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Disclaimer of Warranties and Limitation of Liabilities

The staff of Wang Laboratories, Inc., has taken due care in preparing this
manual. However, nothing contained herein modifies or alters in any way the
standard terms and conditions of the Wang purchase, lease, or license agreement
by which the product was acquired, nor increases in any way Wang’s liability to
the customer. In no event shall Wang or its subsidiaries be liable for incidental or
consequential damages in connection with or arising from the use of the product,
the accompanying manual, or any related materials.

Software Notice
All Wang Program Products (software) are licensed to customers in accordance
with the terms and conditions of the Wang Standard Software License. No title or
ownership of Wang software is transferred, and any use of the software beyond
the terms of the aforesaid license, without the written authorization of Wang, is
prohibited.

The Federal Communications Commission (FCC) requires that information
regarding the interference potential of electrical equipment be included in the
user documentation for the equipment.

Wang Laboratories, Inc., manufactures both FCC verified Class A Professional
Computers and certified Class B Professional Computers. To determine which

of the following warnings applies to your equipment, read the sticker affixed to

your PC.

Warning

ForClass A

This equipment generates, uses, and can radiate radio frequency energy and, if
not installed and used in accordance with the instructions manual, may cause
interference to radio communications. It has been tested and found to comply
with the limits for a Class A computing device, pursuant to Subpart J of Part 15
of FCC rules, which are designed to provide reasonable protection against such
interference when operated in acommercial environment. Operation of this
equipment in a residential area is likely to cause interference, in which case the
user, at his own expense, will be required to take whatever measures may be
required to correct the interference.

ForClass B

This equipment has been certified to comply with the limits for a Class B com-
puting device, pursuant to Subpart J of Part 15 of FCC rules. Only peripherals

(computing input/output devices, terminals, printers, etc.) certified to comply
with class B limits may be attached. Operation with non-certified peripherals is
likely to result in interference to radio and TV reception.

MS-DOS is a trademark of Microsoft, Inc.
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PREFACE

This Quick Reference Guide is a condensed version of the Word
Processing Reference Manual (700-7611) — the comprehensive and
detailed guide to all aspects of word processing. It is written for users
of the Wang Office Information System (OIS), VS/Integrated Infor-
mation System (VS/IIS), and the Word Processing System (WPS).

This guide (like the Word Processing Quick Reference Cards (777-
4012), is primarily intended to serve the needs of an experienced user
who requires a compact and easily accessible check of word process-
ing functions and the steps taken to perform them. This guide follows
the organization of the Reference Manual. However, the user is
encouraged to turn to the Reference Manual when in-depth informa-
tion is needed.
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THE OIS/WPS AND VS/IIS KEYBOARDS

THE KEYBOARDS

The Wang Office Information System/Word Processing System (OIS/
WPS) and the VS/Integrated Information System (VS/IIS) keyboards
are used for performing word processing. When VS/IIS systems are
functioning in DP (Data Processing) mode, the keys in the top row
function as Program Function keys according to the names on the func-
tion strip below them. In WP mode, they follow the text editing func-
tions on the top of each key. If your workstation has a keyboard whose
top keys can also be used for WP Plus (the advanced WP system from
Wang Laboratories, Inc., with such editing keys as ALIGN, REF/
STYLE, COL, RCL/SAVE, etc.), be sure you have the WP function
strip (part number 615-3009), with the standard WP function names, to
use with it.

THE KEYS

Other than the Program Function keys used for DP functions, there are
five standard key types:

1. Character keys are the letters, numbers, and special characters
needed for normal typing.
2. Format keys establish the arrangement of text on the page.

3. Cursor control keys move the cursor to any location within a docu-
ment.

4. Edit keys change text already entered in a document.

5. Transaction keys instruct the system either to complete or to cancel
an activity or operation.

THE OIS/WPS AND VS/IIS KEYBOARDS 1



Two additional keyboard attributes are

1. Repeating keys continue their function for as long as you press them
down.

2. The COMMAND key is used with other keys to perform specific
operations.

Refer to the following figures (Figures 1 and 2) for the location of keys
on the keyboard. For a detailed description of the keys, refer to the
Word Processing Reference Manual.
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CURSOR MOVEMENT

MOVING THE CURSOR

To move the cursor from line to line and page to page, you have the
following choices (for simplification, the plus [+ ] symbol is used in
place of the word, and):

o Cursor control keys

e BACKSPACE

e GO TO PAGE + the cursor control keys
e GO TO PAGE + the page number

¢ GO TO PAGE + the page number + the North/South cursor control
keys

NEXT SCRN
PREV SCRN

GO TO PAGE + NOTE (location specified by COMMAND +
NOTE)

e GO TO PAGE + F (Footer page)
e GO TO PAGE + H (Header page)
e GO TO PAGE + W (Work page)

For a detailed description of moving the cursor, refer to the Word
Processing Reference Manual.

SEARCHING AND GLOBALLY SEARCHING FOR TEXT

Search is used to locate a defined character sequence in a document
beginning at the cursor position and continuing to the end of the docu-
ment. Global Search searches from page 1 to the end of the document.

CURSOR MOVEMENT §



Searching for Text

1. Press SRCH.

2. Enter the character sequence to be searched (127 characters maxi-
mum). Begin and end the sequence with a space to avoid finding
sequences within words.

Entering uppercase letters will locate only uppercase text. Entering
lowercase letters will locate both uppercase and lowercase text.

3. Press SRCH as needed to locate all instances of the character
sequence.

4. You can perform any of the following functions when the characters
are found:
- Insert
- Delete
— Replace
- Move
- Copy
— Super Move
— Super Copy
— Global Replace
— Underscore
- any Command attribute

Performing any of these functions, however, cancels the Search at
that point.

5. To exit the operation, press CANCEL.

Globally Searching for Text

1. Press SHIFT + SRCH to search from the beginning of the docu-
ment.

2. Perform steps 2 through 4 in “Searching for Text.”

6 CURSOR MOVEMENT
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DOCUMENT MARKING

Document Marking allows the system to remember the page, line, and
cursor position in the current document. The mark is canceled after
returning to the Word Processing menu.

1. Position the cursor where the position is to be remembered and
press COMMAND + NOTE.
2. Move the cursor to any place in the document and continue to edit.

3. To return to the marked position, press GO TO PAGE + NOTE.

CURSOR MOVEMENT 7
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FORMATTING A DOCUMENT

CREATING AND REVISING FORMAT LINES

The format line controls the positioning of the text that follows it. By
adjusting the format line, you establish starting position; vertical line
spacing; tab, indent, and decimal tab positions; and line length.

The vertical spacing choices are

1 — Single Q — Quarter

W — One and one-half H — Half

2 — Double 0 — Zero (strike thru)
2 — Triple

Although text is always displayed on the screen as single-spaced, the
document will print according to the spacing you select in the format
line.

Common line length settings are

80 — When printing vertically in 12 pitch on 8%%- x 11-inch paper (90 is
possible with minimal margins)

158 — (Maximum) when using horizontal scroll in 15 pitch

The Primary Format Line

The Primary format line is the one displayed at the top of page 1. There
is only one Primary format line and it cannot be deleted. It may,
however, be edited (thus reformatting any text previously entered). Any
number of other format lines (Alternate format lines) may be created
within a page (when you wish to change the format for new text without
reformatting the text previously entered). As new pages are created, the
format line that appears at the top of the page is the last one created.

FORMATTING A DOCUMENT 9



Editing a Primary or an Alternate Format Line

1. Move the cursor into the format line by pressing SHIFT +
FORMAT.

2. To change the vertical line spacing, press BACKSPACE and strike
over the existing setting.

3. To clear tabs from the format line, press the space bar across the
format line.

4. To create tab stops, position the cursor at the desired location and
press TAB.

5. To set the line length, move the cursor to the desired position and
press RETURN.

6. Press EXECUTE. Any text previously entered is reformatted
according to your changes.

Creating an Alternate Format Line
1. Position the cursor where the format line is needed, and press
FORMAT.
2. Revise the settings in the format line, and press EXECUTE.

Recalling a Copy of the Primary Format Line
1. Enter the previous format line by pressing SHIFT + FORMAT, or
create a new format line by pressing FORMAT.
2. Press FORMAT again.
3. Press EXECUTE.

Deleting an Alternate Format Line

1. Press SHIFT + FORMAT to enter the previous format line.

2. Press DELETE to delete the format line and adjust the text to the
settings of the preceding format line.

Copying a Format Line During a Copy or Move Operation

1. Position the cursor under the first character of the text to be copied/
moved. Press COPY/MOVE and then FORMAT before highlighting
the rest of the text to be copied/moved.

2. The copied format line governs both the copied text and any text
after the copied text until another format line appears.
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OIS AND VS AUTOMATIC FORMAT MODIFICATION

Not available on WPS, Format Modification allows the system to search
a document and automatically make consistent format changes.

1. Using OIS, select Format Modification from the Advanced Functions

menu and press EXECUTE.

Using VS/IIS, select Format Modification from the Utilities menu
and press EXECUTE.

Enter the ID of the document in which format changes will be made
and press EXECUTE.

If the entire document is not involved, enter the page numbers to be
searched and replaced.

Make a selection from the Format Modification menu and press
EXECUTE.

Modifying Page Format Lines or All Format Lines

1.

Modify the format line to the desired format and press EXECUTE.

2. Press EXECUTE to rerun Format Modification, or press CANCEL

to return to the Advanced Functions menu or the Utilities menu.

Modifying Each Occurrence of a Specific Format Line

1.

w

The system displays the first format line in the specified page range.
Press SRCH if you need to locate a different line. Once it is
located, press EXECUTE.

Modify the format line to the desired format.
Press EXECUTE to begin replacement.

Press EXECUTE to rerun Format Modification or press CANCEL
to return to the Advanced Functions menu or the Utilities menu.

USING THE FORMAT KEYS

The Indent Key

1.
2.

Set the tab stops in the format line.

Press INDENT to move the cursor to the desired left-hand margin
position.
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3. Enter the text.
4. Press RETURN to end the Indent operation.

The Center Key

1. Position the cursor at the left margin and press CENTER. If the
text is to be centered between an indented left margin and the right
margin, press INDENT + CENTER.

2. Enter the text to be centered.
3. Press RETURN to end the Center operation.

The Superscript/Subscript Key

1. For a superscript, press SHIFT + the Superscript/Subscript key, type
the character(s), and then press the Superscript/Subscript key
(unshifted).

2. For a subscript, press the Superscript/Subscript key (unshifted), type
the character(s), and then press SHIFT + the Superscript/Subscript
key.

Placing a Superscript Above a Subscript

1. Type the main character, and press SHIFT + Superscript/Subscript.

2. Type the superscript character, and press Superscript/Subscript
twice.

3. Type the base character, and press SHIFT + Superscript/Subscript.
The screen display looks like the following example:

A

Half-Spacing
Half-Spacing is used to produce formulas and equations embedded in
text.
1. Create or revise a format line with vertical spacing at H.

2. Enter lines of spaces, each followed by a RETURN, to correspond
with the number of lines in the formula or equation.

3. Enter the baseline of the formula by positioning the cursor on the
line and striking over the spaces with the desired characters.
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4. Enter subscripts by moving down one line and striking over the
spaces with the desired characters; enter superscripts by moving up
one line and striking over the spaces with the desired characters.

FORMATTING COLUMNS

Formatting columns includes aligning columns of numbers and centering
column headings.

The Dec Tab Key

1. Set the tab stops in the format line in the exact position where the
decimal separator is to align.

Press DEC TAB.

Type the numbers.

Press DEC TAB to align each column on the line.
Press RETURN to end each line.

©nh v

Centering Headings Over Columns

1. Enter a line of spaces where the headings are to appear.

2. Position the cursor under the space above the first character in the
column.

3. Determine the widest entry in the column and move the cursor half
the number of characters in that entry.

4. Back space half the number of characters in the heading from the
column’s midpoint.

5. Type the heading.

PAGINATION

Pagination allows the creation of pages in a document while the docu-
ment is being created.

The PAGE Key

1. Press RETURN after the last line of text.

2. Press PAGE for a normal page break; press CENTER + PAGE to
enter a required page break (one that cannot be deleted during
Automatic Repagination.)
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Adding a Page Between Two Existing Pages

L

2.
3.

Position the cursor under the character or page break graphic that is
to precede the new page.

Press PAGE.

The cursor is displayed on the newly created page and subsequent
pages are automatically renumbered. To enter text on the new page,
you must use INSERT.

Deleting a Page of Text

1.
2.
3.

Position the cursor under the first character at the top of the page.
Press DELETE.

Press PAGE to highlight a page of text ended by a Page Break
graphic. Press GO TO PAGE and the South cursor control key to
highlight a page of text that is not ended by a Page Break graphic.

Press EXECUTE.

AUTOMATIC REPAGINATION

Automatic Repagination automatically changes and adds page breaks in
an existing document.

1.
2.
3.

Press COMMAND + PAGE.
Enter the page length and press EXECUTE.

The system stops at the specified line intervals and prompts “Insert
Page Break?”.

To insert a page break at the position indicated by the cursor, press
PAGE or EXECUTE.

To make a page longer or shorter than the specified length, press
the North or South cursor control key to move the cursor to the
preferred page location, and then press EXECUTE.

The system will repeat step 3 for the length of the document, after
which you may terminate the function by pressing CANCEL.
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EMPHASIZING TEXT

Underscoring Text

1.
2.

Position the cursor under the first character to be underscored.

Hold down the SHIFT key while pressing the underscore key once
for each underscored character. (To underscore “empty space,” use
the space bar to enter spaces that can be underscored.)

To remove underscoring, strike over each character with the same
character.

Automatic Underscore (Autoscore)

1.

A

Position the cursor where the underscored text is to be entered.
Press COMMAND.

Press SHIFT + the Underscore key.

Enter the text to be underscored.

To exit from the Autoscore mode, press COMMAND + SHIFT +
the Underscore key.

To remove underscoring, cancel out of the Autoscore mode and
strike over each character with the same character (or remain in the
Autoscore mode and reunderscore the text).

Double Underscore on OIS and VS/IIS

Double Underscore is not available on WPS.

1.
2.

3.

4,

Press the Superscript/Subscript key (unshifted) and underscore it.

Either enter the Autoscore mode and then enter the text, or enter
the text and go back and manually underscore it.

Press the Superscript/Subscript key twice in the unshifted position.
Underscore both graphics.

The text appears on the screen as single underscored, but prints as
double underscored.

Strike Thru on OIS and VS/IIS

Not available on WPS, this function is used to highlight text that is
being considered for deletion.

1.

Press the Superscript/Subscript key (unshifted) twice and underscore
the graphics.
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2.
3.

Enter the text you want to overstrike and underscore it.

Press the Superscript/Subscript key (unshifted) once and underscore
the graphic.

Bold or Expanded Printing

Depending on the character sets on your printer, this function will
produce either bold (darker) print or expanded (larger) print.

1.

2.
3.

Press SHIFT + the Superscript/Subscript key. Underscore the
graphic.

Enter the text.

Press SHIFT + the Superscript/Subscript key. Underscore the
graphic.

HYPHENATING TEXT

Global Hyphenation

Global Hyphenation automatically searches a document and lets you
choose whether to divide words between syllables.

1.

2.

Position the cursor at the desired starting location in the text and
press COMMAND + the Hyphen key (-).

Enter the smallest zone length to be considered for hyphenation.
The minimum length is 03 and the maximum is 99,

The system searches the document and, when it finds a zone length
equal to or greater than the specified length, prompts “Hyphen-
ate?”.

Press one of the following keys:

- EXECUTE, or the Hyphen key, if you wish to insert a hyphen
before the current cursor position.

— BACKSPACE, the space bar, or the East or West cursor control
key to move the cursor within the highlighted text to the position
you want. Now press EXECUTE or the Hyphen key to hyphen-
ate.

— SRCH when you do not want to hyphenate.
Press CANCEL to terminate the function.
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Automatic Dehyphenation

1. Position the cursor at the desired starting position.
2. Press COMMAND + the Hyphen key
3. Enter the number 99 and press EXECUTE.

OIS AND VS/IIS AUTOMATIC PARAGRAPH NUMBERING/
TABLE OF CONTENTS GENERATOR (APN/TOC)

Not available on WPS, APN/TOC sequentially numbers chapters and
sections of a document and also generates a table of contents.

Numbering Schemes

For a table of the six numbering schemes, refer to the Word Processing
Reference Manual.

Preparing the Input Document

1. Enter two Note symbols where chapter numbers should appear.

2. Enter one Note symbol at the left margin of the line where the first
level of paragraph numbering should appear.

3. For each successive level of paragraph numbering, enter the number
of tabs and/or indents followed by a Note symbol at the beginning of
the line.

4. Indicate the amount of text to be included in the table of contents
by entering Merge symbols ( { ) in the text following the Note

symbols.

Generating Paragraph Numbers on OIS and VS/IIS
Generating Paragraph Numbers is not available on WPS.
1. On OIS, select Automatic Paragraph Numbering from the Advanced
Functions menu and press EXECUTE.

On VS/IIS, select Paragraph Numbering and Table of Contents
Generator from the Utilities menu and press EXECUTE.

2. Enter the document IDs for the input and output documents and
press EXECUTE.

3. Select a numbering scheme from the menu and press RETURN.
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Select No if the paragraph numbers should be left-justified; select
Yes if the numbers should be preceded by tabs and indents, then
press RETURN.

If the document will not have a table of contents, select “No”, press
EXECUTE, and go to step 8. To generate a table of contents, select
“Yes” and press EXECUTE.

If Yes was selected, choose the level of paragraph numbering from
the Formatting menu and press RETURN.

Select the output format for the table of contents and press
EXECUTE.

Press EXECUTE to rerun the function. Press CANCEL to return to
the Advanced Functions menu or the Word Processing Ultilities
menu.

HEADERS AND FOOTERS

Headers and footers allow page numbers, titles, addresses, etc., to be
printed automatically at the top or bottom of a page. Headers and
footers are ignored when a document is super copied and do not work
in merged documents.

Creating a Header

el

©

Press GO TO PAGE + H (or h).
Revise the format line if needed.
Press INSERT.

Type the header text, and press RETURN several (two to four)
times to allow for space between the header and the document.

Press EXECUTE.

To exit from the header page, press GO TO PAGE + any page
number, and press EXECUTE.

Creating a Footer

1.
2.

Press GO TO PAGE + F (or f).
Press INSERT.
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3.

4,

Type the footer text and press EXECUTE. A RETURN preceding
the text places a space between the page text and the footer. (You
can also provide adequate line spaces between the document text
and the footer by the line you choose for the footer in the Print
Document Screen.)

To exit from the footer page, press GO TO PAGE, type any page
number, and press EXECUTE.

ALTERNATING HEADERS AND FOOTERS

Alternating headers and footers allow printing of a document with the
even and odd page numbers (or other header/footer information) on
opposite sides of the page.

Creating a Document With Alternating Headers/Footers

1.
2.

Press GO TO PAGE + Hor F (h or f).

Revise the format line to suit the text for your odd-numbered pages.
(You will create an alternate format line for the even-numbered
pages.)

Press EXECUTE.

Press INSERT and type the header/footer text to appear on the
odd-numbered pages.

Press FORMAT and create an alternate format line for the even-
numbered pages.

Press INSERT and type the header/footer text to appear on the
even-numbered pages and press EXECUTE.

To add the text that will be included with both the odd header/
footer and even header/footer, press FORMAT again for another
alternate format line. Then press INSERT to enter the shared text.

Printing Alternating Headers/Footers

1.

2.

On the Print Document menu, enter the first page to be printed.
This number determines whether the top or bottom section of the
header/footer page is to be printed first.

For example, if the document is starting as an even-numbered page,
the bottom header/footer will print first. If the document is starting
as an odd-numbered page, the fop header/footer will print first.

Press EXECUTE.
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EDITING

HIGHLIGHTING AND DEHIGHLIGHTING TEXT

Highlighting and dehighlighting text shows the system which parts of the
text will be affected by an editing function.

Highlighting Text

1. Position the cursor under the first character to be highlighted.

2. Highlight the text to be edited. Use the locate keys to remove high-
lighting. For a complete list of highlighting methods, refer to the
Word Processing Reference Manual.

3. Press EXECUTE.
4. Press CANCEL to cancel the editing operation.

Dehighlighting Text

1. Back space over the highlighted text you want to delighlight by using
any of the cursor control keys.

2. Press EXECUTE.

STRIKEOVER

1. Position the cursor under the character to be changed.
2. Enter the new character.

INSERT
1. Position the cursor under the first character to follow the inserted
text.
2. Press INSERT and enter the new text.
3. Press EXECUTE.
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DELETE

1.
2.
3.

Position the cursor under the first character to be deleted.
Press DELETE.
Highlight the text to be deleted, then press EXECUTE.

REPLACE

1.

Position the cursor under the first character to be replaced.

2. Press REPLC and highlight the text to be replaced.
3.
4. Enter the replacement text and press EXECUTE.

Press EXECUTE.

GLOBAL REPLACE

Global Replace allows you to replace all instances of defined text (total)
or some instances (selective).

Total Replace

1.

A o

Position the cursor under the first character to be replaced.
Press SHIFT + REPLC.

Highlight the text to be replaced.

Press EXECUTE and enter the replacement text.

Press EXECUTE.

Press SHIFT + REPLC again.

Selective Replace

1.

2.
3.

Perform steps 1 through 5 in the previous section titled “Total
Replace.”

Press EXECUTE to find the next instance of the defined text.

Press EXECUTE to replace text. Press SRCH if text should not be
replaced but the Replace operation should continue. Repeat steps 2
and 3 until the desired replacements are made.
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OIS AND VS/IIS SUPER GLOBAL REPLACE

Not available on WPS, Super Global Replace allows you to search one
word processing document (the input document) for a particular charac-
ter sequence and to create another document (the output document) in
which the sequence is replaced. For additional information, refer to the
Word Processing Reference Manual.

1.

Using OIS, select Super Global Replace from the Advanced Func-
tions menu and press EXECUTE.

Using VS/IIS, select Super Global Replace from the Utilities menu
and press EXECUTE.

Enter the document ID in the Input Document field and press
RETURN.

Enter a new document ID in the Output Document field and press
RETURN.

Complete the fields of the menu.
Press EXECUTE.

COPYING/MOVING TEXT

ISR o A e

Position the cursor under the first character to be copied/moved.
Press COPY/MOVE.

To retain the format of the copied/moved text, press FORMAT.
Highlight the text to be copied/moved.

Press EXECUTE.

Position the cursor where the copied/moved text is to appear and
press EXECUTE.

SUPER COPYING/SUPER MOVING TEXT

Super Copy/Super Move copies or moves text from one document
(source document) to another document (destination document).

1.

2.
3.

Position the cursor where the text is to appear in the destination
document.

Press SHIFT and COPY/MOVE.
Enter the source document ID.

Position the cursor under the first character to be super copied/
super moved.
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5. Press EXECUTE.
6. To retain the format of the source document, press FORMAT.

7. Highlight the text to be super copied/super moved and press
EXECUTE.

SORTING KEY FIELDS

The Sort function sorts a user-specified key field within a document in
either an ascending or descending alphanumeric sort. For a more
comprehensive discussion, including a list of the format rules to follow,
a table showing the character collating sequence, and a sample sort,
refer to the Word Processing Reference Manual. The following list
provides a brief description of the terms for sorting key fields:

Record — A line or paragraph containing one or more fields and ending
with a return. :

Field — A subset of data within a record that starts before or after a
tab, indent, center, or dec tab symbol.

Key Field — The field whose value determines the position of the
record in the sequence.

Sorting One Field

1. Using WPS, insert the Sort Utility disk in the drive.

2. Position the cursor anywhere in the record’s key field on the first
screen of the file to be sorted.

3. To sort in ascending order, press COMMAND + MERGE. To sort
in descending order, press COMMAND + SHIFT + MERGE.

4. Press EXECUTE.

REQUIRED SPACE

Required Space treats items, such as dates and names, as one word so
that they will be printed on the same line of text.

1. Press COMMAND + the space bar between all characters that are
to remain on the same line.

2. Watch for slash marks to appear on the screen to designate the
required space. When the document is printed, the slash marks will
be replaced with spaces.
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THE WORK PAGE

The Work Page is a page of text reserved for personal notes and infor-
mation. It cannot be printed.

1. To access the Work Page, press GO TO PAGE + W (or w).

2. Enter the desired text.

3. To exit from the Work Page, press GO TO PAGE + any page
number in the document and press EXECUTE.

OPERATOR NOTES

Operator Notes are notes within a document that are always displayed
on the screen but are only printed as an operator option.

1. Press NOTE where the note is to appear.

2. Type the desired text.

3. Press NOTE to end the note.

COLUMN EDIT

Column Edit moves or deletes columns of text without affecting other
text. For a list of the general rules to follow for Column Edit, refer to
the Word Processing Reference Manual.

Column Move

1. Position the cursor under the first or last character or graphic in the
first column to be moved. Spaces, tabs, dec tabs, and indents should
always be included. (Remember that columns cannot be moved from
one document to another or from one page to another.)

Press COMMAND + MOVE.

Position the cursor in the last line of the column to be moved.
Highlight the column to its widest point.

Press EXECUTE.

Position the cursor under the first character position of the column
that will appear, after moving, to the right of the present column,

7. Press EXECUTE.

AN
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Column Delete

1.

A o

Position the cursor under the first or last character or graphic in the
first line of the text of the column that is to be deleted.

Press COMMAND + DELETE.

Position the cursor in the last line of the column to be deleted.
Highlight the column to its widest point.

Press EXECUTE.
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PRINTING

THE PRINTER

Word Processing supports a wide selection of band, daisy, laser and
matrix printers, in order to provide the combination of printer speed
and print quality you require.

THE PRINT DOCUMENT MENU

The Print Document menu communicates to the printer the print
requirements you have for a particular document. The top half of the
menu contains entry fields, and the bottom half contains selection fields.
Refer to the Word Processing Reference Manual for a complete discussion
of each field.

Modifying Print Document Menu Fields

To modify Print Document menu fields, you can press RETURN to
move the cursor forward from field to field in the Print Document
menu; press BACKSPACE to move the cursor backward; or use the
cursor control keys to move the cursor to any location.

PRINTING A DOCUMENT
1. Select Print Document from the Word Processing menu and press
EXECUTE.

2. Enter the document ID.

3. Modify the fields in the Print Document menu and press
EXECUTE.

CANCELING A PRINT REQUEST

1. Select Cancel Print Request from the Special Print Functions menu
and press EXECUTE.
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2.
3.
4,

Enter the document ID and press EXECUTE.
Enter the printer number and press EXECUTE.
Press EXECUTE to verify the document name.

SELECT NEXT PRINTED DOCUMENT

1.

2.
3.
4.

Choose Select Next Printed Document from the Special Print Func-
tions menu and press EXECUTE.

Enter the document ID and press EXECUTE.
Enter the printer number and press EXECUTE.
Press EXECUTE to verify the document ID.

TEMPORARILY STOPPING THE PRINTER

1.

2.
3.

While editing a document, press STOP where the printer is to stop,
and switch to an alternate type style.

Type the text to be printed in the alternate style.

Press STOP to instruct the printer to switch back to the primary
type style.

DUAL-COLUMN PRINTING

Dual-Column printing makes it easier to produce text in two columns.
You can create a dual-column document using one document alone or
two documents together.

Creating Dual-Column Text Using One Document

1.
2.

Create a new document.

Revise a format line for one column of text that will not be too wide
to accommodate another column of text plus the space between
them. Type the column of text, pressing RETURN after each line
item.

Press PAGE.

On subsequent pages, continue to type a column of text, pressing
RETURN after each line item and pressing PAGE to enter a new
page, until your list is complete.

Do not enter a page break at the end of the document. Press
CANCEL and EXECUTE to exit the document.
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Printing Dual-Column Text Using One Document

1.

Select Dual-Column Print from the Special Print Functions menu.

2. Enter the ID of the document created for this purpose.
3.
4. Fill out the Print Document menu as usual. However, enter two left-

Do not enter a secondary document ID. Press EXECUTE.

margin settings: the first is for the left-hand column, and the second
is for the right-hand column.

If it is necessary to type a single-column page within a dual-column
document, press SHIFT + MERGE as the first character on the
page.

Creating Dual-Column Text Using Two Documents

1.

2.
3.

4.

Create a document (the left column of text) with a margin narrow
enough that, when combined with a second column from another
document, it will fit the page size.

Press CANCEL and EXECUTE to exit the document.

Repeat step 1, creating a second document (the right column of
text).

Press CANCEL and EXECUTE to exit the document.

Printing Dual-Column Text Using Two Documents

1.

2.

3.

Select Dual-Column Print from the Special Print Functions menu
and press EXECUTE.

Enter the ID of the left-column document, then enter the ID of the
right-column document.

Complete the Print Document menu, entering the left margin field
in the first three positions and the right margin field in the second
three positions.

MERGE PRINTING ON THE OIS AND VS/IIS

Not available on WPS, Merge Printing allows you to create two separate
documents and print them as one. You can generate such documents as
personalized form letters by combining the primary document, which
contains the standard text, with the secondary document, which contains
the variable information. For a complete discussion of Merge Printing,
refer to the Word Processing Reference Manual.
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Preparing Primary and Secondary Documents for Merging

1.

2.

Prepare the primary document by pressing MERGE at the point of
each variable entry.

Enter punctuation marks, spaces, and returns that precede or follow
the variable information.

Enter the formatting instructions and page breaks for the final
output document.

Prepare the secondary document by entering a Merge symbol after
each variable entry.

Between sets of variables, press SHIFT + MERGE.

Press CANCEL and EXECUTE after the last Merge symbol. Do
not press RETURN after the last line.

Printing Merged Documents

1.

“A BN

Select Merge Print from the Special Print Functions menu and press
EXECUTE.

Enter the primary document ID and press EXECUTE.
Enter the secondary document ID and press EXECUTE.
Modify the fields in the Print Document menu.

Press EXECUTE to print the two documents as one.

Printing Envelopes

You may use the secondary document of variables to print individual
envelopes.

1.

2.

In the secondary document, press MERGE before each variable
entry that you want to print on the envelope.

Before each entry that you do not want to print on the envelope,
press SHIFT + MERGE + MERGE.

OIS AND VS/IIS DOCUMENT MERGE

The OIS Advanced Functions menu and the VS/IIS Utilities menu allow
you to merge primary and secondary documents for viewing on the
screen before producing the final, printed copy.
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Merging Primary and Secondary Documents Before
Printing on OIS

Select Document Merge from the Advanced Functions menu and
press EXECUTE.

Enter the primary and secondary document IDs and press
EXECUTE.

If one set of variables will be merged, select First Set of Merge Vari-
ables. If all the variables will be merged, select Total Merge of Docu-
ments.

Press RETURN and enter the ID of the document to be created, or
enter the word next* (* represents your library letter) to use the
next available ID in that library.

Press EXECUTE to begin Document Merge.

When the process is complete, press EXECUTE to rerun the func-
tion, or press CANCEL to return to the Advanced Functions menu.

Merging Primary and Secondary Documents Before
Printing on VS/IIS

1.

2.

Select Document Filing and Conversion from the VS/IIS Utilities
menu and press PF15.

Enter the primary document ID in the Document field and press
TAB.

Enter the volume name where the document resides and press
RETURN.

Enter the secondary document ID in the Document field and press
TAB.

Enter the volume name where the document resides and press
RETURN.

Enter the ID of the document that will contain the merged informa-
tion, or type the word next* (* represents your library letter) to use
the next available document ID in that library. Press TAB.

Enter the name of the volume where the output document will
reside.

Press ENTER.
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DOCUMENT FILING

MOUNTING AND DISMOUNTING DISKETTES ON THE OIS
AND VS/IIS

Before performing diskette operations, the diskette must be mounted
(physically inserted) into the archiving workstation or central archive
drive. These instructions do not apply to WPS.

Mounting Diskettes in the Central Archive Drive

1. At the Word Processing menu, press COMMAND + the
Superscript/Subscript key (unshifted).

2. Insert the diskette in the drive. Press EXECUTE.

Mounting Diskettes in an Archiving Workstation

1. Select Document Filing from the Word Processing menu.
2. Select the filing operation you want to perform.
3. At the prompt, insert the diskette and press EXECUTE.

Dismounting Diskettes

1. At the Word Processing menu, press COMMAND + the
Superscript/Subscript key (unshifted).

2. Remove the diskette from the drive.

PREPARING DISKETTES

Before storing documents on a new archive diskette, the diskette must
be prepared (assigned a diskette ID and formatted).

1. Select Prepare New Archive Diskette from the Document Filing
menu.

2. Mount the diskette and press EXECUTE.
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3. Type X and press EXECUTE. Press EXECUTE to confirm the

4,

diskette ID. Press CANCEL when complete.
Dismount the diskette.

FILING OPERATIONS

Filing puts the document onto an archive diskette and removes it from
the system disk; copying stores the document on the archive diskette
and leaves it on the system disk. To access all filing operations, select
Document Filing from the Word Processing menu and press
EXECUTE.

Filing a Single Document

1.
2.
3.
4.

Select Single in the Filing Methods column and press EXECUTE.
Enter the document ID and press EXECUTE.

Press EXECUTE.

Mount the diskette and press EXECUTE twice.

Filing Multiple Documents

1.
2.

Select Multiple in the Filing Methods column and press EXECUTE.

To select documents that are to be filed on OIS and VS/IIS, press
INSERT. To deselect documents that are not to be filed, press
DELETE. Up to 50 documents may be filed on these systems.

To select documents to be filed on WPS, press RETURN. To deselect
documents, press DELETE. Up to 34 documents may be filed on
this system.

After all documents have been chosen, press EXECUTE.
Press EXECUTE.

Press EXECUTE to confirm correct document ID of first document
to be filed.

Mount the disk and press EXECUTE.
Press EXECUTE.
Press CANCEL when processing is completed.
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Filing a Range of Documents
The Filing a Range of Documents function is for WPS only.

1.

Select Range in the Filing Methods column.

2. Enter the starting document ID and press EXECUTE.
3.
4. Mount the diskette and press EXECUTE.

Enter the number of documents to be filed and press EXECUTE.

DOCUMENT INDEX

Document Index displays a list of documents on an archive disk, on the
system disk, in a library, or queued to a printer. Refer to the Word
Processing Reference Manual for a discussion of which of these lists can
be printed.

Displaying an Index of Documents in a Library on OIS and
VS/IIS

On WPS, you select System disk from the Document Index selection
screen, rather than a particular library.

1.

2.
3.
4,

5.

Select Document Index from the Word Processing menu and press
EXECUTE.

Enter the library letter and press RETURN.
Make a selection in the Which Ones column.

If By Author or By Operator was chosen, go to step 5; if not, press
EXECUTE to complete the operation.

Press RETURN, enter the author/operator name, and press
EXECUTE.

Displaying an Index of Documents on an Archive Diskette

1.

Select Document Index from the Word Processing menu and press
EXECUTE.

Select Archive Diskette in the Location column and press
EXECUTE.

Press EXECUTE to verify the diskette ID.
Press EXECUTE to display all documents on the diskette.
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Displaying an Index of Documents Waiting To Be Printed

1.

2.

Select Document Index from the Word Processing menu and press
EXECUTE.

Select Printers in the Location column and press EXECUTE.

Printing a Document Index

1.

w

Select Special Print Functions from the Word Processing menu and
press EXECUTE.

Select Print Index and press EXECUTE.
After documents are listed, press EXECUTE.

Revise the Print Document menu (if needed) and press EXECUTE.

On WPS, after printing a Document Index for an archive diskette,
select Cancel Index Printout from the Special Print Functions menu,
and press EXECUTE.

36 DOCUMENT FILING

1 1 1 1

]



SECURITY MEASURES

DOCUMENT SECURITY
For Document Security on OIS and VS/IIS, you can either

e Attach a password to an individual document while in the document
e Attach a password to a workstation to limit access to any documents
you create during that word processing session

On WPS, you can only attach a password to a workstation.

Creating and Attaching a Password to a Workstation

1. While at the Word Processing menu, press COMMAND.
2. Type an asterisk (*), then press EXECUTE.

3. Type the password (six characters or less).
4

. If the password has less than six characters, press EXECUTE; if it
has six characters, the attachment is automatic.

Creating and Attaching a Password Within a Document
You cannot create or attach a password on WPS.

1. While editing the document, press COMMAND.
2. Type an ampersand (&), type the password, and press EXECUTE.

Removing a Password From a Workstation

You can remove a password from a workstation by returning to the
DOS menu, selecting Utilities or Advanced Functions from the Word
Processing menu, turning the workstation off, or performing the next
steps:

1. Press COMMAND.
2. Type an asterisk, then press EXECUTE.
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Accessing a Password-Protected Document
1. From the Word Processing menu, select the operation you want to
perform.

2. Enter the document ID. At the prompt, “Password Protected,” press
COMMAND. Type an asterisk (*), enter the password, and press
EXECUTE.

Changing a Password

1. While editing a document, press COMMAND.
2. At the prompt, press the Ampersand (&) key.
3. Enter the new password and press EXECUTE.

Deleting a Password
You cannot delete a password on WPS.

1. While editing a document, press COMMAND.
2. At the prompt, press the Ampersand key.

3. At the prompt, “Enter Password,” press EXECUTE (thus entering a
blank password).

OIS AND VS/IIS SECURITY DOCUMENT ERASE

Security Document Erase overwrites a document with zeros so that it is
both deleted and erased.

Erasing a Document on OIS

1. Select Utilities from the Word Processing menu.
2. Select Security Erase and press EXECUTE.
Enter the document ID and press EXECUTE.
To initiate the erasing process, press EXECUTE.

To erase another document, enter the ID number and press
EXECUTE.

6. To return to the Utilities menu, press CANCEL.

wok W

38 SECURITY MEASURES

1 1 1 1

|



Erasing a Document on VS/IIS
1. Press PF4 (Delete Single Document) from the Document Filing and
Conversion menu.

2. In the Document field, type the document ID to be erased and
press EXECUTE.

3. Type Yes for Security Erase to erase the document.
4. When all the fields are completed, press ENTER to begin deletion.
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ADDITIONAL FUNCTIONS

FOOTNOTING/REPAGINATION ON OIS

Footnoting/Repagination automatically positions footnotes either directly
above the bottom margin of a page or at the end of a document. It
automatically numbers your footnotes and, if the footnotes are added to
the bottom of the pages, automatically repaginates the document. You
should refer to the complete discussion of Footnoting/Repagination in
the Word Processing Reference Manual to use the function correctly. The
function is not available on WPS and VS/IIS.

REPAGINATION

Repagination automatically numbers or renumbers pages of an existing
document and, like the Footnoting/Repagination function, processes a
source document and produces an output document. It may be used
independently of the Footnote function if the source document contains
no footnotes. Refer to the Word Processing Reference Manual for a more
complete discussion.

1. Select Footnoting/Repagination from the Advanced Functions menu.

2. Select Repagination and press EXECUTE.

3. Enter the source document ID. Press RETURN. Enter the Output
Document ID.

4. Make your selections from the Repagination Selection screen. Press
EXECUTE.

Display Log

The operations performed by the Footnoting/Repagination function are
kept in a log for each workstation. You can keep this log indefinitely, or
delete it at will.
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Displaying the Log
1. Select Footnoting/Repagination from the Advanced Functions menu
and press EXECUTE.
2. Select Display Log and press EXECUTE.

The log is displayed with the following symbols:

-F— indicates that Footnote/Repagination was performed
-R— indicates that Repagination only was performed
-E — indicates an error in the output document

3. Press CANCEL to exit from the log.

4. Press EXECUTE or CANCEL to accept the default, N, or enter Y
to delete the log.

Display Instructions
The Display Instructions function displays a brief summary of the rules
and options available with the Footnoting/Repagination functions.
1. Select Footnoting/Repagination from the Advanced Functions menu
and press EXECUTE.
2. Select Display Instructions and press EXECUTE.

3. Press PREV SCRN and NEXT SCRN to scroll through the instruc-
tions.

4. Press CANCEL when finished.

Footnote Separation Picture

The Footnote Separation Picture function allows you to override the
standard format used to place footnotes at the end of a page in the
output document. It provides you with a maximum of five lines to enter
text, underscores, notes, blank lines, etc. Refer to the Word Processing
Reference Manual for an example of a Footnote Separation Picture.
Access the source document.

Press GO TO PAGE + W.

Press INSERT and NOTE.

Press the Asterisk (*) key.

Enter the desired information, press the asterisk key and NOTE.
Press EXECUTE.
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Repagination Processing Commands

The Repagination Processing Commands function allows you to override
the minimum and maximum lines per page specified in the Repagina-
tion Selection screen. It forces a page break at a specified place in the
output document,

1. Access the source document.

2. Press CENTER + PAGE at the place in the source document
where you want a page break to occur.

CALCULATOR

Not available on WPS, the Calculator function allows you to perform
many of the operations of a hand-held or office calculator. Accurate to
a maximum of 13 digits, Calculator will perform powers and roots of
numbers and also produce an output WP document containing specific

calculations.

1. Using OIS, select Calculator from the Advanced Functions menu and
press EXECUTE.
Using VS/IIS, select Calculator from the Utilities menu and press
EXECUTE.

2. Enter numbers after the plus (+.) sign at the left of the screen.
Perform the appropriate calculations and then press CANCEL.

4. If no calculations are to be saved in an output document, press
CANCEL.

5. To save the calculations, enter the ID of the document to be created
or enter the word next* (* represents your library letter).

6. Press EXECUTE.

7. Press EXECUTE to rerun the function, or press CANCEL to return
to the Advanced Functions or the Utilities menu.

w

INDEX GENERATOR FOR OIS AND VS/IIS

Not available on WPS or VS/IIS Workstation 2246C, the Index Gener-
ator function automatically searches a document for all occurrences of
designated keywords to create an index for a WP document. On VS/IIS,
a 48K or 64K workstation is required.
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Preparing the Input Document

1.
2.
3.

©

Select Edit from the Word Processing menu.
Press GO TO PAGE + W (or w).

Press INSERT and enter the keywords in a column on one page,
pressing RETURN after each keyword.

To sort alphabetically, type all keywords in either all uppercase or
lowercase letters.

Press EXECUTE after entering all keywords.

Sort the keywords, if desired.

After sorting the keywords, press CANCEL to exit the document
and select Advanced Functions (if you are using OIS) or Utilities (if
you are using VS/IIS) from the Word Processing menu.

Generating an Index

1.

Using OIS, select Index Generator from the Advanced Functions
menu and press EXECUTE.

Using VS/IIS, select Index Generator from the Utilities menu and
press EXECUTE.

Enter the document ID and press EXECUTE.

To edit a keyword, return to the Word Processing menu and edit the
document’s work page.

If all the keywords are correct, press EXECUTE.

Press EXECUTE to rerun the function. Press CANCEL to return to
the Advanced Functions menu or the Utilities menu.

OIS MAILBOX

Mailbox allows you to send a document or message of up to 240 charac-
ters to one or more mailboxes (workstations).

Sending a Message

1.

Select Mailbox from the Advanced Functions menu and press
EXECUTE.

2. Select Leave Mail and press EXECUTE.

3.

Enter the identification of the sender in the “Message from:” field.
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Select Create Message or Send WP Document As Mail and press
EXECUTE.

Enter the message on the lines. (To send a document, go to step 6.)

When sending a document, enter the ID of the document to be sent
(less than three pages), and press EXECUTE.

To select a mailbox, use the space bar and press INSERT to place an
acceptance block beside it.

To deselect a mailbox, place the cursor under the acceptance block
for that number and press DELETE.

When all mailboxes have been selected, press EXECUTE to send
the message.

Reading a Message

1.

Select Mailbox from the Advanced Functions menu and press
EXECUTE.

Press EXECUTE.

To read mail in another mailbox, strike over the unit number and
press EXECUTE; otherwise, simply press EXECUTE.

Enter the desired message number and press EXECUTE.

To delete a message from the mailbox, position the cursor in front of
the message number and press INSERT.

To cancel the message selection, position the cursor under the accep-
tance block and press DELETE.

After selecting the messages to be deleted, press EXECUTE.
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UTILITIES

OIS ATTACH TO SYSTEM

The Attach to System utility allows you to attach to other systems in a
WISE (Wang Inter-System Exchange) network.

1.

2.

3.

Select Attach to System from the Word Processing Utilities menu
and press EXECUTE.

Enter the name of the system to which you want to attach and press
EXECUTE.

To reattach to your own system, select Attach to System and press
EXECUTE twice.

CLEAR IN USE CONDITION

Not available on WPS, the Clear in Use Condition utility allows you to
clarify the circumstances of the “In Use” message you receive when
being denied access to a document and — where possible — to clear it.

1.

2.

Select Clear In Use Condition from the Word Processing Utilities
menu and press EXECUTE.

Enter the ID of the document you wish to access and press
EXECUTE.

The system clears the in-use condition unless the document is being
accessed from another workstation.

Choose the situation that applies to you:
— If the document is being used or “in use” and needs clearing,

1) Press CANCEL if there is a possibility the document is
queued to print or to telecommunications.

2) Remove the document from the print queue with the Control
Functions Queue Control option, and rerun Clear In Use if
necessary.

3) Press EXECUTE to “clear.”
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~ If the document is being edited or is queued to print as a regular
document, or if the document is not in use and the message “Docu-
ment is not In Use” appears, press CANCEL to return to the
Word Processing Utilities menu.

VS/IIS DOCUMENT INDEX

The VS/IIS Document Index utility generates information about docu-
ments on the system in order to produce document management reports.
Information generated includes title, author, operator, comments, page
count, work time, keystrokes, and disk space allocation. You have the
following options for indexing documents:

PF1 — All Document Libraries
PF2 — All Libraries on a Volume
PF3 — Selected Libraries

PF4 — Single Library

PF5 — Single Document

You have the following options for producing reports:

SELECT — Determines whether to print information for all documents
or selected ones only.

SORT — Specifies the fields for sorting the document summary infor-
mation.

LINES — Specifies the number of lines for each page of the report.

REPORT — Chooses the type of report to be printed: DETAIL,
SUMMARY, or BRIEF.

Report for All Document Libraries

1. Select Document Index from the Word Processing Utilities menu.
Press PF1 from the Document Library Summary menu.

Enter Yes or No in the Select field. Press TAB.

Enter Yes or No in the Sort field. Press TAB.

Enter a number in the Lines field. Press TAB.

Make your selection in the Report field. Press ENTER to continue.

If you selected Yes for the Select/Sort fields, fill in the criteria on
those screens and press ENTER.

NS Wne LD
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10.
11.

Press PF14 to display the report; use the PF keys listed at the top of
the screen to view the report.

To print the report, press PF15 while displaying the report. Press
ENTER.

Press PF16 to return to the Document Index main menu.
Press PF16 to return to the Word Processing Utilities menu.

Report for All Libraries on a Volume

1.

O N kAL

10.

11.

Select Document Index from the Word Processing Utilities menu.
Press PF2 from the Document Filing and Conversion menu.
Type the volume name and press ENTER.

Enter Yes or No in the Select field. Press TAB.

Enter Yes or No in the Sort field. Press TAB.

Enter a number in the Lines field. Press TAB.

Make your selection in the Report field. Press ENTER.

If you selected Yes for the Select/Sort fields, fill in the criteria on
those screens and press ENTER.

Press PF14 to display the report; use the PF keys listed at the top of
the screen to view the report.

To print the report, press PF15 while displaying the report. Press
ENTER.

Press PF16 to return to the Document Index main menu. Press
PF16 again to return to the Word Processing Utilities menu.

Report for Selected Libraries

1.
2.
3.

NS

Select Document Index from the Word Processing Utilities menu.
Press PF3 from the Document Library Summary menu.

Type the library letter in the Library field. To include the Glossary
library, press the TAB key and type Yes in the Glossary field. Press
ENTER.

Enter Yes or No in the Select field. Press TAB.

Enter Yes or No in the Sort field. Press TAB.

Enter a number in the Lines field. Press TAB.

Make your selection in the Report field. Press ENTER.
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8. If you selected Yes for the Select/Sort fields, fill in the criteria on
those screens and press ENTER.

9. Press PF14 to display the report.

10. To print the report, press PF15 while displaying the report. Press
ENTER.

11. Press PF16 to return to the Document Index main menu; press
PF16 again to return to the Word Processing Utilities menu.

Report for Single Library

1. Select Document Index from the Word Processing main menu.
Press PF4 from the Document Library Summary menu.

Type the library letter in the Library field. Press ENTER.
Enter Yes or No in the Select field. Press TAB.

Enter Yes or No in the Sort field. Press TAB.

Enter a number in the Lines field. Press TAB.

Make your selection in the Report field and press ENTER.

Press PF14 to display the report; use the PF keys at the top of the
screen to view the report.

9. To print the report, press PF15 while displaying the report. Press
ENTER to print.

10. Press PF16 to return to the Document Index main menu. Press
PF16 again to return to the Word Processing Utilities menu.

® NV A BN

Report for Single Document

1. Select Document Index from the Word Processing Utilities menu.
2. Press PF5 from the Document Library Summary menu.

3. Type the document ID in the Document field. Press the TAB key to
enter a different volume name, if necessary. Press ENTER.

4. Press PF14 to display the report; use the PF keys at the top of the
screen to view the report.

5. To print the report, press PF15 while displaying the report. Press
ENTER to print the report.

6. Press PF16 to return to the Document Index main menu. Press
PF16 again to return to the Word Processing Utilities menu.
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VS/IIS DOCUMENT FILING AND CONVERSION
The VS/IIS Document Filing and Conversion utility allows you to

¢ Copy, delete, rename, and reorganize WP documents and/or libraries
e Convert WP documents to VS files

e Convert VS files to WP documents

¢ Merge information from two WP documents into a third one

Copy Single Document

1.
2.

3.

Press PF1 from the Document Filing and Conversion menu.

Type the ID of the document to be copied. Type over the preset
library letter to specify a different library. Press TAB.

Type the volume name where the document resides unless it is the
volume listed in the Library Catalog. Press ENTER.

Type the ID of the document to be created, or the word next*
(* represents your library letter). Press TAB.

Type the name of the volume where the output document library
resides unless it is the volume listed in the Library Catalog. Press
ENTER.

Copy Document Library

. Press PF3 from the Document Filing and Conversion main menu.

Type the name of the library to be copied in the Library field if it is
different than the default library. Press TAB.

Type the name of the volume where the library resides unless it is
the volume listed in the Library Catalog. Press ENTER.

Type the letter of the library to be created or the library in which
the duplicate information is to be merged. Press TAB.

Type the name of the volume where the library resides unless it is
the volume listed in the Library Catalog. Press TAB.

Select Yes or No (the default), depending on whether you wish to
resequence the documents in the output library.

Type the document ID number you wish to assign to the first docu-
ment. Press TAB.
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8.

10.

Select Prompt (the default), Nocopy, or Delete in the Dupfiles field
in case the system discovers duplicate files when it copies documents
from one library and merges them into another existing library. Press
ENTER.

If you entered the word, Prompt, in the Dupfiles field, the worksta-
tion displays the Document Conflict Resolution screen each time the
system encounters a duplicate ID number. Choose from the four
options for resolving the conflict: N, D, R, C.

If you select option R or C, fill in the new document ID in the
NEWDOCID field and press ENTER.

Delete Single Document

1.
2.

Press PF4 from the Document Filing and Conversion main menu,

Type the ID of the document to be deleted in the Document field.
Type the library letter if it is different than the workstation’s
default. Press TAB.

Type the name of the volume where the document resides unless it
is the volume listed in the Library Catalog. Press TAB.

Type Yes to use Security Erase on this document (the default is
No). Press ENTER.

Delete Document Library

. Press PF6 from the Document Filing and Conversion main menu.

Type the letter of the library to be deleted if it is different than the
workstation default (type a space to delete the Glossary library).
Press TAB.

Type the name of the volume where the library resides unless it is
the volume listed in the Library Catalog. Press TAB.

Type Yes to use Security Erase on this document (the default is
No). Press ENTER.

Rename Single Document

. Press PF7 from the Document Filing and Conversion main menu.

Type the ID of the document to be renamed. Type over the library
letter if it is different than the workstation default. Press TAB.

Type the name of the volume where the document resides unless it
is the volume listed in the Library Catalog. Press ENTER.
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4.

5.

Type the new document ID and library indicator in the Document
field. Press TAB.

Type the name of the volume where the renamed document will
reside unless it is the volume listed in the Library Catalog. Press
ENTER.

Rename Document Library

Press PF9 from the Document Filing and Conversion main menu.

Type the letter of the library to be renamed if it is different than
the workstation default. (To rename the Glossary library, press the
space bar once.) Press TAB.

Type the name of the volume where the library resides unless it is
the volume listed in the Library Catalog. Press ENTER.

Type the new library letter in the Library field. Press TAB. Type the
volume name for the output library unless it is the volume listed in
the Library Catalog. Press TAB.

To renumber the library, type Yes in the Renumber field. Press
TAB.

Type the first document ID number for the renamed library in the
Document field. Press TAB.

If the new library already exists, the Dupfiles field gives the options,
Prompt, Nocopy, and Delete, for handling duplicated document IDs.
Press ENTER.

Reorganize Single Document

The Reorganize Single Document utility eliminates unused disk space
that accumulates in a document during editing.

1.
2.

Press PF10 from the Document Filing and Conversion main menu.

Type the ID of the document to be reorganized. Type over the
library letter if it is different than the workstation default. Press
TAB.

Type the name of the volume where the document resides unless it
is the volume listed in the Library Catalog. Press ENTER.
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Reorganize Document Library

The Reorganize Document Library utility eliminates unused disk space
within documents in a library and also lets you resequence the docu-
ment IDs.

1.
2.

3.

4,

5.

Press PF12 from the Document Filing and Conversion main menu.

Type over the letter of the library to be reorganized if it is different
than the workstation default. Press TAB.

Type the name of the volume where the library resides unless it is
the volume listed in the Library Catalog. Press TAB.

If the documents in the library are to be renumbered, type YES in
the Renumber field. Press TAB.

Type the document ID you want to assign to the first document in
the library. Press ENTER.

Convert Document to VS File

8.

. Press PF13 from the Document Filing and Conversion main menu.

Type the ID of the document to be converted in the Document
field. Type over the library letter if it is different than the worksta-
tion default. Press TAB.

Type the name of the volume where the document resides unless it
is the volume listed in the Library Catalog. Press ENTER.

Type the name of the new data file to be converted from the docu-
ment in the File field. Press TAB.

Type the name of the VS library where the file will be stored. Press
TAB.

Type the name of the volume where the library resides in the
Volume field. Press TAB.

Select the type of file the document will be converted to in the
Conversion Type field. The options are DATA, PRINT, SOURCE,
and TC. Press ENTER.

Fill in the Print File Options screen. Press ENTER.

Convert VS File To Document

1.
2.

Press PF14 from the Document Filing and Conversion main menu.

Type the name of the file to be converted in the File field. Press
TAB.
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3. Type the name of the library where the VS file is stored. Press TAB.

4. Type the name of the volume where the VS library is stored unless
it is the system volume. Press ENTER.

5. Type the ID of the document you are creating in the Document
field. Press TAB.

6. Type the name of the volume where the library is stored unless it is
the volume listed in the Library Catalog. Press TAB.

7. The next four fields define the information that will appear on the
Document Summary page of the new WP document. Fill in those
fields, pressing TAB to move from one field to another.

8. Press TAB. The Tabs field is preset at Yes.

— If the document does not contain any tabs, change the value to No.
This field does not appear on the screen when the system is
converting a TC file to a document.

— If you want to convert a VS Source or Image file, fill in the Type
field. When converting a Source file, type the number of lines
that should appear on each page of the new document. When
converting an Image file, skip the Tabs and Lines Per Page fields.

9. Press ENTER.

Document Merge

The procedures for performing Document Merge on the VS are
outlined in the Word Processing Reference Manual. The utility allows you
to view a merged document on the screen before printing.

OIS AND VS/IIS DOCUMENT COMPARE

The OIS and VS/IIS Document Compare utility compares two docu-
ments character for character.

1. Select Document Compare from the Word Processing Utilities menu
and press EXECUTE.

2. Enter the ID of one of the documents to compare and press
RETURN.

3. Enter the page range that you want compared.

4. Enter the ID of the document to which the first document is to be
compared and press RETURN.

5. Enter the page range that you want compared.
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6. Press EXECUTE. As the system stops and highlights the differences
between the characters, press EXECUTE to find the next differ-
ence.

DUPLICATING DISKETTES ON OIS AND VS/IIS

Not available on WPS, the Duplicate Diskette utility on the OIS and
VS/IIS makes an exact copy of the contents and ID number of an
archive diskette.

Duplicating a Diskette on OIS

1. Select Utilities from the Word Processing menu.
Select Duplicate Diskette from the Utilities menu.
Press EXECUTE and enter the number of copies.

To avoid verifying the duplication, press RETURN and use the
space bar to choose No.

Press EXECUTE.
Put the diskette into the drive and press EXECUTE.
Put the new diskette into the drive and press EXECUTE.

Remove the diskette from the drive. To make another copy of the
original disk, place another diskette into the drive and press
EXECUTE.

> wn
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Duplicating a Diskette on VS/IIS
To use the central archive drive, access Duplicate Diskette from a
2246C or 2256C workstation.
L. Select Duplicate Diskette from the Utilities menu and press
EXECUTE.
2. Press EXECUTE to begin duplication.

3. When the reading process is complete, press EXECUTE to make a
copy or CANCEL to copy another diskette.

4. Place the diskette onto which that information will be copied into
the drive and press EXECUTE.

5. If another copy is needed, press EXECUTE; if no more copies are
needed, press CANCEL.

6. Remove the diskette, following the appropriate dismounting
procedures.
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LIBRARY CATALOG

Not available on WPS, the Library Catalog utility displays a map of
libraries and the volumes on which they reside.

1.
2.

Select Library Catalog from the Utilities menu.

Position the cursor next to the desired library letter by pressing the
space bar or the appropriate letter, then press EXECUTE.

MAKE PARAGRAPH FILE

Not available on WPS, the Make Paragraph File utility allows you to
take blocks of text you use repeatedly and recall them into other WP
documents with only a single command. Refer to the Word Processing
Reference Manual for a complete discussion of the stipulations for
naming paragraph files.

Making a Paragraph File

1.
2.

3.

4,

5.

6.

Create a document to convert into paragraph files.

Select Make Paragraph File from the Word Processing Utilities
menu and press EXECUTE.

Enter the ID of the desired Input Document. Enter the page
number on which the conversion from document text to paragraph
file is to begin. Press RETURN.

Enter the total number of pages to be converted.

Enter the paragraph file name in the Paragraph File Name field and
press RETURN.

Press EXECUTE to run the function.

Recalling a Paragraph File

1.

2.

If you are currently in Autoscore mode, cancel out before recalling a
paragraph file.
In the WP document, position the cursor where the paragraph file is
to be entered.

Press COMMAND. Press SHIFT + $. Enter the name of the para-
graph file you wish to recall and then press EXECUTE.
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OIS NETWORK PRINT

Available only on OIS, the Network Print utility allows you to move and
delete documents in the print queue. You can also queue a document to
print on another system within a WISE (Wang Inter-System Exchange)
network or to print a document on your own system with the Soft
Justify option.

Altering the Print Queue

1.

2.
3.

Select Network Print from the Word Processing Utilities menu and
press EXECUTE.

Select Alter Queue and press RETURN.

Enter a printer unit number in the Queue Name field, or leave the
field blank (to view a list of all the print and telecommunication
queues). Press RETURN and enter the system name to alter a
queue on another system.

Press EXECUTE.

Press RETURN and move the cursor to the entry that you want to
move or delete.

Press INSERT to select the entry that you want to move or delete.

Press RETURN and select either Move Entry or Delete Entry. Press
EXECUTE.

To delete an entry, press EXECUTE again.
To move an entry, enter the new printer unit number in the New

Queue field; and, if you are moving to another system, press
RETURN and enter the system name. Press EXECUTE.

Printing Documents Through WISE

1.

Select Network Print from the Word Processing Ultilities menu and
press EXECUTE.

Select Submit Job and press RETURN.
Enter the printer unit number and press RETURN.

Enter the name of the system on which the printer resides if it is
different than the system to which you are attached, and press
EXECUTE.

Select Document on the Submit Request screen and press
RETURN.
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6.

8.

Enter the unit number of the workstation to be notified when the
print job is completed and press RETURN. Enter the name of the
system on which that workstation resides if it is different than the
system to which you are attached, and press EXECUTE.

Enter the ID of the document you want to print and press
RETURN. Enter the name of the system on which that document
resides and press EXECUTE.

Complete the Print menu as desired and press EXECUTE.

RECOVER ARCHIVE DISKETTE ON OIS AND VS/IIS

Not available on WPS, the Recover Diskette utility retrieves documents
from damaged archive diskettes. Do NOT attempt to use the utility on
VS/IIS Archiving Workstations 2266C and 2276C.

1.

“nokh v

Using OIS, select Recover Document from the Utilities menu and
press EXECUTE. Select Archive Disk and press EXECUTE.

Using VS/IIS, select Recover Diskette from the Utilities menu.
Make a selection and press RETURN.

Make another selection and press RETURN.

Place the archive diskette into the drive and press EXECUTE.

To change the ID number of a damaged diskette, strike over the ID
and press EXECUTE after the prompt appears.

SINGLE ID — Type the ID number of the document to be
retrieved and press EXECUTE.

MULTIPLE IDs — Space down to the desired document IDs and
press INSERT, then press EXECUTE.

To cancel the choice, delete the acceptance block by pressing
DELETE.

After selecting all documents, press EXECUTE.

OIS AND VS/IIS SET WORKSTATION MODE

The Set Workstation Mode utility allows you to set the workstation’s
video display, clicker volume, and beeper volume. Not available on WPS,
you must have a 5300 series workstation to set the video display and a
4200 (excluding a 4250), 6300, or 5300 series workstation to set the
clicker and beeper volumes.
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OIS Set Workstation Mode

1.

2.

3.

4.

Select Set Workstation Mode from the Word Processing Utilities
menu and press EXECUTE.

Select either White on Black or Black on White and press
RETURN.

Using the space bar, select the volume you want to assign to the
beeper. The beeper sounds each time you press the space bar so
that you can hear the volume you want.

Press EXECUTE.

VS/IIS Set Workstation Mode

1.

2.

On a VS 4200 series workstation Logon screen, press the 2nd key +
FORMAT.

Use the East and West cursor control keys to move within the three
icons that are displayed in a green bar at the bottom of the screen.
Use the North and South cursor control keys to select the volume
you want to assign the beeper.

Use the East arrow to move to the Clicker field. Use the North and
South cursor control keys to set the volume.

Press EXECUTE to accept the desired sound level.

Press PF16 or HELP to remove the green bar once the settings are
made.

SORT DOCUMENT

Optional on WPS, the Sort utility resequences lists of information from
separate documents into ascending or descending order. For a descrip-
tion of the entry fields and the functions and limitations of each menu,
refer to the Word Processing Reference Manual.

Combining and Sorting Muitiple Documents

1.

Select Sort Document from the Utilities menu and press
EXECUTE. The Specify Source Document menu appears.

Complete the menu.

To include another document in the sort, press NEXT SCRN after
filling in the menu.

Enter the next document ID and continue pressing NEXT SCRN
until all information for the documents has been entered. Press
EXECUTE.
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5. Fill in the menu fields as needed and press EXECUTE.

6. To specify a second priority Sort field, press NEXT SCRN. Repeat
this step as needed.

7. Enter the column number of the secondary field and press
EXECUTE.

8. Complete this menu, entering the library letter in which the result
document will be placed, then press RETURN.

9. Press EXECUTE.

Adding a Document to the Source Document List
1. While the Specify Source Document screen displays the document
ID that will follow the new source document, press MOVE.
2. Enter the ID of the source document to be added.

3. Specify the page range, if it is less than the entire document. Press
EXECUTE.

Removing a Document From the Source Document List
1. Place the cursor under the document number to be removed from
the list of source documents in the Specify Source Document menu.
2. Press DELETE five times.
3. Press RETURN.

Changing Columns to Sort

1. From the Specify in Priority Order menu, use PREV SCRN to
locate the menu with the correct priority number.

If the new entry is the second priority, place the cursor within the
Specify Columns To Sort menu on the column number.

2. Press MOVE.
3. Type the new column number and other specifications.

Removing Columns

1. From the Specify in Priority Order menu, place the cursor on the
column number to be deleted.

2. Press DELETE until the number field is blank.
3. Press RETURN.
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OIS TYPEWRITER

Available on OIS only, the OIS Typewriter utility requires that you have
a character printer (Daisy) located close to the workstation you are
using. (Available printers supported are 6581W, DW/05-20, 6581WC,
DW/05-55, and OIS/PTR-20 printers. Not supported are the PMO015 and
the new 60-cps Daisy.) Refer to the Word Processing Reference Manual
for a discussion of Shadow mode and Typing mode used with the Type-
writer feature, as well as an explanation of the Typewriter screen.

1.

2.

10.

Select Typewriter from the Word Processing Utilities menu and
press EXECUTE.

Enter the printer number of your character printer in the Printer
field and press RETURN.

If your printer does not have a twin sheet feeder, insert a piece of
paper, and make sure that the printer is selected.

Select either Shadow mode or Typing mode. Press RETURN.
Enter the pitch of the print wheel that is in the printer and press
EXECUTE.

Enter the desired lines per inch and press RETURN.
Enter the paper width and press RETURN.

Enter the paper length and press RETURN.

Enter the character set of the character printer and press
EXECUTE to display the Typewriter screen.

Press SHIFT + the cursor control keys to position the print head
for fine alignment horizontally and vertically.

Press SHIFT + FORMAT to set the tab stops and the right margin
in the format line. Set the left margin in the format line by pressing
INDENT at the desired position. Press EXECUTE.

Type in the text, pressing RETURN to end each line, and move the
print head to the left margin. The print head prints the text if you
selected Typing mode; if you selected Shadow mode, the text begins
to print once you have started typing the next line of text.

OIS WANGWRITER DOCUMENT CONVERSION

Available only on OIS, the Wangwriter Document Conversion utility
requires a mini-archiving workstation — not a 4250 or a PC in emula-
tion. You cannot manipulate Wangwriter documents from an OIS 40,
50, or 60 central archive drive.
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Retrieving Wangwriter Documents From Diskettes

1.
2.

3.
4.

5.

Place the Wangwriter diskette into the drive.

Select Wangwriter Document Conversion from the Word Processing
Utilities menu and press EXECUTE.

Select Retrieve From Diskette and press EXECUTE.

Enter the name of the document that you want to retrieve and press
RETURN.

Enter the Library ID in which the document you are retrieving is to
be placed and press EXECUTE.

Copying a Document to a Wangwriter Diskette

1.
2.

3.

Place the Wangwriter diskette into the drive.

Select Wangwriter Document Conversion from the Word Processing
Utilities menu and press EXECUTE.

Select Copy to Wangwriter Diskette and press EXECUTE.

Enter the ID of the document you want to copy and press
RETURN.

Enter the Wangwriter document ID that you want to assign to the
document. If you do not want to copy the entire document, press
RETURN and enter the page range to be copied.

Press EXECUTE.

OIS PC DOCUMENT CONVERSION UTILITIES

The OIS PC Document Conversion utility retrieves Wang PC documents
and files onto OIS systems and copies OIS documents and files to PC
diskettes. It is available on OIS systems 40, 50, 60, and 70 or on systems
that have a mini-archiving workstation — a 4250 or a PC in emulation.
Refer to the Word Processing Reference Manual for file name guidelines
when transferring text and data files.

Retrieving a Document or File From an MS-DOS Volume

. Place the MS-DOS™ (PC) diskette in the local or central drive.

Select PC Conversion Utilities from the WP Utilities menu and press
EXECUTE.

Select one of the following choices:
- Retrieve Document From MS-DOS Volume

UTILITIES 63



— Retrieve Text File From MS-DOS Volume
— Retrieve Data File From MS-DOS Volume

Press EXECUTE.
To retrieve a document, enter the ID of the PC document and press

RETURN. Be sure to use uppercase alphanumeric characters. Enter

the letter of the library in which you want the PC document to be
placed and press EXECUTE.

To retrieve a text or data file, enter the name of the file and press

RETURN. Be sure to use uppercase alphanumeric characters. Enter

the new name of the file and press EXECUTE.

To remove the diskette, press COMMAND and the Superscript/
Subscript key.

Copying a Document or File to an MS-DOS Volume

1.

2.

Place the MS-DOS (PC) diskette into the local or central archive
drive.

Select PC Conversion Utilities from the Word Processing Utilities
menu and press EXECUTE.

Select one of the following choices:

- Copy Document to MS-DOS Volume
- Copy Text File to MS-DOS Volume
- Copy Data File to MS-DOS Volume

Press EXECUTE.

To copy a document, enter the ID of the OIS document and press
RETURN. Enter the ID of the new MS-DOS document and press
EXECUTE. This field already contains the same name as the OIS
document.

To copy a text or data file, enter the name of the OIS file and press
RETURN. Enter the file name of the new MS-DOS file and press
EXECUTE.

To perform another conversion utility from another diskette, select

Change Diskette and press EXECUTE. You then exchange the disk-

ettes and press EXECUTE.

To remove the diskette, press COMMAND, and then press the
Superscript/Subscript key.
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GLOSSARY FUNCTIONS

ABOUT GLOSSARY

Glossary allows you to store and recall frequently used text, format
lines, editing operations, or instructions into a word processing docu-
ment by pressing only two keys. Refer to the Word Processing Reference
Manual for a more detailed discussion, including a list of glossary key
names.

THE FOUR STEPS OF THE GLOSSARY CYCLE

1. Create — You create a new glossary document and type a new
glossary entry.

2. Verify — The system checks the glossary document to ensure that it
follows the rules of glossary.

3. Attach — The system identifies the glossary document from which
entries are to be recalled.

4. Recall — The system automatically displays the glossary entry in a
standard document on the workstation screen.

THE TEN RULES OF GLOSSARY

1. All text to be recalled from a glossary entry must be underscored.

2. A glossary entry label must be on the first line of each glossary
entry.

3. A glossary entry label may be an uppercase or lowercase letter, a
number, a punctuation mark, or a special character. It cannot be a
screen graphic, an editing function key, or a special function key.

4. Each label within a glossary document must be unique.

5. Each glossary entry must end with a page break symbol, unless it is
the last entry in a glossary document.

6. A glossary entry cannot be longer than a page. A page is defined as
up to 254 full screens of text, ending with a page break symbol.
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10.

A glossary document must be verified before it can be attached to a
workstation for recall.

A glossary document must be attached to your workstation before
glossary entries can be recalled to a standard document.

Only ONE glossary document can be attached to a workstation at a
time.

You may edit a glossary document provided it is not attached to any
other workstation at the time.

DESIGNING A GLOSSARY ENTRY

“noswN

Define the purpose of the entry.

Plan the steps necessary to perform the task.

List the keys you need to include all the steps in the entry.
Type the entry including key names as necessary.

Test the entry by recalling it to a standard document.

CREATING A GLOSSARY DOCUMENT

1.

w

On OIS and VS/IIS, at the Word Processing menu, press RETURN
to enter the Creation Library field. Press the space bar to designate
the library, SPACE.

Select Create New Glossary from the Glossary Functions menu.
Enter the Document Summary information and press EXECUTE.

Assign a label to the glossary entry. (The label must be one charac-
ter, one of the “valid” labels, enclosed in parentheses, and unique
within a glossary document.)

Type a glossary entry; use screen graphics to format the entry in the
glossary document; use key names to format the entry to the stan-
dard document.

End the glossary entry with a page break, unless it is the last entry
in the glossary document.

VERIFYING A GLOSSARY DOCUMENT

1.

After typing/editing a glossary entry, press CANCEL, EXECUTE,
EXECUTE.
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2. When an attached glossary is edited and successfully verified, the
system prompts “Attach it?”. Press EXECUTE to attach the glos-
sary; press CANCEL if you do not wish to attach at this time.

Correcting an Unsuccessfully Verified Glossary Document
1. In response to the prompt “Please Cancel” during the verification
process, press CANCEL.
2. Review, edit, or create glossary entries.

3. If you change an entry or add one or more new entries, you must
verify the glossary again.

4. To verify the document again, press CANCEL, CANCEL,
EXECUTE, EXECUTE.

ATTACHING A PREVIOUSLY VERIFIED GLOSSARY

Refer to the preceding section, “Creating a Glossary Document,” for an
explanation of how to attach a glossary immediately after verification.
Follow the procedures described in the three following sections for
alternative methods of attaching a glossary to your workstation.

Attaching From the Glossary Functions Menu

1. Select Glossary Functions from the Word Processing menu.
2. Select Attach Glossary from the Glossary Functions menu.
3. Enter the glossary document ID, and press EXECUTE.

Attaching While Creating/Editing a Standard Document

1. While in a standard WP document, press COMMAND.
2. Press the GL key.
3. Enter the glossary document ID and press EXECUTE.

Attaching as Default Glossary

1. On OIS, select Supervisory Functions from the DOS menu; select
Set Workstation Defaults. In the Default Glossary ID field, fill in
the ID of your most commonly used glossary document.

2. On VS/IIS, select Utilities from the Word Processing menu; select
Set Workstation Defaults. Fill in the glossary document ID of your
most commonly used glossary document. Press EXECUTE.
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3.

On WPS, select Change IDs and Standard Format from the main
Utilities menu (if on WPS 5, 10, or 20, insert the System Disk into
the archive drive). Use RETURN to position the cursor at the Stan-

dard Glossary ID field, and enter the glossary ID. Press EXECUTE.

DETACHING A GLOSSARY DOCUMENT

There are seven ways to detach a glossary from your workstation. (Only
the first and last are available on WPS.)

1.
2. Select Detach Glossary from the Glossary Functions menu.

3.

4. Select Utilities from the VS/IIS WP menu — unless the glossary is

Attach another glossary document.

Select Advanced Functions from the OIS WP menu.

attached as the default glossary.

Go to the DOS menu on OIS — unless the glossary is attached as
the default glossary.

Terminate word processing (on VS/IIS) — unless the glossary is
attached as the default glossary.

Turn the switch/button on your workstation to the “off” position.

RECALLING A GLOSSARY ENTRY

1.

Position the cursor at the desired location in the standard document
and press GL.

2. Press the key that is the entry label name.

PRINTING A GLOSSARY DOCUMENT

1.

Select Print Document from the Word Processing menu.

2. Enter the glossary document ID and press EXECUTE.
3. Make the Print Document menu selections and press EXECUTE.

STORING/DELETING GLOSSARY DOCUMENTS

Follow the same procedures for archiving (storing) glossary documents
as those used for standard documents. Follow the same deleting proce-
dures for deleting glossary documents as those used for standard docu-
ments.
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Customer Comment Form

HELP US HELP YOU

We’ve worked hard to make this document useful, readable, and technically accurate. Did
we succeed? Only you can tell us! Your comments and suggestions will help us improve our
technical communications. Please take a few minutes to let us know how you feel.

Please rate the quality of this publication in each of the following areas.

VERY VERY
Technical Accuracy GOOD GOOD FAIR POOR POOR
Does the system work the way the manual says it does? O a O ad O

Readability
Is the manual easy to read and understand?

Clarity
Are the instructions easy to follow?

Examples
Were they helpful, realistic? Were there enough of them?

Organization
Was it logical? Was it easy to find what you needed to know?

Illustrations
Were they clear and useful?

Physical Attractiveness
What did you think of the printing, binding, etc?

o 0 0 0 O O
O 0O 0 0 0O O
O 0O 0O O 0O O
0 R R O D I R N

o 0 0o o O

What errors or faults did you find in the manual? (Please include page numbers)

Do you have any other comments or suggestions?

Name.

Company
Street

City
State/Country
ZipCode______ Telephone

THANK YOU FOR YOUR HELP.

Allc and suggestions become the property of Wang Laboratories, Inc.




Fold

BUSINESS REPLY CARD

FIRST CLASS PERMIT NO. 16 LOWELL, MA

POSTAGE WILL BE PAID BY ADDRESSEE

WANG LABORATORIES, INC.
PUBLICATIONS DEVELOPMENT
ONE INDUSTRIAL AVENUE
LOWELL,MASSACHUSETTS 01851

NO POSTAGE
NECESSARY
IF MAILED
IN THE
UNITED STATES

1

]

1 1

1

1

1 1

1 1

1

1



WANG To Order by Phone Call

(800) 225-0234

ORDER FORM FOR WANG MANUALS AND DOCUMENTATION

Customer Number
Bili To

Ship To

Customer Contact Phone

Date Purchase Order Number

Taxable Yes O No O Tax Exempt Number

Salesperson's Name EmployeeNo._____ RDB No.
Document Number Description Qrty Unit Price Total Price
Subtotal
Less Applicable Discount
Authorized Signature
' g Date Subtotal
O Check this box if you would like a free copy of the Local Sales Tax
WANG CUSTOMER RESOURCE CATALOG (700-7647) Total Amount

Wang Terms and Conditions

1.
2.

TAXES — Prices are exclusive of all sales, use, and like taxes.

DELIVERY — Delivery will be F.O.B. Wang's plant. Customer will be billed for freight charges; and unless
customer specifies otherwise, all shipments will go best way surface as determined by Wang. Wang shall
not assume any liability in connection with the shipment nor shall the carrier be construed to be an agent of
Wang. If the customer requests that Wang arrange for insurance the customer will be billed for the insur-
ance charges.

PAYMENT — Terms are net 30 days from date of invoice. Unless otherwise stated by customer, partial ship-
ments will generate partial invoices.

PRICES — The prices shown are subject to change without notice. Individual document prices may be
found in the Wang Customer Resource Catalog (700-7647).

LIMITATION OF LIABILITY — In no event shall Wang be liable for loss of data or for special, incidental or
consequential damages in connection with or arising out the of use of orinformation contained in any
manuals or documentation furnished hereunder.
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