






























































































































































































































































































































































































































































































































































































BFISD 8072 

TABLE OF ASCII CODES 

0 00 nul 32 20 sp 64 40 @ 96 60 ' 
1 01 soh 33 2I 65 4I A 97 6I a 
2 02 stx 34 22 .. 66 42 B 98 62 b 
3 03 etx 35 23 ti 67 43 c 99 63 c 

4 04 eot 36 24 $ 68 44 D IOO 64 d 
5 05 enq 37 2S % 69 4S E IOI 6S e 
6 06 ack 38 26 & 70 46 F 102 66 f 
7 07 bel 39 27 71 47 G I03 67 g 

8 08 bs 40 28 ( 72 48 H I04 68 h 
9 09 ht 41 29 ) 73 49 I lOS 69 i 

IO OA lf 42 2A * 74 4A J I06 6A j 
11 OB vt 43 2B + 7S 4B K I07 6B k 

12 oc ff 44 2C 76 4C L I08 6C 1 
I3 OD er 45 2D - 77 4D M I09 6D m 
I 4 OE sp 46 2E . 78 4E N 110 6E n 
IS OF so 47 2F I 79 4F 0 11 I 6F 0 

I6 IO dle 48 30 0 80 50 p 112 70 p 
I7 11 dcl (XON) 49 3I I 8I SI Q 113 7I q 
I8 I2 dc2 so 32 2 82 S2 R 114 72 r 
I9 I3 dc3 (XOFF) SI 33 3 83 S3 s 115 73 s 

20 I4 dc4 S2 34 4 84 54 T 116 74 t 
2I IS nak 53 35 5 8S 55 u 117 7S u 
22 I6 syn S4 36 6 86 S6 v 118 76 v 
23 I7 stb SS 37 7 87 S7 w 119 77 w 

24 I8 can S6 38 8 88 58 x I20 78 x 
2S I9 em 57 39 9 89 59 y 121 79 y 
26 IA sub 58 3A 90 SA z I22 7A z 
27 IB esc S9 3B 91 SB I23 7B { 

28 IC fs 60 3C < 92 SC \ I24 7C I 
29 1D gs 61 3D 93 SD ] 12S 7D } 
30 IE 62 3E > 94 SE "' 126 7E -rs 
3I l F us 63 3F ? 9S SF 127 7F del 
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BFISD 8072 

GLOSSARY 

ABORT - To terminate an operation. 

ACCESS - To obtain a document already in the system. 

ANSI - The American National Standards Institute, which publishes widely 
accepted guidelines for the coding and transmission of data. 

APPEND - To add as a supplement; to attach. 

ARCHIVE - An office file, usually on magnetic tape, used to store infrequently 
accessed documents. 

ASCII - The American Standard Code for Information Interchange. A widely 
accepted seven or eight bit character code . 

AUTOMATIC REPEAT KEY - A key which continues striking as long as it is 
depressed. Keys except CR, Tab, and those keys on the auxiliary keypad will 
automatically repeat. 

BELL ZONE - In text editing, the point at which a bell rings when the cur sor 
approaches the right margin. 

BLOCK - One or more sequential lines of text which you define by start and end 
points and can move , swap,copy, or delete as a unit . 

BOOT - To load the operating system into main memory . 

BUFFER - Zone between temporary storage and permanent storage. 

CENTER - To place a line or block of text an equal distance from both right­
and left-hand margin •• 

CHARACTER - A letter, number, or any other keyboard symbol you enter, display, 
or print. 

COLUMN - Indicates the cursor's horizontal positon. The ruler is marked off 
horizontally in increments called columns. 

COMMAND - Either your instructions or instructions provided by programs that 
cause the computer to perform specific functions. 

CONTROL KEY - Key in the keyboard which alters information sent to the 
computer, allowing capability for additional functions. 

COPY - To reproduce and move a segment of text from one part of a document to 
another, leaving the original intact. 

CR - Carriage return. To CR, press the key labeled Return. CR controls cursor 
movement and fnnctions as a key to input or execute commands . 

CREATE (A DOCUMENT) - To name, type, and enter a piece of text in the system 
for the first time. 
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GLOSSARY (cont inued ) 

CURSOR - A blinking rectangle or line indicat ing your current position on the 
screen. 

DATA PROCESSING _ A programming system designed for manipulating numbers and 
alphabetic characters, as opposed to manipulating text. 

DECIMAL TAB - Automatically aligns columns of numbers by their decimal points. 

DEFAULT - To accept a pre-assigned value for specific data . 

DELETE - To cancel a character, line, or set of lines . 

DISK/DISKETTE - A permanent random access physical storage area for programs 
and data. 

DISPLAY - The information on the screen for viewing; to show the information on 
the screen. 

DOCUMENT - One or more lines of text that can be stored in a document library. 

DOCUMENT NAME - A group of up to six cha racte r s designat ed by the document 
owner to serve as a code for storing and retrieving te>Ct. 

EDIT - To change the te>Ct by deletion, substitution, insertion, or re-arrange­
ment. 

ENTER - To introduce data into the system, usually by pressing the Return key. 

EMULATION - Process whereby one terminal takes on the personality of another . 
This allows one system to perform the functions of another system. For 
example, the S/10 can be made to emulate an ODT to do word processing . 

ERROR - Indicates a hardware failur e or that something is incorrect in a pro­
gram or command . 

EXECUTE - To per form or carry out required or requested functions (usually by 
typing in a command and then pressing the Return key). 

FI ELD - Subdivisoin of a record; fo r example, the customer's name in a customer 
record. 

FILE - Records which have been grouped togthe r under one identifying title. 

FILECOOE/NAME - Alphanumeric name (maximum of three characters) you assign to 
a group of related records. 

FILL - A function key which saves keystrokes by repeating a specified character 
to the end of the line. 

FIRMWARE - Program instructions that are part of the computer hardwar e and 
interact with the software. 
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GLOSSARY (continued) 

FOOTER - Text formatted to appear automatically at the bottom of the page . 

FORMAT - A set of specifications such as tabulations, which determines the 
final form of a document. 

FORMULA - A mathematical statement or equation which can be created, stored , 
and called up to execute. 

GLOSSARY - In OMS Word Processing, a series of keystrokes which can be defined 
and stored, and later recalled and executed . 

HARDCOPY - System output in permanent form (usually on paper), rather than 
temporary form (screen display) . 

HARDWARE - Terminals, printers, CPUs, and other physical equipment that make 
up a COCTputer system. 

HEADER - Text formatted to appear automatically at the top of the page. 

HOMF. POSITION - First character position available on the screen (usually 
upper, left- hand corner) . 

ID - The name you enter (usually your given narae) to gain access to the 
proce ssor. 

INPUT - To enter information into a system. 

INSERT - To place data from a filecode into a body of text, not just a 
filecode, at a specified location. 

JUSTIPY - To cause text to print with even left and/or right margins . (News­
paper columns are both left-and right-juti f ied.) 

KEYl':D SORT - Arranges data in ascending or descending alphabetical or numerical 
order. 

LIBRARY - A storage area identified by a name up to six characters where you 
can group or organize documents . 

LINE CALL - Ability to move the cursor to any line of text within the 
document. 

LOG OFF - To sign off the processor, ending use. 

LOG ON - To sign on the processor, beginning use. 

MATCH CODE - Identifier used to access a unique record or a group of records 
in a file. 

MEMORY - Area within the computer where commands and data are stored in the 
system. 
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GLOSSARY (continued) 

MENU - A displayed list of operation choices . 

MERGE - In editing, to append or add segments of text ot each other, filling 
excess space and adjusting to existing margins. 

MODIFY - To print, copy, delete , paginate, change description, or rename. To 
modify is to change document text. 

MOTOR BARS - Four bars on the keyboard which control cursor movement and 
screen brightness. They are also used to access certain information on the 
system. 

MOVE - To transfoer a segment of text from one part of a document to ano ther. 

ODT - Off ice Display Terminal 

OPERATING SYSTEM - Software cont rolling the operations of the system, e.g . , 
CP/M or BB/M. Includes manipulation of stored data and running programs. 

OUTPUT - Information processed by a computer system. 

OVERLAY - Allows user to replace existing text or spaces with new text. 

OVERPRINT - At printout, allows you to overstrike two lines of text that 
appear separately on the screen. 

OWNER - Author or originator of a document. 

PAGE CALL - Allows you to display any page of a document. 

PAGE CUT - When executed, all text below the cursor shifts to a new page. 

PAGINATION - Allows you to define format of pages, e.g., l ength, margins. 

PASSWORD - The unique set of characters you use to gain access to the system. 
A password is confidential to i nsure security. 

PITCH - Number of characters per hori zont al inch of type. Pica type is 
10-pitch; elite, 12-pitch . 

PRINT - To produce a hardcopy of data . 

PROMPT - A displayed suggestion or request for response . 

QUEUE - A list of documents waiting to be processed or printed. 

RECORD - Collection of logically related data elements or fields. A collect ion 
of records, then, makes up a data file. 

RESTORE - To return an altered or destroyed line of t ext to its pr evious 
appearance. You must do this before entering any new information into the 
system. 
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GLOSSARY (continued) 

RETRIEVE - To find data (usually a document) on a disk and bring it into the 
main memory of a computer. 

RULER - An information line at the top of the screen containing margin and tab 
settings and header and footer commands. 

SCROLL To adjust the screen image vertically or horizontally to bring data 
beyond screen boundaries into view. 

SCROLLING REGION - The part of the screen which can be scrolled while other 
parts remain stationary. 

SECTOR - Subdivision of a track on a disk. Each sector on a track is marked 
s o tha t it is readily available. 

SECURITY SYSTEM - Prevents information from being accessed by unauthorized 
persons and compiles system user reports (SAC). 
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