sed headers/footers a re not p ri nti ng correctly. 

Action: 

1. Paginate document. 

2. Pri nt document. 

OR 

Check for a Page Format Change within the document 
that may alter the headers and footers. 



You typed a Required Page End but didn't get a new 
page on display. 

Action: 

Paginate document when you finish creating or 
revising. 

OR 

During Create only when you want to be on a new 
page on the display: 

1. Type a Required Page End. 

2. Type a regular Page End. 

Page number on display shows 1.1, 2.1, etc. 

Action: 

Paginate to convert to whole numbers. 

Indented text doesn't indent far enough. 

Action: 

Use only required tabs (CODE + TAB) to reach 
indent level. Replace spaces or regular tabs with 
req u i red tabs. 
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When Justifying 

36-16 

Indention doesn't work on subsequent Ii nes. 

Action: 

1. Required carrier returns must be deleted. 

2. Line adjust or paginate to rearrange line 
endings. 

OR 

1. If right margin is to be indented, press CHG 
FMT and change right margin. 

2. Auto carrier return works automatically. 

Justifying adds too much white space between words. 

1 . Choose Revise Document, and use LI NE ADJ to 
tighten right margin. 

2. Hyphenate where needed. 

Document doesn't justify properly. 

Action: 

1. Revise document. 

2. Check the display for required carrier returns 
on lines not justified. 

3. FIND all format changes. Check for Line 
Alignment = justify in all LINE FORMAT menus. 



PROGRAM DISKETTES 

When duplicating the program diskette 

You can't duplicate the program diskette. 

Action: 

Be sure diskettes have different names. 

OR 

Check for typing error in naming diskette (insert 
program diskette, and type name exactly as it 
appears on status line). 

OR 

When using a work diskette to Duplicate To, be sure 
to type the exact name of that diskette. Changing the 
diskette name is a different task. 

You get message XXXXX is not work diskette. 

Action: 

Verify that you are in Program Diskette Tasks and 
NOT in Work Diskette Tasks. 
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Index 

A 

ADD key 15-3,15-4,15-11 
adding to a table (see revisions) 
add ition 15-4, 15-39, 15-41 
adjust line endings 

in PAGINATE DOCUMENT menu 32-11 
in WORK STATION DESCRIPTION 

menu 33-7 
adjust space between columns 12-13, 

14-14, 14-32 
alternate document format 33-4 

changi ng 33-4 
creating a document using 33-4 

alternate keyboards 30-4,31-6,33-7 
adding alternate keyboard numbers 

to the program diskette 30-11,31-7 
adding alternate keyboard 

numbers to WORK STATION 
DESeR I PTION menu 31-13,33-7 

creating a document using 30-13,31-9, 
31-13 

printing a document in a 30-15,31-10 
arithmetic (see Math functions) 
auto carrier return Off 32-1,36-1 
averages 15-21,16-12,16-22 

B 

Beg i n Keep 26-3,26-11 
Begin Table code 12-5,18-6,18-7, 

19-4,19-6,36-7 

C 

cancelling a print job 11-3, 11-8 
carrier return coded 32-3 
center tab 13-3 
changing print order 11-4, 11-9 
characters, constructing special 9-3, 

9-8 
checking numbers (see Math functions) 
checking spelling 4-1,6-1 

checking totals 15-1,17-3 
CHG FMT 27-3,36-2 
clear total 15-7 
COLUMN ADD 15-24,15-35,15-41 
COLUMN key 12-2,14-8,18-7,19-4 
Column Layout function 12-2,12-8, 

13-2, 14-9, 18-4, 19-5 
Column Layout Instructions 11-7, 

12-2, 12-9, 14-9, 18-5,36-10 
columns 

centered headings 13-1,13-12, 
13-21,13-22 

definitions 18-2, 19-3 
dual language 18-12 
example entries 12-3 
5218/5228 considerations 12-15 
headings 

long, centered 13-12, 13-21 
in lined-up text tables 19-10 
in simple text tables 18-8 

lined-up text tables 19-1 
of wo rd s 12 -1 , 12 - 18 
of numbers 12-7,12-18 
paper size 12-15 
PSM 12-17 
revising (see revisions) 
tabs (see tabs) 
text tables 18-1, 19-1 
typi ng one column at a time 12-14 
typing periods 12-15 
underlining 12-13 
using Math functions (see 

Math functions) 
vs. paragraphs 18-2,19-3 

combined program diskette 34-2 
adding programs to 34-33 
erasing 34-29 
feature tasks on 34-5,34-30 
language dictionaries on 34-7 
updati ng 34-13,34-14,34-30 
using 34-9,34-30 

constant 
defi n ition of 16-2, 16-20 
c han gin g the va I u e of 1 6 -16 
to figure percentages 16-20 

Index X-1 



CONSTNT key 16-3 
COPY key 2-8 

D 

copying inside address from letter 
to an envelope 2-8 

copying in a table (see revisions) 

decimal tab 12-8,13-16,15-35 
defa u It keyboa rd n umbe r 30-1 
default typestyle number 30-1,31-1 
defaults 33-1 

IBM - sup pi i ed 29 -1 ,30 -1 ,31 -1 ,33-1 
personalized 33-1,35-2 

deleting in a table (see revisions) 
dictionaries, supplemental 

clearing 5-7,5-11,36-4 
combining on program diskette 34-7, 

34-18 
creating 5-2,5-10 
description 5-1 
duplicating 35-3,35-4 
foreign language 6-5,6-9 
loading 5-3,5-11 
replacing 5-9,5-12 
storing 5-5,5-10,36-4 
updating 5-8,5-11 
using more than one 5-6 

display codes mode 12-5,19-7, 
20-6,22-7 

display print queue 11-3, 11-8 
DIVIDE key 15-21,15-40 
d i vis ion 1 5 - 18, 1 5 -21 , 1 5 -40 
document format, changing on 

p rog ram di s kette 33- 1 
dual language columns 18-12 
"dummy" document 19-4,19-26 
duplicating 

E 

personalized program diskette 
to new program diskette 35-1 

program diskette 29-1,29-8,29-13 
supplemental dictionary 35-3 

"empty" table 18-6, 19-4 
End Keep 26-3,26-11 
End Table code 12-5, 12-6, 13-4, 

19-3,36-7 
envelopes 

changing format 2-2,2-10 
creating an envelope using COpy 

X-2 

key for inside address 2-8 
left margin 2-4 
right margin 2-8 
size 2-3 
using Printer Paper Source 2-4 

erasing old program diskettes 29-8, 
29-13,34-29 

example entries 12-2,12-13,18-5 

F 

figuring numbers to complete a 
table 16-1 

fill-in document 
form letters 20-2 

checking 20-12 
contents 20-10 
creati ng 20-10 
multi-page 20-15 

repetitive paragraphs 22-1 
checki ng 22-19 
contents 22-9 
creating 22-9 
multi-page 22-22 

FIND 7-4 
first typing line 

envelopes 2-3 
fi rst page 25-13 
followi ng pages 25-14 

flush left tab 12-3,12-6,13-15, 
18-6, 19-6 

flush right tab 13-9, 13-14, 13-17 
footers and headers 23-1 
footnotes 10-5 
formats 36-14 

alternate 33-4 
document 33-1 
envelope 2-2 
math 16-17 
personalizi ng 33-1 

form letters 20-1 
with stop codes 20-28 

G 

GET key 
a list of variable names 20-21 
a page 7-12 
paragraphs from more than one 

document/diskette 21-13 
repetitive paragraphs 21-7 
tables 19-11 



GET menu 
in text columns 19..;11 

GLOBAL key 8-3,8-11,8-13 
GLOBAL REPLACE/DELETE menu 8-4, 

8-12 
GO TO key 7-3,7-14,21-9 
graphics, using Math functions 

on n u mbe rs with 15-37 
grand-totals 15-37 
Guide to Choosing Selectable 

Topics 1-1 

H 

half-index 
down 10-1 
up 10-1 

half-justify 32-11 
headers and footers 

alternating the 
placement 23-7,23-13 

creating 23-1,23-11 
page n umber as a header or 

footer 23-5,23-11 
revising 2;3-9 

headings 
columns with centered '13-1, 

13-12,13-22,13-23 
in lined-up t~xt tables 19-10 
in simple text tables 18-8 

hyphens, coded (required) 32-4 
hyphenation 32-8 

IBM-supplied 
defaults 29-1,30-1,31-1,33-1 

include instruction 22-10,36-12 
format changes in 22-36 
in paragraph library 22-37 
paragraphs requested in 22-34 

two dis kettes 22-35 
two libraries 22-35 

indented formats 24-1 
insert a new first or last 

column 14-28 
ins e rt a tota I 

into text 15-34 
into a table 15-14 

I NSTR key 23-5 
Instructions, Column Layout 11-7, 

12-2,12-8,14-9,18-5 

I NSTRUCTIONS menu 23-9 
beg in keep 26-3 
end keep 26-3 
page numbering 23-5 

I tern Cou nt 15-38 

J 

justified line alignment 28-2 
justifying a document 28-1 

K 

keep instructions 26-3,26-11 
KEY PLAYBACK 17-2, 17-12 

to check numbers 17-3,17-14 
to figure numbers 17-8,17-14 

KEY SAVE 17-2,17-12,36-3 
to check numbers 17-3,17-14 
to figure numbers 17-8,17-14 

keyboards 
adding alternate keyboard numbers 

to program diskette 30-11,31-7 
creating a document using 

alternate keyboard 30-13,30-19,31-9 
determining keyboard numoers 30-8, 

30-18,31-4,31-12 
keyboard 1 30-4 
keyboard 2 30-5 
88-character keyboard 30-4 
92-character keyboard 30-4 
96-character keyboard 30-4 
returning to original 30-16,31-11 

KYB CHG key 30-6,30-13,30-16,31-9 

L 

labels 
duplicate program diskettes 29-6, 

29-12 
program diskette 29-5,29-11 

Languagepack program diskette 6-2 
last typing line 25-7 
LAYOUT key 12-2,14-15,14-18 
left margin, temporary 24-2 
letters with envelopes 2-1 
LI NE ADJ key 32-8 
line alignment, justify 28-2 
lined-up text tables 19-1, 19-14 
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M 

manual pagination 3-6 
margins, justified 28-1 
Math formats 16-17 
Math functions 

averages 15-21,16-12,16-22 
cancelling 15"'74 
column 15-6 
for n umbers with graph ics 15-37 
in a row or a column 

addition 15-3,15-4,15-11,15-24, 
15-39, 15-41 

inserting totals 15-14, 15-40 
replacing totals 15-15 
subtraction 15-3,15-9, 15-24, 

15-39,15-41 
multiplication 15-18,15-20,15-40 
d i vis ion 15 - 18, 15 - 21 , 1 5 -40 

Item Cou nt 15-38 
negative numbers 15-26 
row 15-11 
using KEY SAVE and KEY PLAYBACK 

17-1,17-14 
math keys 

ADD 15-3,15-4,15-11,15-39 
SUBTRACT 15-3,15-9,15-39 
MULTI PLY 15-20, 15-40 
DIVI DE 15-21, 15-40 

MATH REQUEST 16-12,16-22,17-9 
MATH REQUESTS menu 16-18 
menu bypass 3-6,20-27, 

22-34,23-9 
merge 20-3,22-4 

shell and fill-in documents 20-13, 
22-12,22-21,22-32 

merged document 20-2,22-3,36-12 
store and print 20-26,22-33 
storing 20-26, 22-33 
store without printi ng 20-26,22-33 

MOVE key 
for paragraphs/text to different 

pages 7-7 
revising tables 14-12,14-27 

multi-page documents 
creati ng 3-1 
revising 7-1 

multiplication 15-18,15-20,15-40 
~ U L TIP L Y key 15 - 20, 15 -40 

N 

X-4 

naming documents 36-1 
NEXT VARIABL key 20-22 
numbers 

o 

figuring to complete a table 16-1 
negative 15-26, 15-36 
sub-totals and grand-totals 15-37 
table of 12-8 
to replace 14-7, 14-31 
using Math functions on (see 

Math functions) 
with percent sign 16-16 

OVERSTRIKE key 9-1,9-7,9-8 
deleti ng 9-7 

P 

PAGE END key 
envelopes 2-2 
lined-up text tables 19-14 
required 26-7,26-11 

page format changes 25-1 
envelope 2-2 
paper size 25-7 
printing paper source 25-15 
table 12-15 

page number 
as header or footer 23-5 
revising 23-10 

paginating 
a document 3-4 
a text table 18-12 

pagination 
how it works 3-5 
manual 3-6 

Paper Handler, Sheet- Feed 
envelopes 2-6 
tables 12-15 

paragraph library 21-1,36-11 
reference copy 21-5 
typing 21-3 

paragraph separator 21-3 
tabs, default grid 21-12 

paragraphs 
adding 7-9 
combining 7-3,7-14 
dividing 7-8,7-15 
moving 7-7 
vs. col umns 18-2, 19-3 

percentages 16-5, 16-8, 16-16, 



16-20, 16-21 
periods in a table 12-14 
personalizing program diskette 33-1 
pitch 30-1, 31-1 
preserve page numbers 

fill-in document 20-20 
repetitive paragraphs 21-13 

PRINT key 11-5 
print queue 

cancelling a print job 11-3,11-8 
change print order 11-4,11-9 
display 11-3,11-8 

printer 
5215 "Selectric" 

alternate keyboards 30-8 
change printer description 33-5 
changing the program diskette to 

match your printer elements and 
keyboard numbers 30-1 

printing in a different 
typestyle 27-6,27-11 

typestyle changes 27-1 
5218 Printwheel 

alternate keyboards 31-6 
changing the Printer Paper 

Source 2-4 
envelopes 2-6 
page format changes 25-1 
printing in a different 

typestyle 27-7 
table considerations 12-15 
typestyle changes 27-2 

5228 Wide-ca rriage 
alternate keyboa rds 31-6 
changing the Printer Paper 

Source 2-4 
envelopes 2-6 
page format changes 25-1 
printing in a different 

typestyle 27-7 
table considerations 12-15 
typestyle changes 27-2 

printer elements 30-2 
determining typestyle number from 

the pri nter element 30-8 
part number 30-1,30-9 
keyboard number 30-1 

printer description, changing 33-4 
printing 

cancelling 11-3,11-8 
changing print order 11-4, 11-9 
different typestyle 27-6,27-7,27-11 
justified format 28-5 
long lines or pages 36-5 

more than one document 11-2 
Paper Source 2-4,25-6 
proportional spacing 11-6 
rough draft 27-8,30-16,31-11 
specific pages 11-1 
using alternate keyboards 30-15 
with cu rrent p ri nter 

element 27-8,30-20,31-14 
printwheels 31-1 
p rog ram dis kette 

addi ng alternate key boa rd 
numbers 30-11,30-19,31-6 

alternate document format, 
changi ng 33-3 

change defau It for typestyle 
number 30-18,31-6,31-12 

combining onto a 2D diskette 34-1 
document format, changing 33-1 
duplicating 29-1,29-8,29-13, 

35-4,36-17 
erasing 29-8,29-13 
labels 29-7,29-12 
math formats 16-17, 16-18 
Languagepack 6-2 
personalizing 30-1,31-1,33-1,35-1 
printer description, changi ng 33-4 

proportional spacing 11-6 
in tables 11-7,12-17 

PSM (see proportional spacing) 

R 

recovery 36-2 
repetitive letters (see form letters) 
repetitive paragraphs 

building a document 21-6,21-13 
format change 21-13 
length 21-12 

creating(see paragraph library) 
reference copy 21-11 
revising 21-9 

adding 21-9 
deleting 21-13 

with stop codes 21 -12 
with stored variable information 22-1 
with variable information 21-1 
tabs, default grid 21-12 

required 
backspace 

to construct characters 9-3 
to u nderli ne individual 

characters 9-5 
carrier returns -32-3 
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page end 26-7,26-11 
space 26-2,26-11 
tab 24-2 

Replace mode 
using in tables 14-7,14-31 

returning to original document 
format 25-16 

reverse index 10-1 
revisions 

checking spelling 7-9 
FIND 7-4 
GLOBAL 8-1,8-6,8-9,8-13 
GO TO 7-3,7-14 
OVERSTR IKE 9-1,9-7 
to documents with auto ca rrier 

return off 32-6 
to multi-page documents 7-1,7-14 
to tables 

add an enti re col umn 14-7, 14-31 
add entries within a column 14-5, 

14-30 
add more than one column 14-27 
adjust space between columns 14-14, 

14-32 
copy a column into another 

table 14 -11, 14 -31 
copy a column within a table 14-27 
create a new table using 

COpy or MOVE 14-27 
delete an entire column 14-20, 

14-32 
delete entries with ina 

column 14-4,14-30 
insert a new first or last 

table 14-28 
move a column into another 

table 14-11,14-32 
move a column within a 

table 14-27 
replace entries within a 

column 14-7, 14-31 
using screen movement keys 14-23, 

14-28, 14-33 
right margin 

and right edge of paper 25-8 
envelopes 2-8 
tables 14-10 

ROW ADD 15-24,15-28,15-35,15-41 
row, using Math functions in 

(see Math functions) 

S 

X-6 

savi ng keystrokes 17 -2, 17 -12, 
36-3 

SCREEN FORMAT key 12-5,19-7, 
19-26,20-6 

screen movement keys 14-23, 14-28, 
14-33 

search (see FIND and/or GLOBAL) 
Sheet- Feed Paper Handler 

envelopes 2-6 
tables 12-15 

shell document 20-2,22-2 
form letters 

creati ng 20-5 
format changes 20-28 
multiples 20-28 
pu nctuation 20-5 
typing 20-6 

repetitive pa rag raph s 
creating 22-7 
typing variable name 22-8 

space, required 26-2,26-11 
spelling 

deleting highlighting 8-9 
foreign languages 6-1,6-9 
locate ma rked words 4-5 
SPELL key 4-2 
SPELLING LANGUAGE 

DICTIONARIES menu 6-4 
supplemental dictionaries 5-1,36-4 
task 4-1,4-11 
Verification Aid 4-1 

standard paragraphs (see repetitive 
paragraphs) 

subscripts 10-1,10-4, 10-6 
substitute 36-2 
sub-totals 15-37 
SUBTRACT key 15-3, 15-9, 15-39 
subtraction 15-3,15-9,15-24, 

15-39, 15-41 
superscripts 10-1,10-4,10-6 
supplemental dictionaries 5-1,6-1 

T 

tabs 
adding space between 12-13 
center 12-3 
decimal 12-8, 13-15 
deleting space between 12-13 
flush left 12-3,12-6,13-14,19-6 
flush right 13-9,13-13, 13-16 
overriding 13-20,36-6 
using Column Layout function 



to set (see Col umn Layout 
function) 

tables 
codes 12-5, 19-4 
"empty" 18-6,19-4,19-7 
5218/5228 considerations 12-15 
indented 12-14, 13-20 
of numbers 12-8, 12-18 
of wo rd s 1 2 - 1 , 1 2 - 1 8 
pagi nation 18- 1 2 
paper size 12-15 
revising (see revisions) 
tabs (see tabs) 
of text (see text tables) 
using Column Layout (see Column 

Layout instructions) 
using Math functions in (see 

Math functions) 
using proportional spacing 11-7,12-17 

text tables 
creating lined-up 19-1 
creating simple 18-15 
document format changes 19-8 
dual language 18-12 
"dummy" document 19-4, 19-26 
"empty" 18-6 
headings (see headings) 
lined-up 19-1 
pagination 18-12 
"real" document 19-4, 19-8, 19-26 
revising 18-13, 19-24 
simple 18-1 
table codes 18-6,19-6 
using COLUMN key in 18-7,19-4 
using GET menu in 19-11 

topic descriptions 1-8 
total 

change format of 15-34 
checki ng ina table (see 

Math functions) 
clear 15-7 
inserting into a table 15-14,15-40 
replaci ng 15- 15 
sub-totals and grand-totals 15-37 

using Math functions in (see 
Math functions) 

trai ni ng checkl ist 1-3 
typestyle changes 

for enti re document 27 -2,27 -10 
Invalid Choice 36-1 
printing in a different 

typestyle 27-6,27-1' 
return to original typestyle 

27-5,27-10 
within a document 27-3,27-10 
within a line 27-4,27-10 

typestyle number 
defa u It on p rog ram 

diskette 30-1,31-1 
determining 27-1,30-8,30-18, 

31-4,31-12 
typing rules with auto carrier 

retu rn Off 32-3 

U 

underlining 
co I u m n s 12- 13 
individual characters 9-5,9-8 

v 

variable information 20-2,20-3,22-2, 
36-1',36-13 
repeati ng 20-27 

variable names 20-3,22-4,36-11 
choosing 20-27,22-34 

z 

in fill-in document 20-18 
list of 20-18,22-24 
order of 20-27,22-34 

zone width 32-11 
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