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About This Manual

This manual will guide you through a series of examples designed to
help you learn the functions of Text Management. The Text
Management Learning by Example manual contains examples to help
you do common tasks. Use these examples as models to accomplish
what you want to do with Text Management. The Learning by
Example manual is part of the information available for /BM System/38
OFFICE|38—Text Management, Licensed Program Number 5714-WP2,

You may require some additional authority to do some of the examples.
If you have difficulty doing a task, see your System/38 administrator or
the appropriate person in your organization for help.

¢ Other related manual
| -

IBM System{38 OFFICE[38—Text Management User's Guide and
Reference Manual, form number SC09-1022.

This manual [urther describes the functions and capabilities of Text
Management. You can always refer to this manual for more
information about Text Management.
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The Equipment You Need

Belore you use Text Management, you must have the right equipment
and some [anuliarity with System/38 work stations,

You may use Text Management on the [oliowing work stations:

IBM 5251 Modcl 11 and Model 12

¢ IBM 5261

e IBM 5292 Model 1 and Model 2

o |BM 5555 (with alphameric data only)
* [BM 3180 Model 2.

In addition, by using a remote attach, you may aiso usc Text
Management on the lollowing work stations:

e [BM 3277
e [BM 3278
o [BM 3279

With Text Management, you can print information using the following
printers:

*  Work station printers:
— 1BM 5219 Printer, Models D1 and 12
— IBM 5224 Printer, Models 1 and 2
— 1BM 5225 Printer, Models |, 2, 3, and 4
— IBM 5256 Printer, Models 1, 2, and 3
— 1BM 4214 Printer.

e System printers

¢ The IBM Displaywriter (IBM 6580)

e The IBM 6670 Information Distributor, Models 1 and 11.
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L What You Should Know

To use the Text Management Learning by Example information
effectively, you must know how to use the work station.

1f you are not familiar with your work station, you can use the
information contained in Appendix A of IBM System/38

OFFICE|38—Text Management User's Guide and Reference Manual, form
number SCO9-1022.

Working with the Examples

1. First read Chapter 1, Before You Start. It describes general
information about using Text Management and what you will learn
by doing the examples.

2. Then proceed through the examples step by step.

The examples have three levels of information:

¢ Onc level of information tells you what you must key in. This
- information is highlighted, like this.

® A second level of information tells you where to key in the
mformation. All input fields are written in type like this.

* A third level ol information gives you additional information
enclosed in a note box.

—— Note

* This information appears like this.

Using the Glossary

The Glossary provides definitions for terms used in the Learning by
Example manual. It also includes some terms used in System/38, Terms
appear in alphabetica) order in the Glossary which is part of the /IBM
System|38 OFFICE[38—Text Management User's Guide and Reference
Manual, form number SC09-1022,
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Chapter 1. Before You Start

This manual introduces you to the functions available in Text
Management. Each chapter containg iflustrative examples that guide
you through the different tasks involved in Text Management, Before
you start working with these examples, you must §ign onto your system.

‘ntering Text Management

Before you can sign onto Systemy/38, you must obtain a password from
the appropnate person in your organization. Then you can use that
password to sign onto the system and request Text Management.

(U 1. Key in your password.

2. I Text Managcrent displays the COMMAND ENTRY display, key
in the command EDTTXT. Press ENTER. System/38 displays the
PRIMARY MENU. From here, you can select from the various
[unctions with which you want to work.

3. Otherwise, choosc the option that allows you to work with Text
Management.

—— Note:

If you have P'S/38 installed on your system, ask the System/38
administrator, or the appropriate person in your organization,
to ensure that library g¢x¢ is listed above library gofc.

The following figure shows the PRIMARY MENU which is the display
you see once you have entered Text Management.

('“‘x
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( TEXT PRIMARY MENU

Select one of the following:
1. Create or revise a document
2. Browse a document
3. Print a document
4. Fill in a form document

Option: _
Name of the document when stored:
Document (blank for a list of documents):
File (blank for a list of files)!
Library:

Within Text Management:
Press HELP key to display help text,.
Press CF1l key to exit.
Press CF2 key to back up to the previous display in a series.

CF6-Display messages

\

Fizuse 1-1. Text Management PRIMARY NMENU

Leaving Text Management

o Press CIF1 to return to the PRIMARY MENLU. Depending on
where you are in the function in which vou are working, vou may
have to press CI'1 more than once before vou reach the PRIMARY
MIENU.

¢ 1 you entered Text Management by keying i ED'T'YXT, vou can
leave Text Management by pressing CI'l or CF2 repeatedly,
Depending on your user profile, when vou leave Text Maragement
by pressing CIF1 or C1'2, vou may still remam signed on to
System/38. Kev in signoff to sign ol System/ 38,

——— —— T | ey ia i - -— _—
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Useful Function Keys

Throughout Text Management, you can use special [unction keys to
help you do your work quickly and easily.

For more information on these function keys, sce the Text Management

Reference Card, form number SC09-1110, or the Text Management
User's Guide and Reference Manual, form number SCG9-1022.

Using the HELP Key

After you enter Text Management, you can press HELP to give you
more information about Text Management.

General Information about Working With Text Management

Beflore you start, you should understand the following terms as Text
Management uses them:

e Text document

¢ [‘orm document

e Text ibrary

* File

¢ [ormatted text

e [nformatted text,

A text document is a document that you are in the process of drafting,
writing, revising, and polishing. Text documents are stored in a text file
in the text library.

A form document 15 a skeleton document that you create so that you
can, for example, send out form letters. It has some text and contains

fields where you can key in such variables as names and addresses.

You store your documents in the text library so that you can retrieve
them casily when you want to revise and polish them.

You store a group of documents in an electronic file that you keep in
the text library. You can keep all your documents that refer to one
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subject in a single file. For example, you could keep all your sales >
reports in a file that you call SALES. J

In lact, you can think of Text Management as an clectronic filing
cabinet. You Keep your documents in an clectronic file folder that you
store in your (iling cabinet drawer, or text library.

Your documents can have two kinds of text--formatted and unformatted.
IF'ormatted text is text in paragraphs delined by a paragraph format
identifier. You can deline the shape of the paragraphs associated with a
paragraph [ormat identilier and then use the format identifiers to shape
the layout of the paragraphs. [For example, you can define a blank line
to precede the paragraph and the length of each line in the paragraph.
When you turn the sequence numbers off (using CIF13) Text
Management identifics formatted text with a [ormat identifier and
indicates additional lines in the paragraph with double quotes (")
Unformatted text appears in your document exactly as you key 1t in on
cach line. IFor cxample, you can use unformatted text for your date,
address, and title incs. When vou turn the sequence numbers off, Text
Management indicates unformatted text with a period (.}

When you are working with text documents, you can use the keyboard

template to scc what the Ci¥ keys do. You can also use the Text

Management Reference Card to find this type of information. You X

should also note that in some cascs CI72 processes the display you are w |

on, as well as returning you to the previous display.

In this manual, you Icarn how to do the lollowing:

e (reate text documents, form documents, and files

¢ Inscrt, delete, copy, and move text in your documents

¢ Print documents

¢ lFormat your text using highlighting, undertining, headings, and print
control commands that format the way your text appears on the

page

¢ Use the spell aid function.
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—— Note

® Before you start working with these examples, ask the
appropriate person in your organization to create a copy of the
EXAMPLE file for you. This person needs to create a copy of
the EXAMPLE file using the following commands:

1. Create a duplicate copy of the file: CRTDUPOBI
OBI{EXAMPLE) FROMLIB(QTXT) OBJTYPE(*FILE)
TOLIB{QGPL) DATA(*YES)

2. Press ENTER.

3. QGrant authonty to the file: GRTOBJAUT
OBHEXAMPLE.QGPL) OBJTYPE(*FILE)
USER{*PUBLIC) AUT(*ALL)

4, DPress ENTER.

JFor the examples in this manual, create a document on the
DOCUMENT LIST in the EXAMPLE file. When vou have finished
practicing on the document, delete it from the EXAMPLE file. On the
DOCUMENT LIST, key 9 beside the document that yvou want to delete
and press ENTER.
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Chapter 2. Text Documents

This chapter shows you how to see a list of text documents and also
explains how to work with a text document that is larger than your
display.

Document List

Text Management allows vou to see a list of documents contained in the
EXAMPLE hle or any other file in your library to which you are
authorized. On the PRIMARY MENL:

L. Key I in the Option field.

2. Leave the Document [icld blank to sec a list of documents.

3. Key n the file name. For this example, use the file name
EXAMPLE.

4. Key in the library name if 1t 1s not already displayed. For this
example, use the QGPL library. Your display now shows:
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TELT FEITHARY MENU

Select one of the following:

1, Create or ravise & documant
2, Browss a documant

3. Print a document

&, Fill in a form documant

Option: 1
Hame of the document whan gooped:
Documant (blank for & list of documents):
File (hlank for s list of files): EXAMPLE
Library: OGPL______

Within Text Management:
Fress HELF key to display halp text.

Fress OFl kay to sxit.
Press (F2 kay to back up to the previous display in a serias.

CF6-Display messages

\

Fagnre 2-1. PRIMIAEY WIS for bsploying @ docaerens s

S0 Thress BEDERE o disphay the TICTL N BT LTS

1 emavng by Fsammois oy Wiln Texst hlanagemen:
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TEXT LOCUHERT LIRT

File: EXAMPLE Litrary: 4OPL

EnLer pnew decpment name of selact document From lise below:
Search dascription:
Sasrch from credfed datsa 08,00, 00 Te created data: 03,22/84
Locate document name beginning with:

OFT  DOCUMENT REBCRLFTTON CHEATEL

_CoLLlsT Simple data bese columm list gy 22 84
B DECOPY Documant ta copy data In directly 0271384
_  ENVELDFE Envelope example O2/22)84
_  FORMDOC Document with form fields, hlghlight, underllne_ 0222784
- LETHCCL Lerter with mulcicopy and eolumn list 0323184
_  LINECOM Genere]l |letter with deata for line commands DEf22) 64
_ MULTICOPY Multipls copy docuwent from data basa 0272284
- PFETCTL Documant with priat control commands 022384
- SOURCE Document contalning Print Control File dats _ 02/f22/84
. BPELLER Latter with misspelled words 02722 7B4
- ETDLET Erandacd letrer 0211} B4

|
1-Select document B-Copy to new document 9-Remove document CFlé=Print 1ist

Fyere -2 DOCEMESNT 15T

nce o Lz Hisl, mave yaur cursor 1o the option feld oo the led g
ace of the display and koy v the ophian beside The daciment v aane
to wark with 1 e Mumcnens you can ase and their nprion aen-bers
appear Ay the hatton nf ynar desplay,

Chaose &l vou want Lo 2opy 2 docament, &0 e sarmie s, key moa
TCW TLAmG 10 Lhe Sber Aen ducioment amike o select docusrond fvoei sl
Aetow lekl, Thes creares 3 new documert and akes vou io 5z T
display to rce tbe new dogument: The new documeat is.a dupheate of
the angmal dacoment.

Yau can opiv enrer an 8o the Sesiar Told al vau reached this display
alier cnoasing Optian | [(Create ar reese o docustes) | onoihe
PRIMARY MESL. Theretore, ' you did nat choade nrtiar | an the
BRI ALY MINL, Lo dseli, 8Cepye Jo pew dadunpsan!, wall nol e
ENoWHh.

¢ hpose opoon @ yuu want 1o delewe a decument fram ke given e
Text Managpement then ssucs 2 message leiling vou to press =5TER 10
detere the docwmnent. You can cancel the delete by blanking out tnz 0.

— ="l —_— b

—
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Otherwise, press ENTER to delete the document, You can delete more
than one document at & time.

For all other options, only one document can be sclected at a time.

——  Note

After you have displayed the list of documents, Text Management
saves the list. When you next display the list of documents for this
file, Text Management gets the saved list, Any changes made to
the list of documents for this {ile by other users will not be visible
to you until you refresh the saved list. To do this:

L. Display the document list for another file. This erascs the saved
document list by replacing it with another list.

2. Display the document hist for the first file again. This brings in a
fresh copy of the document list.

To leave the DOCUMENT LIST, press CI°1 to return to the
PRIMARY MENL.

Creating a Document on the Document List

This example shows you how to create a document on the
DOCUMLENT LIST. You can name a new document on this display
and create it by copying an existing document into the new one.

l. On the PRIMARY MENU, choose Option 1. Leave the Document
field blank. In the File ficld, key in EXAMPLE. In the Library field,
key in QGPL.

2. Press ENTLER. Text Management displays the DOCUMENT LIST.

3. In the Enter new document name or select document from list below
ficld, key in a new document name. [For this example, key in the
name STDLET2.

4. Now copy one of the existing documents into the new document you
are creating. Key 8 beside the document you want to copy into the
new one. For this example, key 8 beside STDLET.

5. Press ENTER. Text Management copies STDLET into your new
document and adds the new document, STDLET?2, to the
EXAMPLE file. Text Management also copies any mark-up, such
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as paragraph formats and printing options, associated with the
original document into the new document. [For example, if the
existing document has a temporary dictionary, Text Management
copies it into the new document.

You can now revise and polish the document that you have just created,
For the examples in this manual, you should usc the document that you
have just created to practice with, and then delete it from the
EXAMPLE file when vou have finished.

Now that you have created a document, you need to know how you c¢an
display different parts of it.  You can move the document up and down
on your display or from side to side.

Moving the Document Up and Down

You already know how to roll the document up and down using the
ROLL keys on your keyboard, You can also use line positioning
commands to move the document up and down. Use X to move your
document up x number of lines or -x to move it down x number of lines.

1. On the [dit display, key in the line positioning command [ollowed
by a space on the scquence number f{ield. For example, key in +5
on the sequence number field (the far lelt position on the screen).

2. Press ENTER, Text Management moves the document up [ive lines.
You can also move directly to a specific line in the document. FFor
example, if you want to change the wording on line 0020.00 key in
0020.00 on the sequence number field. Then, press ENTER, and Text
Management displays linc 0020.00 at the top of the display.

The three ways of line positioning move the document up and down in
different ways:

e ROLL keys move the document oy a whole display.

* Line positioning commands (- x for Up; -x for Down) move the
display up and down x number of lines.

¢ A line number keyed into the sequence number [ield takes you
dircctly to that line.

Now you know how to move the document up and down on your
display.
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Returning to the PRIMARY MENU

Windowing

2-0  Learning by Example: Working With Text Management

To return to the PRIMARY MENU from the Edit display, press CF1.
Text Management displays the EXIT FROM EDIT display. Press
ENTLIR to update the document with any changes that you have made
and return to the PRIMARY MENU. If you are processing a list of
options on the DOCUMENT LIST display, Text Management processes
the next one. But you still need to know how to move it [rom side to
side.

——  Note

For the examples in this manual, turn the sequence numbers on
when you come to a document without numbers. To do this, press
CF13.

Text Management allows you to create or browse documents that are
wider than your display area. You can tell Text Management what
column you want to appear on the left of the display. To see the areas
outside of the current display area, you move the document on your
display to the left. To return to the original display, you move the
document on your display to the nght. This [unction is known as
windowing. You can move your display from as little as one space to as
much as the width of the document in cither direction. If you window
{ar enough to the right, you can sce the date on which the line of the
document was changed.

For this example, use the Edit display of the LINECOM document from
the EXAMPLE file in library QGPL to see how windowing works.

l. Display the section of the document that you want to move to the
right.

2. Move the cursor onto the sequence number field.

3. Key in the command W22 followed by a space. You can key in the
window command on any sequence number field or on the upper
left-hand field of the display. The W stands for window. The
number is the number of the column that you want to appear on the
far left of the display. Your display shows:
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Frt:

D03

Q006
ooo7

TEXT

1

g

O0GE, 00
0065, 00

D

¥:1 Documant: LINECOH Scan:
L A | L 23

*H*H*HBEG:l o i

0001, 00 The Adamsg Supply Co, Ltd
0002, 00

150086 Main Street
Toronta

Dear Sir,

At the present time, we are meking plans for next yesr's supplies, In

OO0E, 00 axamining cur stock, we bave dizscovered shortages in che items listed
0009, 10 below.
0010, 00
0011 | Please notify us &5 soon as possible whether you can supply us with
4012, 00 these items Iin the guantities we nesad, and advise uvs when we can expect
G013 00 del fvary.
D014, 00
W2l . 0d Quanc ity [ cem
Oola. a0 Lo Panclls
Qo177 00 i FPens
O}LE, 00 30 Tablets
0019, 00 &0 Erasers
GO0, 0o S0 Tmk Bottfes
\_
Fipare  2-1 | PNECO lacumem befeeg windnwing

Mate that e 1op ol the chvpiav shows 1Y 5 T4 indicates thar the
citrrdnt window begins mocoimn | The new cotmenand W2
ndicates that the aew windaw beginy i coamm 22

d  Progs ENTER. Your digplay shows;
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TEXT W:22 Document: LENECOM Scant

ml 1 La i I L -:-ir-i- 'cl-l--i- 'ﬁ' il +-|.-|-5 =Rl # R E paad hma ?"ii.

Rk BEG [ NN [ RGHraieinrird s

0006, 00

0007 | we are making plans for next year's supplies. In
0008, 00 we have discovered shortages in the items listed
0009. DO

0010.00

001l | oan as possible whethaer you can supply us with
0012, 00 antities we need, &énd advise us when we can axpect
0013, 00

0014, 0D

DGLS. 00 Itam

D016, 00 Pancils
DOI7. Oh Pans

0018, 00 Tablets
Go1%, 0o Erasers
0020, 00 Ink Bottlea

\

L]

‘ooonog

onooon
Do0000
000000
oooooo
000000
gooaca
000000
000000
Do0oon
oooooo
BO0000
fanaoo
Gonood
gooaon
pofooo
oooooo
boooon
0Onooo
pongoo

bapere 2-4, LINECOMY daccimomt alice womloniag

e paminess to the gyl af e dsplay indicate the daqe the goven

e on e documert wus creatad o "ast changed

el MWoanagemenl

displays seros "ar aey ines i e daciiazit that Mave not neer
chgnged sice 0owas creatgd.. SNole nar the wop ol the displioy new
shoves WD 1o mdicate il Cees despeay stan s moeobarey 21 o0 1 e

il enent,

% e retern rooche onpeabsbsplay, vey oo WL fo'lnwed by o space an

the sequercs vamBe® Soal amd prass ENTER

— Ml

*  You can aino key Lhe wndow ine conmrsn o e top lefishared
corne of 1he dgplay o the lice thar indicates i begiroomg of

e ot
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Using the Scan Field on the Display

If you want to search for a word or phrase in the document, key the
character or characters into the Scan field on the display. If the scan
string begins or ends with a space, enclose the string in single quotes.
Use CI'7 to scan forward on the display and CF8 to scan backward.
Text Management starts scanning from the current position of the
cursor.

Scanning for Character Strings

Text Management can scan for a sequence of one or more characters
called a string. To scarch for a string of characters in the document
with which you arc working, you can key the scan string into the Scan
field on your display. Then press CI‘7 to scan forward or CI'8 to scan
backward. Text Management can also scan [or a string and display it
before replacing that string with a substiture string. Text Management
can also scan for a string and replace cach instance with a substitute
string without displaying cach occurrence. Create the document
PRTCTL2 on the DOCUMENT LIST from the PRTCTL document in
the EXAMPLE file of the QGPL library to learn how to use the scan
functions.

To scan for a string, you:
I. Must be on the Edit display.
2. Press CFS. Text Management displays the SERVICES MENU.

3. Key I in the Option field and press ENTER. Text Management now
displays the SCAN/SUBSTITUTE OPTIONS display:
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r’ TEXT ACANSUHETITUTE PTIONS

Bcan

Bubstitute:

Dizplay bafore substitution (¥ N): Y
I'gnore uppar/lowar cAse on scan (Y N):

From/to |ine: .00 9999 58 Fromfto column: __ 1 _B0O

CF?=85can foruard CFB=-8<an backeard

Fpere T8 0 SEANSVUSTUFEED AP TISS daplay
4. Ry e thescar steone e the Sede hiehd Yoo conospeely whethber In
E =R A €l O T I TR e o 0 e | ) D R WY LT A O Tt IR T AL L S I E
Yeao houw can whazs s valig is ™ far sz 1P vae koy oa ™ [or
N, Text Alangpemiont soans for instarcss of the seon string Lhat
exactly matcl the szan stemg thal you ey moon Py odaelae. Foe
s exarnphe, st comerand ard use the deloulis Your dismlicy
HLETITY
TEXT SCAN/SURSTITUTE OPTINNS
Scan: coumand
Bubstitute;
Display before substitution (¥ H): ¥
lgnorsa upper/lewer case on scan (Y N): ¥
From/to lina: .00 9999.99 From/to column: __1 _B0
Figure  T-8  scam steing e PEECTL Y expmypare
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i IMrese TN e rerurn 1o the document 5 lzdn wasplay: I he top of
vaur display now shows command in the dcoe (cld

’

TEXT W:1 Document: PRICTLE Scan: command
Fre: b “ons ane b osuw cae @ oy w3 pie Caw & Lo wud 5 win wee B oany wa. 77
drfAririririebed f G TN TR0 niriried ook

00l 00 .3k &
O0o3, 00 5/38 Text Hanagement
003, 00 How to Use Print Control Commands When Cresting Documents
OO0, DO ,data
0005, 00 |, tc
0006, 00 . hl Introduction
Q032 00 This semple document shows you how print controi commands can be
O0C8, 00 used in document creation. The sample document shows s document
0039, 00 containing print control commends. Compare this to the printed form,
poio, &0 which shows the document after the commpénds have bean executed.
0C11.00 , bl Parts of & Document
0612, 00 . h2 The Avtomatic Table of Concents
bois. oo Text Hanagement has provided an adsy way to get a tahle of
M¥14, 00 contents in your documsnt. You just insert 8 table-of-contents
0C15 00 commend { te)} into the documant where you want the cable of contents
DOl 00 .8k O
BO17. 00 Lo go
0018. 00 .hi Hajor Chapter Headings
GC1%. 00 Hajor chaptar headings &re locaced at the beginning of each
0020, 90 chapter and you define them with an hl print contreol commamt.

\.

Cigure 2-T. S[epn :!lllrl'f:.lL ramniand gn o the Fiit diapips o PRTLO B

B, Tress OF7 1a scan forwan:d amd CFR 1o sean backward  These
camrnande move the cursar 03 Lhe nest onstance nl tAe &can siming.
Fepeatl the commands pnol no more (nslances appear

1. Automatic hyphenatien haz na elfes1 ar scannng becavse ey
Management dermporandy removes Lhe hyphon while seannmp. Bul
you mserl & hvphen mancaMy, then vou mest include i in vour stan
senmig, or Text Managemens wall pot recoomet the ward

8. Prest (I and return ta the EXUT FROM LT display when gy
Fave linvibed working with the Jocumenrst,

9, Paesy EXNTER (o oretion 2o the PRIMARY MENI

Text Management scans for o string (o vou 1o change or lzave gy you
want It ¢an alsn szan and snhstitute & rew string for the aly
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B a0 G0 wiln Sean amd allaw vou the oplion al Sahadtng k}
w3 new slring

Substitutinn
il SCARCRVINE VL TU OFPTIONS Jdisaléy vau s e soan e
12 ok [or g spiag, amd ked i o new sgbstiiue strae an the subsorgie
g Phee press BN LA LS relurn Lo the Bdal dnspliny;
TEXT SCAN/SUBSTITUTE - CPTICNE

Scan: docusent

Sukatitute: lettar

Mseplay bafore substitution (¥ N}t ¥

Ignore uppet/lowdr case on scan (Y N): Y

From/to limer _ 00 9999, %% From/to column: __1 _#80

Fogure 25 50 ANSU I TERE VR I VIS dmplay b sbetabution on PR DL décdment

IPreny O1F w0 sz forwand and O 18§ 1o sean pachw aad Frum the currend
psrerior oo e drses Bache v Teve Marageauess) deals onoeegaroe al J
fhe Lintd dociwsces, 15 Pav s i CUrssr o bl pasinen anul wiais fos
vou [o deoide wharhr 1o s e the strne sy LD waa waar 1a
sabslitcse 12 new e pg, press LILROT T or CEE 1T wou press

e TR, Tesl Sl ent mahes e sdbsiianion and redigiess the
boowe: wvai v e sides i i WTTIR T, TR CF% ar 1% b v s Do
ihe rosrnstanee ol the szan etnng. [0 yod mees ©T 7 or ©18 withaw
prastng DS TR, Pesr Marageven subsnpuies the aew soong ansd
Wgwes 1y dhe ned mistanos o The scam strng withaut pediseliying he
chanecd e 17 vou decide tlal you doonce ward oo andkd o patlicitar
subetubicn, press 0 G To cancal The subaoiul nye.

ITyou wars 1o subsiiluie lerter 1gr dacenenr evorywnese that il aogures,
aey inthe scan atring aind *he substingte stimg an the 3nprupiate ines
rovepbv o Geoinlap ."l.l'_,l".'.'l.r b iateeer e el -'.'|‘|J[1g€ Mol Med ™ [
N
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TEXT SCAN/SUBSTITUTE OPTIONS

Scan: document

Substitute: letter

Display before substitution (Y N): N
Ignore upper/lower case on scan (Y N): Y
From/to line: .00 9999.99 From/to ¢olumn: __1 _80

Figure 2-9. Scanning and subslituting automatically

This change tells Text Management Lo scan for the string and insert the
substitute string throughout the whole document from the current
position of the cursor. It does not display each instance for you sut
simply carries oul the {unction. To execute this command, press
ENTER to return to the Ldit display and then press CI'7. Text
Management replaces all instances of the scan string with the
substitution string. Because Text Management scans and substitules
from the current position of the cursor, you will miss occurrences of the
scan string 1 you do not scan (rom the beginning or end of the
document.

When you have {inished working with the document, press CE1 to

display the EXTT FROM EDIT prompt. Press ENTER to returr to the
PRIMARY MENU.

Scanning and Substituting in Part of the Document

With Text Management, you can choose to scan for a string in 2
particular part of the document.

1. In the Scan ficld, key in the character or characters you want to look
(or.

2. In the Substitue (ield, key in the character or characters yeu wzant to
substitute for the scan string.

3. Key m the line number and/or the column number where you want
Text Management to start scanning (or the scan string.

4. Key i the line number and,or the column number where vou want
Text Management to stop scanning for the scan string.

5. Press ENTER to return to the Ldjt display.
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Summary

6. Press CF7 or CF8 to make the substitution.

Text Management scans for the string in the part of the document veu
specified. For example, if you keved 5 and 15 in the From/to line lield,
Text Management scans the document from lines 5 to line 15. 1 vou
also specified 3 and 10 in the Fromjie column field, Text Management
searches [rom the third column to the tenth column on all lines between
S5 and 15. I you specified substitution, Text Management cither
substitutes the substitute string for the scan string automatically or stops
at cach mstance of the scan string and gives vou the option to replace it
with the substitute string.

Il you want to scan without substituting, you can use the Scan ficld on
the LEdit display. Make surc that SUBST is not displayed to the left of
the Scan ficld. I it is, you nced to clear the Substituse ficld on the
SCAN/SUBSTITUTE OPTIONS display. Press CIS to display the
SERVICES MENU and choosc option 1. On the SCAN/SUBSTITUTE
OPTIONS display, press the FIELD EXIT key in the Sean field and the
Substiture field. This ¢lears the outstanding scan and substitute strings,
and you can use the Scax field on the [idit display of the document.

When you have completed the examples i this chapter, you should have
learned how to:

¢ Display the DOCUMLENT LIST,

e (Create a text document on the DOCUMENT LIST and copy an
existing document into it.

o  Move the document up and down using the +x and -x line
positioning commands and to go dircctly to a line by keying a line

number into the scquence number (ield.

¢  Move the document [rom side to side on the display using the W for
Window line command.

s Scan [or characters or words in the document.

e Scan for a string ol characters and substitute another string for it,
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Chapter 3. Composing Text Documents

This chapter shows vou how to create files and text documients with
Text Management. You will also learn how to:

¢ Writc a text document

¢ Create paragraphs in the document

e Usc [ormatted and unformatted text

e Decfine paragraph formats

* (hange the dcfault paragraph

*  Assign paragraphs to different formats

¢ Define extended paragraph format options

® Store vour document in the text document library.

The first step is to sign on. On thc PRIMARY MENU, there is a list of
options for you to choose from.
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TEXT FHIMANY BTEND

Select one of che follewing:
1. Create aor revise a document
2. HBrowse a docoment
3. Print & documant
L Fill in & form document

Option:

Hame of the decument when storad:
Documant {(blank for s liat of decuments):

File thiank for s |list of filas}): EXAHPLE
Librery: 0 H )

Within Text Management:
Fress HELF key to digplay halp kext.

Fress CF1 key to exil.
Presd CF1 key to back op to the pravious display In a s=ries.

CPh-Display messages
-
= J J

Prgare -0 PRIVIAREY WONL romie Dok may pat S Do)

Crealing Files

okt van have sgned anoacd entered Thz PRIVIARY MEXMNL you
v credte a Gie Bach file cartinng a growg oF dgcumenty, and Tex
Managerent stores every Fleoar a fibveey—von carn think ol the =ysicm
as an gicetrapa Lhag sebonet Podzw the example and enecais the sanwe
iteps an st Managament. &S YoU SOMPEIS BHET sectinn Sagck thar
raur wisplay rmwtches e ot ue thie ook,

— M

I you make some Lypemg oooors s you key inthe informeal in, 2o
can Lype aver the errars with the cofroot inlarmation, 10 vou waet
1o delewe some extie Sharactess, vou canoargss DRV RTE Posiien
the varso: drder fre lelier vow wan® Lo delewe, amd press SI0LETT.
Daect se, Yo will o oone: corrzondn nieshceds
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. Pasiion che cur<or an the blank Line pext to the ward Sonen. You
Wil b ergate a Dl sa owow con leave thas feld Blank, or yow can

key an il vog wanl 1o create 4 docoment a1 Hhe sare uma

exdmple, leave the Opnan held blank.

For b

\

0 Sow voll nocd 1o name the actnal ffe. Far thas sxampee, nee 1ag e
nume SAMPLFS ar ihe namoe al a Die 1har Jaes nol already e
Kev im thie nanne, with na spaces, appouile File Laave the
Daacsersead Dl Blank.

Fhie fike warme casi be any moatiee of alplianumnens characers thal
vry wanl, but il cannat begm weth o nember or irclude any spaoes
The narme shoneld deseribe the contents ol the Tie
1T vau nave mote than one hbrary, Bevoan e name of (he ane vod
want the e o 1eside m 1 vou Jde not Xevoan a "hrary name, Toxn
Maragemaom well place your hile moane nes? ietary that 18 o0 S9E
livram his
Your displing [Doas like i

TEXT PRIMARY HERU

Salect one of the following:
1. Creste or revise a document
2. Browse a document
3. Print a documant
&, Fill in & form document

Cption:

Mame of che document when storad:
booument (hlank for & list af documeants):

File (blank for a 1ist of files): SAMPLES
Library: YOURLIB_

Within Text Hanagement:
Press HELF key to display halp text.
Press CF1 kay to axit.
Prass CF2 key to back up to the pravious display in & series.

CFé-Display messages
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oI Texy Management woeal displayemp the name of vour library, key
iy yas hibray oma

de Pregs ENTER twice. Your display now shows the CREATE T2XT
I 15 1 promat.

[

\

TEXT CREATE TENT FILE
Library: YOURLIB

Enter the following for the new fils:
Flla nama: BAMPLES
File description:

-~

Allow othars ta read and princ decuments in this file (Y Nj: ¥
Allow othars to chénge documents in thisz file LY M M
€F1 = Réturn CF4 = Promprt for additional comsand parsmeters

Figuw 3.3 CHFATE TEXT FILE promje

ltas called @ prompr becacse the Display frompls you Tor atsw:ss
Lt mrovehe Texe Maragenmens waeh specific inlermatan o haig the
Iile wei are creatny.

t vewt Managenmens displays the name of your dle (SAMPLES) Koy

4 shnet ceserrphian of the cantents of the file Tor this egantple,
By nn samphe docemends ws the Jdesciipnoes

fi.  You muost alga deade oF vou wans t2 lot oiher peopie read and srent
the dacuments in this Fle  Since ths Ble does mal contain any
sefeonds of canléerual wformation, vou probaily wort 1o gllow

grher peopic @ read st I van do, then f=ave Y lor Yes Othorvase,

kew im ™ (e Moo Other peopie thould be able w3 100k ata sample
Iidz, 50 leave ¥ lor Yos

34 Lrarnieg by Frample: Workmg Wil Tox Satagemen

i

J



17 yood o mof want ansiife 16 chahge the G, cave ™ a1 Ma Thi
‘ abpr hepesrns 10 b ihe difawlr o aaremaniz yaloe  Your doplay pos
lo=ks "vhe thur

’

TEXT CUREATE TEXT FILE
Library: TOURLIB
Enter the following for the new file:
File namea: ;
File deseription: sample documents
Allow others to read and print documents in this file (Y N): ¥
Allow others to change documents in this file (ER N
(" CF21 - Return CFé - Prompt for additional command parameters

Vogwre 34 Cpmpload CALATE T8 % 0 D00 prampa
T g | SITR

You Rave raw 7ol 3 [k owah Ter Slanmginert Yoo AN 0w
CEOANE BolmePuen ST RRE want (3 woapeen tho foe
Creating a Document

Phpcy pow have 8 Tlhe sow ined 10 crcte g decwpmssi a0 L Ll
PRI ARY W] S

1 Chyims orme | FCrpdir o rrac 0 & foacumees  bew [ inothe Lipiaas

ing bl

e |0 rmfaiewg [ ond Do mmemin 1-:



2 Key the name of the docuinent you want to create n the Dacwmenr
held  Yar res cxample, coll the document EXAMPLED [ he
aoriinent already exisis, vse a ifTerenr wane

3 Kevan the Ale and library names, and press FNTER. Yexd
Mapagement displayvs the Ldin display for the mew ancument tha
YOuU are crcanung

Documant ERAMNFLE] added to File BAMFLES. TOUNLID

Feguiz -5 Uhisplus frady Tar dogurgni

“ow Teet Manayemsat s watting for you lo write yaur first docament
in this e The corsar 4 0l the fret pesittan of e first hne. ™otoe
oat, becpise Gos as a cew docnend, here are no e, O segaene,
numners along the sideé ol the docoment There are tao Encs cudicatirg
ke heginming and the erd of the document space in1a whel vou hey

I meTTiE [0

3-f‘| I_rgr'hug 1~:|r I-"l:nmr.h' ‘n.".-nrhlng Wih Text Manapemicri




— ot

= You can creals A hic and 4 document ar the came e Saeply
ov 1n A dogumrent ngme arid o fite name an the PRI ARY
MESNL Press LNTER, and complers the stenx Sor croatisg a
Mz, | he bdit dhsplay wlsn shaws a message 1c.ling wou |has
when vow completed the CREATE TEXT FI1LE prompt, soke
Fle Sa PLEES was crezted and placed o the Litnary, irhat
cise YOURT D

Writing a Documenl

Sthrt byowrniling o letter Uwang [ene Mandgement. vouw webl lcarn hiew 1o
formai @ decoer, how oo croioe & paragraph, snd how oo price 3 ous woer

Ararl v kEvngar the followng an the licse Lne
L. Sanirhy

Bow nress SEW LINE o o the owrsar 1o the next ling Your
display loaks Lke ts

TEXT Wrl Document: EXAMPLE] Scan:
Fmx: i ~ TR S T e :'.l'-l--l &4 Jl-l-l' E-I-l il--i-i A e i b s R R
L Smith '

Pigore 3=, Digst line of yonr decument
el how e the fodlowing snothe scoomd line
X249 San Marcas Road

Press MEW LN asion oo move the curser 10 the thisd ling ™ odr
display should loak ke ths:

Chapler 5 (omposing Texd Thocemen:s 5= !



TEXT W:l Document: EXAMPLEL Scan:

P.t: I'ﬁi.l LN 'lfl--l !li_i.j-ﬁ- |-|I3.--- :l- ‘_.-i- - n .5--- mm o 5 v oEoE ___?}
: 44 AR e b

ciieer A Bmith

et b 3949 San Marces Road

Figore BT Forsd iwn fpes of voun document
o kLy in
Fransian, Diinms

Ther puess 10OV LN e (o move e cursss e b dowen, Key
i LEe oilowiry:

Cr=ar Sir,
Feess ™YW LINE o onove the cusos down ane more Loe

oo derplay laoks ke this

TEXT Wl Document: EXAHPLEL Scan:
b O e R T R R T TR R T P 8 i hi B .. w.l T
. L. Swmith

. .. 3949 San Marcos Road
w1+ Evanston, Illinois

. Dear Sir,

Vigwre W ferst P lepas ol o ibepu e

I*ess the toice koy  You rress 1les key 10wl esr Munagemert 10
azave d Blank bne aore

Press ESTLR

Your dosolay now Ioaks FRo Llas

I-% Learaung by Dxample: Working Witk Feal Wanapemen

G



C

TEXT W:-1 Docomant: EXAHMPLE]

F‘tn'l-: 1{&-- * B B ]-+|- 6w 2.1. ==
Feiedrdreirhedrerd L EG THN | NG et frininirrs

000k, 00 L. Smith

0a02. 00 3949 San Msrcos Rosad

0003, 00 Evanston, [llinois

0004, 00

0005, 00 Dear Sir,

DO0B.00  _
dei e Al e T ey

Scan:
i

Figarr 349, Firse five hnes of yoor derumene wilh scguenve numbers

- SPRRT R

Il the Jocument doos nal show (Be segiaence ALmBers, vou Can pross
LY e displav then 0 vour Jisplay dees sliow irem, bl vow &0 natL
want them displaye:d, press U 15 Lo remove them frong Lhe display. For
the cxamples wothis manual, feave them an

oo that you have compicted the addiess, vou ae jeady L2 bhey i the
bedy of the letn

Paraziaphs in the Jocunent

Your cursas s on ine XN | o create 3 new paragrapk, aress C9.
2t Management inseits paraerapli space, and provudes iines of
ungderlines for vou Lo ype on lext Manacemenl pos'acrs the cursor
lor you af Lhe point where vaw swari 19 key 'nothe bodv of your
docuinent Your display Iopks hke (P

L F Document: EXAMPLEL
-
A BEG TNR NGl
0001 00 L. SBmith
o002, 00 1949 San Marcos Road
G003, 00 Evanston, 1llinods
Q004 00
0605, 00 Dear Sic,
L0055, 0}

oote I

TEXT
Fet!

...

Scan:

C.. &

-5 B 1. = 5!-1 LE B, ﬁ‘—- LN

¥

1=

Figure Jelll. Paregrophs morhe document

C

Chapier 1 Campesine T s menis
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Cr yaur Jdisplay, vou see thal Text Management hasinsected a e of
spacs numperad S0 after the greeling, and thal a highligh=ed |
repiaces the last two digits of tho sixth line number - This hine s tae Dirst
hae of 2 now pasagraph.

“ow yak can key in the firdt paragrank ol your letler live 1his

TEXT Wil Document; EXAMPLEL Bcan;

A T RGP e ey - T R ISR TN - PN e RS S ).
WHEGIHHIW

0001,00 L. Saith '

Go02, 00 3949 San Marcos Road

0003, 00 EvAnston, Illinoils

D004, 00

0005, 00 Dear Sir,

0005, ol

f006 11 can type right over the underlines. Text Nanagement sutomatically put
s my words on & naw line. This maans that | do not have to use the return caprl
Bge TO start a néw line. ‘This makes typing much sasier for me s [ no longer ha
ve to worry ébout the right-hand margin.

R ?}

Poguic  3-Fi. Fnieong ihe foan passgraph

Yoauw nave keyed i your fist pEragrapt Your mew aaragraph does nne
rave any dequerdes members pext (o the hings SNow you are gaing to
[vpe another pazapiapa, s aranon the curacr aller the last word an the
parggraph ane peess URY aeain  dius remizves the aput hings trom your
lirat parageaph, and adiss s (Pe =emtang lincs ca il the (oemat of the
pasagrank Diwe Lo Ues adiustment, your display imay nat be exactly the
samrt 43 the ane showr helave, Sl sraald be sienilar.

A-F0 1earsing by Frangle: Workang Wit Tex: kanage wen:




C

TEXT Wrl Document:; EXAMPLE] Scan:

0001. 00 L. Samith

0002. 00 3945 San Marcos Road

0003, 00 Evanston, Illinodis

D004, 00 _

0005, 00 Dear Sir,

o005, 01 _

pOO6 | 1 can typa right over the underlines. Text Manegement
‘0007, 00 gutomatically puts my words on & mew line. This means that I
ﬂME._nﬂ do not have to use the return carrisge to start a naw line.
0009, 00 This mekes typing much easier for me as I no longer have
01800 to worry about tha right-hand margin.

0011, 00

1110 -

h‘h: I:-'q-, ._,-..__1 e + b 2 ------ !--- 'E-- 'ﬁ aw @k oE -! & @@ EEm i‘-l-i- o oa

. B

Ferrieie el BT ity

Vigure: 3-13,  Beasuing vhe sezond paragraph

Now key in yonr sevarsl pdrapraph ol tex Yoo display leoks Lke

Chapler 1 Cempash . Tert Duc.u*henu

(NETER

dil




TEXT Wl Document: EXAMPLE] Scan:

fririidelb ek REG
0001. 00 L. Smith
0002, 00 3949 San Marcos Road
0003, 00 Evanston, Illinnis
0004, 00
0005. 00 Dear Bir,
0005, 01
0006 1 I cAn type right over tha underlines. Text Management ]
0007.00 auntomatically puts my words on & new line. This medns that I
0008, 00 do not hAave to uss the return caArriage to start a new Line.
0009, 00 This makes typing woch easier for mé a8 T no longer have
OO0 to worry about the right-hand wargin.
0011, 00

on the screen, format them, and display them before I put them on paper.
Hanagemant makes it easy to write good lstters.

F.t'= 1 ':I-!- RS 1 --ii-_i'i't-it-l L ) !-r-- n_-ll-ll ""rpl W oea 5 LI ] A ﬁ'f! LI A ?}
TN T NG Erirririniniidok

0012 | T no longar nasd to use paper to compose my letters. I can write tham

Text

J

Fapms 213 Farerimg =hg s cni anoRpsaah
S peyy W TER

i tesplay now locks ke ths

el 2 Lewrning by Exariple: Woshog Wah Tex Slanagemen




C

TEXT W:1 Documant: ENAMPLE] Ecan:

T T A R o 2 B B Wovi s Foaaw aqi B

i RE G TN NG
0001. 00 L. Smith
D002. 00 3949 San Marcos Road
0003. 00 Evanzton, Illinois
0004, 00

0005, 00 Dear Sir,

0005, 01

Qoo 1 I can types right over the underlines. Text Hanagement

0067, 00 automatically puts my words on 4 new line. This meanz that I

Bﬂﬂ!.ﬁq do not hAve to usa Lhe refurn cArctlage To start & hew line.

000%, 00 This mékes typing much essier for me as I no longer have

GO0 0D to worry about tha right-hand margin.

0a11, a0

12 1 I no longar need Lo wse paper Lo composs

001%. 00 sy lettars. I can write them on the screen, Formar them, and

0014. 00 display them bafore I put them an papar. Text Management

0015, 00 makes it aasy to write good IlstLars
et N e et ey

I-'ih-._m' T4 e b e e Ps sagionn poodprapk

Soaw your dooument has twn paraprapls, bot yoo do nol Bave any
Ioamm 1o keyan the closng of your leoos You need some adidinanag

el

Move tnothe corsor Lo tne lelimost ponton of the seguence nambee

i=

[eehl ol s last la o' lext Yoo cannsert et o thie hine corunand

| fog lesers fotiowed by the gunynes ol G0t yonn Wit 1o insere plas A

space (O you s oy in 3, Peel Manegenswenl ivsens ong adidinomal g
Sl koy onc 14 foliowed by o ospaces wsow i’ onsery Tonr blank e lor

woil [ o want mare Hwn foar boes of space, just charge thz nnmber
Fobowoneg | Tor snsert. Hovew roguosl inoee nnck than Teat Slanagemend

can ILan me deeneley, Fasn Managemert smscrte anly thos lines {ao

winch there 5 roont

Pugdily, prase ENTER amd then K2yt thie est of the letter.

.':'_'har.umr 1. Caimpasing Dot |Ecumn||.ll 113




o0l
o002
o003

oo0s

Doz

e} B2
oois

oooy.
eo04a.
BRO9.
Bo10.
poi1l.

.00
s i}
-0l
Do
GO05.
Bo0s,

Qo
00
o0

L
oq
a9
e
0d
e L]

i

Do13. g0
. 00
. 00

. B Smith.

- @
W:1 Document: EXAMPLE] Bean:
lt-a- 1w 1 LEUIL R TR =+.- LR | ll-t! ﬂn- "'-!11- L ] j‘ PR o bm " iils awa ?‘
L. Emith

3949 San Marcos Road
Evanston, 1llinods

Daar 5ir,

1 can typa right over the underlines. Téxt Managsment
sutomatically puts my words on & new line. This means that |
do not have to wse the return carrisge to start & new line.
This makes typlag such sasler for we as 1 no longer have

to worry about the right-hand margin

1 no longer need to use paper tO compose
my letters. [ can write them on the screes, format them, and

display them before I put them on paper. Text Hanagement
makea it sasy to write good letters.

Yours sincaeraly,

| e

214

LT

Imwrrime Firra sEni F m rhe do wmem
Mress 5 TLR o <ampdere 1 dacarmens

Pres= O F 1 ta rave vour uosument and sors oo the iex Jacamen.
Wriary  less Mapagemen) pow gopigas e EAT ROTMW RERD
meranpe (o |-I=|]Il_ iR L i-it

s dewpddy 1l T et Maragemen! what vou want (o do ani= jhe

S araent M aa bad Deeidemd tha dom w=wrmd sd s oa ol by wgn® 00
oy P Ao —ltan e W %ar Yoo ot e Faosn eaner Tkl (e sarme of
thd document of LXAMI T 1 thet tile nare o SASPLES 30d 1he uarwe

o vour atars o TRIL RLIR. Tew Manspore Dosmas Uiess Ior 70U
For ssbwgeyf, Net v a sk ulew v poonn ol the o e

The cidr of SHe pidopes Clley b BN g of 9 Yool duplac aow <hows Lhe
fellow rp

femmng by | osreps Swihng Wb Furl M arugevin



TEXT ERIT FROM NRIT

Exit Editor - Return to Primary Menn LY Hy: ¥

Update document named below (Y Hjp: ¥

Create document named balow (Y My W

Print document without formatting (¥ H}: W

Document name: EXAMPLEL
File containing documant: BAMPLES __
Library containing flle: YOURLIB,

Deseription: A sample lettar for my SAMPLES [ila

Resequence documant by line numbar (T N): H
- u:’ -—

Resequence document by caleulacing page/lLlne (Y Nj: N
Savs temporary dictionary with document (Y ¥): N

\

F':gm.r_ Bbh o Cnaspewebe:] BEXUT RN ELDFT prane e

Mrose DSTERD Teat Ylerapemen? sclues to tie PRIVIATRY MENL

Faragraph format aplinns

et Manaponert revegrests Lwe o of 1eat=—wformutred and
Soemurrred inlormatied lger docs ol Bave o onazaprapl Dormag

plend ier Yo eon use enlemattad revn for addresaes ar Hiles o
an¥ihony ise thal yorw oo Ot wans ina paragraph ) ansatted o has
a paregrapl funmat sdenhifics You _ancdefing JiTorent paragranl
fowmiats, o Yavout stvlos, Sack o winel bzt i wen mmagraph fonnaae
U o cdfreiafier | onima S fexT s guny oo midnomalale T
cudtnple; vou man gasign il 19 shSerenl pamagraph fatars amd charge
the layout, Fdck ume you war! 10 crclite & now pa-sgraph, poess ST
L he seeion " Pacagraals i the wotumentl” oa Sape 3 Coita-ns mots
infurnatmn onoasirg formulles paragtephs o the dogament. Wara yan
fofimal vour tedt, you can chiange the layowl gowedy aml 2asails jo you
e pecler 2o [ofmal voue wext cathe=:s far Wave i anforma el

— s} —_— ——

Thapler 3 Compuosing Texr Decumenss T--]_.\:‘.-



I Wo-ie a documen: called FXAMTTE? to g the SAMPLES Gie
Bocy an Hhe updonnareed wEl ae shawn below  Dha 0OT kev onoang
paragraph information  Pross COF 13 1o wivn on the weaucnce
numbcrs, and prass EXNTR,

L}

Press FIELT BACKSPACLE swice 1o posibion (e Lurict un the
leftrness pumiber eld Thern ma o ot ro e G va

L Key v the asagred naragraph fosmat [looc ven wavizm (et -5,
§130c evact!y wha! paragrapis formet you wag we Gse) the Lordrt
Jdecaull pardgraph formar uGing the sty sncthod g 2rer rar €78

Eoy o Pasd the vamber ol the pasaprapl foeins: Wial Vao &ard - a0
Lhas cade the delauls format 1—ard pross the space Ba Daothis I

zach paragraph

Yuur display now lonis hie thp

0003, 00 alrsady seen how to use the fisld backspace key in the letter that
0004, 00 1 wrote for EXANPLEL. '
0005, oo
Il 6. 00 Soma people would not bellsve how sasy this is to do but Text
0007. 00 Management makes it so sasy that 1 never have to worry about
DOOA, 00 anything difficult,
w“!“
0010. 00
Q0L1. 00 .

P Ll L LI T s e e

Fogurt X007 | nfnrmpannd spen

4 Mo P=TUER Yrar onforvaiinid texd of G Soef mibsled in 1k
Ueluch maragiaph format

4o Mo, pav have vard ke el rnagrapn larmal There ae, howeerr,
iomet 0they Comdiliond (o somimdds  Fursd, (e Topntll L ow gne sl Fi
L vrformatied fee]  That pboof the patagraph kv d hlard T
preceding ii, dnd the bt bie 3 chine wagth, ther the Tdemal b Yie
MUEST jpeacils that 1he Hank Lo and she lowe beapib b tgaal 16 a0
premter than sous lanpedt line al anfor matied tenr. Fas evample o the
[a=g=n +ne e 1ees cantmmd 15 Zharaciers, it amienl ol opaee BErween

:‘-- | ':-I- Lgarn.ng W 1 ymmple 'Hi'q.ﬂq Wik Ten 'l.l'.-.“unuu

TEXT Wil Documant: EXAMPLE2 Scan:

Plt-: i L FTCR T 1. TR =._+i|1|. J.i:q._l s E;- . e -’ arp o ‘-.. fpe T
St e+ BEG]

F1L00 This is an axample of some unformattad text that needs to have some

0002, 00 paragraphs assigned to It. This is very to do since [ have

©



your margiis muat be 33 ar greater You would agL thes marg'n gt |oand
G e any anenber greater than 16

Woren yvao Lhirst displas the BEdi dsslay of the document the delayln
cardgeapd larmat v | T o sce vour delault paragzeaph wzuctiurg 403 (o
aee whal. il anv. ocficr paragranh fermat oplions you nave. press €] 17

[ s wall dismlay the PARAGRAPH FORMA | CHYONS o Yo will
apwaws have al least one paragraph foemal, amd it miy b szl as shown
helow

(

\

TEXT

PR

FURMAT

4]

SR I P

]

HERRRERRRAN:

PARAGRAPE FORMAT OPFTTONS

MHABGINS - FaRACERATT HiANE LINE
ALIGN ! MDENTAT NN SEFORE AUTOMATTIO
A B O FACES PhRAGRATY HYTHEMATION
LT ¥ fY HY (Y NI
=1L M 0 X M
e — — | — — -—
_— - — — -

changes made on thizs dizplay will cause cthe paragraphs Iln the

document to be adjusted using the ned definition,

CF3-Paragraph Format Extended Dptions

¥upure

Ik

FARAGR W FORM AT CHYTIONS display

very usgr srare put with ths Tarmar When Yau uge paragraph faradl
[, your rexl begns in the st column of the pape and endi in co'umn

P Yaer margine anl be sclar | oand Y10 [he dext s not cagnasd
Apast the seht riargm, The paragrapli kas mooindentialion al s slen
b it does have a hliank ling helors o, and automatie iopheratan i net
set. Mress W TR 18 relnrg ta the docment.

[fie paragraph lormat means vaur display naw lackd like 1hs

Chapter 3. Lamposmg Texi Gecumrenis 317




TEXT
Fmt: 1 <.

0005, DD

Wl

L

Documant: EXAMPLEZ Sean:

2. Flain ool ol Gly eea Foie Wl Eode il

MWBMIWIHW

0001 | This Is 4n example of some unformatted text that needs to have some
0002, 00 some parsgraphs assigned to lt. Thisz is very easy to do since I have
3003. 00 alrsady seen how Lo use the fiald backspace key in tha lettar that
000400 T weote for ENAMPLEIL.

M Bome pacple would not believe how saszy this iz to do but Taxe
0007. 00 Text Managament makes it so easy that [ neyer have to worry sbout
0008, 00 anything difficulc,

Fepwe J-10 . Farmeticg e ||1i'|g pLragropn ideat Ter |

Yoo can Chaaps your nangrank Fomats noone of two save Y ou el
sicnpiy Chinnge she aelick vaies by heying ovee [he edignng cnes Ior
opron | Heoweser, you may wanl 1o e tha forman most afl the irmg,
und dnolber onow (e occasions Do That case, 1€ 18 duner to define vour
secord fnrmpat asu g ok vl wplion that you can asiign wWhen you
G H

Romgmber, you S usg eeyr Nl movcment kevy to move fmoom held oo
frchl W0 vaur eners Tl ibw Db, then e cersar autenutically moves oo
Llee st o

Suppose, o exdgniple, vou desJe ibal yon wianr o change 1hie
paragraph formats ol ke doconseat EXAMPL T2 inovaur SAMPL TS
e Takc tbe fallowiay steps:

- Prosi OF 7 10 desplas vonr PARAGIRAPF FOREMAT OITIONS

Tind
TEXT PFANAMCIAPR FOEMAT OFTIONS
PARACEATH BANEIRE +» ~ = Pt AR AT HLASE [LINE
FORMAT AL ININEXTATT R HETCHE MITONATTC
ib EFT NilEAT HIGUTs G S FANAEAST NV iSIERET TN
(7T K) Y -0 Iy K
e | _1 -Ti N r-=i¥ T H

Figase 320 Frret paragraph Memad upten

a-lB enen ng oy Evamaic. Working Witk Vous *lanagcmeont

J



S far, yau fave anly ong pazagzaph lormal gphon Thes aiso

wanir defaull parogrank

o

Moo yonr comsor omio the PARAGEAPY TORMAT I column,

A
or the second row, ard ¥evon 2, sa thaz yoar desplay skows
TEXT FARESAFN FUOENET (WTTONE
FARAGRAFR = = = WK - FaEATTHE M ELASE LINE
FUm#AT ALTES MIENTR T ON IEF IR ALITORSAT %
ID LEFT WO W SHATER PEEADRAPY  EYFENAT IO
¥ o T N T N
1 1 _11 M 1 ¥ M
_2 SR & S 5 =
Pgure  1-21. Bdentily o sccoad pazag-apl lanmist agiiun
Vs rwmiber wdentifies, or rames, Hee seceed paragranh Cormpat
apur
Lo Delime where you wanb ihe lele amd night nowrgeas. Kev in the
curresperding calumen nombors o thes exaropee, use 1) and 60 so
Lhat wour display ook s LRe tnis
TEXT PARSGRAIT STRIANT FFT DR
FPARMIIATE = = = PLRES | - - S A BLASE LENS
FUEMAT ALIED MTHCONT AT 300 B A TONAT I
ib LEFT 5 TGHT A ISET EFAMTES FAN 5T e P AT TN
PR M i T W
1 1 _71 M 0 T H
-2 1o _BO = = - =
Fogurs  1-23. Dcliming the el oed eopbt marg wa of & ncw po-uprapn formut option

These sel your lell marg
e page, and your rghs

P osLart Lenospaces e froms the lell side of
NATZiF A Kexiy fpaces o eaen the el he

raragraph fonmat s DGy characters wide

o, Mot youo mus decedd whether vow wanr 1o el each g with o
comalete word thatl does not necessandy bne upwih the word above

it o thes cimmpiie, use
hook ukes ragped Tight

paaliened raazeing, o rageed vphr. (11
Koeowin W for e under ALIGN EMGHT:

Cnapier 1 Composiog ler) Tecnneng 319




TEXT PARAGRAPH FORMAT OPTIONS

Pt = = = MARGIN - i {LANK LINE
¥ LIG) BEFOT .
Il RIGHT [GHT PARAGRAFH TTON
_2 _10 _60 N Y, _ <

Figure 3-23. Delining right margin as not aligned

5. The next column is for paragraph indentation. Here, you key in the
number of spaces you want the paragraph indented. Use a positive
number to indent 1o the right. Use a ncgative number to indent te
the left. [‘or this example, use a positive number 10 indent [ive
spaces to the nght. Kevin 5. Your display shows:

TEXT PARAGRAPH TORMAT OPTIONS
PANA '] = = IARGIN i BLA!
. ALIG I IE TIC
IGHT RIGIHT A J 0
A | EY A -_'
Sl =1 =71 N p'd N
2 10 60 N o —

Figure 3-24. Defining parageaph indentation

6. For this example, insert a blank line belore each paragraph. You
nsert blank Jines before paragraphs to format paragranh layouts for
a block letter style. 11 vou do not want a blank line before a
paragraph, key in N for No. Il you do not insert a blank line, you
must indent the paragraph at least two spaces. Text Management
uses the space 1o store certain paragraph attributes. If you want a
blank line before a paragraph, key in Y for Yes in the corresponding
colurnn:
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TEXT ARAGRAPE FORMA OFTTONS

Figurc 3-25. [Inserting a blank line before cach paragraph

7. Since you dcfined the right margin as ragged right, you do not need
to break your words. If you want, however, you can still use
automatic hyphenation. [Tor this example, you do not need to use
automatic hyphenation, so in that column key in N for No. Your
display looks like this:

TEXT PARAGRAPH FORMA PTIONS
\ £ = 123 SRS ! el 1
| i FAL] 1l A
il iH AERART LA
_1 _§ g N _0 Y N
=2 _10 _60 N =D Y N

Figure 3-26. Defining automatic hyphenation as not uscd

You have now delined a second paragraph [ormat, and you can assign it
to the document with which yousare working. Remember, you can
assign this paragraph [ormat to unformatted text only if it fits the
format. You can assign this second [ormat to any formatted text. So,
to format unformatted text, assign it first to the paragraph lormat that it
fits. Then, change those paragraph format options to the format in
which vou want the final text.

Il vou ever want to change lormatted text to unformatted text, simply
space over the paragraph [ormat character on the sequence numbers.

Press ENTER te return to the document.
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You hase abready fornizoed some vndormialled test usng pazaprapl J
formar 1 Mow chacgo tnal sante tevd into the fromat of the parageipn

b vou st delined. D Cus o oo ol Ceo wavs: kev im 2 over cach

lvghlignied aavagraph donuler on the seguence Pumber Lield

TEXT W:1 Document: EXAHPLEZ Ecan:
Fpbr™ 1 X el wvs, den @ a eaa X opea Ty B FEPPRIL P [ S =
0001 | This is an sfampla of some unformatted text that nesds to have some
0002, 00 paragraphs assigned to ft. This is very esasy to do since [ have
0003, 00 already seen how to use the field backspace key in che lsttsr thart
0004, 00 T wreza for EXAMPLEL.
| 0005, 0o

e L Some people would not balleve how sasy this 1a to do but Text
| 0007, 00 Hanagement makes L1t so 33y that [ never have Lo warry sbout
0008 00 anything difficult,
DOa9, 0o
0010, 6o
DoLL. DO

ik i T e i iy

Prgare  1-27. Uhumge navuagriaph tarmat ibontd’ee § S beesaf slendifios © _

OIr dsgigh ahe naragraply foemdt 1a o b parageazl ke o B2 fallowe) J
Py a spaice o tie sequente swwmber Hehd as s

TEXT Wil Document: EXAMPLEZ Scan:

POCEMEL gl ok bie e T we adn B e B W G aE Eeasiiian B s R

Sirie ettt [ G THNI NG irtririrdei dfvoh

P2 1 | This i= an axample of zome unformacted ctext that reads Co have Jo@e

0002, 0 paragraphs asaigned to it. This is very assy tc do eince [ have

0003. 00 alraady seen how to uss the fisld backspace key In the lettsr thet

D004 00 I wrote for EXAHPLE].

0005, 00

P2 6 | Some pecpla would pot bellave hew easy this is to do but Text

0007, 00 Managament mékes it 50 easy that | never have o worry abaut

D008.00 anything difficult. |

0009, 00 r

0010, 00

G011, 00

Vet drriefrdedt e dele | T edrieiedrirdedndededede
] g e §- ¥ AsEig hir DArOprS ak ko Fhe neye Tn-mat

Presy TCNTER, apl 2ext Manapemene adjusis e paraprapl: Lo DA now
rragraph .J
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The paragraphs now have a new format. You can change the format of
the document as many times as you want. You can define up to 99
paragraph format options, and you can also change the default
paragraph easily if you know in advance what format you want. When
you use CF9 to create a new paragraph, the paragraph format used is
the default format. See “Changing the default paragraph” for more
information about default paragraph formats.

Changing the default paragraph

Text Management allows you to change the default paragraph. Text
Management also changes the default paragraph automatically when
you assign a paragraph format. The default changes to the paragraph
format that vou assigned last.

When you create a new paragraph with CF9, you can change the
paragraph format identifier. Backspace until the cursor is on the
paragraph {ormat identifier at the beginning of the blank lines. Key in
the new paragraph format on top of the old one, and then key in your
text on the underlines that Text Management provides. Press ENTER.
Text Management creates a new paragraph in the format that you keyed
in.

You can key over any existing paragraph format identifier with a new
one and press ENTER. Text Management reformats the paragraph to
fit the format that you specified.

You can also assign a paragraph format using the Px for Paragraph line
command, where x 1s the number of the paragraph [ormat that you want
to use. You can assign blocks of paragraphs to a format using the line
command PPx/PP (where x is the number of the paragraph format) to
define the block of paragraphs you want to assign.

On the sequence number field of the line containing the paragraph
format identifier that you want to change, key in P {or Paragraph and
the new [ormat identifier followed by a space. Press ENTER, and Text
Management reformats the paragraph in the format that you specified.
For example, P2 reassigns the paragraph to the format you defined [or

paragraph [ormat 2 on the PARAGRAPH FORMAT OPTIONS
display.

You can display the default paragraph lormat. Roll the display up until
you reach the bottom ol the display, or until vou see unformatted text.
The last paragraph format identifier on the display 1s the number of the
default paragraph.

Chapter 3. Composing Text Documents 3-23



Note that, if you create a new paragraph format identifier while you are
revising a document that already exists, the paragraph format is valid
only for that particular document. [f vou define new paragraph format
options while you are creating a new document, then Text Management
uses those new paragraph formats the next time you create a new
document.

Extended Paragraph Format Options

There are some additicnal parameters that yeu can change. These are
cn the EXTENDED PARAGRAPH FORMAT OPTIONS display.
This option appears when you are delining veur paragraph format
options. Press CF3 to display these aopticns. Note that you can only
execute this command [rom the PARAGRAPIT FORMAT OPTIONS
display, and that the values you assign to the parameters apply only to
that particular paragraph format.

When you press CE3 on the PARAGRAPH FORMAT OPTIONS
display, the PARAGRAPH FORMAT EXTENDED OPTIONS display
i1s shown. The paragraph [ormat identificr and the margins are set at the
values defined by the paragraph [ormat option that you use in your
document. You cannot change them on this display. If you use
paragraph option 2 (as defined in “Changing the default paragraph™ on
page 3-23) in the decument, then when vou enter the PARAGRAPH
FORMAT EXTENDED OPTIONS display you see:
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TEXT PLEAGEAMY FTHIHAT EXTEMDEND OFTIOMNS
TAKAEA P « =MAROINS = - [LIiNEE PER ¥ 0N SPACTNET
FOCHAT 1IE FTWEFEM
[ AT KL EAUH [0 8NE
1 1 Il N " 1
Z 10 &0 o o 1

Ainy changes made on this display will enly be affective at print time.

CF3-Paragraph Format Options

Figuse #2329 EXTESNODFED PARAGRATN FEHEMAT OFTTONS diplay
Loges per oncly specilies the nucer of lines w an inch al papor

A fom s & lemaly or assonmen al charaelers af @ piven sige and svle
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can use & oo of 1and a maximom of 3 Use | (or single space, 2
far double space, and 3 lar tnpee space. Bamembern, vou do not key
WP L2dT U way, but vou gee th2 spacomg When You prinl rhe
document M you do not speafy the spacing, Text Managoment uses
Smgic spaang A rhese opbons appely only whon waa pong ihe

da wmae

e s spertant for von Lo know whal hind of printer yob use You Can
changs the nasvder af ines per mich and the Tane, bl only rae THM
$21% pripter uses this infommancn: You can change the spacing teiween
s 1o &'l the pimiers

You do nol have to use those options 19 Lhe document. When you
Jefine these sptons on the PARAGRAPRH TORMA T EXTENNRED
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Summary
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OPTIONS display, they apply to the paragraph, rather than the whole
document. You can specify these same options for the whole document
on the print option displays when you print the document.

If you want to specily options:

X,

Move the cursor to the input field. Remember you can use your
ficld movement keys to move to input fields.

Key in the value you want in that field.

To save this display and return to Text Management, if you made
changes, press ENTLR twice; if you did not make any changes, press
ENTER once. Or press CI'3 to save the changes and return to the
PARAGRAPH I'ORMAT OPTIONS display.

You have now added some paragraph format extended options to your
paragraph formats.

When you have completed the examples in this chapter, you should have
learned how to:

Create files and text documents.

Write a document.

Create paragraphs in a document,

Format text or use unformatted text.
Define paragraph formats.

Change the default paragraph.

Assign paragraphs to different formats.
Define extended paragraph format options.

Store your document in the text document library using the EXIT
FROM EDIT display.

-



Chapter 4. Revising a Text Document

Text Management lets you revise the documents. For the examples in
this chapter, create your own copy of STDLET in the EXAMPLE file of
the QGPL library on the DOCUMENT LIST using option 8. With
Text Management you can:

¢ Add text—INSERT, CF10, CF12.

¢ Add a line of text—] for Insert.

e Create and insert a skeleton line—S for Skeleton and 1S for Insert
Skeleton.

¢  Delete text—DLELETE, 1D, DD/DD, Dx, CI11,

e Copy text—C, CC/CC, Cx, CR, CCR/CCR, CF22,
¢ Move text—M, MM/MM, Mx, CI21.

¢  Move columns—CF18.

¢ Copy {rom another document inte this document.

®

Delete a document [rom a file.

Each file contains a group of documents, and Text Management stores

every file in a library—you can think of the system as an electronic filing
cabinet.

Text Management makes it easy to revise documents. You can choose
to revise a text document from the PRIMARY MENU or from the
DOCUMENT LIST. The DOCUMENT LIST helps vou find a
document when vou are not sure of the document name, but do know
the file and library names.
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——  Mole .}

[f wou do ot chooic opnien | on tae PRIMARY MENL, the field
S-Capy 1o wew decwemeny will nol be shown Yy ou can leave the
Dovument Ticld blank, bul kev 1n the filz @nd ibrary names,

["or this example, crezte a new document 51 DLEL S 5y copving
STLET mito e new decunent oo the DOCUMENT L:ST; o7 use Lhe
docurmest 34 MPLE that vou created n Chapter 20 " Text ogaments”
on page 2-1

lise the fellpwing steps wo chnase the document vou want [0 :Evi5e

1 Onmothe DOCLTMENT ST, key | heside the dacument STRDLETZ

TEXT
Fila: EXAMFPLE

Enter new document neme or select document from list below:
Search descriptiomt
Sedrch from created date: SO0 D0 To greated data; Q2 21785
Locata document neme bagimning with:

OFT  ILNENT
- COLLIST
_ DBCOPY
- ENVELOPE
_ FORMDOC
_  LETHMCCL
_  LINECOM
_  HULTICOPY
-~ PRICTL
_  SOURCE
_  SPELLER
- STDLET

1-8alect documant B8-Copy to pew document 9-Remove document CFl6-Print list

DCEmESRT LIET

Library: QGPL

DEGCRIFTIan CREATED
Simple data base column list G02/22/84
Document to copy data in directly 02/22/84
Envelope example 02/22/84
Docoment with form flelds, highlight, underline  02/22/84
Letter with multicopy and column list 02/22/84
General letter with data for line commands_____ 02/22/84&
Hultiple copy document from data base 02/22/84
Document with print control commands 02/22/84
Document contaiming Print Control Fille dats 02/22/84
Latter with misspalled words 02/22/B4
Standard lstter 02/22/84

Fogure  d-10 ERGLUMEST LIST

2. Pross ESNTER o diplay STOILET?2 on the Edic display,

-2 I.r.a."*urlg I:_," Faample: Woerkimg Vb lem W anAgemEn|



Now you ko how o display o docarminag onothe Pde o display <o thal
wia e ke changes, vou are ready toosiast practicing Hhe different
wavs of revieng vour docamerl

Inserting Text

¥ou car ensert text iy youe doounnens inoseveral wave YV on o
kot characiess ina g ol eal using TSNS o (32

b Insert s ling of text asarg the 1 Tor Insert Sine command

o |msornotoXtonta A formatred paragph peing Ol a0 17

v Insert tes) using d shelelor boe as a prilern

Wonve tho cursor Lo the chidzacter dollowimp the posban e which wao
wanl the esered characte? fo appear On 51 RLLTE, slace the cursar
voder e d o s alate Jely Peosc NS0 and key oy e characier e

ehoarmarers On STILE V2, ey o Fanrsday,  Salebal, as you key [he
chanraciers ok, the rest of 1he Line sqilis g he mighs

TEXT Wil Document: STDLETZ Scan:

Fmt: Loy R Al fin. ol wip sabebBlnssi &S0 Sieanisy Baz: bl L S LT
ikt W R EG [ Ny [ NG riines

0001. 00 Thursday, July 9, 1981

0002, 00

0003, 00

0004, 00

G005, 00 HMrs, Lawrence Saith

oo0&, 00 3949 San Marcos Hoad

oo07. 00 Evansten, lllincds

Figu-e  d-30 Vhersdey sdocd toothe date ane of STILETL

Tress AESET or BESTER to cameel the "5S5ER™ Tunchion. ard cannnug
W midke any other chanpes an the i display

Youear wue CF 12 e insers chosaclens in Lhe samee way OF12 displayvs
Phe swsnbe Die o wloematies! ey, cven o the documnert i3 wider 1han
Youlk wesplasy, Yoo swe dse O 12 1o revise fExt That s mart of o
lormgsted parngrapy or 1o revise e forneg sed s,
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| Pravatsnn (HL La- T anpilwe e on b v (S TER T R S 'l .|||.j
preas U112 Tewy Managenornt vindedoel e e pou mant 10
FEsiss, 20 allows poL 1o male change

¢ Fopion tke cunier &0 the pone where Tog RER IS TR 18X 5
pess ISR |

! H-_". ai Lhe urq.LJn.:l_'i'n.ll TR IR TR T T TR L | Fry, "\.-|.].r|“-;4|u:r|l
miascL ib [0 10 o Braidadane 1re 54 ioma chaipozeny

S 1"renn | ALK 1o compdecs 1t SRarges

Inserting lext inlo a paragraph

Miahe sure thal vo are onoche Dde: desgday of 1 dociment aad 1hal
Vol I0+E00 IRC [EXS of 3 Paeagraol (hock 1hat et il o mghhignted
=atagraph armar mancil 2 on e e mambenn bk al the doplay?

\

TEXT W1 Decumant: ETDLETZ Scan-

Fmb: | .7 ..o b ool 2 one anBB s v Bree ey 5. o2 b0, 7
ﬂ-ﬁW

0001. 00 Thursday, July 5, 1981

002, 00

0003. 00

0004, 00

OD0S_ 00 Mre. Lawrence Smith

0006, 00 394% San Harcos Rosd

0007, 00 Evanston, I1linais

000s. 00

200%. 00 Dear Hrs. Bmith,

G010, OO

M1t !  You msay use your CLEARVIEW CARD at any of thoosands of
0012, 80 merchants in the Chicago area who proudly display the
0013. 00 CLEARVIEW sticker You will be required to show your card
001400 Bt the tims of purchess.

4013, 6O

001s The limit set on your credit will b= §750.00. IFf you
DUIT 0 wigh to increasse your credit limit hayopd $730.00, plaase
oot 00 call yoer CLEARVIEW Account Represantitive on {311)

BOL9. 00 555-12M,

o0, o0

Fagerr  #-0  Fartof me aTDLETY casaomple fomeg

4
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Inserting a line of text

I. On the Edit display of STDLET2, position the cursor where you
want to insert text. On STDLET2, position your cursor on line
0013.00 on the Y of You following CLEARVIEW sticker.

2. Press CF10 to display some lines for your text.
3. Key in the additional text on the lines. For STDLET?2, key in These

are the added words that | have entered into this letter., followed by
two spaces. Note that you can cancel the insertion by pressing CF6.

4. Press ENTER. Text Management inserts the additional text, adjusts

the paragraph to accommodate it, and displays the inserted text on
your display.

—— Notes

* You cannot insert text into unformatted text using CF10. This
key inserts new text and adjusts the paragraph format to
accommodate it,

¢  When Text Management adjusts the paragraph, pending line
commands and line commands in the adjusted text are
cancclled; Text Management completes line commands outside
of the adjusted text. Pending commands are commands you
have started to execute, but have not yet completed. If there
are pending commands, they appear on the heading line,

* Text Management executes linc-positioning, delete, and skeleton
line commands before it inserts text. If this command deletes or
moves the position the cursor 1s on, then the insertion function
is canceled.

Again, make sure you are on the Edit display of the document. When
you insert a linc of text, you must do so outside of a paragraph or the
second half of the paragraph will become unformatted. Remember you
can see where the paragraph begins by looking for the highlighted
paragraph format identifier on the line number ficld.

You also can see whether your text is formatted when the sequence
numbers arc turned off. Press CI713 to turn ofl the sequence numbers.
With the scquence numbers turned off, you can see that Text
Management indicates each paragraph with a paragraph format
identifier on the left of the display. Text Management indicates
consecutive lines of formatted text in cach paragraph with quotation
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rrirn s oolow e rliJ:"n.E aph [eret werbiler on the e ol the display i
ewi Masagemer! amacdles nafarmanted tevs wil 2 penod for cach hne
of unlzarmaned leve

TEXT W:1 Document: STRLETZ Bcan;
Fl:u:t.'. 1 < I 1 nom i 2-_-. Wa 1E3 o oE ‘l ------ .'.l.-- ..l}ﬂp., . -|'
WIEG]HUW

. Thursday, July %, 194l

: Mrs. Lawremes Bmith
. 3949 34n Harcos Road
. Evanston, 1llinois

: Dear Mre. Smich,

You may use your CLEARVIEW CARD at any of thousands of
merchants {n the Chicago sresA who promdly display the
" CLEARVIEW sticker, These are thae sdded words that I have
" entered into this letter, You will be requiréd to show
" your card at ths time of purchasea.

The 1imit st on your credic will be $750.00. If yed J
wish to incressze your credit limit beyond §750.00, please ;

call your CLEARVIEW Account Representative on (312)
" £55=17134,

\ ' Y,

Figme 424 ST2LETS wab weigueagy o shers off

Forethis evampmhs add b o the address o ST 1Y Phe address is
ral ptt Gf 2 pardgrann Joronal

O the Daitalispiay, 2% 1 o6 he secoenee nomber Geld 0004 o
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TEXT W:1 Documant: STDLETI Scan:

Fltr jt-al--- l.--l R :I'-Il- .hhm.--i- --i"p -----
srirwiricireieiea BEG [ NN [ NG eriririririnind

0001, 00 Thursday, July 9, 1981

0002, 00

0003, 00

0004, 00

I 05.00 Mrs. Lawrence Smith
0006. 00 3949 S5an Marcoa Roasd
0007, 00 Evanston, [llinois
Q00a. 00

000%. 00 Dear Mrs. Smith,

I'|Er~uq-.¢ -2 In::rmg n b ol apu

“u
s

Mpas DNTEUR, aod vour dieplay ghaw

l..i --:li-l @ T

TEXT Wil Decument; STDLETZ Scant

P.t: ldl-I haw 1l1| Pm F 1r-- --15-3 LI 2 | --r“lii L A ]
Ak R BEG T NN T MG Sk

c 0001.00 Thorsday, July 9, 194}

pooz. o

LO0D3. a0

D00 00

0O05%. 00 Mrs, Lawrence Smith

BOO&. OO0 3949 San Marcos Road
0O07. 00 Evanston, Illinods
Dooa. og

D009, 00 Damr Mrx. EBmith,

Fopere  don adilpn the beank lie eo % 007007 2

! o

l-’ﬂljl I.I.I.?

1 Kevonthe text vou want en that lme I e Sodinpi?. ket o The

Carnage rlowse

'Juqﬂ-l- brrasrg & Fea liasmmew 47




TEXT W:l Document: STOLET2 Bcan:

Pk %) EaT s Foaww i o oie=B¥ e vean Bic o e 2B 50 =i Biwie
Frbritrt e UG [ NN NGkt

oDaL, 00 Thursday, July 9, 194l

GO0z, 00

o033, 00

0O0&, D0

0005, 00 Mrs. Loawrenco Smith
The Carriage House

0008, 00 3949 San Harcos Road

0007.00 Evanston, lllinois

000800

0009. 00 Dear Hra. Smith,

=i

Figure H4-7  Adding tee siew pesg linc 40 3TDLET?
da Press ESTER twce.

Yyau want 1 msert mote than one line antside 3 pargrapli foesaet as
the same point 10 the docircent, ke in [ fallosed by the cinthes of
lias o wen® o add plus g spacc Doy example, 23 mseeis (e bnes
when You press TSN TR

Inserting a Skeleton Line

Yol ke skelolon ling when vear wand 195 ingert tes] irn aradjested
rest. A sheleton hneoas o lormat pattorn far von o gde To e
infnrmation ona hlank ine Wah a skoleton line. vou car repeated:
msart iewl ufing a patle-n o Yoeu can specily thal the curssr alwavs
anpenn at @ certae pofiban an the skelewar Pree You wse this ecmmanmd
aroahe Ldu dspley ol the docuamen

T exanple nazrie o sheleron hing in the LERECOM D dosument of the
EXAMEPLD Nl the QUGEFL Library Nelare vou stanl ihe cxagnplz,
ke sure Ying have g Sopy ol the LISNLOOM docmnent foall
LENFOOD, aaud oveny nss the Tollnowenig srips

I ASdowe the cilrson [0 e seguence nmmbers fiekl appasite the bone van
Wanl Lo ose as 4 pateernn Move the cursor oo hing S0LGA Tor tas
cxample

Fud

Ko the hne command 5 Yow dispiy shi
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r TEXT W:el Decumanc: LINECOHI Scam:

Pt 1 <..v sune b ovsr o wee 2o v A Li0 Boe b el Las 8 Ll aas B L, L., I
srririririedricied ARG T MM T NGRS

0001, 00 Tha Adams Supply Co. Lid

0002, 00 15008 Mainm Btreat

0003. 00 Taronte

o0&, 0D

00405, 00 Dear Sir,

0004, 0o

00067 14t the present Cime, we gxe making plans for next yesr's suppliss. In

0008, 00 examining our stock, we have discovered shortages in the items listed

0009, 00 below.

0410, oo

0011 1| Pleass notify us #s soon as possible whethar you can supply us with

(012.00 these {tems in the guantities we pneed, And advise wa when we can axpect

Q013,00 delivery,

0014, 00

0015, 00 Quantity Item

5 16.00 10 Pencils

0017, 00 20 Pans

0015, 00 n Tablets

0018, 60 &0 Erasers

Do20. 00 50 Ink Bottles
\

Frgurs d-B Ihefirimg 2 abeloborr lipe om LIS F OO

M= 5 comenamd defires hine: 146 as a sheletan for Texl Management
b e as & pazlarn Do ke liae irscriions,

a0 e camdlehiee whers the cursar shocld apzsar on cach skeleten
o 1oz thes egample, posiioone Uhe cursoe ander the 18 al Penols,
Wher you (nsert 4 skelcion bag the cinsor appzars &l thes point on
the skebelon line

o Tross ENTERER. Test Manugoment now remembers hine 16 oag a
skeloror

Sow el mav dse e Insz=t Skeceton line commmvand ¢15) 10 1nsert
the skelcion line.

3 PPasitiar the cursor en e hine where ¥o0 want to nserl o skeleton
Lo, and kevoon the comeratal TS oo the sequencs nombers Beld Bor
this example, nscrt o skeweton liee cesween lines Q016,00 and
L] T
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0012, 00 these items in the guantities we need, and advisa us when we can axpeci
01300 delivery.
O L. OO
0015, 00 Quancity Item
IE & 00 G Fencils
oo17. 00 20 Pens
Q018 00 ao Tablets
o01e, 00 40 Erasers
ORI, 00 50 Ink Bottles
Fegure  d-3. dpsertmp a shebetan fme on LERZDOM D
6 IMrose ENTER S eyt Mapagement sdos & sXeletonr bne arc positons
e curser 0 ine M Yaur desalay shiows

GO13. 00 delivery.
0 s, 00
noo15. O Juantity ltam
0016, 949 i0 Panclle

[0 Fancils
0017, 04 20 Pans
oola. o0 30 Tablets
0019, 00 40 Erasers
00200, (i 50 Ink Bottles

I:-r-_n.n_- d-+ 0 Chelelyr | e spnpdarera om DAL Lantd

A=l

rooNew vou can acdh] ancther e to the s voud aoc oslenpe. For s

exurmpe, clanes Peace's 1o Pencl Holders

B Pross EXNTTIR Tegt Managenont ddds ihe nzw e zod aiserts o
row skeloion tine. Vo add moase pems sa the sl ey o tke
wildivionil scms Ty rermsve e catrd sacletor line. posy ENTER.

T Mora canonsert ancother skeloroap e Turibers dowr the hisi, or cancal
Ehe skelstan line ywou created

You can now key inonfarmitien on the skelgtan lins, waenyg i as a
palluzr for hnes Unal hove sumilar content 1w seleton hng anly
Beoomees pazl af e Joeciment d veu ke i atlormaion oro blaak.
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Deleting Text

Deleting a character

You can delete text from your documents. You can:

Delete one character at a time using DELETE or CF12 and
DELETE,

Delete text from a formatted paragraph using CF11,
Delete a line of text using the D for Delete hne command.

Delete a block of text using the DD/DD or Dx (where x is the
number of lincs you want to delete) line commands.

On the Edit display of the document, position the cursor under the
character you want to delete, Press DELETE once, and Text
Management deletes that character and shifts all text on the right. Use
this key il you want to delete parts of a line or single characters in your
document.

You can also use CI12 to delete characters from a line of text. CF12
displays the whole line of unformatted text, even if the document is
wider than your display.

1.

2.

Position the cursor on the line you want to change.

Press CF12, Text Management underlines the line of text and allows
you to make changes.

Position the cursor under the character you want to delete and press
DELETE. Text Management removes the character and adjusts the
line. Il the line you have changed is part of a formatted paragraph,
Text Management adjusts the paragraph to accommodate the
change.

Press ENTER to complete the changes you have made to the line.

Chapter 4. Revising a Text Document  4-1]



Deleting text from a paragraph

Text Management allows you to delete text from a paragraph and also
from outside the paragraph format. To delete text from a paragraph:

1. Position the cursor where you want to start to delete text. Iiarlier
you inserted a line of text (These are the added words that 1 have
entered into this letter.) into your copy of STDLET (you called it
STDLIET2). Position the cursor under the T of These.

2. Press CF1l. Text Management displays the [irst character of the
text you want to delete in reverse image. Text Management also
displays a reverse image D in the Pead {ield at the top of the display
to indicate that a delete operation is pending.

3. Move the cursor to the last character you want to delete from the
text. In STDLIT?2, this is the period following letter.

4. Press CI1] again. Text Management deletes the enclosed text and
adjusts the paragraph to accommodate the change.

—— Note

¢  You can only use CF11 to delete unformatted text if the text
matches the paragraph [ormat.

Deleting a line of text

You can use the [ollowing line commands to delete a line of unformatted
text or to delete a hine of text from a paragraph. This example explains
how to use the delete line commands for unformatted text. You can
follow the same steps if you want to dclete text from a formatted
paragraph.

r —  Note

¢ Ifyou delete the line of a paragraph containing the paragraph
format identifier, Text Management changes the paragraph to
unformatted text.

Again, you must be on the Lidit display of the document to delete single
lines of text outside of a paragraph format. In a previous example, you
mnserted a ine into STDLIET2 (The Carriage House). Now delete that
line.

4-12  Learning by Example: Working With Text Management
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1. O othe Ldio dispeay o0 ET13LE T, pogsucn the cersar on the
gedbence curnocr Beld of the hnd vou want 1o delsie

r+

Keovz D an the sequense number hield beside the Line vou wanl 10

delete;
TEXT W:1 Document: STDLETZ Scan:
M: 1{-'1 A w l Ll L :Ill- I-I-lm R W E * FERE #EFW 5 LR -I-r.: ﬂ FEE FAF T
Wik REG T NN TNGA-Srivt iy |
000L. 00 Thursday, July 9, 1981
o002, Do
/D003, 00
. 0004, 00

0005.00 Mrs. Lawrence Smith
D 05.01 The Carrisge House

0006.00 3945 San Msrcos Road
0007. 00 Evanston, Illinois

0008, 00

0009, 00 Dear Hrs. Smith,

bz d . idxbeng ® bewl mme Sem W00 D2
oMo LXTEERE and Tex Manageman deletes the une

] wu FRAL B CelIe VWE OF TTESTE ConEgoIles s lram o the desament
kov I and the nuriber el fnes 20 wand 1o Jelete. lallowed by 4 space.
Far exam~ic, 35 delewes the Loes the commana 15 on and the four
fallpr g nes T yan Ky on D3E e ep o2 00 ! S IALET2, this
Juplar —=audi,

TEXT M1l Documant: STDLET2 Bcan:
Mt l":- l o _l.i.ll o w l - ii-u haa adae ‘lil o !' -...:' ! ------ ?
W

0001. 00 Thursdsy, July 9, 1981
000z. o0

0a03, 00
0009, 00 Dear Wrs. Saith,

Frgwed  4-01J  [hthatmg i boa Grotm STOLET Y

The Fini bre gl 1exi 3 uhic yalpaniion

{ hapees 4 Arrvung 4 1o Uoruman 4-] %



Deleting a block of text
You delete blocks of text using commands on the sequence number [ield.

1. Position the cursor on the sequence number [ield where you want to
start deleting the block of text. '

2. Keyin DD.

3. Move the cursor to the sequence number field where you want to
end the block of text you are deleting.

4. Key in DD.

5. Press ENTLER, and Text Management deletes the block of text
between the two sets of DID.

Using Targets in the Document

You can use a target with the move and copy line commands to tell
Text Management exactly where you want to insert text in the
document. You can specify several kinds of targets in the document
with which you are working. Use linc commands to define the text.
You key targets on the sequence number field of the line before or after
the point in the text where you want to insert the text. Press ENTER,
and Text Management executes the linc command at the target location.

You can use A for After to insert text following the line the target is on,
B for Before tells Text Management to insert text preceding the line the
target is on.

If you want to make several different inserts at the same location, you
can use a repeated target. You key in the repeated target command, and
then cxecute the copy or move line commands, one at a time, to insert
the text at the target location.

You can use AR to inscrt the text (ollowing the target line. When you
execute the second command, Text Management inserts the text on the
line following the last line of the first insert. The repeated target BR
inserts each additional insert on the line before the first line ol the first
target.

4-14  Learning by Example: Working With Text Management



C

To use the AH ar HH line command

Toe ling cammands AR and AR el yau move or copy liges 12 a
renaaied larget. This explanation uses the copy line conwrard as an
evample  Tao mave tex) 10 B repeated targst, ise the mnve ane
commands | w2 A 10 cony onlo the ine milowing the one the rarsar
15 an, ar Bl 1e cony ante the oreceding hine. Hach me vod enqy a line
te 1he tarpet, the cursor rmaves onta the line that vou copeed .

1. Kev AR mothe ine numbers held wo copy the ling alier (ke ane the
cursor is.on. Key BR ar the sequence number Neid the cursos .5
beside 1o copy the line belere the Tine the cursar 15 &

bd

Fey O oo the sequence number Neld next Lo the hae yoa want o
copy

BR 1 | You may uss your CLEARVIEW CARD at any of thousands of
0012, 00 marchants in the Chicage area who proudly display the
0013, 00 CLEARVIEW sticker. You will be required to show your card
001&. 00 8% the time of purchase.

0015, 00

€16 1 The limit set om your credit will be §750.00, 1f you
0a17,00 wish to increase your credit limic bayand &£750.00, pleassa
O018.00 call your CLEABVIEW Account Representative on [312)
A19.00 555-1234.

0020, o0

Figurr  d-17 Ciprurg hnes w8 repeocd terged

oo Mress BEWTLHRE w coay the hine at the AR o IR kecation

4 Repead 2 and 5 @s many tmes 35 you wanl 1o have different lings
copicd.

Ta use the Ay of Bx comunands

Fhe Ax or I targer copies the e at tne targer localmon ¥ ndmhes of
limey. Youw canned use |hese Lemamands wich mave lings commar:s

I ™aote that v stand< for the pumber af tunes Yo want to copy the
hine a1 a partwelar lacatin

2 Kevin Ax lor Alter and Bx lor Belore an the seguence number fizid
where you wam the specilicd nember af hnes copiea

Mhapier 4 Aewvising & Pevn Dioemmem da| =




1 Furexarmple, che command A3 pgeres five capies of the hne at the

Tiar el

Fut:

Qoog,
Do10.

8012
0013,

\

o001,
000z,
ooo03,
D004,
oo0s.
#1al1].
noaz,
OoDa.

TEXT Wil Documant: STDLET2 Bcan

T .1 ... % B ivr sy huy iy res Wigas wen W owii s B e
*ﬁ*fii-***gggIu“l“gsﬁ***itﬁ*t
00 Thursday, July 9, 1981
o0
[}
1]
00 Mre. Lewrence Smith
00 3949 San Harcos Road
00 Evanston, Tllinodis
00
00 Dear HMrs., Smith,
G
You may use your CLEARVIEW CARD at any of thousands of
00 marchants in Che Chicdgo ares who proudly display cthe
00 CLEARVIEW sticker, You will be required to show your card

0014.00 et the time of purchase.

0015. 00

E W The limic set om your credic will be §750.00. 1If you
0oLy, 00 wish to dncceass your ecedit limit beyond $750.00, plessas
0018, 00 call yeur CLEARVIEW Atcoint Represantative on (311)

0019, 00 555-1234.

Do2d, 00

I'r_gun:

Copy

416

d e Lisiig Lse Ax command ta meerd Dye copes ol 8 line ab the larget

ing lText

Wihien vod 2oov LEal, you do mal orase &f move the argpnal 18450 You
renroduce 1 gnd insert o where vou wane the secapo copy cf ihe wexr o
appear. Your doduimenl thes has teo copies af that szoctan of tzad {or

kawever niany capies vou have made). You can ude the © Tor Cony

cornmand 1o copy text 3emply key C enothe sequence numbor ficld ol

tE¢ hre thdl vou wart o copy. Suecify a targel on Lhe sequence
v Geldd af =ae lipg where you want 1o wndert 4 copy of the hne.
IPregs ENTER lew Marapemen) mseces 3 copy of tee line at the
tanget  Forakese examples wse the 5TDLLET docwinent Tram the
LEXAMPLE [e ol the QGPL library

- — J— - . — —

|.earn ng, hy Frampie Wark iy Wilth ezt Managznwnd



L Copying a line of text

Make sure thal you are ap the i display of the docdment. You war
age this corrovand Lo copy Farmarted oo unlformanted exl.

I PMhace the «ursor an the sequence nomber fekl af the line You want
Lo SR,

2. Rey O oonoche sequence nuraeet held

{ A

TEXT W:1 Document: STDLET2 Bcan:

T L el e Las wwn Bornn wn i v vow W ami see iR e i R
dedriciririedririedr fLE G TNN T NGt

0001.00 Thursday, July 9, 1981

pogz, oo

0003, 00

0004, 00

0005. 00 Mrs. Lawrance Bmith

0006, 00 3943 5an Marcos Road

0oa7. 00 Evanston, [1linois

aoGa. 00

DOO9. 00 Dear MWrs. Smith,

i 0010, 00

L,- 9011 |  You may use your CLEARVIEW CARD at any of thousands of
0012, 00 marchants in the Chicsge area who proudly display the
0013, 00 CLEARVIEW stlcker. TYou will be reguired to show your card
0014. 00 at the time of purchase,

0015, 00

€16 ! The limit set on your eredjt will be §750.00. IE you
0017, 00 wish to imcrease your credlt limit beyond $750. 00, plesse

0018.00 call your CLEARVIEW Account Representative om [3131)
D19, 00 555-1234.

G20, 00
h S

Tigatw  4-15  STOLETLdesignating Tine 14 far inpying

3o Move the cursar o waere ol wan! e dapheare (e T,

4. kevin A for Alier on the sequence number field 1o capy the line
Iollowing the oo witl the chardeter A Kev m 3 (o Bodore on the
line sequencs namber [eld 1@ copy the line belore (7e ae wilh the
tharacter 15, The exampie helow copies the ine 'nioa position
hefore the onigingl ing, therelars, it use: O Tor Befare an the
sequence number Deld,

Chopuer 4 Baeeng & Todd Docwmiew £- | 7



TEXT w1 Document: STDLETZ Scan:
bt Lol oo boooi¥ess X wed s DB wae ca B oo ada Kooola = A Y
dedrariiredictoh [ G T NN [ NG

0001, 00 Thursday, July 9, 1981

oo02, 0

0003, 00

000&, 00

0005, 00 Mre. Lavwranca Smith

0006. 00 3947 Ban Marcos Road

0007, 00 _Evanston, ILllinois

0008. 00

0009. 00 Dear Mrs. Smith,

0010. 00

Bl1l | You may usa {:u: CLEARVIEW CARD at any of thousands of

0012, 00 merchants In the Chicage srea who proudly display the

0013, 00 CLEARVIEW sticker. You will be reguired to show your card

0014, 00 at the time of purchase.

0015, 04

Tk 1 The limit set on your credit will be 5750.00. If you

0017.00 wish to incredss your cradit limit beyond §750. 00, plassse

0016, 00 call your CLEARVIEW Account Repressntative on (312}

0019, 00 5551234,

0020, 00 )
Fogure  d-l& Copyng line D6 onin lne 0 ol = L TH0ET]

Ao Press ENTIHR (o capy the ine imtoe the few posiisn.

Yau may wlse copy o ling rereatedly Use the command O (copy
ropeate gl )

I Kev CH oo ke seguencs sedeehber Nehd sesule the hme vaw want Lo
CAPY FEpeaLcdy

o Keyr s target Vse A o Aot to cony onta Lie line that follows
the onc with A m § for Before wo cony the hac onte the poéeeding
linc
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f TEXT Wil HDecument: STOLET2 ELdn:

Pﬂﬁ! I..'EI--FI!Il l+|--| o z---.--cju...--‘l... e e e T | e e T
Ak R E G T NN NG 4o

0001. 00 Thursday, July %, 19481

0poz. 00

0403, 00

D004, 00

0005.00 Hrs. Lawrence Smith

0