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Index

A

abbreviations
menu bypass RG 2-18
active math format RG 2-112, RG 2-113,
RG 3-33
ADD key RG 1-17, RG 3-149, RG 3-150,
RG 3-151
add records
update file RG 3-257
add text RG 3-2
adding numbers RG 3-149, RG 3-150
negative RG 3-149
using column add RG 3-151
using row add RG 3-152
additional updates from combined
program diskette
menu RG 2-24
address,return WS-T 10-20
adjust display screen RG 1-9
adjust line endings RG 3-2
adjust page endings RG 3-3
alarm (see audible tones)
aligning a number at a decimal
tab stop RG 3-154
alignment of lines
alignment of columns
using Column Layout RG 3-49 to
3-57
text columns RG 3-50
text tables RG 3-248
alignment at tabs RG 3-244
center RG 3-246, RG 3-10
colon RG 3-247
comma RG 3-245
decimal RG 3-245
indented RG 3-247
left RG 3-244
normal RG 3-244
required tab RG 3-247

RG 3-145

right RG 3-246
alternate format RG 2-87, RG 3-11,
WS-T 3-11, WS-T 10-22
changing
at the beginning of the document
for envelopes WS-T 10-4
on the program diskette WS-T 3-8,
WS-T 3-9
changing defaults
for documents WS-T 3-9
for envelopes WS-T 3-11
defaults RG 2-85, RG 3-11, RG 3-97
for bound copies WS-T 9-11
personalizing (see changing)
using (see choosing)

(see also formats and individual
work sample)
alternate keyboards
menu RG 2-163

(see also keyboard arrangements)
alternating headers and footers
menu RG 2-25, RG 2-26
And key (&) RG 1-30
selecting records RG 3-255
application keys RG 3-223
arithmetic (see math)
arrangements of keyboards
RG 3-40
audible tones RG 1-34
auto adjust RG 2-163, RG 3-4
auto carrier return RG 2-163, RG 3-4
automatic feed RG 2-118, RG 2-120,
RG 2-131, RG 2-133, RG 2-98
automatic handling device
(see IBM Sheet-Feed Paper Handler)
average RG 2-113
figuring RG 3-161
inserting into a column RG 3-162
inserting into text RG 3-161

RG 1-34

RG 1-34,

Work Station Procedures Guide, Textpack &

RG - Operator Reference Guide
PG - Printer Guide

WS-T -

WS-R -

Work Station Procedures Guide, Reportpack
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B

backspace (see BKSP key)

back up diskette WS-T 2-6
basic assurance test RG 1-39
batch menu access RG 3-5
batching work WS-T 2-1

beep (see audible tones)

begin keep RG 2-103, RG 3-131
begin spelling check RG 3-131,

RG 3-227
begin table RG 3-49 to 3-52,

RG 3-53, RG 3-54, RG 3-61, RG 3-250
BEGIN UND key RG 1-20, RG 3-253
begin using alternate format RG 2-88,

RG 3-35
begin using document format RG 2-88,

RG 3-35
bibliography WS-T 9-36
BKSP key RG 1-20, RG 3-7

REQD RG 1-20, RG 1-29, RG 3-212
blind carbon copies WS-T 10-12
blind carbon copy list WS-T 10-14
block overstrike (see overstrike)
blue button (see cancel button PG 4,

‘PG 5 :
bond paper (see standard processing)
bottom margin text (see footers)
bound copies WS-T 9-11
boundary keys

down 'RG 1-24, RG 1-32

left RG 1-24, RG 1-32

right RG 1-24, RG 1-32

up RG 1-24, RG 1-32

C

cancel on error RG 2-131, RG 2-132,
RG 2-118, RG 2-119

cancel print job
how to RG 3-96
menu RG 2-141

cancel button PG 4, PG 5, PG 39

carbon cop

carbon cop

envelope
cardholder
care/clean

of display RG 1-9

of print
carrier re

required RG 3-217

ies WS-T 10-8, WS-T 10-12
blind WS-T 10-12

ies and

s WS-T 10-12
PG 6, PG 7, PG 16, PG 41

ing

er PG 33

turn RG 1-20

center alignment at tab RG 3-10,

RG 3-246

centered column RG 2-44, RG 2-57,

RG 3-49

centered headings over columns

RG 3-52,
centering

RG 3-53
RG 3-9

cover sheet on a page WS-T 9-

table of

contents

wS-T 9-29

center tab RG 3-10, RG 3-246
change alternate format RG 2-59

how to

(see also formats)

menu RG

RG 3-11

2-87

change alternate format defaults
RG 2-59, RG 2-154, WS-T 3-11
RG 3-19, RG 1-36, RG 3-11

how to

(see also formats)

menu RG

2-85

change alternating headers and

footers

RG 3-13

menu RG 2-25, RG 2-26
change character order for sorting

how to

RG 3-18

menu RG 2-28
change check document defaults

RG 3-18

menu RG 2-29

change diskette name

how to

RG 3-19

RG 2-161,

menu RG 2-31, RG 2-32
change document comment

how to

RG 3-98

menu RG 2-59
change document format RG 2-154,

cancelled print job WS-T 5-11 RG 2-59
CANCL key RG 1-17, RG 1-27, RG 3-8 how to RG 3-20
RG - Operator Reference Guide
PG - Printer Guide
WS-T - Work Station Procedures Guide, Textpack &

WS-R
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(see also formats) how to RG 3-38

menu RG 2-87 menu RG 2-133
change document format defaults change printer ribbon PG 8, PG 43
RG 2-154, WS-T 3-9 change printer ribbon message PG 8,
how to RG 3-19, RG 1-36, RG 3-97 PG 43
menu RG 2-85 change printing order RG 2-141
of letters and other documents how to RG 3-96
WS-T 3-9 menu RG 2-40
(see also formats) change sign RG 2-113, RG 3-40, RG 3-162
change document name RG 2-161 change tabs (see change margins
how to RG 3-22 and tabs)
menu RG 2-33 change text (see revise document)
change field description defaults change typestyle RG 2-106, RG 2-88,
how to RG 3-22 RG 2-90, RG 3-251, RG 2-163
menu RG 2-34 change work station description
change field order RG 2-154
duplicate selected records RG 3-104 how to RG 3-40
change font light PG 39 menu RG 2-163
change format keyboard arrangements RG 1-34
math RG 2-36, RG 3-32 listing RG C-1
(see also format changes) KYB CHG key RG 1-18, RG 3-143
change header and footer changing defaults (see change
how to RG 3-23 alternate format defaults and
(see also change alternating header change document format defaults)
and footer) changing paper WS-T 5-5
menu RG 2-95, RG 2-96 character deleting RG 3-89
change line format RG 2-106, RG 2-85, character, exact RG 2-94, RG 3-119
RG 2-87, RG 2-88, RG 2-90 character field RG 3-111
how to RG 3-27 character order
menu RG 2-106 change for sorting RG 3-18
change margins and tabs RG 2-108, menu RG 2-28
RG 2-85, RG 2-87, RG 2-88, RG 2-90 character spacing, conversion
how to RG 3-146, RG 3-241 ruler WS-T 3-2, WS-T 3-3
menu RG 2-108 characters per inch PG 10
change math format RG 3-33, RG 3-162 (see also IBM Conversion Ruler)
menu RG 2-36 character string RG 3-118
change math format defaults RG 2-154, check document task RG 2-148
RG 3-32 : how to RG 3-42
menu RG 2-36 menu RG 2-41
change page format RG 2-85, RG 2-87, automatic mode RG 3-43
RG 2-88 prompted mode RG 3-42
how to RG 3-34 check spelling of word
menu RG 2-127 menu RG 2-43
change paginate document defaults checking subtotals and
RG 2-154, RG 3-38 grandtotals WS-T 13-18
menu RG 2-38 CHG FMT key RG 1-23, RG 2-88,
change printer description RG 2-154 RG 2-90, RG 2-92, RG 3-42
RG - QOperator Reference Guide

PG - Printer Guide
WS-T - Work Station Procedures Guide, Textpack &
WS-R - Work Station Procedures Guide, Reportpack
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choices on a menu
cancel RG 2-2
change RG 2-2
description RG 2-2
enter RG 2-2

choose sort order
how to RG 3-47
menu RG 2-146

in duplicate selected records RG 3-104

in merge file/text RG 3-176

in output file RG 3-195
choose spelling language

dictionary RG 3-48
choosing from a menu RG 2-2
clean display RG 1-9
cleaning the cardholder PG 33
cleaning the element PG 33
cleaning the printer cover PG 33
clear supplement RG 2-148

how to RG 3-48
clearing a total RG 3-155
clearing tabs RG 2-108, RG 3-244
cm/mm, conversion ruler WS-T 3-2
code, display RG 2-145, RG 3-219
CODE key RG 1-19, RG 1-28, RG 1-15

CODE + BKSP (see REQD BKSP key)

CODE + hyphen (see REQUIRED

hyphen)

CODE + space (see REQUIRED

space)

CODE + tab (see REQUIRED tabs)
colon alignment at tab RG 3-247
COLUMN ADD key RG 1-18, RG 3-151
column insert instructions

RG 2-44, RG 3-57
COLUMN key RG 3-49, RG 1-23
column layout RG 3-49, WS-T 13-13

column headings WS-T 13-5

creating a table

one column at a time RG 3-51
one line at a time RG 3-51
creating centered headings
heading longer than column
RG 3-53
heading shorter than column
RG 3-52
existing table RG 3-59

RG

menu RG 2-57, RG 2-57
columns
dual language WS-T 13-29
magazine formats WS-T 13-27
text tables RG 3-248, WS-T 13-31
using column layout
copying RG 3-55, RG 3-80
deleting RG 3-57
inserting RG 3-57
moving RG 3-190, RG 3-191
revising RG 3-59
shifting left RG 3-62
shifting right RG 3-61
combine feature selection
menu RG 2-45, RG 2-46
combine language selection
menu RG 2-48, RG 2-49
combined program diskette RG 3-62,
WS-T 3-14
creating RG 3-62

duplicating (see duplicate program

diskette)
storing documents on RG 3-65
updating

for a new level textpack RG 3-66

to add a feature or a
language RG 3-69
using RG 3-65
combining documents RG 3-100
comma alignment at tab RG 3-245

comma separator (,) RG 1-19, RG 3-166

comment (see document comment)
comparison of textpacks RG 1-6
condense diskette

how to RG 3-72

menu RG 2-51
conditional text instructions

RG 3-136, RG 3-172, WS-R 35
CONSTNT key RG 1-17, RG 3-73
constant math

entering a constant RG 3-156

figuring a percentage using

constant RG 3-158

using a constant RG 3-157
contents (see diskette contents)
continue printing with element

now on printer RG 2-141

Operator Reference Guide

PG - Printer Guide

WS-T

Work Station Procedures Guide, Textpack &

WS-R

Work Station Procedures Guide, Reportpack
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how to RG 3-73
continuous form paper insertion
PG 24
CONTROL key RG 1-17, RG 1-27, RG 3-74
conversion ruler WS-T 3-1, WS-T 3-2
conversion rules
menu RG 2-53
selecting menu RG 3-77
conversion table RG A-1
convert document to file RG 3-75
from CPU to Displaywriter WS-R 9
from 0S/6 to Displaywriter WS-R 39
menu RG 2-55
converting files
from CPU to Displaywriter WS-R 9
from 0S/6 to Displaywriter WS-R 39
copies (see print quantity)
copies, carbon WS-T 10-8, WS-T 10-12
copy average into total RG 2-113,
RG 3-164
copy constant into total RG 2-113,
RG 3-163
COPY key RG 3-79, RG 1-22
copy total into constant RG 2-113,
RG 3-163
copying RG 3-79
copying a column RG 3-55, RG 3-80
copying a diskette (see duplicate
diskette)
copying a document (see duplicate
document)
copying the name and address
to an envelope WS-T 10-25
count records
update file RG 3-260
cover inserts PG 59
cover sheet WS-T 9-20
CR (see carrier return)
create column layout RG 2-57
create document RG 2-157
how to RG 3-81
menu RG 2-59
create field description
add to existing file RG 3-85
menu RG 2-79
new file RG 3-83
create file description RG 3-83

menu RG 2-58
create new combined program
diskettte RG 2-154 (see also
combined program diskette)
create or revise footer
how to RG 3-23
(see create or revise
alternating header and footer)
(see also instructions and
INSTR key)
menu RG 2-96
create or revise header
how to RG 3-23
(see also create or revise
alternating header and footer)
(see also instructions and
INSTR key)
menu RG 2-96
create paragraph library RG 3-184
CTR key RG 1-19, RG 3-9
cursor RG 1-12
scale line cursor RG 1-12
cursor movement keys RG 1-24, RG 1-32,
RG 1-13
cut sheet paper insertion PG 53
without a paper support table PG 53
remove PG 53
with IBM sheet feed attached PG 98

D

dashes (see hyphen)
data lost (see recover documents)
data security WS-T 4-6, RG ii
decimal aligned column RG 2-44,
RG 2-57, RG 3-49, RG 3-54
decimal alignment at tab RG 3-245
decimal point character RG 2-36,
RG 3-49, RG 3-33
decimal tab WS-T 13-4
underlining columns using WS-T 13-4
(see also decimal alignment
at tab)
defaults RG 1-36, RG 2-152, RG 3-19
change alternate format defaults

RG - Operator Reference Guide

PG - Printer Guide
WS-T

Work Station Procedures Guidé, Textpack &

WS-R

Work Station Procedures Guide, Reportpack
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RG 2-85
how to RG 3-11
menu RG 2-59
change document format defaults
RG 2-85
how to RG 3-19
menu RG 2-59

document/alternate formats RG 3-19
header/footer RG 2-95
IBM-supplied RG 1-36, RG 2-85

keyboard arrangement RG 1-34
work station description RG 3-40
defaults, program diskette RG 1-36,
RG 2-85
definitions of terms and abbreviations
RG Glossary
DEL key RG 1-22, RG 1-30, RG 3-88
delete a file from the diskette
(see delete document task RG 3-87)
delete document RG 2-161
how to RG 3-88
menu RG 2-61
delete field description

existing file RG 3-86
menu RG 2-62
new file RG 8-84

delete file fields from record selection

frame RG 3-93
delete records

update file
delete text
deleting

a column RG 3-88

a section of text RG 3-91

RG 3-260
(see DEL key)

fields, using file duplication WS-R 45

lines RG 3-90
one character RG 3-89
same word throughout the document
RG 3-118
spell highlighting RG 3-124
through the end of page RG 3-91
words RG 3-90
deleting fields
using file duplication WS-R 45
description
keys RG 1-14, RG 1-16
menus RG 2-1

diagnostic mode PG 39
dictionary hyphenation RG 2-29,
RG 2-98, RG 3-94
direction keys (see cursor-movement

keys)
directory listings WS-T 13-21
diskette RG 1-36
back-up (data security) RG ii,
WS-T 4-6
condense RG 3-72
contents

display index RG 2-63, 2-157,
RG 2-141, RG 3-95
print index RG 2-141, RG 3-207,

WS-T 4-9
Diskette 1 RG 1-36
Diskette 2D RG 1-36
duplicate

program RG 2-70, RG 3-102
work RG 2-161, RG 2-66, RG 3-99
erase
program RG 2-76, RG 2-154,
RG 3-110
work RG 2-74, RG 2-75, RG 2-152
RG 2-161, RG 3-108
filing devices WS-T 4-6
handling RG 1-41
initialize RG 3-108
insert RG 1-37, RG 1-41
load (see insert and IPL)
memory record RG 1-37
name RG 1-11, RG 1-36
how to RG 3-108
menu RG 2-74, RG 2-75, RG 2-68
change diskette name RG 2-154
how to RG 3-19
menu RG 2-31, RG 2-32
naming and filing WS-T 4-2
daily WS-T 4-2
filed by department/author WS-T
filed by document/format WS-T &
filed by operator WS-T 4-4
problem determination RG 1-37
program RG 1-36, RG 1-34
recover RG 3-210
remove RG 1-38
slot RG 1-35, RG 2-32, RG 2-75,

Operator Reference Guide

PG

Printer Guide

WS-T

Work Station Procedures Guide, Textpack &

WS-R

Work Station Procedures Guide, Reportpack
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RG 2-138
unit RG 1-35
dual RG 1-35
single RG 1-35
unload (see remove)
use to IPL RG 1-39
work RG 1-36, WS-T 4-2
display codes RG 2-145, RG 3-219
display index of diskette contents
RG 2-157, RG 2-141
how to RG 3-95
menu RG 2-63
display module RG 1-9
format RG 1-10
how to adjust RG 1-9
how to clean RG 1-9
display print queue or cancel print job
RG 2-141
how to RG 3-96
menu RG 2-65
display records
revise or display RG 3-259
display station RG 1-8
display symbol RG 1-11, RG B-1
DIVIDE key RG 1-18, RG 3-149, RG 3-155
dividing RG 3-155, RG 3-73
division of numbers RG 3-155
document
assembly (see Merge—Paragraph
Library)
check spelling RG 3-42
coding WS-T 4-1
comment RG 2-59, RG 3-97, WS-T 4-9
create RG 2-59, RG 2-161, RG 3-81
delete RG 2-61, RG 3-87
duplicate RG 2-68, RG 3-99
format RG 2-87, RG 2-59, RG 3-97
Ws-T 10-1
defaults RG 2-85, RG 3-97,
RG 3-11
measurements chart WS-T 3-5
name RG 1-10, RG 3-98
change document name RG 2-161
how to RG 3-22
menu RG 2-33
normal end (see END key)
numbering RG 3-23

(see also INSTR key)
paginate RG 3-203

print document task RG 3-205

PRINT key RG 3-207
recover RG 3-210

renumber RG 3-23, RG 3-211

review RG 3-217
revise RG 3-217
samples WS-T 7-1

made up of repetitive paragraphs

WS-T 12-1
multi-page
bibliography WS-T 9-26
cover sheet WS-T 9-20
letters (see letter
and envelopes)

manual pagination WS-T 9-17
table of contents WS-T 9-23

tables and columns WS-T
WS-T 13-7
document to file
converting RG 3-75
menu RG 2-55
conversion rules
menu RG 2-53

13-6,

documents, combining RG 3-100
documents with footnotes WS-T 9-27
tables with flush right margins

WS-T 13-10

double spacing RG 3-27, RG 2-106
double underline RG 3-254, WS-T 13-5

equal sign key RG 3-254

KYB CHG key RG 3-255, RG 3-256

IBM 5215 RG 3-255
IBM 5218 RG 3-256
underline key RG 3-254
down, 1/2 RG 1-20, RG 3-125
dual diskette unit RG 1-35

dual language columns WS-T 13-33

duplicate data from combined
program diskette RG 2-24,
duplicate diskette RG 2-161
how to RG 3-99
menu RG 2-66
duplicate document RG 2-161
how to RG 3-99
menu RG 2-68

RG - Operator Reference Guide

PG - Printer Guide

WS-T - Work Station Procedures Guide, Textpack 4

WS-R

Work Station Procedures Guide, Reportpack

RG 3-98
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combine documents RG 3-100
duplicate machine setup RG 2-154
how to RG 3-101
duplicate program diskette RG 2-154,
WS-T 3-16
how to RG 3-102
menu RG 2-70
duplicate selected records RG 3-103
menu RG 2-72
duplicate spelling supplement RG 2-154,
RG 3-105
duplicating
personalized formats WS-T 3-7
duplicating fields
duplicate selected records RG 3-103
duplication of files
creating backup diskettes WS-R 11

E

electronics module RG 1-14
element PG 6, PG 10
remove element PG 11
element description PG 10
element release lever PG 10, PG 11
element removal PG 11
elite, conversion ruler WS-T 3-3
end keep RG 2-103, RG 3-131
END key RG 1-17, RG 1-27, RG 3-107
end spelling check RG 3-131, 3-227
end table RG 3-49, RG 3-253, RG B-2
END UND key RG 1-20, RG 3-253
enter ID RG 2-1, RG 2-2
ENTER key RG 1-20, RG 1-29, RG 3-108
enter YOUR CHOICE RG 2-2
envelope size RG 2-127, RG 3-34
envelopes WS-T 10-4, WS-T 10-17
changing alternate format
WS-T 3-11, WS-T 10-4
choosing alternate format WS-T 10-4
‘copying the name and address from
the letter to the envelope
WS-T 10-22
with typed return addresses
WS-T 10-20

RG

envelopes processing

(see

standard processing)
Equal key (=) RG 1-30

selecting records
equal sign key

RG 3-22

used to double underline

erase (see DEL key)

3

RG 3-254

erase a document (see delete document)
erase or initialize (name) diskette
how to RG 3-108, RG 3-109

menu RG 2-74, RG 2

-75

erase program diskette RG 2-154

how to RG 3-110
menu RG 2-76
error

cancel printing RG 2-65, RG 2-141,

RG 3-96

error document RG 3-76, RG 3-77

error file

duplicating selected records RG 3-103
exact character RG 2-94, RG 3-119

exit tray PG 96

F

feature diskette task

menu sequence RG 2
feature tasks

menu RG 2-78

menu sequence RG 2
field description

]
-13

-13

creating a field description

existing file RG
menu RG 2-79
new file RG 3-83

3-85

deleting a field description

existing field R
menu RG 2-62
new field RG 3-8

G 3-86

4

revising a field description
existing file RG 3-84

menu RG 2-143
new file RG 3-86

field description defaults

changing defaults

Operator Reference Guide

PG - Printer Guide

WS-T

RG 3-22

Work Station Procedures Guide, Textpack 4

WS-R

Work Station Procedures Guide, Reportpack
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menu RG 2-34
field headings/names
printing a list of field names
WS-R 15
field length
maximum RG 3-111, RG 3-112
field or variable empty RG 3-172
field or variable not empty RG 3-173
field type
character field RG 3-111
math field RG 3-111
text field RG 3-112
fields
checking spelling WS-R 91
deleting fields WS-R 45
making major revisions WS-R 81
rearranging fields for revision
WS-R 19
sorting on more than five
using Global Replace/Delete
file description
create RG 3-83
menu RG 2-58
revise RG 3-85
menu RG 2-144
file listing
in a letter WS-R 71
file report instructions
menu RG 2-81
page heading RG 3-135
record detail RG 3-135
record group definition RG 3-135,
RG 3-171
record group summary RG 3-135,
RG 3-171
report preface RG 3-135
report summary RG 3-135, RG 3-171
file reports RG 3-169
page numbering WS-R 87
preventing separation of groups
WS-R 49
printing a group on each page
file setup
store/recall
menu RG 2-150
recall file setup RG 3-209,
RG 3-215

WS-R 77
WS-R 81

WS-R 57

store file setup RG 3-214,
RG 3-232
files
adding records
backing up files
condensing WS-R 7
converting from CPU to Displaywriter
WS-R 9
converting from 0S/6 to Displaywriter
WS-R 39
deleting fields
duplication of files WS-R 11
outputting to diskette WS-R 13
printing using different formats
WS-R 63
rearranging fields for revision
WS-R 19
revising records WS-R 19
sorting on more than five fields
WS-R 77
fill-in
document WS-T 9-15, WS-T 14-26
used with form letter in merge task
creating RG 3-179
merging with shell RG 3-180
used with paragraph library in merge
creating RG 3-183
merging with shell RG 3-183
used with paragraph library that
contains variable names
creating RG 3-185
merging with shell RG 3-186
filled in forms WS-T 14-17
filing devices WS-T 4-6
FIND key RG 1-24, RG 1-33, RG 3-113
finish a document (see END key)
first footer line RG 2-25, RG 2-26
RG 2-95, RG 2-96
first header line
RG 2-95, RG 2-96
first status line information RG B-1,
RG 1-10
first typing line, first page
RG 3-34
first typing line, following pages
RG 2-127, RG 3-34
flush left column RG 2-44, RG 2-57,

WS-R 19
WS-R 11

WS-R 45

RG 2-25, RG 2-26

RG 2-127,

Work Station Procedures Guide, Textpack 4

RG - Operator Reference Guide
PG - Printer Guide

WS-T -

WS-R -

Work Station Procedures Guide, Reportpack
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RG 3-54
flush right column RG 2-44, RG 2-57,
RG 3-54
footers WS-T 9-15
change alternating footer RG 3-13,
RG 2-26, RG 2-85, RG 2-87, RG 2-88
change footer RG 3-23, RG 2-85,
RG 2-87, RG 2-88, RG 2-96
create or revise footer RG 3-23,
RG 2-95, RG 2-96, RG 2-85, RG 2-87,
RG 2-88
format RG 3-23
menu RG 2-25, RG 2-26
(see also instructions and INSTR key)
footnotes WS-T 9-27 (see also footers)
form letters
using the merge task RG 3-177
forms
using a file to print forms WS-R 43
format changes RG 3-114, RG 2-7
multiple format changes at the
same location RG 3-115
(see also CHG FMT key)
format selection
menu sequence using CHG FMT
RG 2-7
menus RG 2-85, RG 2-87, RG 2-88,
RG 2-90, RG 2-92
formats RG 3-114
alternate RG 2-87, RG 3-13,
WS-T 3-11, WS-T 10-22
changing at the beginning of the
document RG 3-19, RG 3-20,
WS-T 10-4
changing defaults WS-T 3-9,
WS-T 3-11
default formats WS-T 3-9, WS-T 3-11
defaults RG 1-36, RG 2-2, RG 2-85,
WS-T 10-4
description RG 3-114
document RG 2-87, RG 3-20
footer RG 2-95, RG 2-96, RG 3-23,
RG 3-13, RG 2-25, RG 2-26
format changes RG 3-114
header RG 2-95, RG 2-96, RG 3-23,
RG 3-13, RG 2-25, RG 2-26
line RG 2-106, RG 3-27

page RG 2-127, RG 3-34
samples WS-T 6-4
standardizing WS-T 3-7
typestyle RG 1-12, RG 2-92,
RG 3-251
formats WS-T 2-4, WS-T 3-4
forms WS-T 14-1
changing tab settings in
middle of a form WS-T 14-15
choosing paper size WS-T 14-5
conversion ruler WS-T 14-4
filled in WS-T 14-17
line spacing WS-T 14-3
measuring for tabs and margins
WS-T 14-2, WS-T 1l4-4, WS-T 14-21
preparing your own WS-T 14-7
special considerations WS-T 14-5
using merge WS-T 14-20
with named variables WS-T 14-9
with stop codes WS-T 14-10
forms, filled in WS-T 14-17
from diskette name RG 2-51, RG 2-66
from program diskette name RG 2-70
function RG 1-10, RG 1-15
functional comparison of textpacks
RG 1-6

G

GET key RG 1-23, RG 3-116, WS-T 12-15
menu RG 2-93
insert included text RG 3-117,
WS-T 12-21
ghost cursor (see scale line cursor)
global changes WS-T 9-1
GLOBAL key RG 1-25, RG 3-118,
WS-T 9-1
global replace/delete RG 3-118
automatic RG 3-123
cancelling RG 3-124
menu RG 2-94
prompted RG 3-121
cancelling RG 3-123
GO TO key RG 1-25, RG 3-124
go to task selection RG 2-148,
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RG 2-154, RG 2-157, RG 2-161
grand-total RG 3-154, WS-T 13-18
Greater Than key (>) RG 1-30

selecting records RG 3-224
green button (see start button) PG 5
green light (see ready light) PG 5
grouping information

preventing separation of groups

WS-R 49
printing a group on each page
WS-R 57
groups of keys RG 1-16

H

half-justify RG 2-106, RG 3-29,
WS-T 7-3, WS-T 7-4
half index down key (1/2 ) RG 1-20,
RG 3-125, WS-T 14-5
half index up key (1/2 1) RG 1-19,
RG 3-125, WS-T 14-5
header and footer RG 3-23, WS-T 9-15,
WS-T 12-24
additional considerations WS-T 9-5
menu RG 2-95, RG 2-96
(see also alternating header and
footer)
headers
change header and footer
how to RG 3-25
create or revise header RG 3-23
menu RG 2-95, RG 2-96,
RG 2-25, RG 2-26
(see also instructions and
INSTR key)
headings
change from page to page WS-T 13-5
multi-page tables WS-T 13-7
headings, centered over columns
RG 3-52, RG 3-53
highlight
cursor in text RG 1-11
OVERSTRIKE RG 3-196
prompt line RG 1-10
scale line cursor RG 1-12

text
check document task RG 3-42
COPY RG 3-79
DEL RG 3-88
MOVE RG 3-189
YOUR CHOICE RG 2-1
how-to steps RG 3-1, RG 2-1
hyphen
coded, noncoded RG 2-163
required RG 2-163, RG 3-126
syllable RG 2-163, RG 3-126
hyphenate and paginate document
RG 3-127
menu RG 2-98
hyphenating words RG 3-126
hyphenation RG 3-126
dictionary RG 3-94
hyphenation/pagination (in spelling
tasks) RG 2-29, RG 2-41, RG 3-129

IBM Conversion Ruler WS-T 3-1,
WS-T 3-2, WS-T 14-3

IBM DIRECT WS-T 4-8

IBM ID Labels WS-T 4-7

IBM licensed program products RG 1-36

IBM 5215 Selectric Element Printer
WS-T 14-5, WS-T 14-6, WS-T 14-18

IBM 5215 "Selectric'" Element Printer
Features PG 5, PG 6

IBM 5218 Printwheel Printer PG 37
typestyles PG 121

IBM sheet feed paper handler PG 89,
WS-T 5-13
installation PG 89

IBM-supplied defaults RG 1-36, RG 2-1

IBM tractoxr feed PG 59

IBM 5218 Printwheel Printer
WS-T 5-1, WS-T 14-5, WS-T 14-6

ID RG 2-1

Ignore Character key RG 1-30
selecting records RG 3-225

Ignore Rest key RG 1-30
selecting records RG 3-226
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impression control .. PG 6 install a new ribbon PG 8, PG 44

inches WS-T 3-2 install a used ribbon PG, 9
include INSTR key RG 1-23, RG 1-30, RG 3-131
instruction RG 3-129, RG 3-138, in a file text field
WS-T 9-13, WS-T 12-6, WS-T 12-21, RG 3-138
WS-T 12-30, WS-T 12-43 when creating or revising a document
menu RG 2-100 RG 3-131
resolve during Get RG 3-117 when typing a header or footer
indented document samples WS-T 8-1 RG 3-138
indented paragraphs WS-T 8-2 instructions
with a heading in the left margin menu RG 2-102, RG 2-103
WS-T 8-7 menu sequences
with more than one indent level when creating or revising a header
WS-T 8-5 or footer RG 2-10
with numbers WS-T 8-3 when creating or revising text
with Roman numerals WS-T 8-4 RG 2-9
with the first line at the left (see also INSTR key)
margin WS-T 8-6 invalid choice RG 2-1
with the right margin moved in : IPL RG 1-39, RG 3-129
WS-T 8-8 ITEM RG 2-1
indented text RG 3-247, WS-T 8-1 item count RG 2-113, RG 3-151
index of diskette contents RG 3-95,
WS-T 5-9
display index RG 3-95
menu RG 2-63 J
print index RG 3-207
INDEX key RG 1-20, RG 1-29 job (see document)
initial program load (IPL) RG 1-39, job priorities WS-T 5-5
RG 3-129 justified documents WS-T 7-3, WS-T 7-4
initialize diskette justify/half-justify RG 2-106,
how to RG 3-108 RG 3-139, WS-T 7-3, WS-T 7-4

menu RG 2-74, RG 2-75
insert diskette RG 1-37
insert included text RG 2-93,

RG 3-116 K
inserting a column RG 3-57, RG 2-44
inserting paper PG 7 keep instructions RG 2-103, WS-T 9-3
inserting paper in a pinfeed platen (see also begin keep or end keep)
PG 24 keeping a group of words together
inserting text RG 3-2 on a line WS-T 7-5
inserting the total RG 3-151 keeping a section of text together
into a column after using during pagination WS-T 9-3
column add RG 3-153 key RG 1-14
into a column after using cursor movement RG 1-13
row add RG 3-153 groups RG 1-16
into a document RG 3-151 KEY SAVE key RG 1-18, RG 3-140
INSERT/REPLACE key RG 1-20, RG 3-130 KEY PLAYBCK key RG 1-18, RG 3-141,
RG - Operator Reference Guide
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WsS-T 13-21
keyboard RG 1-14
arrangements RG 1-34

listing RG C-1
change (see KYB CHG)
defaults RG 3-20, RG 3-11
ID number RG 1-12, PG 27, PG 30
module RG 1-14
key groups RG 1-16
keystroke save RG 3-140
changing saved keystrokes RG 3-142
correcting mistakes during RG 3-141
playing back saved keystrokes
RG 3-142
saving keystrokes RG 3-140
kind of match RG 2-94, RG 3-118
kind of search RG 2-94, RG 3-118
kind of spelling check RG 2-29,
RG 2-41, RG 3-143
KYB CHG key RG 1-18, RG 1-27,
RG 1-34, RG 3-143
change work station description
RG 3-40
double underlining RG 3-254,
RG 3-255
keyboard arrangements
listing RG C-1

RG 1-34

L

language for spelling check instruction
menu RG 2-105
how to use RG 3-132, RG 3-229
last typing line RG 2-127, RG 3-34,
RG 3-36
LAYOUT key RG 1-23, RG 2-44, RG 2-57,
RG 3-49, RG 3-50, RG 3-51, RG 3-52,
RG 3-53, RG 3-56 to RG 3-60
Text Tables 3-248
leaving a menu RG 2-3
left alignment at tab RG 3-244
left margin (see margins)
left margin, temporary (see indented
tabs)

selecting records RG 3-224
letter and envelope WS-T 10-1
copying the name and address from
the letter to the envelope
WS-T 10-22
using the alternate for the
envelope WS-T 10-4
using document format for the
envelope WS-T 10-1
using document format for the
letter WS-T 10-1
using merge WS-T 12-47
letter with blind carbon copies
and envelopes WS-T 10-12
letter with carbon copies and
envelopes WS-T 10-8
letters
containing file listings WS-R 71
letters, form (see also repetitive
documents)
using the merge task RG 3-177 to
3-189
licensed program products RG 1-36
LINE ADJ key RG 1-22, RG 3-145
line
adjust endings RG 2-106, RG 2-129,
RG 2-38, RG 3-3
alignment RG 2-106, RG 3-2
format
change line format RG 2-85,
RG 2-87, RG 2-88, RG 3-27
how to RG 3-28
menu RG 2-106
length (see margins)
number RG 1-11
prompt RG 1-14
scale RG 1-12
spacing RG 2-106, RG 3-27
status RG 1-10, RG B-1
lines
deleting RG 3-90
overstriking RG 3-198
lines/cm or inches RG 2-106, RG 3-31
list of variable names WS-T 12-26
load PG 49

load diskette RG 1-37

Less Than key (<) RG 1-31 load paper in printer message PG 7
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load paper light PG 39

load program RG 1-39, RG 3-129

load supplement RG 2-148
how to RG 3-145

loading paper into the IBM tractor
feed PG 65

look at document (see review
document)

lost data (see recover documents)

M

machine setup
duplicate machine setup RG 2-154
how to RG 3-101
(see also formats)
update RG 2-24, RG 3-262
maintaining the printer PG 33
manual feed RG 2-118, RG 2-120,
RG 2-127, RG 2-131, RG 2-134
manually loading paper with the
tractor feed attached PG 75
manually paginating
a document WS-T 9-17

a table WS-T 13-5
margin text (see headers and footers)
margins

creating a more even
right margin WS-T 7-3
flush right margins WS-T 13-10
how to change RG 3-146
left WS-T 7-3
menu RG 2-108
right WS-T 7-3, WS-T 8-8
(see also formats)
math RG 3-149 to 3-164
adding RG 3-150, RG 3-159
using column add RG 3-151
using row add RG 3-152
aligning numbers at a
decimal tab stop RG 3-154
average RG 2-113
figuring RG 3-161
inserting into a column RG 3-162
inserting into text RG 3-161

RG

clearing a total RG 3-155
constant RG 3-156 .
dividing RG 3-155, RG 3-15
field RG 3-111
format RG 2-112
grand-total RG 3-154
inserting the total
into a column after using
column add RG 3-153
into a column after using
row add RG 3-153
into a document RG 3-151
instruction
menu RG 2-110
to use RG 3-134, RG 3-174
item count RG 2-113, RG 3-151
multiplying RG 3-155, RG 3-157
negative numbers RG 3-149
percentages RG 3-158
figuring RG 3-159
figuring and adding to the total
RG 3-159
figuring and subtracting from
the total RG 3-160
figuring using the constant
RG 3-158
inserting into text RG 3-151
requests RG 2-113, RG 3-162
subtotal RG 3-154
subtracting RG 3-150, RG 3-160
math defaults RG 3-33
menu RG 2-112
math field RG 3-111
math format selection
menu RG 2-112
math format selections RG 2-112
math instruction
menu RG 2-110
to use RG 3-134, RG 3-174
MATH REQUEST key RG 1-17, RG 2-113,
RG 3-162
math requests RG 2-113, RG 3-162
maximum field length RG 3-111,
RG 3-112
menu area RG 1-13
menu bypass RG 3-164
abbreviations RG 2-18
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using RG 3-164, RG 3-165
menu listing RG 2-20
names RG 2-21
individual menus RG 2-24
menus RG 2-1, RG 2-3
abbreviations RG 2-18
bypassing RG 3-5, RG 3-164
description RG 2-1
how to choose from RG 2-2
how to leave RG 2-3
menu sequences RG 2-3
merge
changing headers and
footers WS-T 12-24
cycle 1 WS-T 11-13, WS-T 11-14
cycle 2 WS-T 11-13, WS-T 11-20
documents WS-T 12-24
getting variable name for
frequently used form letters

RG 3-181
merging shell with fill-in
RG 3-180
form letters with variable names
RG 3-177

creating shell RG 3-178
creating variable name RG 3-178
changing variable name
RG 3-179
with stop codes WS-T 11-3
creating fill-in RG 3-179
paragraph library
creating RG 3-184
creating fill-in RG 3-185
creating shell RG 3-184
merging shell and fill-in
RG 3-186
paragraphs with variable
creating variable name RG 3-186
creating fill-in RG 3-187
information RG 3-186
merging shell and fill-in
RG 3-188
restarting cancelled merge job
RG 3-189
typing forms WS-T 14-20
merge file/text task RG 3-167
adding conditional text RG 3-172

file reports RG 3-169
creating a shell document RG 3-169
menu RG 2-115
merging a shell document with the file
RG 3-176
multi-column file listing RG 3-174
creating a shell document RG 3-175
repetitive letters RG 3-167
creating a shell document RG 3-168
merge tasks RG 3-177
menu RG 2-117
menu sequence RG 2-15
merge with named variables
RG 3-177 to 3-189
menu RG 2-118
merge with switch codes RG 2-120
merging to create letters WS-T 12-47
merging to create envelopes WS-T 12-47
message
audible tone RG 1-34
line RG 1-10, RG 1-14
message key (see MSG key)
metric conversion table RG A-1
module
display RG 1-9
electronics RG 1-14
keyboard RG 1-14
MOVE key RG 1-22, RG 1-30, RG 3-189
moving columns RG 3-190
to a different table RG 2-191
within the same table RG 3-190
moving file fields RG 3-193
moving tabs RG 2-108, RG 3-243
moving text RG 3-190
movement keys
cursor RG 1-24
screen RG 1-24, RG 3-220
MSG key RG 1-18, RG 1-27, RG 3-193
multi-column file listing
creating the shell document RG 3-175
menu RG 2-123
merging the shell document with a file
RG 2-176
uses RG 3-135
multi-line variable information
WS-T 14-8, WS-T 14-9
keeping text together during
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pagination WS-T 9-3
multi-page document samples
bibliography WS-T 9-36
cover sheet WS-T 9-20

footnotes WS-T 9-27

headings WS-T 13-7

letter (see letter and envelope)

table of contents WS-T 9-23

tables and columns WS-T 13-7

with manual pagination WS-T 9-17
multiplying numbers RG 3-155, RG 3-157
MULTIPLY key RG 1-17, 3-155

WS-T 9-1

N

name
change diskette name
how to RG 3-19
menu RG 2-31, RG 2-32
change document name RG 2-161
how to RG 3-22
menu RG 2-33
diskette RG 1-11
how to RG 3-108, RG 3-109
menu RG 2-74, RG 2-75
document RG 1-11, RG 3-81
change document name RG 2-161
how to RG 3-22
menu RG 2-33
name and address from the
envelope WS-T 10-22
name of program diskette to be erased
RG 2-76
named variables WS-T 11-12, WS-T 11-16
naming and filing
work diskettes WS-T 4-2
negative numbers
leading and trailing characters
RG 2-36
how to type RG 3-149
NEXT VARIABL key RG 1-20, RG 1-29,
RG 3-193, RG 3-194
new document name RG 2-33
new name for diskette RG 2-31,
RG 2-32

RG 2-161

RG

new program diskettes WS-T 3-16
noncoded carrier return RG 2-163,
RG 3-4, RG 3-40 ,
noncoded hyphen RG 2-163, RG 3-126,
RG 3-40
nontyping area RG B-2
normal end of document (see END key)
Not Equal key (#) RG 1-31
selecting records RG 3-224
number
of copies (see print quantity)
document RG 3-203
line RG 1-11
of positions past decimal RG 2-112,
RG 3-32, RG 3-33, RG 3-162,
RG 3-163
page RG 1-11, RG 2-102, RG 3-202
preserve page RG 3-203
system page RG 1-11, RG 3-203,
RG 2-102
typestyle
RG 3-251
numbered paragraphs WS-T 8-3
numbers (see also math)
aligned in tables using column
layout RG 3-49
leading and trailing characters
RG 2-36
negative RG 3-149
using decimal alignment RG 3-245
numbers with graphics WS-T 3-7
whole numbers and graphics WS-T 13-8

RG 2-90, RG 2-106,

o

on line light PG 39
on/off switch PG 5, RG 1-14
optional features PG 13
{see pinfeed platen; roll paper
holder, paper rack)

Or key (|) RG 1-31

selecting records RG 3-224
ordering

IBM supplies RG 1-2

training and reference materials
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RG 1-3
original documents WS-T 2-3
outline format WS-T 8-4
output file task RG 3-194
menu RG 2-125
selecting records and fields
sorting output RG 3-195
to diskette RG 3-195
to printer RG 3-194
outputting files
to diskette WS-R 13
convert document to file task
RG 3-77
merge file/text task RG 3-176
output file task RG 3-195
to printer
merge file/text task RG 3-176
output file task RG 3-194

RG 3-196

using different formats WS-R 63
overstrike RG 3-196
character RG 3-196
deleting overstrike instruction
RG 3-201

deleting text that has been
overstruck RG 3-201
line RG 3-198
section of text RG 3-199
text through the end of a page
RG 3-199
word RG 3-197
several words RG 3-198
OVERSTRIKE key RG 1-22, RG 3-196
overview of system RG 1-1

P

page
change page format
how to RG 3-33
menu RG 2-127
characters surrounding the
number WS-T 9-8
deleting text through the
end of a page RG 3-91
number RG 2-102, RG 3-23

numbering RG 3-203,
WS-T 9-7, WS-T 9-9
overstriking text through
the end of a page RG 3-199
starting over with page 1 in
each section WS-T 9-9
with another character or word
PAGE END key (see also formats)
RG 1-23, RG 3-201
REQD RG 1-23, RG 3-213
menu RG 2-127
page format RG 2-127
page heading instruction RG 3-135
page numbering (see also system
page number) WS-T 9-7, WS-T 9-9
characters surrounding the
number WS-T 9-8
file reports WS-R 87
starting over with page 1
in each section WS-T 9-9
paginate document RG 3-203
menu RG 2-129
paginate document defaults
paginate from page RG 2-129
paginate, hyphenate, spell check
from page RG 2-98
paginate on exact line count RG 3-204,
RG 2-29, RG 2-163

WS-T 3-11

paginating
automatically WS-T 3-11, WS-T 3-18,
WS-T 13-6
manually WS-T 9-17, WS-T 13-5
a table WS-T 13-6

multipage tables WS-T 13-7
repetitive paragraphs
documents made up with STOP codes
WS-T 12-5, WS-T 12-18
tables with separate headings

WS-T 13-6
paper
advance PG 38

bail PG 5, PG 7
bail lever PG 5, PG 7
bar PG 17 to 19, PG 7

clamps PG 25
edge guide PG 95
guide PG 5, PG 7
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guide rollers PG 23, PG 28

handling RG 2-133, RG 2-98

handling devices WS-T 4-7, WS-T 5-13

insertion PG 7

insertion gate

misfeed PG 100

or envelope size RG 2-127

release lever PG 2, PG 3, PG 5,
PG 13

removal PG 7

return PG 38

separator PG 21, PG 22

PG 97, PG 98

separator gate PG 24
size WS-T 14-5
specifications PG 127
stacker PG 29
support table PG 2, PG 3, PG 5
tear bar PG 13
paper path
input jam PG 101

output jam PG 100
paragraph indent (see indented
paragraphs)
paragraph library
for use with merge
creating RG 3-184, WS-T 12-8

creating a reference copy WS-T 12-8

creating fill-in document RG 3-185
creating shell document RG 3-184
merging shell and fill-in RG 3-186
more than ten paragraphs
with named variables WS-T 12-5
with STOP codes WS-T 12-11
with variable information
creating fill-in document
RG 3-187
creating shell document RG 3-187
creating variable name in
paragraph RG 3-186
merging shell and fill-in
RG 3-188
restarting a cancelled merge
document RG 3-189

paragraphs, repetitive WS-T 12-1
with STOP codes WS-T 12-5
with variable names WS-T 12-5

WS-T 12-30

documents)

percent available RG 2-63
percent unusable RG 2-63
percentages RG 3-158

figuring RG 3-159
figuring and adding to the total
RG 3-159
figuring and subtracting from
the total RG 3-160
figuring using the constant
RG 3-158
inserting into text RG 3-151
personalized
setup RG 1-36
math defaults
personalizing
document format WS-T 3-9
program diskette defaults WS-T 3-8
pica, conversion ruler WS-T 3-3
pinfeed platen PG 13
install a pinfeed platen PG 13
pitch RG 1-12, PG 10
to change (see change line format)
pitch (15) WS-T 3-3
pitch indicator PG 10, PG 47
planning your work WS-T 2-1
plastic strip PG 96
platen PG 13
platen knobs
platen release levers
positive numbers
leading and trailing characters
RG 2-36
POSSIBLE CHOICES RG 2-1, RG 2-2
power light PG 5
power on light PG 31
power switch RG 1-14, RG 1-39,
PG 38
prepare diskette for typing RG 1-36
how to RG 3-108
menu RG 2-74, RG 2-75
preserve page numbers RG 3-203
print document RG 2-157, RG 2-141
how to RG 3-205
menu RG 2-131
change printing order

RG 3-33

PG 5, PG 14, PG 20
PG 15

RG 2-40

pattern letters (see repetititive how to RG 3-96
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(see also PRINT key)
menu RG 2-40
print document options WS-T 5-3
print footer on RG 2-95, RG 2-96,
RG 2-25, RG 2-26
how to RG 3-23, RG 3-13
print from page RG 2-131, RG 3-205
print header on RG 2-95, RG 2-96
RG 2-25, RG 2-26
how to RG 3-23, RG 3-13
print index of diskette contents

RG 2-161
example RG 3-207
print job

cancel RG 2-65, RG 3-96
display RG 2-65, RG 3-96
PRINT key RG 1-18, RG 3-207,
WS-T 5-1 (see also print document)
print merged document RG 2-118,
RG 2-120, RG 3-180, RG 3-186,
RG 3-188
print numbers on document
RG 3-23, RG 3-138, RG 3-203
(see also INSTR key and
instructions menu sequences)
print paginated pages RG 2-29,
RG 2-98, RG 3-208
print quantity RG 2-131
print queue WS-T 5-3
description RG 2-65
display RG 3-96
menu RG 2-65
(see also print document)
print test PG 39
print through page RG 2-131
printer description
how to change RG 3-38
menu RG 2-133
printer element descriptions
non-U.S. PG 30 to 32
U.S. PG 27 to 29
printer exception light PG 39
printer features PG 2
IBM 5215 "Selectric" Element Printer
PG 5
IBM 5218 Printwheel Printer PG 38,
PG 39

printer message description
PG 115 to 118
printer model RG 2-133
printer schedule WS-T 5-4
printer sharing WS-T 4-4, WS-T 5-1
printers
changing paper WS-T 5-5
IBM 5215 Selectric Element
Printer WS-T 5-1
IBM 5218 Printwheel Printer 2-172
releasing WS-T 5-1, WS-T 5-11
printing WS-T 5-1
a document RG 3-207, RG 3-208
a reference copy of
the shell document with
stop codes WS-T 11-5
files using different formats
WS-R 63
paper source RG 2-133
the repetitive document with stop
codes WS-T 11-9
printwheel PG 41, PG 47
cartridge PG 41, PG 47
descriptions PG 47
insert PG 50
remove PG 48
printwheel printer message
descriptions PG 125
printwheel printer paper
specifications PG 127
procedures
for tracking shell documents WS-R 23
for tracking stored file setups
WS-R 23
program diskette RG 1-36,
WS-T 3-1, WS-T 3-8, WS-T 3-9,
WS-T 3-13
combined WS-T 3-14
default charts WS-T 3-17, WS-T 3-18,
WS-T 3-19
defaults RG 1-36, RG 2-1
changing WS-T 3-11
alternate format
document format WS-T 3-9
duplicate label WS-T 3-16
formats
new WS-T 3-16

Work Station Procedures Guide, Textpack &

RG - Operator Reference Guide
PG - Printer Guide

WS-T -

WS-R -

Work Station Procedures Guide, Reportpack

Index X-19



how to
duplicate RG 2-70, RG 3-102
erase RG 2-76, RG 3-110
menu sequences RG 2-12, RG 2-13
store supplement on RG 2-148,
RG 3-233
name RG 1-36
preparing another WS-T 3-13
program diskette tasks
menu RG 2-135
menu sequence RG 2-13
program product RG 1-36
prompt line RG 1-10, RG 1-14
prompted mode RG 2-94, RG 3-121
proportional spacing RG 3-209
proportional/vertical spacing (6)
WS-T 3-3
PSM RG 3-209
PSM Value Chart RG E-1
putting together a document
made up repetititive paragraphs
with STOP codes WS-T 12-18

Q

quantity (see print quantity)

queue, print RG 2-65, WS-T 5-6
WS-T -5-7

queuing WS-T 5-6, WS-T 5-7

queuing rush documents WS-T 5-6

quick reference RG 3-1

R

ready light PG 5, PG 39
rearranging fields
when adding records WS-R 19
when revising records WS-R 19
recall document (see revise deccument)
recall file setup RG 3-209, RG 3-215
menu RG 2-150
record detail instruction RG 3-135
record document (see END key)

RG

record group definition instruction
RG 3-135, RG 3-171
record group summary instruction
RG 3-135, RG 3-171
record selection
by last name WS-R 67
using alphabetic comparison WS-R 67
recover documents RG 2-161
how to RG 3-210
menu RG 2-137, RG 2-138
red light (see power light) PG 5
reference copy
of repetitive documents WS-T 11-5
of repetitive paragraphs WS-T 12-1
with STOP codes WS-T 12-11
(see also paragraph library)
of the shell document WS-T 11-7
reference materials RG 1-3
reference steps RG 3-1
regular hyphen RG 2-163, RG 3-126
re-IPL RG 1-38, RG 3-129
related publications RG i
release PG 39
release printer RG 2-141, RG 3-211,
WS-T 5-11
remove diskette RG 1-38
remove paper, how to PG 7
remove printer element PG 11
remove printer ribbon PG 8
removing the tractor feed from
the printer PG 77
renumber document RG 2-129
(see also paginate document)
renumber records RG 3-261
re-order number PG 47
repetitive documents (see also merge)
repetitive documents WS-T 11-1,
WS-T 11-9
variable names WS-T 14-24
with stop codes WS-T 11-9
repetitive letters RG 3-167 (see also
merge file/text)

repetitive paragraphs (see also merge—

paragraph library)
repetitive paragraphs
containing a GET instruction
WS-T 12-21

Operator Reference Guide

PG - Printer Guide

WS-T

Work Station Procedures Guide, Textpack 4

WS-R

Work Station Procedures Guide, Reportpack

X-20 Index



creating a reference copy WS-T 12-8
putting together a document
using GET WS-T 12-15
with STOP codes WS-T 12-11,
WS-T 12-18
replace mode (see INSERT/REPLACE key)
replace with RG 2-94, RG 3-211
REPLY key RG 1-18, RG 1-27, RG 3-212
report preface instruction RG 3-135
report summary instruction RG 3-135,
RG 3-171
Reportpack feature diskette
file task selection menu RG 2-83
menu sequence RG 2-16
Reportpack program diskette
menu RG 2-139
menu sequence RG 2-17

REQD BKSP key RG 1-20, RG 1-29, RG 3-212
REQD PAGE END RG 1-23, RG 1-31, RG 3-213

REQST key RG 1-17, RG 1-27, WS-T 5-2,
WS-T 5-9
how to use RG 3-213
menu RG 2-141
menu sequence RG 2-8
request key (see REQST key)
request printer RG 2-141, RG 3-215
request tasks RG 2-141
(see also REQST key)
REQUEST TASKS menu RG 2-141
menu sequences RG 2-8
REQUIRED
carrier return RG 2-163
hyphen RG 2-163
return (see REQUIRED carrier return)
space RG 1-19, RG 1-28, RG 3-216
tabs RG 1-19, RG 1-28, RG 3-211
restarting a cancelled merge job
RG 3-189
RET (carrier return)
RG 3-3
retrieve information WS-T 2-20
return address WS-T 10-20
return all formats to starting choice
RG 2-88
return line format, margins and tabs
to starting choice RG 2-88, RG 2-90
return typestyle to starting choice

RG 1-20, RG 1-29,

RG 2-92
reverse index
down)
review document RG 3-217
revise column RG 3-59
revise document RG 3-217, WS-T 2-3
how to RG 3-217
menu RG 2-59
(see also INSTR, CHG FMT, MOVE
COPY, DEL, add text and BKSP)
revise file description RG 3-85
menu RG 2-144
revise header/footer
(see change header and footer task)
(see also change alternating header
and footer task)
revise layout of a table RG 3-59
revise or display records
update file task RG 3-259
revising records
checking spelling WS-R 91
rearranging fields for revision
WS-R 19
update file task RG 3-259
using Global Replace/Delete WS-R 81
ribbon cartridge PG 6, PG 8, PG 11,
PG 41, PG 43 \
ribbon guide PG 8, PG 9
ribbon installation PG 8
ribbon light PG 5, PG 7, PG 39
ribbon load lever PG 8, PG 9
ribbon/stencil control PG 6
right alignment at tab RG 3-246
right margin (see margins)
roll paper holder PG 30, PG 31
ROW ADD key RG 1-18, RG 3-152
ruler, conversion WS-T 3-3
rush documents WS-T 5-6, WS-T 5-7

(see half up and half

S

scale line RG 1-10

scale line cursor RG 1-12

screen down key RG 3-221

screen format (see SCREEN FORMAT key)
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SCREEN FORMAT key RG 1-18
how to use RG 3-219
menu RG 2-145
screen left key RG 3-221
screen movement RG 3-220
screen movement keys RG 1-24
screen right key RG 3-220
screen up key RG 3-222
scrolling RG 1-13
search for RG 2-94, RG 3-118
secuyrity of data RG ii
segmenting RG 1-13
selecting records RG 3-223
application keys RG 3-223
by last name WS-R 67
examples RG 3-223
selecting on more than one field
RG 3-226
using alphabetic comparison WS-R 67
separate pages (see REQD PAGE END)
sequences of menus RG 2-11
serial numbers RG 1-1, PG 33
setting margins RG 2-108, RG 3-146
setting tabs RG 2-106, RG 3-240
setting up procedures WS-T 2-1
batch your work WS-T 2-1
setup
duplicate machine setup RG 3-101
personalized RG 1-36, RG 2-1
system RG 1-1
setup light PG 39
sheet feed paper
handling PG 89
installing PG 89
loading PG 92
paper trays PG 92
removing PG 102
shell document WS-T 9-14, WS-T 11-3,
WS-T 11-5, WS-T 11-6
as a form letter in merge
creating RG 3-178
merging with fill-in RG 3-180
in merge file/text
creating a shell
for a file report RG 3-169
for a multi-column file listing
RG 3-175

RG

for repetitive letters RG 3-168

merging a shell document with a file

RG 3-176
used with paragraph library
creating RG 3-184
merging with fill-in RG 3-186
used with paragraphs containing
variable information
creating RG 3-187
merging with fill-in RG 3-188
sign, change RG 3-40
signals (tones) RG 1-34
single diskette unit RG 1-35
skip to line instruction RG 3-137
slot RG 1-35, RG 1-37, RG 2-32,
RG 2-75, RG 2-138
sort order menu RG 2-146
sorting a file
changing character order RG 3-18
menu RG 2-28
choosing sort order RG 3-47
in duplicate selected records
RG 3-104
in merge file/text RG 3-176
in output file task RG 3-195
menu RG 2-146
on more than five fields WS-R 77
sound shield PG 5, PG 39
space bar RG 1-19, RG 1-28
(see also REQUIRED space)
spacing of lines RG 2-106
special projects diskettes WS-T 4-9
spell check function RG 3-227
identifying portions of a document
that should not be spell checked
RG 3-227 :
kind of spelling check RG 2-29,
RG 2-41, RG 3-143
spell checking a multi-language
document RG 3-229
spell checking selected pages
RG 3-228
SPELL key RG 1-22, RG 3-230, WS-T 5-2
SPELLING LANGUAGE DICTIONARIES menu
RG 2-148
menu sequence RG 2-6
spelling language dictionary RG 3-232
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choose RG 2-148
spelling language supplements
updating RG 2-24
(see also combined program diskette)
spelling tasks RG 2-161, RG 3-227
menu RG 2-148
menu sequences RG 2-14
standard paragraphs (see paragraph
library)
standard processing WS-T 2-2
bond paper WS-T 2-2
envelopes WS-T 2-2
letterhead WS-T 2-2
standardizing formats WS-T 3-7
start button PG 5, PG 39
start printer RG 2-141, RG 3-232
statistical typing (see decimal
alignment, tables and columns)
status lines
description RG 1-10
function and symbol listing RG B-1
stencil (see ribbon/stencil control)
PG 6
STOP button RG 1-20, RG 1-29,
PG 5, PG 39
stop code RG 1-20, RG 3-232
stop codes WS-T 11-3, WS-T 11-5,
WS-T 11-9, WS-T 14-19
stop code letters (see repetitive
documents)
store document (see END key)
store file setup RG 3-214, RG 3-232
menu RG 2-150
store supplement on Languagepack 2
diskette RG 3-233
creating a stored supplement

RG 3-234

deleting a stored supplement
RG 3-235

replacing a stored supplement
RG 3-235

store supplement on program diskette
RG 2-148, RG 3-236
creating a stored supplement
RG 3-237
deleting a stored supplement
RG 3-238

replacing a stored supplement
RG 3-237
stored paragraphs (see repetitive
paragraphs)
subscript (see half | ) RG 1-20,
RG 1-28, RG 3-125
substitute code RG 3-238, RG B-4
subtotals WS-T 13-18
subtotaling and grand totaling
RG 3-154
SUBTRACT key RG 1-18
subtracting RG 3-239, RG 3-40
summary math instruction RG 3-136
menu RG 2-151
superscript RG 1-19, RG 1-28, RG 3-125,
(see also half 1)
supplement
clear RG 3-48
duplicating RG 3-105
load RG 3-145 |
store RG 3-233, RG 3-236
(see also store supplement on
program diskette or store
supplement on Languagepack 2
diskette)
supplemental dictionary WS-T 3-12,
WS-T 4-9
stored on Program Diskette WS-T 3-12
(see also store supplement on
program diskette or store
supplement on Languagepack 2
diskette)
supplies RG 1-2, PG 105, WS-T 4-8
surrounding page numbers with
text WS-T 9-8
switch button RG 1-20, RG 1-29
switch code RG 1-20, RG 3-239
switch codes WS-T 11-2
converting switch codes on mag cards
WS-T 11-12
syllable hyphen RG 3-126
symbol RG 1-11, RG B-1
system RG 1-1
overview RG 1-1
page number RG 1-11, RG 2-102,
RG 3-202
using GET menu RG 2-93
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using INCLUDE menu RG 2-100
using merge tasks RG 2-118,
RG 2-3, RG 3-181, RG 3-185,
RG 3-187, RG 3-189
page number for spelling check
RG 2-41
setup RG 1-1

T

tab alignment RG 3-240
tab indent (see REQUIRED tabs)
table, conversion RG A-1
table of contents WS-T 9-23
tables
creating one column at a time
RG 3-51
creating one line at a time
RG 3-50
text RG 3-248
using column layout WS-T 13-13

with a flush right margin WS-T 13-10

(see also eolumn layout)
tabs RG 1-19, RG 3-240 to 3-247
- alignment
center RG 3-246
colon RG 3-247
comma RG 3-245
decimal RG 3-245
indented RG 3-247
left RG 3-244
normal RG 3-242
required RG 3-247
right RG 3-246, WS-T 13-10
clearing 'RG 3-244
for forms WS-T 14-14, WS-T 14-15
menu RG 2-108
moving RG 3-243
in column layout RG 3-59
REQD RG 1-19, RG 3-247
setting RG 3-242
using RG 3-240, RG 3-241
tabular work (see tabs)
(also see column layout)
TASK SELECTION menu RG 2-152

RG

menu sequences RG 2-5

tasks RG 2-1, RG 3-1

template
Textpack 4 RG 1-16
Reportpack RG 1-26

temporary left margin (see REQUIRED
tabs)

tension bar lever PG 66

terms and abbreviations
definitions RG Glossary

text
column RG 2-44, RG 2-57, RG 3-248
copying RG 3-56
deleting RG 3-57
moving RG 3-189
overstriking RG 3-196

text field (files) RG 3-112

text tables RG 3-248

textpack program diskette tasks
menu RG 2-154
menu sequence RG 2-12

thousands separator RG 2-36, RG 3-32

to diskette name RG 2-51, RG 2-66,
RG 2-70

top margin text (see headers)

topic selection
description of topics WS-R 1
listing of topics WS-R 1

total RG 3-151, RG 3-154
clearing RG 3-155

tractor feed PG 59

training materials RG 1-3

triple spacing RG 3-27, RG 3-29

type an ID RG 2-2

type size PG 10

type YOUR CHOICE RG 2-2

types of work WS-T 2-3

typestyle RG 1-12, RG 3-251
change RG 2-92, RG 2-163, RG 3-40,
listing RG D-1
part number RG 2-92, RG 2-106,

PG 10, PG 47

typestyle for the 5215 printer
PG 109, RG D-1

typestyle for the 5218 printwheel
printer PG 121

typestyle name PG 10, PG 47
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typestyle number PG 47
typing a document RG 3-81
typing alternating formats

for bound copies WS-T 9-11
typing and menu area RG 1-13
typing columns WS-T 13-4
typing tasks RG 2-154

menu RG 2-157

menu sequence RG 2-6

U

unit, diskette RG 1-35
underline RG 3-251
underline key RG 3-251
underlining RG 3-251, WS-T 13-4
double underlining WS-T 13-5
underlining columns and spaces
WS-T 13-4
underlining columns with decimal tab
WS-T 13-4
underscore (see underlining)
unload diskette (see remove diskette)
up, 1/2 RG 1-19, RG 3-125
update
machine setups RG 2-24, RG 3-262
spelling language supplements
RG 2-24, RG 3-261
(see also combined program diskette)
update combined program diskette
RG 2-154 (see also combined program
diskette)
update file tasks
add records RG 3-257
count records RG 3-260
delete records RG 3-260
menu RG 2-160
revise or display records RG 3-259
renumber records RG 3-261
used ribbon installation PG 9
using format samples WS-T 6-4
using tab alignment RG 3-244

V

variable information WS-T 11-7,
WS-T 12-13, WS-T 14-7, WS-T 14-8
VARIABL key RG 1-20, RG 3-262
VARIABLE menu RG 2-160
variable names WS-T 11-16, WS-T 14-9,
WS-T 14-24
changing RG 3-179
creating RG 3-184
in form letter RG 3-177 to 3-183
creating RG 3-178
in merge file/text
typing variable names RG 3-168
using the variable menu to type
variable names RG 3-168
in paragraph library RG 3-183 to
3-189
list of WS-T 12-26
storing and "'getting" WS-R 93
variable sheet WS-T 2-4
vertical spacing, conversion ruler
WS-T 3-3
vertical spacing (24), conversion ruler
WS-T 3-3

w

whole numbers and graphics WS-T 13-8
widow line RG 3-204, RG 2-130, RG 2-38
wire brackets (see roll paper holder)

PG 18
wire loops PG 63
word

deleting RG 3-89

deleting throughout a document

RG 3-91

hyphenating RG 3-126

search RG 2-94, RG 3-118
WORD UND key RG 1-20, RG 1-29, RG 3-252
words

keeping together on a line WS-T 7-5
work diskettes

document coding WS-T 4-1

back up WS-T 4-6
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filing devices WS-T 4-6

naming and filing WS-T 4-2

daily WS-T 4-2

work station RG 1-8
description menu RG 2-163

filed by department/author
WS-T 4-2, WS-T 4-4

filed by document/format WS-T &4-4 Y

filed by operator WS-T 4-4

procedures WS-T 4-1

s WS-T 4-4

WS-T 4-3

repetitive project
special projects
updating WS-T 4-9
work diskette tasks
menu RG 2-161
menu sequences RG 2
work samples
how to use WS-T 6-1

-11

YOUR CHOICE RG 2-1

z

zero index carrier return RG 3-262
zone width RG 3-263
(see also hyphenation)

work samples handbook WS-T 6-1
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READER’S COMMENT FORM
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IBM Displaywriter System
Operator Reference Package
Index Textpack 4/Reportpack

Your comments assist us in improving the usefulness of our publications; they are an
important part of the input used in preparing updates to the publications. |BM may
use and distribute any of the information you supply in any way it believes appro-
priate without incurring any obligation whatever. You may, of course, continue to
use the information you supply.

Please do not use this form for technical questions about the system or for requests
for additional publications; this only delays the response. Instead, direct your
inquiries or requests to your |1BM representative or the IBM branch office serving
your locality.

Corrections or clarifications needed:

Page Comment

Please indicate your name and address in the space below if you wish a reply.

Thank you for your cooperation. No postage stamp necessary if mailed in the U.S.A.
(Elsewhere, an 1BM office or representative will be happy to forward your comments.)
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