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Courses Available

Advanced Systems
OS/VS, MVS

VSAM,

IMS/VS

DL/1,

Communications Systems
Management Education
IBM Personal Computer
Office Systems/Information Centre
Small Systems

VM/370

DOS/VSE

CICS/VS

General Information

ENROLMENTS —
The IBM Education Direct exists to provide education
at your fingertips. Call

1-800-268-5412*

Specify appropriate course code.

PACKAGE ORDERS —

Self Study Programs may be ordered by calling the IBM
Education Direct at the above telephone number and
specifying the appropriate package number.

COURSE AVAILABILITY —

Regularly scheduled classes appearin the IBM Education
Schedule. A copy of the schedule may be obtained by
calling Education Direct at the above telephone number.

PRICES —

Prices may be obtained by referencing the Education
Schedule or by calling Education Direct.

FURTHER REFERENCE —
The following reference documents are available from the
Education Direct

1. Course Catalogue
2. Education Schedule

FURTHER ASSISTANCE —

Education can assist you with the above. If additional
planning or in-depth assistance is required you may
request Education Direct to have an Education
Marketing Representative contact you.

*In Toronto call 492-6044
*112-800-268-5412 in B.C.
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INTRODUC!NG Coe

NAME:

COMPANY:

BACKGROUND:
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SYSTEM/38 TEXT MANAGEMENT WORKSHOP
Jt COURSE OBJECTIVES

Upon compleition of this class, the student should
Le able to?

*

Kk

Understand Basic Word Processing Concepts
Correctlyr Use System/38 work station keyboards
Create/Ddlete Text Documents and Files
Correctly use System/38 Text Line Commands

Creafe} revise and delete paragraphs within a text
document '

Set up margins and spacing for paragraphs within a
document ' :

Use S/38::Text Management Command Function keys to
revise paragraphs

Print ardocument using 5/38 Text Management

Correctly use S/33_Text Management Print Control
Commands

Merge_da&a into a document using S/38 Text
Management

Correctly use S/38 Text Management Command Functio
Keys to0o treate forms within a document

Correctly fill a form document using S/38 Text
Management

S Correctly use the options on the S/338 Text

Services Menu
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Letters

DOCUMENTS

Legal briefs

Office procedures manuals

[T

WP-4

Contracts

A
1
2
8
1
2
Qutlines
1
| I

Reports



Stored on disk

WORD PROCESSING

Handwritten or dictated

I

WP-5

Keyed

memory




INTERACTION WITH TEXT MANAGEMENT

MENUS

. Create a document

. Browse a document

. Print a document

. Fi1l in a form document

Option:_

e Ease of use

@ User friendly

‘ - WP-8
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DOCUMENT CREATION

® To NAME and TYPE a document for the first time

WP-11
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DOCUMENT REVISION

WE'VE
GOT A FEW
REVISIONS
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DOCUMENT REVISION

P %

Office Memorandum L J .-
To:  Distribution List E
From: Carol Ward .>C,Qdu- wp apat u
Date: October 31, 1983 Ajf.‘i’
Due to the growing amount of interest in personal computers, home F"
and other systems by the people on the staff, we have decided to 8
order several magazines for(dstribution)in the office. _ ' r
B

The magazines are: o« <
PC World ant

Byte .Q,Q A ’.
Business Week Yo =

InforWorld 5

If you do not want to be on the distribution list for these magazines,
please circle the statement below and return this memo to me.

Also, if you feel other publications should be on this list, write them
down and return this memo to me. 3

3 Thanks,
& Carol
Additional Publications I do not want to be on the Distribution List

WP-14
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Special
terms

Ty.po ér

x_.e________

PROOFREADING

)

v.Sa
S A—
A
o

™ Typo

® Spell check

@ Spell verify

& Synonyms

Medical
dictionary

Legal
dictionary

or

or

@ Addenda dictionaries

WP-15
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Terms or
Proper names
UNIQUE to
your office
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WORD WRAP

@ Unadjusted text

/

("7TEXT

Before

W:l Document: WPLETTER Scan
Fmt: 1 <oow oo 1ol o0 2 000 Wi 3...C. 4 ... ... 5 vie ves B v L. 7>
wrrnaa ke wktBEGINNING* * o e xxnwew
0001.00
0002.0C0
0003.00
0004.00
0005.00 Office Memorandum
0006.00
0007.00 To: Distribution List
0008.00 From: Carol Ward
0009.00
0010.00 Date: October 31, 1983
0011.00
0012 1 Due to the growing amount of interest in personal computers, home comp
0013.00 uters, and other systems by the people on the staff, we have decided to
0014.00 order several magazines for distribution in the office.
0015.00
0016.00 The magazines are:
0017.00 PC World
0018.00 Byte
0019.00 Business Week
0020.00 InforWorld
TEXT W:1 Document: WPLETTER Scan 4-‘\\ ‘\\\
Fmt: 1<... ... 1 ... ...2 ... ... 3...C. 4 ... ... I - 7>
-'."""'BEGINN I NGttttttttit
0001.00
0002.00 --
0003.00
0004.00
0005.00 Office Memorandum
0006.00
0007.00 To: Distribution
0008.00 From: Carol Ward
0009.00
0010.00 Date: Octcber 31, 1933
0011.00 .
0012 1 Due to the growing amount of interest in personal computers, home
0013.00 computers, and other systems by the people on the staff, we have
0014.00 decided to order several magazines for distribution in the office.
0015.00
0016.00 The magazines are:
0017.00 PC World
0018.00 Byte
0019.00 Business Week
0020.00 InforWorld
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SCROLL

You can only view part of the
document at one time

Press SHIFT and ROLL &

WP-21



WINDOWING

(Horizontal Scrolling)

Used for a document wider than
the display screen

WP-23



BLOCK FUNCTIONS

® Copy/Move/Delete

Y

Ol

Lt
X

705 ﬂ

Office Memorandum [ J

WiOWES
Dgily

RS T
oAl gk

To: Distribution List
From: Carol Ward >
CLonr up #poces

Date: October 31, 1983 ndiuat

Due to the growing amount of interest in personal computers, home
and other systems by the people on the staff, we have decided to
order several magazines for(dstribution)in the office.
The magazines are: “@* ”
PC WOl’l(d\ JAAJ &=

Byte Y} 5

Business Week I
[v. %

InforWorld M
oVe

If you do nct want to be on the distribution list for these magazines,
please circle the statement below and return this memo to me.

a2y

1"\ 3y ‘{r 1R8]

Also, if you feel other publications should be on this list, write them
down and return this memo to me.

O SN TAR e R 3 o ST DN N 1
) Ly o \-‘JJ.” SRR

TS
AR

b rgn f e e [ LR

L),

Thanks,
Carol

[0

iy

Additional Publications | do not want to be on the Distribution List

J4 J ‘,“,.ﬁ“,' ?:,‘ jﬂ.f""

o
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BEFORE
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AFTER
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BOILERPLATE

Thank you for

I'm sorry to Thank you for
At present

At present
Pleasecall — | Thank you for

Sincerely,
Sincerely, _
Yours truly Please call

—~— e T I'm sorry to

Yours truly

Paragraphs 1,3,5

At present

Sincerely,
N e——— -

Paragraphs 1,4,6

—

Paragraphs 2,3,5

Standard paragraphs used repetitively

WP-30



GLOBAL SCAN/SCAN WITH SUBSTITUTION

S/38[Text Management|System

Learning to Use|Text Management]|

A file (EXAMPLE) in library (QTXT) has been provided with the
product. The best way to learn to use|[Text Managementlis to
reference the documents in this file while performing the examples
in the publication provided.

[Text Management|Editing Options

Some of the editing options include the following:
Insert, delete, copy, and move words and sentences
Scan for a word or phrase
Forms prompting
Copy data base records into a document

[Text Management|Printing Options

Some of the[Text Management|Printing options include:
Print a draft or final copy
Print multiple copies
Include data base fields with totaling options
Include a Query or other report in the text

[Text Management|Primary Menu

The[Text Management|Primary Menu provides these options:
1. Create or revise a document
2. Browse a document
3. Print a document
4. Fillin a form document

Simply key in an option or press CF1 to exit|Text Management|.

P 7 oS, 2 bt e VY Fede DA T T T N g e A S A e R f e £ e N g e o e e LT s s
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Tabs set

at 5 spaces
for entire
document

*

DOCUMENT FORMATTING

Format of
original document

Entire

> document is

double spaced

Format of
revised document

/
7
Tabs set
at 10 spaces
for entire
document

@ Margin sizes
@ Line spacing

@ Paragraph indentation -

WP-35

}

This section is
single
spaced



DOCUMENT FORMATTING

Before

After

‘ ® Right alignment

WP-36



REPETITIVE DOCUMENTS AND UNIQUE DATA

® Form documents

CApraig y A Ans O |

_Jui:"" A

L e B s PR YN ey

November 19, 1983

Mr. James Smith
ABC Distribution Company
1201 Wildwood Drive

Rolling Meadows IL, 60008

Dear [Mr. Smith,]

Thank you for ordering the System/38 Text Management Software

(5714-TX1) on[11/10/83.]We know you and your staff at ABC Distribution |
Company will find many ways of using this software to your advantage.

In order that you may be productive with this software when
it arrives, IBM is offering a S/38 Text Management System
Class at the Rolling Meadows Technical Education Center
on 12/05/83. It may be to your benefit to come to this class
or send someone on your staff.

If you are interested in this class, or would like to have a schedule of

future classes, please contact Kim Wenzel at 981-4540 or call IBM
Direct at 800-1BM-2468.

Sincerely,

C.P. Ward
Branch Manager




FORM FIELDS

I fppr. 1) u'i“"(!
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.date

.NAME

.CONAME

.ADDRES

.CITY ST ZIP

Dear .SNAME s

Thank you for ordering the System/38 Text Management Software
(5714-TX1) on .ODATE. We know you and your staff at .CONAME
Company will find many ways of using this software to your advantage.

In order that you may be productive with this software when
it arrives, IBM is offering a S/38 Text Management System
Class at the Rolling Meadows Technical Education Center
on 12/05/83. It may be to your benefit to come to this class
or send someone on your staff.

If you are interested in this class, or would like to have a schedule of

future classes, please contact Kim Wenzel at 981-4540 or call IBM
Direct at 800-1BM-2468.

Sincerely,

C.P. Ward
Branch Manager




REPETITIVE DOCUMENTS AND UNIQUE DATA

® Data merge

Tom Durn
Sue Jones <
Names and amounts
John Brown are different for
Durn— | each letter.
y
Jones // Text is same for
48.00___ each letter.
Brown
75.00 ___
50.00

Merge text with data from a file
that already exists on the System/38

WP-43
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PERSONALIZED LETTERS FROM DATA BASE INFORMATION

JAMES E. FARMER 6522 WINCHESTER PLACE MORT
name address city
.&name r
.&address == -
&city g
&title

WP-47



PERSONALIZED LETTERS FROM DATA BASE INFORMATION

® Data merge

IWRATPLLADIM A |

PRI “(L“'_l““.‘“ fRe

RV B Y DIV TN Py

K [ ot A Doty

PO

November 19, 1983

Mr. James E. Farmer

ABC Distribution Company
6522 Winchester Place
Mortenson Groves, MIN 30211

Dear Mr. Smith,

Thank you for.ordering the System/38 Text Management Software
(5714-TX1) on 11/10/83. We know you and your staff at ABC
Distribution Company will find many ways of using this software to
your advantage.

In order that you may be productive with this software when
it arrives, IBM is offering a $/38 Text Management System
Class at the Rolling Meadows Technical Education Center
on 12/05/83. It may be to your benefit to come to this class
or send someone on your staff.

If you are interested in this class, or would like to have a schedule of
future classes, please contact Kim Wenzel at 981-4540 or call IBM
Direct at 800-1BM-2468.

Sincerely,

C.P. Ward
Branch Manager

SRRt S Y e BN AN e P
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DOCUMENT PRINTING

® Print options

Number of copies

First print line

Headings
M
A
R
G
I
N
S
P
A
C
E
S

Footings

Last print line

Single
Spacing

or
Doubie/Triple

Spacing

WP-50




PRINT CONTROL COMMANDS

® Commands that perform a function when

placed in a document

Example:

Key this

.date

Page .pn

WP-55

Document prints
like this

/

11/19/83

Page 0001

N\



PRINT

O Can

CONTRCL COMMANDS

perform arithmetic functions

100
200
+300

00

Il

=

Nl

WP-56

)
)

Add a
column of
numbers

Add a row
of numbers



WORD PROCESSING CONCEPTS

Simmary
® Many concepts and terms have been introduced

® These concepts and terms will be reviewed as we learn
the System/38 Text Management System functions

AN R A S A T AU
WP-63
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WORD PROCESSING TERMS GLOSSARY

addenda dictionary. Dictionary of terms or words unique to an
organization.

archive. To store documents on a medium such as tape or diskette.

backup. Duplicate copy of documents, data, or programs; typically
on diskette or magnetic tape.

block function. To perform a function against a block of data (e.g.
copy, delete, move).

boilerplate. Standard phrases, paragraphs or documents that are
used repetitively in other documents.

beldface. Heavy-faced type

change bar. A short vertical line (I) or other character indicating
that a line of text has been changed.

control command. Special phrase or sequence of characters
embedded in text that tells software to perform a function.

data base file. File of information stored on a computer system
(e.g. payroll records).

data merge. To combine variable data from a file with a shell
document, the result being a final copy document.

WP-64



WORD PROCESSING TERMS GLOSSARY (continued)

font. The shape, style and size of type (e.g. gothic, courier, script).

footer. Constant text printed at the bottom margin of a document.

format. To arrange text with specific margins, spacing and
indentations.

form document. A standardized document which uses variable
information to complete it (see shell document).

global function. A function which occurs for the entire document
(e.g. search for “IBM” and replace with “International Business
Machines”).

header. Constant text printed in the top margin of a document.

hyphenation. Splitting a word between 2 lines with a punctuation
mark (-). :

justify. To distribute additional spaces within lines of text so that
each line is the same length.

pagination. A system function that divides a document into pages.

pitch. The number of characters on a line one inch long.

proofread. To review and mark a document with corrections (e.g.
check for spelling errors).

WP-65
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WORD PROCESSINGt TERMS GLOSSARY (continued)

proportional spacing. Spacing characters in proportion to their size.
right align. The process of aligning lines of text at the right margin.

scale line. A line on a display screen showing margins, tabs, center
points and character positions.

scroll. A technique used to move text up or down on the display
screen. '

shell document. A standard document using variable information to
personalize or tailor it.

spell check. A system function that finds and highlights spelling
errors to an operator.

text editor. Software that manipulates text.

widow line. A single line of a paragraph appearing on a different
page from its related text. '

window. A system function that allows an operator to view text
wider than the display screen.

word wrap. A word that starts at the end of one line and ends at
the beginning of another (also known as unadjusted text). Most word
processors will adjust the word onto one line.

WP-66









A DOCUMENT can be

any one of the following? -

LETTER

FORM DOCUMENT
REPORT

MEMO

CHAPTER IN A BOOK
TITLE PAGE

TABLE OF CONTENTS

2 S S S I

KX

etc.




Groups of related DOCUMENTS are kKept in

~

FILES.

DOCUMENTS can be grouped into files:

¥ by person
by application
¥ by document—type

X

(. FILEA FILEB

D-2



LIBRARY
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COMMAND FUNCTIGN KEYS

#

@ S % - & N
2 3 4 5 6 Vi =

Upper Shift |CFI13|CF14|CF15/CF16|CF17|CF18|CF19|CF20|CF21|CF22|CF23| CF24
Loweyr Shif+t |cF1 |cF2 Csz:M CF5 |CF6 |CF7 |CF8 |CF9 |CF1G|CF11|CF12

D-4

Key

Command

v i
Upper Shift_

_/
Shift Lock
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USES
: OF
LINE COMMANDS

To insert, copy, move, or delete an entire Lline
(or block of Lines)

To shift information on a Line (or Llines)

To type any information that doesn’t coﬁform tc
any paragraph format (columns, short phrases)

L-44,]



TN

To

To
to

To
To

To

USES
OF
PARAGRAPHS

change multiple paragraphs with one change

co#y and adjust information from one paragrapt
another o

combine two paragraphs into one
divide one paragraph into two or more ‘)

easily type in and adjust multiple Lines of

informatione.

L-44,2



DIFFERENCES

BETWEEN
LINE AND PARAGRAPH MODES

¥ Line commands onlLy affect the Line they are on
(Or a block of Lines)

¥ A paragraph adjqumenf automatically adjusts the
entire paragraph

% AN unlimited amount of words can be added in
ﬁparagraph mode

w A lLimited number of words can be added to a Line
in Line mode

* ALl words are separated by 1 space in paragraph moc
(2 spaces after a period or colon)

>* eny ?umber of spaces are allowed in between wordé
In Line mode '
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SYSTEM/38 TEXT MANAGEMENT PRESENTS...

THE

H

+++AS AN EASIER ALTERNATIUVE TO YOUR
WORK PROCESSING NEEDS.
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Exit from operation

Back up to previous display

Alsos Eliminate split edit display

Enter Spell Mode from Edit Display

Alsos To/From Paragraph Format Extended Options

Prompt for form fields (On or Off)

Services Menu (for additional editing functions)
ancel pending operations; display messages

Scan or Scan/Substitute forward
Also: Locate misspelled word forward
Alscs Locate form field forward

Scan or Scan/Substitute backward

Al

sos Locate misspelled word backward

Alsc: Locate form field backward

Create 3 new paragraph

Insert text into paragraph and adjust

JDelete text and adjust

Revise paragraph/line

Display Line numbers (On or Off)

Text definition (underline, highlight and form fields)
Alsc: Add to Temporary Dictionary in Spell Mode
Print a document interactively

Print a list of documents or files

Column move

Spelling Aid

Synonym Aid

Move text and adjust paragraph

Copy text and adjust paragraph

Ne function

Remove spaces in text and adjust paragraph
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PRINT CONTROL COMMANDS

Print Control Commands perform specific
Print functions from within a document.

AlLL print control commands begin with a
period (+), and are not printed.

Listed below are some of +the
print control commands:

COMMAND FUNCTION

.date Prints the date

.docid prints the document/file/library
hO thru +hé prints headings _

. tC Prints the table of contents

eim imbeds another document

okp on/off kKeep lLlines on the same page

e N numbers columns or pages

P a starts a new page

+PM Prints the current page number
+SK X skip Lines at print time
+tot/+sxtot totals and cross—totals

. ¥ comment Line (not printed)
s&name Prints the contents of this field
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HEADING FORMAT CHARACTERISTICS

.h0 | .h1 | .h2 | .h3 | .h4 | .h5 | .h6
Page eject before heading N Y N N N N N
Line spaces after heading 1 5 2 2 2 0 0
Heading underlined N Y Y N Y Y Y
Heading Capitalized N Y Y Y N Y N
Table of Contents entry Y Y Y Y N N N
Table of Contents entry only Y N N N N N N
Skip before T.0.C. entry - N Y N N N N N
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Results of the previous 6 statements.

1,1 H1 CAUSES THIS

1.1.1 H2 CAUSES THIS

1,1.1.,1 H3 CAUSES THIS

1.1.1.,1,1 H4 causes this
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h1 causes this
K2 causes this

h3 causes this
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H1 CAUSES THIS

H2 CAUSES THIS

H3 CAUSES THIS

H4 causes this

H5 CAUSES THIS

Hé6 causes this
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This Llist is a result of this Print Control Command:

.A&name

3

FG Brady

BR Devinny
AB Harmes

HG Knuth

BR Lancaster
R Peabody
PL Pritchard
RR Rogers

MS Sandee

RB Hilson

FX Hisdom
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11/15/83

9999 Cash Street
Penniless, IL 60001

Dear Mr. Rich
Thank-you for answering the personally addressed mailing, He
are excited to serve you as your new shce insurance company.
We assure you that from now on your shoes will have the most
complete coverage available at this cost. You no longer have
to worry about uninsured shkoe-shiners, or stolen laces and
buckles., Take every sivide in confidence with U-Wear-M Shee
Insurance.

Page - 1
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Enclosed are 10 forms which need to be filled out before we
can insure you completely, Please fill them out and send
them back in the same box we sent them in as s00n as
possibles Again, we are looking forward to serving you in
the coming years, do not hesitate to send those forms in NOW!

Page - 2

Sincerely yours,

Jack B, Nimble
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TO:

CCCCC  SSSS A
C S A A
C S ARARAA
C S A A
CCCCC SSSS A A

CHICAGO SOCIALITES ASSOCIATION

Perriann Mettlemann

SUBJECT: New Course Meeting Scheduled

DATES

October 231, 1992

This is to let you know about the Social Development
meeting on Thursday, October 31, It will be in Room 902
at 1320 p.m, Attendess are Julie Schilling, OGreg
Adams, Mary P, and hopefully, Connie Brandt, if she
comes back in times, I am also meeting with Ron Tarka
today, October 20, to discuss the material because he
will be busy at the scheduled meeting time tomorrow.

Kimber lee Wenzel
CSA Social Development
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This is what what happens
on Your printed document.

This
is the way skip
WoTKS,

isn't it?

This is how sk O works
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S/28 Text Management
How to Use Print Control Commands When Creating Documents
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1,1 INTRODUCTION

This sample document shows you how print control commands can be
used in document creations The sample document shows a document
containing print control commands., Compare this to the printed form,
which shows the document after the commands have been executed.
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1,2 PARTS OF A DOCUMENT

1,2,1 THE AUTOMATIC TABLE OF CONTENTS

Text Management has provided an easy way to get 3 table of
contents in your document. You just insert a table-of-contents
command (.tc) into the document where you want the table of contents
to go.

1,2,2  MAJOR CHAPTER HEADINGS

Major chapter headings are located at the beginning of each
chapter and you define them with an :hO print control command.
These chapter headings are for the major subjects in your document.,
They are so important that they are capitalized and underlined,

and each one begins on a new page.
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1,2,3  MINOR HEADINGS

There are up to five levels of additional headings within any
document. Each one is set off by slightly different techniques
to allow that Llevel to be identified.

The first minor heading under a chapter heading is defined
by an .hl print control command in front of the heading, The heading
is capitalized when printed and is included in the table of contents.

A5 you may have guessed, the five levels of minor headings are
defined with the .h1 through ,hé print control commands.,

1.2,3.1 HEADING EXAMPLE ‘)

This shows you a third level heading.
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REVIEW OF PRINT CONTROL COMMANDS

Can be used in

Command paragraphs headings & footings
.date yes yes
.docid yes yes
.excf no no
.exc no no
.h no no
.tc no no
.dh to no no
im no no
kp no no
.n yes yes
& yes yes
.pa no no
.pa dx no no
.pn no yes
N no yes
.sk no yes
.tot no no
.Xtot no no
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User fills in input fields called FORM FIELDS

The Characteristics of a Form Document:

Each FORM FIELD can have preassigned attributes
prompting information

User works on a copy of the original

numeric input only
under Lining
highlighting

F-1
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Cindy West Catalog Service Co.
910 W, Decorah Rd. - "Guaranteed Satisfaction”

West Bend, WI 53093

Dear Ms. Hest

. He were pleased to receive your order, A new catalog is enclosed

for your future orders. May we have an opportunity to serve you again
in the very near future. Your order as we received it was:

. ,
4 ITEM NUMBER QUANTITY DESCRIPTION COST
5001 12 Thinga-majigs 13,99

3026 10 vhatcha-ma—-callits 20,00

Total 395,99

Sincerely,

Howard Davis, Pres,
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Completed application Should Be Sent Tos
The Pudential Insurance Company

P.0, Box 2000

Parsippany, NJ 02154

The plan provides coverage for reasonable and customary chargss as
determined by K and W Company in conjunction with
Pudential.

To Apply for Benefits

1, Complete and sign application and send with original supporting
bills,

2, Each bill must contain date of care, nature of condition or
treatment and patient’s name. Bills for prescription drugs and
other eligible supplies must show prescription number or full
name of drug or supply and date of purchase,

1. Employee’s Name(please print) Total Charges

Fischer,Brian R, $150,00

2, Other Medical Coverage Information: Are any submitted charges
eligible for medical benefits under any plan for which another
group pays all or part of the cost? Yes X No

If yes, complete remainder of Section 2 on the back of this
form,

3, Medicare Eligibility! Is any individual for whom charges are
being submitted elibible for Medicare?  Yes X No
If yes, please indicate the name(s) of the individual(s)
incurring the expenses in the spaces below.

4, I certify that the statements in this application are correct
and the attached bills are eligible for medical expenses
incurred by myself or eligible members of my family.

10/13/83

<
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Form Document Review

Create it

using option 1.

(/’”'7

TEXT
Fat:
0001.0Q
0002.00
€203.00
0004.00
0005.00
000s.00
0co7 1
0003.00
0¢9.09
0C19.00
¢I11.60
0212.02
0013.¢0
314,00
€213.¢0
0015.00
0017.0%
0018.00
0019.6)
0020.00
0021.00

-

S

Hil Docusent: FORHDOC Scand
Golvie b iie vee 20is vee 3o Bov duvs o0 Seee vee 8 vve vn 1)

Name Catalog Service Co.
JAddress "Guaranteed Satisfactian®
Loty

Cear Title

He were pleased to receive your order. A few cataleg is enclosed
for your future orders. May we have an apportufity te serve ysu again
in the very near future. Your order as we recerved it wis:

ITEM NUHEER QUANTITY

DESCRIPTION cesr

Tetal oot

Sincerely,

Howard Davis, Pres.

-

—

(/’> TEXT LB Pend: FORN

€208.90 for your futur2 grders.

. 03¢7.02 in the very near future.
. 0010.00
0011.¢0
6012.00
0013.00
0014.00
0015.00
00156.00
0017.00
0918.C0
0019.€0
0020.00

ITER NUMBER
5601
5026

QUANTITY
12

Fat: 1 (ool e 1 0a
. . (13
0001.00 Cindy Kest
0002.00 910 H. Decorah Rd.
0003.00 Kest Zend, W[ 53095
0004.00
€00S.C0  Dear Ns. Hest
0005.00
0007 1 We were pleased to receive your order.

Scan?

)

P S S T TR T S 7]

Cataleg Service Ca.
“Guaranteed Satisfaction”

A new catatog is erclosed

Hay we have an opportunity t3 sarva you 33ain
Your order as we received it was!

DESCRIPTICH casT
Thinga-mi)igs. 15.59
Hhatcha-ma-callits 20.00

Total tot

Sincerely,

Q\

it
CF13.

Print
usi ng

F-37

Fill it
using option 4 or
CF4 from the edit
Screen

Catalog Service Co.
"Guaranteed Satisfaction™

Cindy Hest
910 H. Decerah Rd.
Hest Bend, HI 52093

Dear Hs. Hest
He were pleased 1o recesve your order. A new calalog is enclosed

for your future orders. MHay we have an opportunity te serve you 29a1n
in the very near future. Your order as we received it wisi

I1TEX MUNBER QUANTITY DESCRIPTION cosT
5001 12 Thinga=-majigs 15.99
5026 10 ¥hatcha-ma-callits 20,00

Tetal 33.99
Sincerely,

Howard Davis, Pres.
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