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PREFACE

This Manual describes the features and operations of the Formation
Forms Management System for the TRS-80 Model 4. (You can also
use the Manual to learn the Formation program for the TRS-80
Model III.) The Manual explains the Formation program in easy
work-related steps, and some sections end with exercises that will
help you to apply the features you are learning. (For some of these
exercises, you will need to use the forms at the end of the Manual.)

After you have learned how to use Formation, you can refer to the
Ready Reference section (beginning on page 217) when you just need
to refresh your memory about a particular feature or operation. Fora
more detailed explanation in the text, you can look up one feature or
operation in the Index. It gives you the page(s) on which the explana-
tion appears.

Model III Users

If you are using Formation for the Model III, you should carefully
review the information at the beginning of the Model III Ready
Reference section (beginning on page 196). Here you will find a
summary of the differences between the Model 4 and the Model III
programs. For example, the Model III screen will display only 64
columns instead of the 80 columns displayed on the Model 4. But
because the Formation program has been designed for both systems,
you will find only a few differences. In addition, the Model III Ready
Reference includes the command sequences specific to the Model I1L
(F-:u' E:u:ample on the Model III, you use the (@) key instead of the
D key.) You can use the Model III program on a Model 4, but it
w:ll work as if the system were a Model III.
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1. WORKING WITH THE MODEL 4

In order to use the Formation program, you must first know how to
start up the Model 4 and how to work with its components: keyboard
and screen, disk drive(s), and printer. You must also know how to use
the TRSDOS Format and Backup commands.

Installation and Start-Up

Naturally, your Model 4 must be installed (“up and running”) before
you can load and use the Formation program. For information about
installing your Model 4, see the Model 4 Owner's Manual.

Make sure that you know how to start up the Model 4. For example,
you must first turn on all peripherals. For information about starting
up the Model 4, see the Model 4 Owner's Manual.

Components

Your Model 4 system should have atleast a 64K, one disk drive, anda
printer, Although you can use the Formation program with only the
Formation program diskette and one disk drive, the program diskette
has a limited storage capacity because of the space taken up by the
program. Therefore, the program works more efficiently with at least
one extra disk drive (drive 1). If you have two disk drives, you should
store your “forms” and “answer files” on a data diskette in drive 1.
You ean use the program with as many as four drives, but always
insert the program diskette inte drive 0. (You should work with a
backup copy of the Formation program diskette at all times, Never -
use the original except to make backup copies.)

You ean use the Formation program with any of the following Radio
Shack printers: the Daisy Wheel 11, the DWP 410, or the DMP 2100.
The program offers many print capabilities. For example, you can use
fractional spacing, or you can print answers bold or underlined. The
three printers offer all the features you need for working with the
program’s print capabilities.
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If you are using a Daisy Wheel printer, note that the examples
assume a 10-pitch print wheel. The examples throughout this Manu-
al were created for a Daisy Wheel IL. If you have a different printer,
the exercises that require you to print the answers on sample forms
will not line up correctly. If this is so, you need to change the printer
parameter on the sample forms to coincide with your printer and then
begin the exercises. (For parameters, see page 97.)

TRSDOS Format and Backup

Before you use the Formation program, you must format a blank
diskette and then make a backup copy of the program diskette. You
can use the copy and thus avoid damage to the original. Therefore,
you must know how to use two TRSDOS commands: Format and
Backup. For information about Format, see the Model 4 Owner'’s
Manual. For information about Backup, see the Model 4 Owner's
Manual.

Screen

Brightness — Reset
Contrast g

Keyboard

Drive 1

F ol



2. WORKING WITH FORMATION

Even on a word processor, filling out preprinted forms (such as
insurance claims, loan applications, tax reports) is usually an awk-
ward and time-consuming task. For example, preprinted forms often
require you to type repetitive information, to use arithmetic, or to
adjust line spacing. Preprinted forms may also require you to answer
questions in an illogical sequence (such as street address, followed by
Social Security number, then city). What's more, positioning each
answer in the correct space is often difficult.

The Formation program enables you to fill out preprinted forma
quickly and easily. You process a form in two separate stages: first
you ereate the form and then you fill out the form. (Each stage is an
option on the program's Main Menu.)

Stage 1. Create the Form

Before you can fill out a form, you must “create” it. Of course the
person who fills out the form is not necessarily the person who creates
the form. You may be creating forms for others to fill out, or you may
be using the program only to fill out forms someone ¢lse has created.
In this Manual, we will assume that you will be both creating forms
and filling them out.

You create a form by writing into the program the questions that the
preprinted form asks. Then you set the print positions for the answers
that you will enter when you fill out the form on the sereen. For
example, if the form asks “Items sold?” you can write the question,
“How many items were sold?” You then set the print position so that
the answer (in this case a number) always prints at the correct place
on the preprinted form. After you have created a form, the program
lists it in a Directory of Forms.

Stage 2. Fill Out the Form

Filling out forms in an exercise in “questions and answers.” The

HLYV.LS ONLLLHD w
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form, now in the program, “asks” the questions. You answer the
questions by typing the answers. The program divides Stage 2 into
two steps:

Answer the questions (on the screen).

You select the form you want from the Directory of Forms and then
the program displays the questions from the form one at a time on
the screen. You answer the questions by typing the answers. After
you answer all the questions, the program stores the answersin an
answer file on the diskette.

. Print the answers (on a copy of the original preprinted

form).

After you have answered the questions and the program has stored
the answers, you can print them on the form. You insert a copy of
the preprinted form into the printer and print the answers from
the answer file. The program positions each answer in the correct
place on the form.

Stage 2 Screens

Main Menu

After you have loaded the Formation program, you select Fill out a
Form from the Main Menu.

_ FORMATION

% 1. Fill out a Form
2. Answer File Maintenance

idi
3. Create or Revise a Form £
4. Form File Maintenance =
5. Exit

£ -..-'- X '_.'_.1'.' [ e g 'I_ :_J::
Make Your Selection (1-5): f-;__{ gt




Directory of Forms

Aflter you have selected Fill out a Form, the program displays the
Directory of Forms (with the heading FILL OUT A FORM) so that you
can select the form you want to fill out. You select the form by
“flashing” the name on the screen and then pressing ENTER. The
heading at the top of the Directory relates to the options that are
available on the menu at the bottom of the screen. Although the
directory does not change, the program will display different menus
as you work with the forms (or answer files).

In the Directory, you see a column heading for form name, the date
the form was created, the date the form was last revised, and a
description of the form. Under the column headings, you see a row for
diskette information, including the diskette name, the drive number,
and the amount of space available on the diskette.

. - ~ FILLOUTAFORM -
Form name ECma:ed st _Rewlsed_” Dasmpﬁon
Diskette name: Drive:  Space available: %
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Directory of Answer Files

After you have selected a form from the Directory of Forms, the
program displays the Directory of Answer Files. To the right of the
screen heading, you see the name of the form you have selected.

The Directory lists each diskette and the answer files stored on it. In
the Directory, you see a column heading for file name, the date the
file was created, the date the file was last revised, the form that the
file is stored with, and a comment about the file. Under the column
headings, you see a row for diskette information, including the disk-
ette name, the drive number, and the amount of space available on
the diskette.

DIRECTORY OF ANSWER FILES 'FORM Selected: =
File name Created  Revised  With form Comments
Diskette name:' Drive: Space available: %

answer Q uestions, print C ompleted form, R evise answers
view next P age or Disk, print A nswers . L

Now, if you want to enter a new set of answers, you type (@1 to select
the answer Questions option from the menu at the bottom of the
Directory. The program then prompts you to name and deseribe the
new answer file.

-~ -\\



MName of answer file?
Description of answer file?

Answer Questions Screen

After you have named and described the new answer file, the pro-
gram displays each question from the form. To the right of the screen
heading you see the name of the form,

The program positions the cursor in the current-question area (in the
middle of the screen). When you have answered the current question,
the program scrolls up the next question.

A% e bl ANSWERS.FOR
No-braﬂéus_quasﬂon - '
Question number: Kind:
Answer £ ]
Next quéhﬁon no. 2
c2 BoIC e

Up-arrow to previous, down-arrow to next, shift- arrow 10 first
or last, CTRL-A to add or CTRL-D to delete characters

After you have answered all the questions, the program stores the
answers in the answer file you have named and returns you to the
Directory of Answer Files. The Directory now lists the new answer
file. You can print it or enter another set of answers.

Loading Formation

Before you use the program, make a backup of the program diskette
and then work with the backup.

JHLEV.LS ONILLLAD =
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To Load the Program
1. Turn on the Model 4.

2. Insert the backup of the program diskette into drive @ and
press the Reset button.

3. Answer the date prompt.

Type the date in the format MM/DD/YY and press (ENTER). The
Model 4 displays the day and date and then displays this message:

TRSDOS Ready
4. Type (F)OOR)(M and press (ENTER.

The Model 4 loads the Formation program. Now the program displays
the Main Menu.

10



3. THE MAIN MENU

The Main Menu is the “gateway” to the program. You see it whenever
you load the program. The Menu lists five options.

i - - 5

The Options

Because you process a form in two stages, the Main Menu is divided
into two parts: options 1 and 2 and options 3 and 4. Because you fill
out forms more often than you create them, the Menu lists the options
for that stage first. You use option 1 to fill out forms and option 2 to
perform maintenance operations on your answer files. You use option
3 to create forms and option 4 to perform maintenance operations on
your forms. (You use option 5 to exit the Formation program.)

Making a Selection
To make a selection from the Main Menu, you simply type the

number of the option you want. For example, to select Fill out a Form,
type (3. To select Create a Form, type (3.

11
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4. DIRECTORY OF FORMS

The program has two directories: the Directory of Forms, which lists
and describes all the forms stored on the diskettes you are working
with, and the Directory of Answer Files, which lists and describes all
the answer files stored on the diskettes. Both directories provide you
with information about the diskettes.

When you seloct Fill out @ Form from the Main Menu, the program
digplays the Directory of Forms. The screen heading is FILL OUT A
FORM. The following Directory shows that the diskette named
OFFICE1 contains three forms (OVERDUE, ACE, and CARE) and the
diskette named DATA contains four forms (HEALTH, BOOKS, copy,
and 1040).

) ey h‘%; FILL OUT A FORM E'-‘-‘ E -%ﬁ-‘ic
Forrgmm' " Crea = Revised W%

Diskotto name: OFFICE1 Drve: 0 Space availablo: 30%
OVEROUE 71183 712583 Notico of fino . m

ACE sramm 7114783 Involce”
CARE 77835 713 - '
Diskette name: DATA | -_*;‘nme 1

HEALTH U T/23831 . 1 7/27/83

BOOKS “10/10/83° 101083’

copy 'ﬂi&"l B2 1:3.'24!53_-:3

1040 771830 “9nem3

Drive2 nof modified for FORMATION
onva"a nut modlﬂod for FORMATION

f"" { o

Uso arrows to flash diﬁererlt forms, press ENTEH lo ‘select form,
or view next P age ornext Disk- we e

Diskette Information
Within the limits of the screen space, the Directory of Forms lists

each diskette that you are working with and, under that, the forms
that it contains. (You can work with up to four diskettes at one time.)

12



In the preceding Directory, diskette OFFICE1 indrive @ has 30% of its
space available and contains three forms. Diskette DATA in drive 1
has 92% of its space available and contains four forms. Thus for each
diskette, the Directory of Forms displays the following information:

Diskette Name. The name of the diskette.
Drive. The number of the drive that contains the diskette.

Space available, The percentage of diskette space available for use (to
store more forms, for example). If the diskette space is full (0% space
available), you cannot create new forms or revise existing forms.
Also, if the available space is greater than 255K (for example, if you
are using a hard disk), the percentage indicator will not calculate
correctly.

Form Information

The Directory displays four column headings: Form name, Created,
Revised, and Description. Under each heading (after the diskette
information), the Directory lists information about each form.
Form name. The name of the form. (In the example, you have seen
three names for drive @ (OVERDUE, ACE, and CARE) and four names
for drive 1 (HEALTH, BOOKS, copy, and 1040).

Created, The date the form was created.

Revised. The date the form was last revised. (If this date is the same
as the created date, then the form has not been revised since the day it

was created.)

Description. A brief description of the form. (For example, the descrip-
tion for the OVERDUE form is Notice of fine.)

Directory Options

At the bottom of the Directory, you see a menu of options that tell you
how to select a form. We will discuss these options a little later.

13
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5. DIRECTORY OF ANSWER FILES

Each time you fill out a form, the program stores the answers in a
separate answer file. For example, let's say you are filling out the
OVERDUE form for Jeflf Kinzer. You have named the answer file
“Kinzer” and answered the questions for that form. The program
stores the answers in a Kinzer Answer File and lists Kinzer in the
Directory of Answer Files, As in the Directory of Forms, the Direc-
tory of Answer Files lists each diskette that you are working with
and, under that, the answer files that it contains. To the right of the
screen title, you see the name of the form that you have selected. For
example, here you see OVERDUE,

DIHECTOHYDF ANSWEFL FILES ﬂ FORM selected: OVERDUE
File name G;aated'é, eﬂevfsed - With form Comments

Diskette name; OFFICE1 ~Driva. 0 Space available: 30%
Kinzer 11/3/83 11/3/83  OVERDUE Jeff

T L EEionems3t -10/10/83 OVERDUE 10/10
. _,Sﬂ?!ﬂﬁg\ =7/14/83. - CARE ~Jenni
&1 7/11/83; OVERDUE Jan. i
-4 Drive: * Space available: 81%
= W 7/27/83 8 HEALTH Peter —&
~7/12/835 © BOOKS * Harlan® -
1 B/18/83 ¢  ‘copy ++ " manual’
A 1/13/83 1 JACE " - '{E tapesf
Drive 2 not modiﬂed for FDHMATION ¢ Tr LA
Drive 3'_mt mu-dlﬁed fﬂi’ FDFIMATIQN . g& ! P

nnswer a uasiions. print*‘C omplatad form, R evise answers
view next P age or D lSk print . A nswers

b 1s
g ﬂm

Diskette Information
Within the limits of the sereen space, the Directory of Answer Fileg

lists each diskette that you are working with. For each diskette, the
Directory displays the following information:

14
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Diskette name. The name of the diskette.
Drive. The number of the drive that contains the diskette.

Space available. The percentage of diskette space available (to store
more answer files, for example). If the diskette space is full (0% space
available), you cannot create anew form or revise existing answer
files, Also, if the available space is greater than 255K (for example, if
you are using a hard disk), the percentage indicator will not calculate

correctly.
Answer File Information

The directory displays five column headings: File name, Created,
Revised, With form, and Comments, Under sach heading, the Direc-
tory lists information about each answer file.

File name. The name of the answer file. (In the example, you have
seen eight answer files: Kinzer, Pollack, Lane, Luxenberg, Novins,
Ellison, Coleman, and Gordon.

Created. The date the answer file was created.

Revised. The date the answer file was last revised. (If the date is the
same as the created date, then the answer file has not been revised
since the day it was created.)

With form. The name of the form that goes with the answer file. For
example, if you answer the questions for the form OVERDUE and
name the answer file Kinzer, then the Kinzer Answer File is listed
With form OVERDUE.

Comments, A brief description of the answer file. (For the Kinzer
Answer File, the description lists the first name, Jeff.)

Directory Options
At the bottom of the Directory, you see a menu of options available to

vou while the Directory is displayed. We will discuss these options a
little later.

15
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6. WORKING WITH THE DIRECTORIES

When the program displays either the Directory of Forms or the
Directory of Answer Files, you make two selections:

1. You select the entry (form or answer file) that you want to work
with

2. You select the action (from the menu options at the bottom of the
directory) that you want to perform on the entry.

For example, to print ansawers from the Kinzer Answer File, you
select the entry Kinzer from the Directory. Then you select the action
print Completed form from the options at the bottom of the Directory.

DIRECTORY OF ANSWER FILES  FORM selected: OVERDUE
File name . Created ' Revised - - With form <. i Comments |
Diskette name: OFFICE1. = Drive: @ Space available: 3996

Kinzer 11383 11/3583 OVERDUE  Jeff

Pollack " 10/10/83 10/10/83 OVERDUET T10/{0. =
Lano = = 5/27/83% 7/14/83 -~ CARE. g,
Luxonberg® ~ 7/7/83.  7/11/83  OVERDUE Jan,

Diskette name: DATA" -~ Drive: 1. . - Space ava
L 7/23/8300 7/27/83 - HEALTHE Sl

“ 0 7/11/83° 7/12/83  BOOKS {8 i

Coleman 8.-'1&!33 8/18/83° copy =

' '-.1amsan ~11/13/83 - ACE

Drive 2 not modified for FORMATION . -

3 not,gnodlﬂad fo;;FOFIMATIDN

* a‘g"“-

mwer‘ Q uesﬂona. prinl c ampleted form R avisa a.nswers
ﬁewnextepageor ‘D isk, print A nswers i 5

Displaying and Selecting Entries

The Directory of Forms can display up to 19 forms at a time. The

16



Directory of Answer Files can display up to 19 answer files at a time.
{In either directory, the name of each diskette displayed counts as one
entry.) When you display either directory, the program “flashes”
(blinks on and off) the first entry. To select an entry other than the
first, you must display the entry and then use (&) or () to move the
flashing to that entry. Since the entry must be displayed on the
screen before you can flash it, we will discuss displaying entries first

On the directories, the program lists the entries from each diskette in
order of use: it lists first the most recent entry you have worked with.
For example, if you have worked with HEALTH today, copy yester-
day, and BOOKS the day before that, then the program lists them in
that arder for drive 1.

o FILL OUT A FORM 1.@@@@
Form name  Created - Revised - Description “'J

Diskette name: OFFICE1 - Drive: n.;_
OVERDUE  7/11/83 71283
ACESE ©  5127/83 » “7/14/83.
CARE' .. 77/83- . 7183 & - Taxcredruog

Diskette name: DATA Drive: 1
HEALTH 7/23/835 45 S7/27/83 0 B
copy 8/13/83 /24/83 1+ -
BOOKS 110/10/83 .

1040 7/1/83 ai.ﬁ',:-&"iﬁ!ﬁ&-i.v Tax |
Drive 2 not modified for FORMATION -
Drhra 3 no'l mudl‘ﬁad for FORMATIDN

or view next P age or next Disk

Displaying Entries

The program enables you to work with up to four disk drives. When
you display a directory, the program starts the list of entries (forms or
answer files) with the most recently used entry on the program
diskette in drive 0. The directory has room on the screen for 19 entries

17
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at a time. The name of each diskette counts as one entry. Thus, you
may have one diskette name and 18 forms or answer files, or two

-diskette names and 17 forms or answer files, and so on. Since a

directory can display only 19 entries at a time, the form or answer file
you want may not appear on the list because it is not among the first
19 entries. Rather than using an arrow key to move entry by entry,
you can use the options at the bottom of the directory to display
entries from the next pege (19 entries) or disk.

To Display the Next Page

If the diskette you are working with contains more than 19 entries,
request the next “page” to display the next 19 entries.

Type (F) for page.

For example, assume that you are working with three diskettes and
you display the Directory of Answer Files. The diskette in drive @
contains 4 answer files, the diskette in drive 1 contains 22 answer
files, and the diskette in drive 2 contains 16 answer files, for a total of
42 answer files. When you display the Directory, you see the 4 answer
files from drive @ and the first 13 answer files from drive 1. (The
names of the two diskettes are considered two entries.) Type (F) to
display the next 19 entries. Now you see the last 9 answer files from
drive 1, the name of the diskette in drive 2 and the first 9 answer files
from that diskette. Type (F) again to display the last 7 answer files
from drive 2.

Here is how you display this “three-page” Directory:
1. Type (1) from the Main Menu. Then choose a form in order to
display the Directory of Answer Files.

The Directory displays the name of the diskette in drive @ with the
4 answer files from that diskette and the name of the diskette in
drive 1 with the first 13 entries from that diskette (for a total of 19).

1—Name of the diskette in drive @

2
3}Answer files 1-4
4

5
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6 —Name of the diskette in drive 1

18

—Answer files 5-17

19-

2. Type [F) to display the next “page” (1% cotries)

The

Directory displays the last 9 answer files from the diskette in

drive 1 and then the name of the diskette in drive 2 with the first 9
answer files on that diskette (for a total of 19 entries).

1-

00 =1 O O R L3 BD

g-

- Answer files 18-26

10—MName of the diskétte in drive 2

11
12
13
14
15
16
17
18

—Answer files 27-35

19~

19
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3. Type (P) to display the next “page” (19 entries).

The Directory scrolls up to display the last 19 entries. It displays
the last 2 entries on diskette 1 and all 16 entries on diskette 2
(answer files 25-42).

;} Answer files 25-26

3—Name of the diskette in drive 2
‘_
5
6
7 =Answer files 27-35
8
9
10
11
12-
13-
14
15 b= Last 7 answer files (36-42)
16
17
18
19~

To Display Entries From the Next Diskette

Type (0D for diskette.

For example, if the directory is displaying the entries from the pro-
gram diskette in drive 0, you can type (ID to display the first 19
entries from the diskette in drive 1. You type (ID) again to display the
first 19 entries from drive 2, and so on. To return to the entries from
drive 0, hold down GHIFD and press ().

If you are working with floppy diskettes (rather than a hard disk), the
program will search for entries only until it encounters the first
emply drive. For example, if you have entries on the diskette in drive
2 but there is no data diskette indrive 1, the program will not display
the drive 2 entries because it has stopped its search at drive 1.

To Display the First 19 Entries
Hold down GHIFT) and press ().

20
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The program lists 19 entries, beginning with the first entry from the
program diskette in drive 0.

To Display the Last 19 Entries

Hold down and press ().

The program lists the last 19 entries, ending with the last entry from
the diskette in the highest-numbered drive. For example, if you are

working with diskettes in drives 0, 1, and 2, you can use @t
list the last 19 entries on the diskette in drive 2.

Selecting an Entry
1. In the directory, display the entry you want.

2. Flash it.

() Moves the flashing up one line at a time.
() Moves the flashing down one line at a time.

After you have selected a form or answer file by flashing it, you make
a selection from the menu options at the bottom of the directory.

Exiting a Directory

To exit a directory and to return to the Main Menu:

Press (BREAR.

For example, when you select the Main Menu option Fill out a Form,
the program displays the Directory of Forms. If you change your
mind, press to return to the Main Menu.

Clearing an Error Message

The program will display an “error message” if you press a wrong key
or enter incorrect information. To clear the message, press (BREAK).

21
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7. TYPING IN FIELDS

A field is like a blank on a form. It is an area where you type
information. For example, as you answer questions to fill out a form,
the program usually displays the question and then a field for your
answer,

Question
: pd
Question number;. 8~ Kind: Text / o
What is the borrower's card number:
Answer:
N
Fleld

You type the answer (for example, the borrower’s card number) in the
field.

Entering Answers

When the program asks a question and displays a field, it positions
the cursor on the first space in the field. You simply type your answer
and press (ENTER). Pressing (ENTER) locks in your answer. You can type
any combination of keyboard characters (in upper or lower case). In
addition to the usual typing keys, you can use to type all letters
in upper case. (See Using Caps Mode, 23.) :

For example, before you fill out a form, the program asks you to name
an answer file. It provides a field after the prompt.

Mame of answer file?

You type a name into the field and then press (ENTER) {o lock in your
response.

22



Field Length

Fields have different lengths. Some fields, for example, are as wide as
the screen. You can type up to 80 characters in these fields. In the
following example, the name field is 16 characters long. The descrip-
tion field is 8 characters long.

16-Character Field
Name of answer file? -l

Description of answer file?
————— 8-Character Field

If you type the maximum number of characters that the field allows,
then the program will enter your response automatically. For exam-
ple, if a field is 16 characters long, the program automatically enters
your response after you type the sixteenth character.

Using Caps Mode

If you want to type letters in all upper case, you can turn on the Caps
Mode. In Caps Mode, you must still use to type the special
characters that appear in the upper halfof the numeral and punctua-
tion keys.

To turn on Caps Mode, press [CAFS).

To turn off Caps Mode, press again.
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8. EDITING IN FIELDS

To edit an answer you have typed into a field, you first move the
cursor to the point of the change. Then you use one of the program’s
five field-editing commands. These are overstrike, insert, delete,
clear, and “chop.”

Moving the Cursor Through a Field

Move the cursor to the point of the change.

One Character at a Time

Press (=) to move the cursor one character at a time to the right.
Press (&) to move the cursor one character at a time to the left.
Both (33 and (£) are “repeating” keys. If you hold down either key,
the cursor continues to move in the direction of the arrow until you
release the key (or until the cursor reaches the beginning of the field
or the last typed character).

To Beginning or End of an Answer

Hold down and press (=) to move the cursor to the last typed
character in the field. (You cannot use (=) to move the cursor through
an underscored section of a field.)

Hold down GHIFT and press (€) to move the cursor to the beginning of
the field.

Five Field-Editing Commands

As noted, the program provides five field-editing commands: over-
strike, insert, delete, clear, and “chop.”




Overstrike

Simply type one character on top of another. For example, if you have

typed SMOTH for the name of an answer file, but you want the name

SMITH instead, you can overstrike the O with L.

1. Move the cursor to the character that you wantto overstrike:
SMOTH

2. Type the correct character.,

SMITH

Insert

You can use €TAD (K to insert one character at a time. For example,
if you have typed SMTH for the name of an answer file, but you want
the name SMITH instead, you can insert the I.

1. Move the cursor to the character that should come after the
inserted character:
SMTH

2. Hold down and type (K for add.

The program opens up a space at the cursor position. (Starting at
the cursor position, all the characters move one character position
to the right.)

SM_TH

3. Type the character you want to insert.
SMITH

Delete
You can use (CTAD (D) to delete one character at a time. For example,

if you have typed SMIITH for the name of an answer file, but you want
the name SMITH instead, you can delete the extra .

25
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1. Move the cursor to the character you want to delete:
SMIITH

2. Hold down CTAD and type (0D for delete.

The program deletes the character.

SMITH

Clear
You can use SHIFT) CLEAR to clear characters from the cursor position
to the end of the field. If you position the cursor on the first character
of the field, you clear the entire field, For example, if you have typed
SMITH PAINT SHOP AND BODY WORKS into a field and you want to
change it to SMITH PAINT SHOP AND BRAKE REPAIR, you can
clear the unwanted characters (BODY WORKS) and then type the
change (BREAKE REPAIR).
1. Move the cursor to the first character you want to clear.

SMITH PAINT SHOP AND BODY WORKS

2. Hold down GHIFD and press [CLEAR.

The program clears the field from the cursor position to the end of
the field.

SMITH PAINT SHOP AND

3. You can now type the new text.
SMITH PAINT SHOP AND BRAKE REPAIR

Chop

You can use to “chop off” characters to the right of the cursor.
For example, if you have typed SMITH PAINT SHOP AND BODY
WORKS into a field and want to change it to SMITH PAINT SHOP,
you can chop off the unwanted characters.

1. Move the cursor to the first character (in this example, a
space) where you want to begin the chop.

SMITH PAINT SHOP_AND BODY WORKS

26



2. Press (ENTER.

The program enters the characters up to the cursor position and
chops off the remaining characters.

SMITH PAINT SHOP

27
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9. SELECTING A FORM
AND NAMING AN ANSWER FILE

To begin filling out a form, you select from the Main Menu the first
option, Fill out a Form. The program then displays the Directory of
Forms so that you can select the form you want to work with.

After you have selected the form, the program displays the Directory
of Answer Files, Now you create a new answer file. (You can also at
this point revise or print an existing answer file.)

To create the new answer file, you select the option answer Questions
from the bottom of the Directory, and then you name and describe the
new answer file, Let's follow the procedure,

1. Display the Main Menu.
If you have not dene so, turn on your system and load the program.

2. Type (1.

The program displays the Directory of Forms. In the following
example, the diskette named OFFICE1 contains the forms OVER-
DUE, ACE, and CARE. The diskette named DATA contains the
forms HEALTH, copy, BOOKS, and 1040.
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3. Display the name of the form you want to fill out, flash it and
press (ENTER).

& [fthe name of the form you want is displayed on the screen, use
(&) to move the flashing down to that name, Then press (ENTER.

® If the name of the form does not appear on the screen but
appears later in the Directory, type (F) to display the next 19
entries or type to display the first 19 entries on the next
diskette. Then use (&) or () to move the flashing to the name
and press (ERTER).

The program displays the Directory of Answer Files. (In the follow-
ing example, the OVERDUE form has been selected.)

32



4. Type (@ to select answer Questions.
The program replaces the options at the bottom of the Directory

with this prompt and field:
Namo of answer file?

5. Type into the field a name for the answer file and then press
(ERTER.

You can type up to 16 characters (in upper or lower case) and
spaces into the field, Give the file a name that will help to identify
the nature, purpose, or eontents of the file. For example, if you are
filling out an insurance claim, use the name of the insured or a
policy number.

Now, under the name prompt, the program displays the descrip-
tion prompt and field:
Nameo of answer file?
Description of answer file?

=
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8. Type into the field a description of the answer file and then
press (ENTER).
You can type up to 8 characters (in upper or lower case) and spaces
into the field. Give the file a description that will help you to
further identify the nature, purpose, or contents of the file. If you
donot want a description, just press to leave the field blank.

Now the program displays the Answer Questions Screen so that you
can fill out the form you have selected.
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10. WORKING WITH
THE ANSWER QUESTIONS SCREEN

After you have selecied a form and then named and described the
answer file, you are ready to answer the questions from the form. The
program displays the questions on the Answer Questions Screen. At
the top of the Screen, you see the name of the form (for example:
ANSWERS FOR OVERDUE),

Let's assume that you want to fill out the libviry overdue notice for
book borrower Robert' Armin. You select the form OVERDUE and
name the answer file Armin. The program displays the questions
from the OVERDUE form on the Answer Questions Screen, and you
answer them in turn. When you have answered all the questions, the
program stores the answers in the Armin Answer File. If you fill out
the OVERDUE form again, but this time for Peter Novins, you select
the OVERDUE form and then name the answer file Novins. The
program again asks the questions from the OVERDUE form, but it
stores this set of answers in the Novins Answer File.

Guesﬂon numhen SE H
What is tho borrower's card number? ———
Anuwar TR % 7

"p i

f“'-:'L ARl W e
R T TR

Fs

Nox!quesﬂoﬂno 4 Whatlsmebormwers mg I,'FIFIST LAST)?
\ e S = - m:@m

b & el

Up-arrow 1o previous, down-amow o next, slkflartoww._, W
10 first or last, CTRL-A to add or CTRL-D to delete characters prompts
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Depending on how the form was created, the questions on the Sereen
may not appear in the same order as the questions on the original
preprinted form, and because the program may calculate some
answers, the questions for those may not appear at all in the current-
question area.

The Answer Questions Sereen has four parts:

1. Previous question (at the top of the screen).
2. Current question,

3. Next question,

4. The commands and prompts (at the bottom).

Previous Question

At the top, the Screen displays the previous question: the number,
the question text, and the answer you have typed. In the example
Secreen, the previous question is 2. Branch: (Main) (Dowager) (Norton).
(If you are answering the first question, the Screen displays the
message No previous question in the previous-question area.)

Current Question

In the middle, the Screen displays the current question: the number,
the kind of question, and then the guestion itself. Bencath the ques-
tion, there is an answer field where you type the answer. The pro-
gram positions the cursor at the beginning of the field. In the example
Sereen, the current question is number 3, the Kind is Text, and the
question is Whal is the borrower’s card number?

There are four kinds of questions. (See page 38.) Theee are

1. Text

2. Number

3. Date

4. Multiple choice

The answer you type must match the kind of question described in

:he current-question area. (The kinds will be described in detail
aler.)
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Next Question

Under the current question, the Screen displays the next question:
the number, the question, and the answer (if there is one). In the
example Screen, the next question is 4. What is the borrower’s name
(FIRST then LAST)? (If the current question is the last question, then
the Screen displays the message No next question in the next-question
area.)

Commands and Prompits

At the bottom, the Screen lists the commands you can use to display
different questions and to edit answers. The program also uses this
area co display other prompts or messages. For example, when you
answer the last question, the program clears the commands and
displays this prompt:

No more questions — press BREAK to exit, R to revise:

37
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11. ANSWERING FORM QUESTIONS

Answering form questions is easy. You use two basic steps.

1. Answer each question.

The program positions the cursor at the beginning of the current-
question answer field. Type the answer into the field and press
(ENTER). The program displays the next question.

2. Check the answers and end the session.

When you have answered all the questions, go back and check your
answers. Revise them if necessary and then exit the Answer Ques-
tions Screen and store the answers in the answer file.

There are four kinds of questions:

Text

Number

Date

Multiple choice.

You must type an answer that matches the kind of question.

Text Questions

Type any combination of up to 80 characters (letters, numbers,
spaces, and symbols) and press (ENTER).

If the answer is 80 characters long (the length of the field), you donot
have to press (ENTER). The program enters your answer automatically
when you type the eightieth character.
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Number Questions

Type only numerals and, if needed, a decimal and press EHTER. You
can type only a combination of the numerals 0-9 and (). You may
also type a negative sign (—) if needed. Because the answer must be
in numeric form, do not type 3 (&) or (L) (comma). Later, when you
print the answer file on the preprinted form, the program will print
these symbols if the answers require them.

How many days is t
Answer $

The program may use your answer to a number question to caleulate
the answer to another question. For example, for the OVERDUE
form, the program calculates the total fine: it multiplies the number
of days a book is overdue by the daily fine.

Because the program may use the answer to a number question ina
formula, you must enter a response to every number question. You
cannot bypass it by simply pressing (ENTER).

Date Questions

Type the date in the format MM/DD/YY, but do not press (ENTER.
Type two digits for the month, a slash, two digits for the day, a slash,
and two digits for the year. For July 4, 1985, you would type () (7]
O @O EE.

Because you type 8 characters (the length of the field) to answer a
date question, the program automatically enters the date when you
type the last character.

You can also answer a date question by typing only one digit for the

month and/or day (for example: (7 (D (@) 0D (&) (5), but you will
have to press to complete the answer.
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Quostion number: 1 Kind: Date (MMDD/YY)
What is today’s date?

Answor
0704785

Because the program may use the answer 1o a date question in a
formula, you musf entér & response to every date question, You
cannot bypass it by simply pressing ERTER).

Multiple-Choice Questions

When a multiple-choice question is positioned in the current-
question area, the program does not display a field for you to type
your answer. [nstead, the program displays each choice ¢ither within
parentheses

Branch: (Main) (Dowager) (Noston)

or next to the parentheses

Branch: ()Main ( )Dowager ( )Noron
Branch: Main{) Dowager() Norion()

Quostion number:. 2 Kind: Multiple choico

Answer
Branch: (Main) (Dowager) (Norton)

The Answer Questions Screen displays this prompt at the bottom of
the screen:

Use loft and right arrows to select answer, then press ENTER
Use (&) and (=) to position the cursor within the parentheses. You
need only press an arrow key once to move the cursor to the next

choice. When you have positioned the cursor on the choice you want,
press (ERTER.

40



Ending the Session

When you answer the last question, the program displays this
prompt:
No more quostions — press BREAK 1o exit, R lo rovise:
® Press to exit the Answer Questions Screen. The program
stores the answers in the answer file and displays the Directory of

Answer Files, (The program flashes the name of the answer file
you are working with.)

e Typo (JD) to revise any of the answers you have typed. (For more
information about revising answers, see page 53.)

41
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12. VERIFYING ANSWERS

When you create a form, you can specify “verification” for an answer
to a number question, date question, or mulitiple-choice question.
Thus, when you answer guestions, you may encounter a question that
requires verification. There are two kinds of verification,

1. You verify an answer that the program has calculated. Sometimes
the program caleulates an answer and then asks you to verify it.

2. The program verifies the answer you have typed,

You Verify the Program’s Answer

If the program must calculate an answer, it displays the answer in
the answer field when it displays the question. In the following
example, the program is asking you to verify that $5.25 is the correct
amount due,

Question number: 41 B Numbar
Total amount due? =

Answer
5.25,

1. Press (ENTER).
The program displays this prompt at the bottom of the sereen:
Is this answer correct (Y/MN)?
2, Check the answer and type (Y] for yes if the answer is cor-
rect, Type (B for no if the answer is incorrect.

¢ [fyou type (Y), the program enters the answer and displays the

next question.
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# If you type (WD, the program moves the cursor to the answer
field. You type the correct answer over the incorrect answerand
press (ENTER). The program again asks you to verify with (D or
M.

Whenever you recall this question, or attempt to bypass it, the

program will recalculate the answer. You will have to reverify the

answer, and if necessary, change it.

The Program Verifies Your Answer

When you create a form, you can request the program to verify
certain answers that you type. When the program verifies an answer,
it checks the answer and will not aceept an incorrect answer, For
example, for the OVERDUE form, question 7 asks for the number of
days that the book is overdue. Since the library sends these notices
only for 90 days, the program will not accept an answer greater than
90.

After you type the answer and press ENTER), the program checks the
answer.

e [fyour answer is correct, the program accepts the answer and goes
on to the next question.

e [f your answer is incorrect (as in the preceding example), the
program does not accept the answer. It flashes this message at the
bottom of the screen:

Sdsesesens m m ru verﬂy_ mm w w ELELLLL L]

1. Press BREAK to cancel the message,
The program repositions the cursor in the answer field.
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2. Type the correct answer and press (ERTER.
The program again tries to verify the answer.

The program will reject your answers until it checks an answer and
finds it correct.
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13. USING PRINT CODES

When typing answers, you can include codes that instruct the pro-
gram to print an answer undérscored, bold, or "struck through.” You
can also instruct the program to print special characters,

When to Use Print Codes

For filling out most forms, you wen't need to use print codes, The
program will probably perform these print actions and print special
characters automatically because the codes were entered into the
program when the form was created. For example, if o form requires
an answer to appear underscored, you probably will not have to
request underscoring with your answer. The program will have been
set up to automatically underscors the answer when it prints it.

But if you do specify underscors anyway, don't worry. The program
will disregard the “extra” print ¢code. However, before you go to the
trouble of typing print codes into your answers, you should “test™ the
form. Simply fill out the form, but don't use print codes. Then print
the form. If you see that you need o include a print code for a print
action or a special character, go back and revise the answer to include
the code.

Print Codes for Print Actions

As noted, you ean instruet the program to print the answer under-
scored, bold, or “struck through.” To specify a print action, you type a
code. The print action codes are:

Underscore (CUEAD (D
Bold @
Strike-through CLERR G

The codes are “toggles.” A toggle is a switch. The program “switches
on” the print action the first lime it encounters the code and
“switches ofl” the print action the second time it encounters the code.
However, the program automatically switches off all toggle codea at

45

jo—
[

SINYOJ LNO ONITIIA



!
-

SINHOA LOO ONITIIA

the end of each answer. For example, if the program prints an answer
that contains an underscore code, it “switches on” underscoring when
it encounters the code. It underscores the answer until it encountersa
second underscore code or the end of the answer; then it switches off
the underscoring. When listing answers to the printer, underscore
appears as u, bold as v, strike-thru as w.

Underscore

You can underscore all or parts of an answer by typing one or more
underscore codes into the field for that answer.

To Type an Underscore Code

Hold down and type (I for underscore.

When vou hold down and type (I, U appears in the field. The
character neither prints nor adds a space in the printed answer.
When you print the form, the printer underscores the answer from
the first U to the next U or to the end of the answer.

If you need a space in the answer, you must type it either before or
after the code. If an underscore code appears before the space, the
space will be underscored.

Using Underscore Codes

Here are three ways you can use underscore codes to underscore all or
parts of an answer.

1. If you type an underscore code as the first character of an answer
and do not type a second underscore code, the program underscores
the entire answer when you print it.

On the Screen

46



On the Form
Word Processing in Plain English

2, If you type an underscore code within the answer and donot type a
second underscore code, the program underscores the answer from
the code to the end of the answer.

.-,.w.

R
o[- T e

On the Form
Word Processing in Plain English

3. If you type more than one underscore code within an answer, the
program underscores the answer from the first code to the next
code when it prints the answer.

o B |
Uword Proeesdngu in Pram'é.gﬁsl# 4

On the Form
Word Processing in Plain English
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Bold

You can print all or parts of an answer in bold by typing one or more
bold codes into the field for that answer.

To Type a Bold Code

Hold down and type (B) for bold.

When you hold down and type (B, B appears in the field, The
character neither prints nor adds a space in the printed answer. (If
you need a space in the answer, you must type it either before or after

the code.) When you print the form, the printer prints the answer in
bold from the first B to the next B or to the end of the answer.

Using Bold Codes

Here are three ways you can use bold codes to print all or parts of an
answer in bold.

1. If you type a bold code as the first character of an answer and do not
type a second bold code, the program prints the entire answer bold.

Quasﬂon numbsr 10,
What is tho book‘s t:ue?

Answar fid 52 ik
Bw::rd Pmcasslng n PlalengI;sh“ -

‘.-.1__-

On the Form
Word Processing in Plain English
2. If you type a bold code within the answer and do not type a second

bold code, the program prints the answer in bold from the code to
the end of the answer.
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On the Form
Word Processing in Plain English

3. Ifyou type more than one bold code within an answer, the program
prints bold from the first code to the next code.

On the Screen

On the Form
Word Processing in Plain English

Strike-Through

You can “strike through” all or part of an answer by typing one or
more strike-through codes in the field for that answer,

To Type a Strike-Through Code

Hold down and type () for strike-through.

When you hold down {LEAR) and type (5), S appears in the field. The
character neither prints nor adds a space in the printed answer.

49
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When you print the form, the printer strikes through the answer
from the first S to the next S or to the end of the answer.

If you need a space in the answer, you must type it either before or
after the code. If the strike-through code appears before the space, the
space will be struck through.

Using Strike-Through Codes

Here are three ways you can use strike-through codes to strike
through all or part of an answer.

1. If you type a strike-through code as the first character of an answer
and do not type a second strike-through code, the program strikes
through the entire answer.

On the Screen
&5
L, :é"
= =i
On the Form
Word Processing in Plain English

2. Ifyou type a strike-through code within the answer and do not type
a second strike-through code, the program strikes though the
answer from the code to the end of the answer,

On the Screen
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On the Form
Word Processing in Plain Englich

3. If you type more than one strike-through code within an answer,
the program strikes through the answer from the first code to the
next code.

On the Screen

éﬁa&ﬂm number: 10 Kind: Text
Whal is ﬂwbooksﬂtlu? &’

Answer = s :
SWord Promsrngs IrLPIain Engiish

On the Form
Waord Processing in Plain English

Print Codes for Special Characters
You can print the following ten special characters:
e ° Y Y v ® ™ ¢ s ¢
To type a special character, you hold dovn CLEAR and type & numeral

from © through 9. Each numeral appears on the screen in reverse
video and each represents a special character,

ot
o
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To print This code appears on the:
on the Form Hold down And type screen printer
¢ CLERR @ 0 X
e @ 1 a
Ve CLERR @ 2 b
Ya @ 3. c
va @ s d
» €3 5 e
" ® 6 ,
t CLERR) (va) 7 g
/ (CLEAR) @ 8 h
* @ 8 i

These characters may print a little differently than shown, depend-
ing on what printer (or print wheel) you are using. Characters in the
last column are substituted when listing answers to the printer.
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14, REVISING ANSWERS

You can revise answers whenever you display them on the Answer
Questions Screen. Basically, you can revise answers:

1. As you answer questions to fill out a form. (See page 38.)

2. After you answer the last question on a form.
After you answer the last question, the program < -plays this
prompt:
No more questions — press BREAK to exit, R 1o revise:
Type (AD to revise or proofread your answers,

3. By displaying answers from an existing answer file and then revis-
ing them.

Displaying Answers

We have already described how you revise answers in the first two
situations. The following discussion will concentrate on how to revise
answers from an existing answer file.

To Display the Answers

1. Display the Directory of Answer Files.

From the Main Menu, type (1) to display the Directory of Forms,
Then flash the form that goes with the answer file you want to
revise and press (ENTER).

Let's assume that you want to revise answers that are for the OVER-
DUE form and stored in the Armin Answer File.
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DIRECTORY OF ANSWER FILES  FORM selected: OVERDUE _

File name Created Revised With form - Comments
Diskette name: OFFICE1 Drive: 0 Space available: 28%
Armin 11/7/83 11/7/83 OVERDUE Nov. e
Kinzer 11/3/83 11/3/83 OVERDUE Jeff =
Pollack 10/10/83 10/10/83 OVERDUE 10!10 £
Lane §/27/63  7/14/83° CARE “Jenni" G
Luxenberg 7/7/83 7/11/83 OVERDUE Jan.
Diskette name: DATA Drive: 1~ Space available:
Novins 7/23/83 7/27/83 HEALTH  Peter. e
Ellison 7/11/83 7/12/83 BOOKS = Harlan &
Coleman 8/18/83 8/18/83 copy manual
Gordon 10/7/83 11/13/83 ACE = tapes

Drive 2 not modified for FORMATION e
Drive 3 not modified for FORMATION +

answer Q uestions, print C ompleted form, R evis_e answers ¥ ,"
view next Page or Disk, print Answers = Qajwii'i

2. Flash the answer file you want to revise and type (f) to select
Revise answers from the options at the bottom of the Direc-
tory.

The program displays the following prompt and field. (In the field
is the name of the answer file you have selected.)

MName of answer file? Armin—_____

You should make sure that the answer file that you are revising
was created with the form you have selected. If you choose an
answer file that does not belong with the form selected, the pro-
gram attempts to merge that answer file with the wrong form
questions. To correct this, go back and choose the correct form and
then type (D again. The program then merges the answer file with
the correct form.

3. Keep or change the name of the answer file.

® Tokeep the name, make sure that the cursor is positioned at the
beginning of the field and then press (ENTER).
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* Tochange the name, use the field-editing techniques to change
the name and then press (ENTER.

The program displays the following prompt and field. (In the field
is the description of the answer file you have selected.)

Name of answer file? Armin______
Description of answer file? Nov.

4. Keep or change the description of the answer file.

® To keep the description, make sure that the cursor is positioned
at the beginning of the field and then press ERTERD.

® To change the description, use the field-editing techniques to
change the deseription and then press (ENTER.

The program displays the Answer Questions Sereen for the answer
file you have selected. Now you can revise an answor by displaying it
in the current-question area.

Displaying an Answer
in the Current-Question Area

Use (3 and () either alone or with HIFY) to display an answer in
the current-question area.

Press (£) to display the previous answer.

For example, if answer 5 is displayved in the current-question area,
press () to display answer 4.

Press (&) to display the next answer.

For example, if answer 5 is displayed in the current-question ares,
presa (5 to display answer 6.

Hold down GHIFT) and press to display the first answer.

For example, if you have answered fifty questions and you want to
revise answer 5, use GHIFT) () to display answer 1. Then use @ to
work your way through answers 2, 3, and 4 to answer 5.
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Hold down (GHIFY) and press (1) to display the last answer
before an unanswered conditional question. (For a discussion of
conditional questions, see page 109.)

If you press BHIFD () and the program does not encounter an
unanswered conditional guestion, it will display the last answer.

Revising an Answer

After you have displayed an answer in the current-question area, use
the field-editing technigues to revise it. You can

Overstrike:  Type over the current answer.

Insert: Hold down (ETAL) and type (A).
Delete: Hold down €TAD and type (0.
Clear: Hold down and press [CLEAR).
Chop: Press (ENTER).

Remember to move the cursor back to the beginning of the field (or
after the last typed character) and then press (ENTER) to enter each
answer after you revise it. (For a more complete review of the field-
editing techniques, see page 24.)

Verification

As you know, you can encounter two kinds of verification:

1. You verify answers calculated by the program.

2, The program verifies answers you have typed.

When you display a question that requires verification, you must also

verify it when you are revising answers. (For more about verification,
see page 42.)

Ending the Session

After you have revised the answers, you must tell the program that
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you have finished. The program then enables you to save or cancel
the revisions.

To End the Session

1. When you have finished revising, press BREAK.
The program displays this prompt:
S ave changes lo disk or C ancel?

2, Type either (5 or (T,

& Type(§) to save the revisions. The program revises the answers
in the answer file,

® Type (€ to cancel the revisions. The program does not revise
the answers in the answer [ile.

If you have changed the name or description of the answer file, the
program will change these whether you type (%) or @. Thercefore, if
you cancel the revisions, you must change the name and description
back to the originals if you have revised either. The program will not
change the revision date in the Directory of Answer Files if you
cancel the revisions, even if vou have changed the name or
description.
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15. PRINTING ANSWERS

You can print the answers from an answer file in two ways:

1. On the preprinted form. The program prints each answer in the
correct location and in the correct format. (Make sure that the form
printer parameter is set to the printer you are using. See page 97.)

2. As a list. The program prints the answers down the page, one
answer to a line. For example, you might print a list of answers in
order to check their accuracy before you print them on the form or
in order to create a printed record of the answers you have typed.

To Print Answers
1. Make sure the printer is switched on and is “on line.”

2. Display the Directory of Answer Files.

¢ From the Main Menu, type (1) to display the Directory of
Forms. Then flash the form that goes with the answer file you
want to print and press (ENTEH).

® From the Answer Questions Screen, press [EREAR).

DIRECTORY OF ANSWER FILES FORM selected: OVERDUE

File name Created Revised With form  Comments
Diskette name: OFFICE1 Drive: 0 Space available: 28%
Armin 11/7/83 11/7/83 OVERDUE Nov.
Kinzer 11/3/83 11/3/83 OVERDUE Jeft
Pollack 10/10/83 10/10/83 OVERDUE 10/M10
Diskette name: DATA Drive: 1 Space available: 91%
Novins 7/23/83 7/27/83 HEALTH Peter
Ellison 7/11/83 7M12/83 BOOKS Harlan

Drive 2 not modified for FORMATION
Drive 3 not modified for FORMATION

answer Q uestions, print € ompleted form, R evise answers
view next P age or Disk, print A nswers

a8



3. Flash the name of the answer file you want to print.

4. Type (£ for print Completed form to print the answers on the
form or type (A for print Answers to print the answers as a list.
At the bottom of the Directory, the program displays this prompt:
Please align paper to top of page 1 — press any key when done

5. Insert the preprinted form or a blank sheet of paper into the
printer.

Insert the preprinted form if you have typed (€. Insert a blank
sheet of paper il you have typed ().

You should align the top edge of the paper with the top edge on the
plastic card holder (making sure that the paper will feed smooth-
1y). Align the left edge of the paper with column zero on the pitch
scale. (As long as you always position the paper at the same place
both when you create a form and when you fill out the form, you
can align the paper where it is most convenient for you.)

6. Press ERTER.
The program prints the answers from the answer file.

¢ If you have typed (£, the program prints each answer on the
form in the correct position and in the correct format.

# If you have typed (), the program prints the answers in a list,
one answer to a line.

When the program has printed all the answers, it again displays the
options at the bottom of the Directory of Answer Files,

Longer Than One Page
If the form or the list of answers is longer than one page, the program
stops printing after the first page, ejects the paper, and displays this
prompt;

Please align paper to lop of page 2 — press any key when done
Insert the next page of the form (or another sheet of paper) into the
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printer and press any key. The program will pause after each page so
that, if necessary, you can insert the next page of the preprinted form
or sheet of paper into the printer.

If you have typed (K to print the answers as a list, the program
assumes that the sheet of paper you are printing on is 11 inches long
(66 lines).

Keyboard Input

You ean design a form so that the program will request keyboard
input during printing, The program will stop printing and display a
prompt and a field for the input. You type the input into the field and
press (ENTER). (You can type up to 80 characters into the field,) For
example, assume you are printing a credit application form and you
must enter a daily authorization code. Since this code may change
between the time you fill out the form and the time you print it, you
will want to enter the code as you print the form. The program stops
printing and displays this prompt and field at the bottom of the
Directory of Answer Files:

Please type your authorization code:

Type in your authorization code and press (ENTER). When you press
(ERTER), the program will print the text you have typed on the form
and then continue printing the answers from the answer file,




PRACTICE: FILLING OUT FORMS

Here are three exercises you can use to practice filling out forms. The
three forms (OVERDUE, ACE, and CARE) are stored on the Forma-
tion program diskette. (Make sure you use your Backup of the pro-
gram diskette.)

Please note that the forms were created for a Daisy Wheel IL If your

printer is a Daisy Wheel 410 or a DMP 2100, you need to change the
printer parameter of the form. (See page 97.)

Exereise 1

Refer to these
Follow these steps. pages for help.

1. Make a photecopy of Form 1 (the OVERDUE form).

2. Use the information in Worksheet A to answer the ques-
tions for the OVERDUE form. Name the answer file “Mar-

ston.” 35
3. Print the answers on the photocopy of the form. 58
Exercise 2

Refer to these
Follow these steps. pages for help.

1. Make at least two photocopies of Form 2 (the ACE form),

2. Usge the information in Worksheet B to answer the ques-
tions for the ACE form.

3. Print the answers on a photocopy of the form. 58

4. Print the answers as a list. 58
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5. Revise the answers as shown in Worksheet C. (Keep the
same name and description.) 53

6. Check the revised answers by printing them as a list. 58

7. Print the revised answers on a photocopy of the form. 58

Exercise 3

Refer to these
Follow these steps. pages for help.

1. Make at least two photocopies of Form 3 (the IRS form).

2. Use the answers from Worksheet D to answer the ques-
tions for the CARE form. 35

Name the answer file “Novins.”
Describe it with the name “Michele.”

3. Print the answers on a photocopy of the form. To make sure
that your form prints correctly, align the printhead under
the first letter in “Internal Revenue Service” at the top left
of the form. 58

4. Print the answers as a list. 58
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Worksheot A

Daily Overdue Report
Dato "!'lf!'afl-'&' Branch JVMIU'P\..

corde_ A ITHE Meme_ Howand_ Maros Lo
Ex. Date 925 Type A S X Yoors as Mombor_Ae

Dua Dote _I,LM;__

Days PastDuo /o

lecw _ MMHYIe-Mb
Authar M&m M&h-ﬁ_
e MU




Worksheet B

Sates Order Form: lnvoice [ OO 11

Mnrr Howard

Salesp
Sold 1o .
Eiq Bob Convenience Stores
200 Ef.\'.ﬁfﬁﬁ Fields
Nt.w Dr I"Eﬂﬂ.‘..' LOqu.’gng
Ship ta:
Bia Bot
Warehouce RER , 2S westphaly
Netw Of!éﬁﬂi_ Louisiong
Merchandise
Quantity Description Uit Cost
l,oo0 N‘weH-.y Facs $ 0.25
Soe | Whoopee Cushiong ;i.”?
as ﬂoueH-y D:if*?ﬁy Facks
SarusTﬂ_aq_?’
Shipping Instructions.

On g




Worksheet C

Sales Order Form: Invoice/ 209G /7
Salesperson 5

Soid to: ég M : i E

T —

Shig te: \ /g"!s’
j?«w e ﬁé@ﬁ&.&;gﬂ

WO,
Merchandize
Cubnitity ) Description Unit Corst
Lavs Flce $7.r87

Loo | Mﬁ o
g5 eaptey  (Gole (T
‘;ﬂ@_p ) SFlecrsrr T i
i Gl
SamTa:i_ﬁ.

Shepping Instructions

A 00 4PS




Worksheet D

wWorksheet for IRS 2441
Credit for Child and Dependent Care Expenses

yame  Feder Jay Novias ssg M1=11=1111
Hmmber of dependents claimed I
1st Dependent: Kame _ Michele Date of Birth !ofinfsc
Relationship daughter How long in Bl Months § Days jz
2nd Dependent: MName Date of Birth

Relationship How long in Bl Months __ Days

3rd Dependent: Kame Date of Birth
Relationship How long in Bl Months _ Days

4th Dependent: MName Date of Birth
Relationship How long in Bl Months __ Days

Fumber of persons or organizations employed 2

1st Care provider: Hame Acme Bobys!thens sS4 —
Relationship —

Care provided FROM 3/1 T0 _izfrz hmount peid 3eoe
2nd Care provider: Fame _Jane Stynmr ssg z22-22-2272

Relationship
Care-provided FROM ,(;, T0 =29 Amount paid _i2ee

3rd care provider: Name Atw York BedmweHes 53y
Relationship s
Care provided FROM Yfzp» TO 5/Fe Amcunt paid (127

[X) Married [ ) Unmarried
Filer's income ifeeo Epouse's income I 720en

hmount paid in 19E1 soeo Amount paid for 1980 in 1981 _¢eo
Ahnswers From Filer's 1040

Tax from Line 37 %¥,000 Add lines 38, 39, 41, 42, & 43. TOTAL: €00

pid filer pay 550 or more to an individual during & calendar quarter?

[%] Yes 1| 1 Ko
were the service performed in your home?
(%) Yes [ 1 Ko

Have you filed wage returns for services in your home?
(¥] Yes [ ) Ko ; i ;
What is filer's employee identification number? (ZFYSE7FF
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16. OVERVIEW: FILE MANAGEMENT

In order to manage answer files most effectively, you must know how
the program stores them on diskettes,

Storing Answer Files

You store an answer file on the same diskette that contains the form
that the file goes with. For example, when you select and work with
the HEALTH form stored on the diskette in drive 1, the program
stores the new anawer file on the diskette in drive 1. When you print
an answer file, the program uses the information from the form in
order to print the file. For example, if you print the Novins Answer
File on the preprinted Health form, the program takes the answers
from the Novins Answer File and the print positions from the
HEALTH form.

Although the program diskette can hold some forms and answer files,
you must use data diskettes to store additional forms and files. You
insert a formatted data diskette into drive 1 and "modify™ it to work
with the Formation program. If you have more than two disk drives,
you can insert data diskettes into drives 1-3. (Always insert the
backup of the program diskette into drive 0.) If you fill a diskette to
its capacity, you can copy & form onto another diskette and create now
answer files on the new diskette.

To Prepare a Data Diskette

1. Format the diskette using the TRSDOS Format command.
(See the Mode!l 4 Owner's Manual.)

2. Modify the formatted diskette, (See page 71.)

You can copy forms from the program diskette onto the new data
diskette to give you more room for creating answer files for those
forms. Use the Copy option. (See page 181.)

You can also erase answer files you no longer need to make more
space available on the diskette. (See page 75.)
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In order to perform these functions, you should:

1. Insert the diskette(s) and load the program, if you have not
already done so.

Insert into drive 0 the backup of the program diskette. Into drive 1,
insert the formatted data diskette you want to modify. (If you have
more disk drives, you can insert the diskette into drives 1, 2, or 3.)

2, From the Main Menu, type (Z) to select Answer File Main-
tenance.

For the diskettes you have inserted, the program displays the
Directory of Answer Files (with the heading ANSWER FILE
MAINTENANCE). At the bottom of the Directory, the program
displays this menu:

C opy or E rase answer file, M odify diskette,
H ardcopy directory, next P age or Disk

SHTIA HHMSNYV ONINIV.INIVIA
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17. MODIFYING A DISKETTE

If you have more than one disk drive, you should store answer filea
{and forms) on data diskettes in drive 1. If you have more than twe
disk drives, you can also store answer files (and forms) on data
diskettesindrives 2 and 3. However, before you can store answer files
on adatadiskette, you must format and modify the diskette for use by
tho Model 4 and the Formation program,

To propare the formatted diskette for use by the Formation program,
you use the Formation Modify Diskette option. (If you have only one
disk drive, you will not need to modify data diskettes, but you can
modify drive O to erase all the files on the program diskette.)

Formatting a Diskette

Format is a Model 4 TRSDOS command. To read about how to format
a diskette, s3¢0 the Model 4 Owner’s Manual.

Modifying a Diskette

Before you can store answer files on a digkette, you must “modify” it.
When you modify a diskette, the program creates a “master file” 1w
hold tho answer files.

You can also use the Modify command to erase all the forms and
nnswer files from a previously modified diskette, including the pro-
gram diskette,

How to Modify a Diskette

1. Type (B to select the option Modify diskotte from the Answer
File Maintenance menu.
The program displays this prompt:
Modity which drive (0,1,2...)7 1
1 is the default.

71

—

FSNFrFYrTYT T ATrT AL CAATEY FRh T LTYEFY % b Fow s =



I11

SHTIA HHMSNYV ONINIV.INIVIA

2. If other than drive 1, type the number of the drive that
contains the diskette you want to modify.
If you want to modify the diskette in drive 1, just press (ENTER).
Unless the diskette has been already modified, the program mod-
ifies the diskette. If the diskette has already been modified, the
program displays this message:
This disk has been modified before — erase all files (Y/N)?

® Type (Y) for yes to “re-modify” the diskette and erase all forms
and answer files from the diskette.

e Type (W) for noto cancel the procedure and to return to the Main
Menu.

When the program has finished modifying the diskette, it displays
the Main Menu.



18. COPYING AN ANSWER FILE

You use the Copy option to copy an answer file. You can copy an
answer file from one diskette to another or onto the same diskette, If
you plan to heavily revise an answer file, you should first make a copy
of it (in case you need to refer back to the original). If you want to use
one answer file as a “default” answer file, you make a copy of it and
revise the answers to create a new answer file. (For a discussion of
default answer files, see page 79.)

Copying From One Diskette to Another

Diskatte Diskatte
in Drive @ in Drive 1
Armin Answer Armin Answer
Flle = Fllass memis
' %
"1..,}

Copying on the Same Diskette

Diskette
in Drive @
After Copying

?.ﬂnrmln Answer
File

O :

- Armin Answer
File Copy
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To Copy an Answer File

1. After selecting the Answer File Maintenance option from the
Main Menu, flash the name of the answer file you want to

COpY.
Let's use the Armin Answer File as our example.

2. Type (T to select Copy answer file from the menu.
The program displays this prompt and field:
Mame of new file? Armin

In the field, the program displays the name of the answer file vou
have selected. The program positions the cursor on the first char-
acter of the name.

3. Type a new name for the copy and press ENTYER), or keep the
same name by pressing ([ENTER).

Type the new name over the old name or clear the field and type
the new name. You can use any combination of up to 16 characters
for the name. The program now displays this prompt:

Place file on which drive (8-3)? 0

In the field to the right of the prompt, the program displays the
drive number of the diskette containing the answer file you are
copying (@ in the example above).

4, Press (ENTER) or type a different drive number.

Press (ENTER) to copy the answer file onto the same diskette. Typea
different drive number to copy the answer file onto a different
diskette.

The program copies the answer file. When it completes the copy, it
displays the Main Menu.

T4



19. ERASING AN ANSWER FILE

If you have answer files that you no longer need, you can erase them
to free up space on the diskette. The Erase answer file option enables
you 1o erase an answer file.

Diskette
in Drive @
Belore Erasing Armin

Armin Answer |
File

Kinzer Angwor

in Drive 0
ARer Erasing Armin

Kinzer Answer

To Erase an Answer File

1. Afterselecting the Answer File Maintenance option from the
Main Menu, Nash the name of the answer file you want to
crase.

Letl's assume you want to erase the Armin File.

5
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2. Type (E) to select Erase answer file from the menu.
The program asks you to verify the answer file you want to erase:
Do you wish to erase Armin (Y/N)?

3. Type (Y) for yes or (H) for no.
® Type (Y) to erase the answer file.

® Type (B to cancel the procedure and to return to the Directory
of Answer Files menu.

Unless you typed (), the program erases the answer file and
displays the Directory of Answer Files {with the Answer File
Maintenance menu at the bottom) so that you can see that the
answer file has been erased. Press to return to the Main
Menu.
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20. HARDCOPYING
THE DIRECTORY OF ANSWER FILES

You can use the Hardeopy directory option to print the Directory of
Answer Files. If you have several diskettes full of answer files, you
may want to keep a printed copy of the answer files that are stored on
each diskette. Then when you want to find a particular answer file,
you don’t need to display the directory for each diskette. You simply
consult the printed copies.

To Hardcopy the Directory of Answer Files

1. Type (1D to select Hardcopy directory from the Answer File
Maintenance menu.

The program displays this message:
Please align paper 10 top of page 1 — press any key when done

2. Insert a sheet of paper into the printer and press any key.

The program prints a copy of the Directory of Answer Files start-
ing with the first diskette displayed in the Directory. For example,
let’s say you have inserted diskettes in drives 0 and 1 and you have
displayed the Directory of Answer Files beginning with the digk-
ette in drive 0. The program prints the Directory for the diskettes
in drives 0 and 1.

1f you want 1o begin printing with the answer files on the diskette
indrive 1, press (D to select the next Disk option from the menu at
the bottom of the Directory. The program scrolls the Directory up
and displays the answer files beginning with drive 1. Now, when
you hardcopy the Directory, the program begins printing with the
contents of the diskette in drive 1. The program prints the follow-
ing message for each drive that does not contain a modified disk-
ette or that is not connected to the system (drives 2 and 3 in this
example):

Drive 2 not modified for FORMATION
Drive 3 not modified for FORMATION

If the program requires more than one sheet of paper to print the
Directory, it stops printing after the first page, ejects the paper,
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and displays this prompt:
Please align paper to top of page 2 — press any key when done

Insert another sheet of paper into the printer and press any key.
The program will pause after each page so that you can insert the
next sheet of paper into the printer.

When the program has finished printing, the Directory of Answer

Files and the menu remain on the screen. Press to return to
the Main Menu.
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21. WORKING WITH
DEFAULT ANSWER FILES

A default answer is a standard answer that appears automatically. If
you often fill out a form with many answers that are the same, you
may want to use a default answer file. You can create a default
answér file when you fill out a form. Then, cach time you need 1o fill
out a form that requires these standard answers, you can copy the
default answer file and then revise the copy for the non-standard
AnEWers,

For example, let's say that you fill out insurance claims for the Labor
and Delivery Department of a hospital, For each form, 20 answers are
always the same (answers about the Labor and Delivery Depart-
ment). The remaining 15 answers are difforent for each patient. To
make your work easier, you can create a default answer file and use it
to fill out the insurance forms.

Creating the Default Answer File

Let’s continue with our previous example. You select the HEALTH
form and name the default answer file. Let’s name the answer file
LDdef (for “Labor and Delivery default”). Now you answer the 20
questions that always have the same answer. Because number, date,
and multiple-choice questions require answers, for the other 15 ques-
tions, you must provide “dummy” answers (so that the program will
display the next question). You will simply type over these answers
when you revise the answers for the new answer file.

Using the Default Answer File

to Fill Out Forms

Let’s assume that you have created a default answer file for the
HEALTH form. Now let’s assume that you must fill out a Labor and

Delivery claim form for the Gibson baby, Claire. Here are the steps
you would follow:
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1. From the Main Menu, type (Z) to select Answer File
Maintenance.

2. Flash the LDdef Answer File and type () to select the Copy
oplion.

3. Type a name for the copy.

Let's name the copy Gibson and place the file on drive 1. The
program returns to the Main Menu.

4. Type (10 to select Fill out a Form.

5. Flash the HEALTH form on the Directory of Forms and
press (ENTER).

6. Flash the Gibson Answer File on the Directory of Answer
Files and type () to Revise answers.

If you have just made the copy, the Gibson Answer File will be
flashing when the Directory is displayed.

7. Press (ENTER) to keep the name Gibson.

Change the default description at this time. Let's change it to the
name of the Gibson baby, Claire. Then press (ERTER.

8. Now use the arrow keys to skip over the 20 questions that are
to remain the same and revise the 15 “dummy” answers by
typing over each with the correct response.

When you end the session, the program stores the Gibson/Claire
Answer File on diskette, Now the Gibson/Claire Answer File con-
tains all 35 answers (the 20 from the LDdef Angswer File and the 156
new answers you typed).

Each time you fill out an insurance form for the Labor and Delivery
Department, you simply follow the same steps.



PRACTICE: WORKING
WITH ANSWER FILES

Here are two exercises you can use to practice working with answer
files. You will work with the three forms (OVERDUE, ACE, and
CARE) stored on the Formation program diskette.

For these exercises, you need a formatted data diskette and your
backup of the Formation program diskette.

Exercise 1
Refer to these
Follow these steps. pages for help.
1. Modify a diskette for use in drive 1. 71
2. Use the information in Worksheet A to fill out the ACE
form. (Name the answer file “Empire.”) 35
3. Print a hardcopy of the Directory of Answer Files. k¥

4. Copy the Empire Answer File from the program diskette
to the data diskette in drive 1. 73

5. Erase the Empire Answer File from the program diskette. 75

6. Print new hardcopies of the directories to confirm the
changes. 77

Exercise 2

Refer to these
Follow these steps. pages for help.

Empire News and Novelties is one of ACE Novelties’ biggest
customers. They place up to four orders a month. In this
exercise, you will prepare a default answer file to use for all of
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the invoices (Form 2) you send to Empire. Before you begin,
make a photocopy of Form 2 (the ACE form).

1. Use the answers from Worksheet B to create the default
answer file. (The answers that are always the same.)

Name the answer file “DefEmp.”

You must type “dummy™ answers for some questions. For
example, you must answer the “number of items” question
by typing zero. You must type an invoice number, and you
must type a date. (You will revise these answers for each
answer file.)

If Formation calculates some answers, it will display a zero
and ask you to verify.
2. Now use the default answers and the answers from Worksheet
C to fill out the invoice.
Make a copy of DefEmp. Call it “1st July.” 73

Revise the answers using the information from
Worksheet C.

Print the form. Make sure the correct printer
parameter is set for your printer. (See page 97.)
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Worksheet A
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Worksheet C
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IV. CREATING A FORM






22, OVERVIEW

In order to fill out a form, you must first “create” the form. As you
read in Working With Formation, in the overall processing of forms,
this is Stage 1. (See page 5.) Using the preprinted form as the model,
you create a form in two steps:

1. You write the questions by using the questions on the pre-
printed form as guidelines. (These questions will appear on the
Answer Questions Screen.)

2. You set the print positions for the answers. (Thus, you “pro-
gram” each answer to print in the correct place on the form,)

Planning

Creating a form is like creating a simple program for a computer. As
with any program, you begin by planning. You sit down with the
preprinted form and some paper. You then make a complete list of
questions from the preprinted form. To those questions, you add
questions that will be needed to calculate or verify certain answers.
Then you arrange all of the questions in the most logical sequence.

Before you can plan the form, however, you must first learn how to

create a form with the Formation program. (That's why the discus-
sion on planning is at the end of this section.)

Stage 1 Screens

To give you a general idea of how you create a form, here is the
sequence of screens you use.

After you have inserted the program diskette and loaded the pro-

gram, the program displays the Main Menu. You type (3) to select
Create or Revise a Form,

The program displays the Directory of Forms (in case you want to
revise an existing form). In this example, the OFFICE1 diskette in
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drive 0 contains three forms: OVERDUE, ACE, and CARE. The DATA
diskette in drive 1 contains four forms: HEALTH, BOOKS, copy, and
1040.

St DIRECTORY OF FORMS
Form name ~  Created Revised  Description.

Diskette name: OFFICE1 Drive: 0 Space avallable: 30%
OVERDUE 7/11/83 7/12/83  Notice of fine

ACE 5/27/83 7/14/83  Invoice

CARE _ T/7/83 - 7111/83  Tax credit for expenses
Diskette name: DATA Drive: 1 Space available: 82%
HEALTH 7/23/83 7/27/83  Insurance claim

BOOKS 10/10/83 10M10/83 Requisition forms

copy 8/13/83 8/24/83  copyright

1040 7/1/83 916/83 Tax return

Drive 2 not modified for FORMATION
Drive 3 not modified for FORMATION

e
¥

PR e A s

Create or R evise form, view next P age or next D isk 2

To ereate the form on the diskette in drive 1, type (ID) to move the
flashing to the drive 1 diskette (DATA in the example), and then type
() to select the option Create form from the menu at the bottom of the
Directory. The program replaces the menu at the bottom with the
following prompt and field and positions the cursor at the beginning
of the field:

MName of form?

For this example, we'll call the form NEWFORM.

The program then displays the description prompt and field under
the name prompt and positions the cursor at the beginning of the
field.

Name of form? NEWFORM.
Description of form?

890
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After you have named and described the form, the program displays,
one at a time, the following prompts and fields:

CREATE NEWFORM

Name of printer to be used? DW2______

How many characters per inch (4-20)7 10

How many lines to the page (4-99)7 66 ’
How wide s the page (4-168 characters)? 80

You type your response to each of these prompts in order to indicate
the printer and to set the print parameters (page size) for the form.
Press after each response. After you set the print parameters,
the program again displays the Directory of Forms in case you want
to take the questions from an existing form as the basis for your new
form (page 185) or in case you want to print the questions from a
different file, Note the NEWFORM entry.

~ A WRITE/REVISE QUESTIONS FOR NEWFORM =

R

Formname Created ~ Revised Description

Diskette name: DATA Drive: 1 Space available: 92%
NEWFORM 11/23/83 11/23/83 201-3452

HEALTHIS®  7/23/83  7/27/83  Insurance claim =
BOOKS &f = dwwsa.. - 10/10/83 Requisition forms,
CopYl ARk . 8/13/83.  B/24/83  copyright : &

1040 7/1/83 9/16/83  Tax return
Drive 2 nc-t modified for FOHMATEON 4
Drlvs 3 nolxmodiﬂed for FDHMAT!ON

To use qt':astions- from flashing form press ENTER, or write N ew
questions, print  Q uestions, view next P age or next Disk

Now you type () to select the option write New questions, and the
program displays the Write/Revise Questions Screen so that youcan
write the questions for NEWFORM.
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WRITE/REVISE QUESTIONS FOR NEWFORM

No Previous Question

[ ] Enter question number:

[] Kind: Text, Number, Date, M ultiple choice

[] Condition: A Iways, Formula

[] Source: K eyboard, F ormula

[] Verify: Manual, None, Formula

[] Add answer to columns: Yes, No

[ ] Enter text of question:

[] See MNextor Previous guestion, Addor D elete question
Please type question number;

Mo next question o :
BREAK=done, CTRL-N =next, CTAL-P = previous, shift-arrows = 1st/last

You write the questions. When you have finished, you press (BREAK).
Now you are ready to set the print positions.

The program again displays the Directory of Forms, with a new
menu at the bottom of the screen, in case you want to use the
print positions from an existing form as the basis for your new
form (page 172) or in case you want to print the printer positions
from a different file. (See page 165.)

SET/REVISE PRINT POSITIONS FOR NEWFORM

Form name Created Revised Description

Diskette name: DATA ~ Drive: 1 Space available: 92%
NEWFORM 11/23/83 ° 11/23/83 201-3452

HEALTH 7/23/83 7127/83  Insurance claim

BOOKS 10/10/83 10/10/83 Requisition forms

copy 8/13/83 8/24/83  copyright

1040 : 7/1/83 9/16/83  Tax return

Drive 2 not modified for FORMATION
Drive 3 not modified for FORMATION

To use printer positions from flashing form press ENTER, or set
New ones, 5 end info to printer, view next P age or Disk
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Now you type (T to select the option set New printer positions, and
the program prompts you to insert the preprinted form into the
printer:

Please align paper to top of page 1 — press any key when done

After you have inserted the form and pressed a key, the program
displays the Set/Revise Print Positions Screen.

You use this screen Lo set the print position for the answer to each
question.

After you have set the print positions, you press [EREAK) to end the
session. The program returns to the Main Menu.
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Summary

1. You write the questions for the form on the Write/Revise Ques-
tions Screen. When you have finished, the program stores them in
a question file on the diskette.

2. You use the printer and Set/Revise Print Positions Screen to set
the print positions for the form. When you have finished, the
program stores them in a print file on the diskette.

The program stores both the question file and the print file under the
form name, which appears in the Directory of Forms,
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23. NAMING AND DESCRIBING A FORM

To create a form, you name it, describe it, and then set the print
parameters, Here are the steps you use to name and describe a form.

To Name and Describe a Form

1. From the Main Menu, type (3 to select Create or Revise a Form.

The program displays the Directory of Forms with a new menu at
the bottom:

_ DIRECTORY OF FORMS
-.'Ftevlsadr Deacﬂpﬂon o
g.Dmra 0 Space mrmlable :ma

Fﬁtm name |
Diskette name: OFFICE1

ovERDUE,u 71/830 12)33;; Nollceofﬂna .,=-
ACE: s . .5leT/asieaal 3}& Invoice 3
CARE = 7/7/83 "?f Rax credit for expenses w
Diskette namg: DATA Dnva‘"g Spacewavas!ahla.,_

HEALTH

W
Sty e Ng

BOOKS : Hequisllson forms -
copy : ,1- copyright ©
1040 - Tax retum T
D,;we £

Create or R evise form, view next P age'ur next D isk

Let's assume that you work in insurance and you are creating an
insurance claim. To create the form on the diskette in drive 1, type
(0 to move the flashing down to the drive 1 diskette (DATA in the
example).

2. Type (€) to select Create form.

The program replaces the menu at the bottom with the following
prompt and field. (The program positions the cursor at the begin-
ning of the field.)

Mame of form?
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3. In the ficld, type a name for the new form and press ERTER.

You can type any combination of up to 16 characters for the form
name, If you type 16 characters, the program automatically enters
your response. (Let’s call the form NEWFORM.) Type the name in
the field and press ENTER).

Below the name prompt, the program displays the description
prompt and field:

Name of form? NEWFORM
Description of form?

4. In the field, type a description for the new form and press
(ENTER).

You can type any combination of up to 26 characters for the
description, If you type 26 characters, the program automatically
enters your response. (Let's describe it by its document number
201-3452.) You type the description in the field and press (ENTER.

Name of form? NEWFORM.
Description of form? 201-3452

Now the program displays the first of the four print parameter
prompts so that you can set the print parameters.




24. SETTING THE PRINT PARAMETERS

After you have named and described the new form, the program
displays four prompts and fields, one at a time. You answer each
prompt and press ENTER to set the print parameters. Here are the
four prompts shown at one time, with the default responses. (If you
change one or more of these parameters, the parameter you set
becomes the new default.)

Name of printer to be used? DW2_____

Hew many characters per inch (4-20)7 10

How many lines to the page (4-99)7 66

How wide is the page (4-168 characters)? 80__

You use the fields to set the overall specifications for the form: printer
name (type), characters per inch (pitch), lines to the page (length),
and width.

To Set the Print Parameters

When you press EHTER after describing the form, the program dis-
plays first this prompt and field:

Name of printer to be used? DW2_

1. In the field, type the code that deseribes the printer you are
using and press (ERTER).

This prompt enables you to name the printer you will use when you
print the answers on the form. You may select one of the following
printer codes:

DW2 for the Daisy Wheel IT
DWP for the Daisy Wheel 410
DMP2100  for the DMP 2100

To keep the default, just press (ENTER).

When you press (ENTER), the program displays the second prompt
and field:

How many characters per inch (4-20)7 10
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2.

In the field, type a number from 4 to 20 to set the number of
characters per inch (pitch) and press ([ENTER. (If you type two
digits, the program automatically enters your response.)

This prompt enables you to set the pitch. Pitch is the number of
characters that print per inch. 10 characters per inch (often called
pica) and 12 characters per inch (often called elite) are the most
comman, Here are the pitches available for each printer:

DW2 only 10 and 12
DWP410  only 10 and 12
DMP2100 5,6, 8, 10, 12, 16

To keep the default, just press (ENTER.

When you press (ENTER), the program displays the third prompt and
field:

How many lines to the page (4-99)7 66

In the field, type a number from 4 to 99 to set the number of
lines for each page. (If you type two digits, the program auto-
matically enters your response.)

This prompt enables you to set the length of each page of the form
inlines. Printers print 6 single-spaced lines per inch. For example,
standard 8% x 11-inch paper is 66 lines long (6 % 11 = 66).

To keep the default, just press (ENTER.

When you press [ENTER), the program displays the fourth prompt
and field:

How wide is the page (4-168 characters)? 80

. Inthe field, type a number from 4 to 168 to set the width of the

form. (If you type three digits, the program automatically enters
your response.)

This prompt enables you to set, in characters, the width of the
form. The number of characters depends on the pitch you have set
inresponse to the characters perinch prompt. You convert inches to
characters. For example, for a form on standard 8% x 1l-inch
paper, you usually set a width of 8 inches. With 10 characters per
inch, the width is then 80 characters (8 x 10). With 12 characters
per inch, the width is 96 (8§ x 12),
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To keep the default, just press (ENTER).

After you have set the last print parameter and pressed (ERTER), the
program displays the Directory of Forms (with the heading
WRITE/REVISE QUESTIONS FOR --) and lists your new form as
the first entry for the diskette you are storing the form on. The
program now displays a new menu at the bottom of the Directory.

WRITE/REVISE QUESTIONS FOR NEWFORM

Form name Created Revised Description

Diskette name: DATA Drive: 1 Space available: 92%
NEWFORM 11/23/83 11/23/83 201-3452

HEALTH 7/23/83 7/27/83  Insurance claim

BOOKS 10/10/83 10/10/83 Requisition forms

copy 8/13/83 8/24/83  copyright

1040 7/1/83 9/16/83 Tax retumn

Drive 2 not modified for FORMATION
Drive 3 not modified for FORMATION

To use questions from flashing form press ENTER, or write N ew
queslions, print Q uestions, view next P age or next D isk

5. Type (K to select the option write New guestions.

Now the program displays the Write/Revise Questions Screen go that
you can write the guestions from the form.
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25. WRITING FORM QUESTIONS

After you have named and deseribed a form, set the print parameters,
and typed (B to select write New questions, the program displays the
Write/Revise Questions Sereen.

1 —— WRITE/REVISE QUESTIONS FOR NEWFORM
2 —Nao Previous Question
[T ] Enter question number;
[] Kind: Text, Number, Date, M ultiple choice
[ ] Condition: A Iways, F ormula
[] Source: K eyboard, F ormula
34 [] Verity: Manual, None, Formula
[ 1 Add answer to columns: Yes, No
L[] Enter text of question:
4—[] See Nextor P revious question, Addor D elete question
[Please type question number;
6 == g - 3 : Ry ey

6—No next wosho-n

7—BREAK = done, CTRL-N = next, CTRL-P = previous, sl'rl’t-arfm-iml

The Write/Revise Questions Screen

The Sereen has seven areas: the heading, the previous-question area,
the current-question area, the command line, the response area, the
next-question area, and the prompt line,

I. Heading

In the heading, the program displays the name of the form you are
working with, (NEWFORM in the preceding example.)

2. Previous-Question Area

Here the program displays the previous-question number and text. If
there is no previous question, as in the preceding example, the pro-
gram displays the message No previous question,
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3. Current-Question Area

Here you write each question by typing a response for each of the
seven “definers.” (The definers are described below.)

4. Command Line

The last line, with brackets at the beginning (making it look like the
eighth definer), you use to move to the next or previous question and
to add or delote questions,

5. Response Area

The program uses the two lines below the command line to list
prompis and the fields that you use to write or revise questions. In the
example, the prompt is Please type question number: followed by a
field where you type your response. The program also displays error
messages here.

6. Next-Question Area

Here the program displays the next-question number and text. If
there is no next question, as in the example, the program displays the
message No noxt question.

7. Prompt Line

Here the program displays prompts.

The Seven Definers

To “write" a question, you type a response for each of the seven
definers. You write questions one at a time. For example, when you
first display the WriteRevise Questions Screen, the program moves
the cursor within the first set of brackets (Enter quostion number).
You type a number, and the program then moves the cursor down to
the next set of brackets. You type a letter.

Afer you have responded to each of the definers, the program moves
to the next question and displays the seven definers again. The

101

<

INH0d V ONLLVHID



IV

INHOAd V ONILLVHYD

program again positions the cursor within the first set of brackets.
Now you answer each definer for this question.

To Write a Question
As we have noted, to write a question, you respond to each of the
seven definers, The program positions the cursor within the brackets
for the first definer

[ ] Enter question number
and digplays in the response area the following prompt:

Please type question number:

1. In the field, type a number for the question and press (ENTER.

You can type any number from 0 to 9999. You can also type
decimal numbers. The only limitation on the number is the
4-character length of the field. (For example, you can type 1.99,
10.1, or 9001.) If you type four numerals, or three numerals anda
decimal point, the program automatically enters the response and
you do not have to press

Using decimal numbers Generally you use decimal numbers to
add a question between two existing questions. (For example, to
add questions between questions 3 and 4, you can number the
added questions as 3.1, 3.2, and o on.) For more information about
question numbers, see page 154.

The program moves the cursor down to the brackets for “Kind."
[] Kind: Text, Number, Date, M ultiple choice

2. Type (7], (), (0), or () to define the Kind of question you are
writing.
Text Type (1D to define the question as a text question. Now the
program will accept any combination of up to 80 characters (let-
ters, numbers, symbals, spaces) for the answer when you fill outa
form on the Answer Questions Screen.
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Also, define as “text” those questions that ask for numbers but do
not require any calculation. (For example, if you want to ask fora
Social Security number, define the question as text since the
answer will not require calculation.)

Number Type () to define the question as a number question.
The program will accept only number answers when you fill out
the form on the Answer Questions Screen.

Define as “number” those questions whose answers require cal-
culations. (For example, if your question is “Number of widgets
sold?” or “Price of widget?” or “Total amount for widgets?" define
the question as “Number.”)

Date Type (i) to define the question as a date question. The
program will accept only answers typed in the format MM/DD/YY
{(for month, day, year) when you fill out the form.

Multiple choice Type (M) to define the question as a multiple-
choice question. Later, when you type the text of the question, you
must type a set of parentheses for each answer alternative. Then,
on the Answer Questions Screen, you select the correct answer by
moving the cursor within the parentheses and pressing (ENTER.
The program numbers each choice beginning with 1. If there are
three choices, the answer can be either 1, 2, or 3. (You use these
numbers when you create formulas.)

After you have defined the Kind of question, the program moves the
cursor down to the brackets for Condition.

[ ] Condition: A ways, Formula

3. Press (EATER) to keep the default (A for always or type (F) for
formula.

Always The program will always ask the question on the Answer
Questions Screen.

Formula The program will ask the question only under a specific
condition. (For example, you can tell the program to ask the ques-
tion only if the answer to question 12 was 3. If the answer was any
number other than 3, the program will not ask the question.)
When you type (F), the program displays in the response area the
following prompt and field:
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Enter formula to use as condition:

Type a formula that contains a relational operator. Here, a re-
lational operator is simply a mathematical symbol that describes
the relationship between numbers and answers. For example the
symbol = between two numbers means that the first number is
equal to the second. (Thus, #12=3 means that “the value of
answer 12 is equal to three.”) As another example, #12<#17
means that “the value of answer twelve is less than the value of
answer seventeen.”

® If the program evaluates the relationship created by the
answers as true, it will ask the question on the Answer Ques-
tions Screen.

® If the program evaluates the relationship created by the
answers as false, it will not ask the question on the Answer
Questions Screen. (For a detailed discussion of formulas, see
page 109.)

After you have defined Condition, the program moves the cursor down
to the brackets for Source.

[ ] Source: K eyboard, Formula

4. Press (ENTER) to keep the default (K for keyboard or type (F)
for formula.

Keyboard This requires the operator to type the answer from the
keyboard. When the program displays the question on the Answer
Questions Screen, it will wait for you to type an answer and to
press (ENTER).

Formula This requires the program to calculate the answer.
When you type (F), the program displays in the response area the
following prompt and field:

Enter formula to use as source:

Type a formula (for example, #2+ #11) and press ENTER. Now,
when you fill out the form, the program will use the formula to
caleulate the answer to this question. In the example given, the
program will add the values of the answers to questions two and
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eleven together to determine the answer to the current question.
Unless you ask for verification (the next definer), the program will
not display its answer in the current-question area of the Answer
Questions Screen. (For a detailed discussion of formulas, see
page 109.)

After you have defined Source, the program moves the cursor down to
the brackets for Verify.

[] Verify: Manual, None, Formula

5. Press to keep the default (i) for none, type (0 for
manual, or type (E) for formula.

None This specifies that the answer requires no verification. On
the Answer Questions Screen, the program will accept any answer
(as long as it meets the “Kind” definition: text, number, date, or
multiple choice).

Manual This requests “manual” {operator) verification. Later,
when you answer the question and press (ERTER), the Answer Ques-
tions Screen will display this prompt:

Is this answer comect (Y/N)?

You must then type (D) for yes or () for no. (Normally, you select
manual verification if you have defined the “source” of the ques-
tion as a formula.)

Formula This requires the program to verify an answer by ap-
plying a formula. When you type (F), the program displays in the
response area the following prompt and field:

Enter formula to use as verification:

Type a formula and press ERTER). The formula must contain a
relational operator such as = or <. When you answer the question,
the program applies the formula to evaluate the answer.

# If the program evaluates the answer as true, it will accept the
answer and go on to the next question.

# If the program evaluates the answer as false, it will flash this
prompt at the bottom of the Answer Questions Screen:

sasEsEseEe A newEl m not Vefify — p!em w again sEsansmses
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If you receive this prompt while filling out a form, you must press
(BREAK) and answer the question again. The program will not allow
you to continue until it evaluates the answer as true, Select the
formula option only if you want the user to calculate the answer;
that is, when you have defined the “source” as *keyboard.” (For a
detailed discussion of formulas, see page 109.)

After you have defined Verify, the program moves the cursor down to
the brackets for Columns.
[ ] Add answer to columns: Yes, No

6. Press (ENTER to keep the default (H) for No or type (Y0 for Yes.
Mo The program does not add the answer to a column.

Yes If you have defined “kind” as “number,” you can type (¥ to
add the answer to one or more columns. The program displays this
prompt and field:

Type up to 16 column no. (1-16) separated by spaces or commas:

Type one or more column numbers and press ERTER. If you tvpe
more than one column number, separate the numbers with spaces
or commas. For example:

1234
or
1,234

You can only add numbers to a column. Each number you addwa
column is added to the existing total. Therefore, you generally uze
a column to keep track of “running totals.”

To retrieve a number from a column, you write a question and
define its “source” as “formula.” When you type the formula, you
type (€ for column and then the number of the column whose total
you want. For example, let's say you write two questions. The
program adds each answer to column 2 (C2):

Question 13 is “Number of widgets?”
Question 21 is “Number of wackets?”

Now, you write question 40 and define the “source” of its answer as
“formula.” You type C2 as the formula. Thus, when you fill out the
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form, the program adds the answer to question 13 to column 2. It
also adds the answer to question 21 to column 2. Thus, eolumn 2
contains the total of answers 13 and 21.

When the program answers question 40, it retrieves the total from
column 2 as the answer.

You may not use the question number of an unasked question as
an element in a formula. The “Care Form" example on your data
disk demonstrates the use of columns to circumvent this limita-
tion. Review questions 274 +» this form for an illustration of this
principle,

After you have defined Columns, the program moves the cursor down
to the brackets for Enter text of wu-wrun.

[ ] Enter text of question:
The program displays in the response area this prompt and field:
Enter question text on next line:

7. In the field, type the text of the question and press (ERTER.

You can type any combination of up to 80 characters (letters,
numbers, symbols, and spaces). This is the text that the program
displays on the Answer Questions Screen.

Typing multiple-choice questions Only one case is special when
you type text. If you have typed (D to define “kind” as multiple
choice, then you must provide two or more choices. You type one
set of parentheses for each choice (with a maximum of 9).

® You can type each choice within parentheses:
Branch: (Main) (Dowager) (Norton)
® You can type the parentheses before or after each choice:

Branch: ( )Main ( )Dowager ( )Norton
Branch: Main( ) Dowager( ) Norton( )

# You can group the parentheses:
Branch: () () () Main Dowager Norton
To move fo next question Enter text of question is the last definer.
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After you type the question text and press (ENTER), the program
positions the cursor within the brackets of the command line:

[] See Nextor P revious question, Addor D elete question

8. Type (K to write the Next question.

The program moves the current question up to the previous-
question area and clears the current-question area so that you can
write the next question.

If you type (F), the program moves back to the previous question
and enables you to revise your responses for that question. Press-

ing (A or (I} will enable you to add or delete a question at this

point. (For more about adding and deleting questions, see page
170.)

Ending the Session

To end the session and to store the questions on the diskette, press
(BREAK). The program displays the Directory of Forms with a new
menu so that you can set the print positions for the form.
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26. WORKING WITH FORMULAS

You can use a formula in one of two ways when writing (or “defining™}
questions. First, you can use a formula as the “source” of an answer.
Here the program applies the formula to caleulate an answer. Second,
you can use a formula as a “condition” for the appearance of a
question or to verify the correctness (or appropriateness) of an
answer. Here the program applies a formula and evaluates an answer
as true or false.

Formulas for Calculating Answers

A formula you use as the “source” of an answer requires the program
to calculate. Formulas for calculating answers may include “con-
stants,” “arithmetic operators,” “functions,” and “parentheses.”
These formulas must not include “relational operators.” (See the
following discussion for definitions of these terms.)

Formulas for Evaluating Answers

A formula that you use for “condition” requires the program to
control whether or not a particular question appears on the Answer
Questions Screen. If the program applies the formula and finds that
the answer does not conform to the condition you have set, then it will
not ask that question.

When you use a formula to “verify” an answer, the program will
check the correctness of the answer.

Formulas for evaluating answers may include constants, arithmetic

operators, logical operators, functions, and parentheses. These for-
mulas must include a relational operator.

Using Constants

To create a formula, you use constants, operators, and functions.
A constant stands for a value, such as a number of a date. You use
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operators to tell the program to perform an operation with one or
more constants. You use a function to tell the program to perform a
calculation.
Whether you type a formula for caleulating or evaluating an answer,
you can include these constants: # (for the answer to a question),
numbers, C (for column), and D (for date).
# for Answer to a Question
To use in a formula the answer to a question, type # and then the
question number. The value of that answer is always a constant in
the formula. For example, to use the answer to question 11, type:
#11
Numbers
You can use numbers in formulas. For example, in a question that
calculates a sales tax of 8% on the amount from question 11, you type
= (multiply):
#11=.08
C for Column
For any question, you use the “column” definer to add the answer to
one or more of 16 columns. The definer appears on the Write/Revise
Questions Screen:
[] Add answer to columns: Yes, No
To get the current value from a column and to use it in a formula, you
type (L) and then the number of the column you want. For example,
to use the current value from column 5, type:

C5

D for Date

You can use a date in a formula to perform addition or subtraction
using the date as a constant. You type a (D) and then type the date.
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Use the format MM/DD/YY. For example, to use the date May 15,
1985, in a formula, type:

DO5/15/85

Using Operators

You use arithmetic operators to tell the program how to calculate:
addition, subtraction, multiplication, division. You use relational
operators (such as =) to tell the program to evaluate the relationship
between two or more constants or expressions, You use logical oper-
ators (such as AND) to tell the program to perform a logical test on
two or more constants or expressions.

Arithmetic Operators

Use the standard arithmetic operators to add, subtract, multiply, and
divide. You can use them in formulas for calculating or evaluating.

Type To Perform Example

Addition #7 + #4
(=) Subtraction #7—#4
(*)  Multiplication #Twd 4
({0 Division #7144

Relational Operators

You use relational operators (such as =) to tell the program to
compare two answers. You can use these relational operators:

= = = == <= <>
For example, in the following formula, the relational operator =

compares the value of the answer from question 11 with the total in
column 2,
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#11=C2

Ifthe value of the answer from question 11 equalsthe total incolumn
2, then the program evaluates the relationship as “true.” If the value
of the answer from question 11 does not equal the total in column 2,
then the program evaluates the relationship as “false.”

You must type a relational operator in formulas you type for the
condition or verification definitions,

You must not type a relational operator in formulas you type for the
wource definition,

= (Equals): A= B

If A equals B, the program evaluates the relationship as true. If A
does not equal B, the program evaluates the relationship as false.

> (Greater Than): A> B

If A isgreater than B, the program evaluates the relationship as true.
If A isless than or equal to B, the program evaluates the relationship
as false.

< (Less Than): A< B

If A is less than B, the program evaluates the relationship as true. If
A ia greater than or equal to B, the program evaluates the rela-
tionship as false,

>= (Greater Than or Equal To): A>= B

If A is greater than or equal to B, the program evaluates the rela-
tionship as true. If A is less than B, the program cvaluates the
relationship as false.

<= (Less Than or Equal To): A<= B

If A is less than or equal to B, the program evaluates the relationship

astrue. If A is greater than B, the program evaluates the relationship
as false.
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< > (Not Equal To): A< > B

If A is not equal to B, the program evaluates the relationship as true.
If A is equal to B, the program evaluates the relationship as false.

Logical Operators

In formulas you use to add a condition to a question or to verify an
answer, you can use the logical operators AND or OR. The program
uses these operators to make a logical test between two or more
relationships. For example, let's say vou use a formula to create a
condition for a question. You want the program to ask question 20 if
the answer to question 5 is greater than zero AND if the answer to
question 15 is less than 200. You use the logical operator AND to tell
the program to make a logical comparison between question 5 and
question 15.

(#5=0) AND (#15<200)
You must enclose in parentheses the expressions on either side of a
logical operator; otherwise, the program will not evaluate the ex-
pressions properly.
AND: (#11=2) AND (#15=1)
Ifboth conditions are true, the program evaluates the relationship as
true, If either condition is false, the program evaluates the rela-
tionship as false,
OR: (#11=2) OR (#15=1)
If either condition is true, the program evaluates the relationship as
true. If both conditions are false, the program evaluates the rela-
tionship as false.

NOT

You can use the logical function NOT to reverse the logical value of
an argument. If a statement is true, NOT makes it false. If a state-
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ment is false, NOT makes it true. For example NOT#5 = #7 means
that the answer from question 5 should not equal the answer from
question 7.

{#11=2) AND NOT (#15=1)

If #11 =2 and #15 does not equal 1, then the program evaluates the
relationship as true.

Using Functions

A function is a “shortcut” you use to perform a calculation. For
example, rather than using several steps to convert a number to an
integer (whole number), use the function INT.

The program provides three arithmetic functions for standard cal-
culations: INT (convert to integer), RND (round off), and ABS (con-
vert to absolute value).

In the following discussion, the term argument (abbreviated as
“Arg”) refers to a number value in the formula.

INT(Arg)
You use the infeger function to tell the program to “return” the
largest whole number that is not greater than the argument. Type
the argument in parentheses. For example:

INT (334.1211) returns 334,

INT (334.912) returns 334,
RND(Argl;Arg2)
Here you are using the round function to tell the program to round off

argument 1 as specified in argument 2. Use RND to round either the
integer (whole number) or the fractional portion of a number.

In parentheses after RND, type argument 1 (the number or constant
you want to round), type a semi-colon, type argument 2 (the kind and
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degree of rounding). For example, to round 334.54545 to the nearest
100, type 100 as argument 2:

RND(334.54545;100) returns 300,

To round 334.54545 to the nearest hundredth, type .00 as argu-
ment 2:

RND(334.54545;.00) returns 334.55.
ABS(Arg)

You use the absolute function to tell the program to “return” the
absolute value of the argument. (The program returns either a posi-
tive or negative value as a positive value.) For example:

ABS(100) returns 100.
ABS(—100) returns 100.

Using Parentheses

In addition to the constants, operators, and functions, you can use
parentheses to explain calculations and to clarify expressions. For
example, you can “nest” operations by enclosing them within pa-
rentheses, In this way, you can separate operations for clarity and
also direct the sequence in which the program will perform the
operations, since the program works from inner sets of parentheses
to outer sets. Here are three examples of expressions that use
parentheses:

((#l+#124 #22)=.08)+C1
(0=#8) AND (#8<99999)
INT((#8 — #8.1=10000)/1000)

Negative numbers must be enclosed in parentheses.

Order of Operations

For logical and arithmetic expressions, the program works with
formulas in the following order (or priority).
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Logical Expressions

Unless the order is altered by parentheses, the program works with
logical expressions from left to right. For example:

(#11=1) AND (#15=2) OR (#22=4)

In this formula, the program evaluates the relationship between the
first two conditions (#11=1 AND #15=2), and then it evaluates
their relationship to the next condition. Thus, if either condition
before or after the OR is true, the relationship is true: as long as
#11=1AND #15 =2 is evaluated as true, OR #22 =4 is true and the
expression is true,

In the following example,
(#11=1) OR (#15=2) AND (#22=4)

the program again evaluates the relationship between the first two
conditions (#11=1 OR #15=2), and then it evaluates their rela-
tionship to the next condition. Thus, if both conditions before and
after the AND are true, the relationship is true: as long as either
#11=10R #15=2 is true, AND #22 = 4 iz true, then the expression
is true.

If you type parentheses within a logical expression, the program
works with the statement within parentheses first and then con-
tinues from left to right. For example:

(#11=1) AND ((#15=2) OR (#22=4))

The program first works with the statement in parentheses. As long
as #11=1 is true, AND either #15=2 OR #22 =4 is true, then the
relationship is true.

Arithmetic Expressions
The program works with arithmetic expressions in this order:

1. Functions

2. Parentheses

3. Multiplication and division
4. Addition and subtraction
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Here is an example. The top numbers show the order.

1 3 2 4
INT(#11) = (C2 + #15) + #21

1. The program first performs the INT function.
2. Then it performs the calculation within parenthoses.

3. Next, it multiplies the integer by the sum from the parenthetical
caleulation,

4. Finally, it adde that product to the answer from question 21.
Here is an example with nested caleulations.

2 3 4 6 5 1
((C2 + 1000) +100) /710 - #11 » INT\#15)

1. The program first finds the integer value of question 15.

2. Then it performs the parenthetical calculations beginning with
the innermost parentheses.

3. Next it works to the outer parentheszes by multiplying the sum
from the parenthetical calculation by 100.

4. Then it performs the division: it divides the result of the paren-
thetical ealeulations by 10.

5. It multiplies the answer to question 11 by the integer value of
question 15,

6. Finally, it performs addition and subtraction: it subtracts the

results to the right of the minus sign from the results to the left of
the minus sign.

Using Dates

You can use dates in formulas for either evaluating or caleulating.
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As Constants
You can use the number of a question that contains a date.
#11

or you can type a date by typing (D followed by the date. Use the
format MM/DD/YY:

DOT/04/85
In Formulas That Evaluate Answers
You can use dates in formulas you apply to condition a question or to
verify an answer. Here is a formula used as the condition for question
20. The program will ask question 20 only if the answer to question 9
is May 1, 1985:
(#9)=(D05/01/85)

Here is a formula that verifies the answer to question 10. The answer
must fall within the month of May 1985:

((#10) < (D06/01/85)) AND ((D04/30/85) < (#10))

Thus, the answer to question 10 must be less than June 1, 1985, and
greater than April 30, 1985.

In Formulas That Calculate Answers

You can add days to a date or subtract days from a date. (You cannot
add one date to another date or subtract one date from another date.
You also cannot multiply or divide a date by a constant.) For exam--
ple, if the answer to date question 3 is May 1, 1985, you can add 15
days to the date as the source of the answer to question number 14:

#3+15

or
D05/01/85 + 15

In either case, the program calculates the answer to question 14 as
05/16/85.
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You use the same idea to subtract days from dates:
#3-15
or
D05/01/85-15

In either case, the program calculates the answer to question 14 as
04/16/85.
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27. WORKING WITH THE
SET/REVISE PRINT POSITIONS SCREEN

After you have written the questions for a new form, you press
(BREAK). The program displays the Directory of Forms (in case you
want to use the print positions from an existing form as the basis of
your new form). At the bottom of the Directory, the program displays
a new menu;

To use printer positions from flashing form press ENTER, or set
N ew ones, S end Info to printer, view next Page or D isk

1. Make sure that the name of the form you are working with is
flashing, then type (N to set New printer positions.

The program clears the screen and displays this prompt:

Please align paper to top of page 1 — press any key when done
2. Insert a copy of the preprinted form into the printer.
3. Press any key.
The program displays the Set/Revise Print Positions Screen. The

Screen has four main areas: plotting area, message area, status line,
and prompt area.
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SET/REVISE PRINT POSITIONS FOR NEWFORM

Do DU AW N -

(+=<GereatQene 1 5urs20eee 2502230 35— 40— 45 50---55---60---65---T)-~T5
) e b Ao

Page: 1 Une: 1.0 Column: 1-0% Fractional spacing OFF St Line

A sos answer, BREAK exits, press H for HELP Prompt Ling

You use the Screen and the printer to set the print position for the
answer to each question you have written.

When you display the Set/Revise Print Positions Sereen, the program
activates the printer. You use keys to position the printhead on the
form. The Set/Revise Print Positions Screen becomes a “map” of the
form in the printer, As you move the printhead to different positions
on the form, the cursor on the screen shows these positions in lines
and columns.

Plotting Area

The plotting area is defined by a horizontal axis at the bottom and a
vertical axis at the left. As noted, the area is a “map” of the form in
the printer. As you move the printhead, the cursor moves correspond-
ingly through the plotting area. The cursor shows print positions in
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lines and columns. You set the position for an answer by using the
question number. (The program uses the question number to identify
the “kind” of question for the position.) The program displays a
symbol in the plotting area: T for text, N for number, D for date, and x
for each multiple-choice answer. The Screen might look something
like this:

SET/REVISE PRINT POSITIONS FOR NEWFORM

=== I B R R
4 A4 4 4
e T B oLl
4 4 4
2 Z2 Z2 Z
—'
i

17 s Y x

5o {10---15---20- + 25---30---35 + --40---45---5 + ---55-—60-65 + --T0---75

Page: 1 Line: 1.0 Column: 9-0/6 Fractional spacing ON
A sets answer, BREAK exits, press H for HELP

The Horizontal Axis

The line of numbers and dashes (0 through 75) across the bottom of
the Screen represents columns on the form. Each column is the width
of one character. Thus in 10 pitch, a column is one tenth of an inch. In
12 pitch, a eolumn is one twelfth of an inch. When you press (SPACE),
you move the printhead and the cursor one column to the right (for
example, from column 1 to column 2). You determine the width of the
horizontal axis when you set the width parameter. You can set a
maximum width of 168.
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If you set tabs or a left margin, the program displays them in the
horizontal axis:

( represents a left margin.
+ represents a tab.

The Vertical Axis

The numbers down the left represent single-spaced lines on the
paper. There are six lines per inch. When you press (3-), you move the
printhead and the cursor down one line (for example, from line 1 to
line 2). You determine the length of the vertical axis when you set the
length parameter. You can set a maximum page length of 99 lines.

Message Area

The Sereen uses two lines beneath the horizontal axis to prompt you
for information and to display fields for your input. When you first
display the Sereen, the message area is blank. As you set positions for
different kinds of answers, the program uses this area to prompt for
information. The program also displays error messages in this area.

Status Line
Beneath the message area, the Screen displays the status line:
Page: 1 Line: 1.0 Column: 1-0/6 Fractional spacing OFF

The status line indicators always tell you the current horizontal and
vertical position of the printhead in relation to the form in the
printer.

Page: Some forms are more than a page (such as a form where you
must fill out the front and the back). For these forms, the page
indicator tells you which page you are on. You can use a maximum of
nine pages.

Ling: The line indicator tells you the current vertical position in
lines. If you use fractional spacing to move a form up or down in
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increments of a half line, the line indicator displays the fractional
spacing after the decimal. For example, if you are on line 11 and
move down a half line, the line indicator displays 11.5. If you
move down another half line, the line indicator displays 12, then
12.5, and so on.

Column: The column indicator tells you the current horizontal posi-
tion in columns. If you use fractional spacing to move a form left or
right one sixth of a column, the column indicator displays the frac-
tional spacing after the dash. For example, if you are on column 11
{11-0/6) and move the printhead one sixth of a column to the right, the
column indicator displays 11-1/6. If you move it another sixth of a
column to the right, the column indicator displays 11-2/6, and so on,
to 11-5/6. The next column would then be 12-0/6.

Prompt Line

Beneath the status line, the program displays prompts. When you
first display the Screen, the program displays this prompt:

A sels answer, BREAK exits, press H for HELP
We will discuss the first two prompts when we talk about setting

print positions (page 131). The last prompt, press H for HELP, will
come in handy if you forget a command.

The Help Screen

Many commands are available to you while working on the Set/
Revise Print Positions Screen. To look up a command, display the
Help Screen.

To display the Help Screen, you type (H). To clear the Help Sereen
and to return to the Set/Revise Print Positions Screen, press any key.
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ARROWS & SPACEBAR move printer. Shift arrows page & tab printer.
ENTER moves printer to left margin.

lurns Fractional spacing mode on and off.

Moves printer to any setting, N to any page Number.
sels new Left margin. R sets temporary Right margin.
sels and resets a Tab.

sets Answer 1o print at printer position.

Shifts seftting at printer position to new position.

Deletes the setting at the printer position.

{quote mark) prints literal text.

CLEAR-U underscores a setting. CLEAR-S prints it struck oul.

tgwrEe—-Hrezm

CLEAR-C prints setting all caps. CLEAR-B prints setting in bold.

?  (guestion mark) lets text be entered at print time,
P Prints a hard copy of current printer settings.
. (period) sends a pericd to the printer immediately.
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28. MOVING THE PRINTHEAD

To set an answer, margin, or tab, you must first move the printhead
to the correct place on the form. (You do not actually move the
printhead up or down, but rather the form. However, for the sake of
simplicity, we will refer to “moving the printhead” in the following
explanations.)

One Character or Line

You use the arrow keys and the spacebar to move the printhead one
column or one line at a time. These keys repeat. If you hold down an
arrow key, the printhead continues to move in the direction of the
arrow, If you hold down the spacebar, the printhead continues to
move to the right, To summarize:

Press to move the printhead one column to the right.
Press (=) to move the printhead one column to the right.
Press (&) to move the printhead one column to the left.
Press (T) to move the printhead up one line.

Press (+) to move the printhead down one line.

Fractional Spacing

On some forms, the questions are printed in unusual pitches and line
spacing. To position answers on such forms, turn on fractional spac-
ing to move the printhead vertically in.half lines and horizontally in
increments of one sixth of a column. The exception to this is when the
pitch is set at 12 (for any printer) or at 6 (available only on the DMP
2100), For these two pitches only, the horizontal fractional spacing is
in fifths.

To Turn Fractional Spacing On and Off
Type (E).

# Il fractional spacing is off, (F) turns it on.
o If fractional spacing is on, (F) turns it off.
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If you turn off fractional spacing while the printhead is “between”
lines or "between” columns, the program returns the printhead tothe
previous whole line or column.

To Use Fractional Spacing

1. Turn on fractional spacing. Type (F).

2. Use the following keys to move the printhead on the form:

Press to move the printhead 1/6 of a column to the right.
Press (=) to move the printhead 1/6 of a column to the right.
Press (&) to move the printhead 1/6 of a column to the left,
Press (£) to move the printhead up one half line,

Press (£) to move the printhead down one half line.

These keys repeat. If you hold down an arrow key, the printhead
continues to move in the direction of the arrow. If you hold down
the spacebar, the printhead continues to move to the right.

Toset a print position between lines or columns, you must set it while
fractional spacing is turned on. Even though the cursor appears tobe
“gver” a print position, you will not be able to move the cursor to an
existing print position set between whole spaces unless you are in the
fractional spacing mode. Turn on fractional spacing and move the
cursor until the print position information appears in the message
area.

To Beginning or End
of Line, Tab, Margin

# Hold down GHIFY) and press =) to move the printhead to the
next tab or to the end of the line.

e Hold down and press (=) to move the printhead to the
previous tab or to the beginning of the line.

@ Press (ENTER to move the printhead to the left margin.
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To Different Pages

If you are setting print positiofis for a form that is more than a page
long, the program enables you to “page through” a form. You use
GHIFD (3) and GHIFT) () to move to the next or previous page and (D
to move to a particular page. (You can have up to nine pages.)

To Move to Next Page

Let's say that you have finished setting print positions on page 1 and
you want to move to page 2.

1. Press GHIFT) (&).

The program ejects page 1 from the printer and displays this
message:

Please align paper to top of page 2 — press any key when done
2. Insert page 2 into the printer and press any key.

3. Continue to press GHIFT (+) to move forward from page to
page.

To Move to Previous Page

Let's say that you have set print positions on page 2 and you want to
move back to page 1.

1. Press GHIFT) (7).

The program ejects page 2 from the printer and displays this
message:

Please align paper to top of page 1 — press any key when done
2, Insert page 1 into the printer and press any key.

3. Continue to press to move backward from page to
page.
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To Move to a Specific Page Number

Let's say that you have set print positions on page 1 and you want to
move to page 5.

1. Type (0.
The program displays this prompt in the message area:
Move printer to which page number (1-9)7

2. Type the number of the page you want (for example, (51).
The program ejects page 1 from the printer and displays this
message:

Please align paper to top of page 5 — press any key when done

3. Insert page 5 into the printer and press any key.

Setting a Left Margin and Tabs

Set a left margin and tabs before you set the positions for your form.

Why Set a Left Margin?

The Screen enables you to use the full width of the form as set in the
print parameters. If you are using 10 characters per inch and a width
of 80 columns, you can set positions from column 1 to column 80 (8
inches).

Column 1 is the left edge of the paper that the form is printed on. Most
forms are printed with a margin, and answer positions usually begin
at column 10 or so. Without a left margin, the program returns you to
column 1 when you press (ENTER). If you set a left margin at column 10,
then the program returns the cursor to column 10 when you press
(ENTER). Thus, the left margin saves you the trouble of having to begin
each line by moving from column 1 to column 10.

A left margin is only temporary. If you revise the print positions, you
must reset the left margin.
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Why Set Tabs?

Many forms, such as those in column formats, require answers that
print at the same horizontal position on different lines. If you set tabs,
you can quickly move the printhead to those positions. Tabs and a left
margin make it easier to position the printhead on the form.

To Set a Left Margin

1. Move the printhead to where you want to set the left margin.

2. Type (L.

The program sets the left margin at the position and displays ( in
the horizontal axis. The program allows one left margin at a time.
If you set a new left margin, the program automatically clears the
previous one.

ceneGenes] Q-1 5m 20 2530 35 -4 B---4 550+ 551250+ --55---70-— 75
- Left Margin
To Set and Clear Tabs

1. Move the printhead to where you want to set or clear a tah.

2. Type (I
The program sets or clears a tab at the printhead position.

@ If there is no tab at this position, the program sets a tab and
displays + in the horizontal axis.

® If there is a tab at this position, the program clears the tab.

(rreBere1@enr1 Sne2er-25en-30 o35 + -4 Dre85e + -5 055 ---50--55---70---75
T Tabs—T
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29. SETTING PRINT POSITIONS

After you have set a left margin and tabs, you are ready to set the
print position for the answers to the questions you have written. The
steps vary slightly, depending on the kind of question (text, number,
date, or multiple choice). However, the basic steps are always the
same. First, let’s review the basic steps, and then we'll review the
steps for each kind of answer.

To Set a Print Position

1. On the form, move the printhead to where you want to print
the answer.

2. Type (. to check the position.

When you type (), the program prints a period on the form but
does not move the printhead. By printing the period exactly where
the answer will later be printed, the program lets you confirm that
the printhead position is correct. If the period does not appear in
the correct position, move the printhead and type () again. When
you are satisfied that the printhead is in the correct position,
continue with the next step.

When setting print positions on a DMP 2100 printer, the printhead
will not move when you press (=) or (€). When you type (), the
printhead moves to the position indicated by the cursor.
3. Type (K) for answer.
The program displays this prompt and field in the message area:
Type number of answer to set in this position:

4. Type the number of the question for which you are setting
the answer position and press (ENTEA).

If you type four characters, you do not need to press ENTER).

The program uses the message area to request additional informa-
tion if the kind of question requires it.
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When you pgsition the cursor on a print position, the program
displays in the message area the question number and the format.
In this example, the format information shows you how the date
will print:

Question no. & Date e.g. "5/1/85"
If you position the cursor on a right margin, the program displays
Right margin in the message area.
5. When you have set all the print positions, press BREAK.
The program returns to the Main Menu if you are setting the

positions or to the Directory of Forms if you are revising the
positions.
For a Text Answer

1. Move the printhead to where you want to print the answer
and check the position by typing (.

2. Type (&) for answer.

3. Respond to the number prompt by typing the question
number,

The program displays T on the Set/Revise Print Positions Screen to
mark the position of the text answer.

If Necessary, Set a Right Margin
On any line, you can set one or more right margins. You set a right
margin to prevent one answer from printing over another answer on

the same line. For example, let's say you set two text answers to print
on the same line:

(--5--10-+-15---20---25~-30---35--40++-45--50---55---50--65---70-75

Set a right margin to prevent the first answer from printing over the
second.
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During printout, if the first answer encounters the right margin, the
program will wrap the text down to the next line. (This may, how-
ever, cause the answer to print over text on the next line.)

To Set a Right Margin

1. Move the printhead one or two characters before the posi-
tion for the next answer.

2. Type (.
The program displays ) in the plotting area.

For a Number Answer

1. Move the printhead to where you want to print the answer
and check the position by typing (.

2. Type (K for answer.
3. Respond to the number prompt by typing the guestion
number.

Because the question kind is “number,” the program displays this
prompt in the message area:

Print number L eft, R ight, A ligned, O rdinal, S pelled?
4, Type (10, (), (X, (@), or (5) to select the print style for the
answer.

® If you type (I for left, the program will print the number from
left to right.

215.15
The poslition you.have set
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® Ifyou type (B for right, the program will print the number from
right to left. (The number shifts to the left each time you type
another character.)

215.15
The position you have set

o [fyou type (A for aligned, the program will align the number at
the decimal. If the number does not contain a decimal, it will
print the number from right to left.

215.156
215

The position you have set

e For (Deft, (Alight, and (A ligned, the program sets the position
according to the format you set (explained in step 6). For exam-
ple, if the format is #### ## and the style is (Deft, the
numbers would appear as shown here:

2124.25
567
34.16
The position you have set
e Ifyoutype (T for ordinal, the program will print the number as
an ordinal by adding the suffix “st,” “nd,” “rd,” or “th:”
21st, 22nd, 23rd, 24th
® If you type (8) for spelled, the program will spell numbers:
one
two hundred and twenty one

one thousand two hundred and twenty one
one thousand two hundred and twenty one and fifty hundredths

® The program then displays this prompt in the message area:
Should zero values be printed out (Y/N)?

. Type (Y for yes or (N for no.

® Ifyou type (Y], and the value of the answer is zero, 0 will appear
on the form.

® Ifyou type (W), and the value of the answer is zero, the program
prints nothing.
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Unless you have selected the “spelled” option, the program dis-

plays this prompt in the message area:

Type format of numerical answer (e.g. -S###.# #):

6. Type the code for the numerical format you want and press

Use the following codes to indicate the format. (These are the same
codes you use in BASIC programming with PRINT USING.)

# to represent each numeral

to specify the position of the decimal
to separate thousands in the answer

$ to print a dollar sign as part of the answer
-

to fill blank spaces with asterisks
to print a minus for negative numbers

( ) to print a negative answer in parentheses

For example,

To print In the format Type
1,254.25 1,254.25 rErrEr
1,254.25 1,254 'xrr
1,254.25 $1,254.25 S s e
1,254.25 1254.25 Ll
1.25"25 S’*l,m.% st..‘il....

-1,254.25 -1,254.25 W WA

-1,264.25 (1,254.25) (o ol )
1,254.256 1,254.2500 LR

You must make sure that the format is large enough to print the

answer. For example, if you set the format as ## ##, but the answer

is 123.95, you will receive an overflow error message: for example,

>>.22,

When setting an ordinal number, you must set the format as an
integer format (##), or the number will not print as an ordinal. In
other words, do not s¢t a decimal point for an ordinal number.

In the plotting area, the program displays N to indicate the position
you set for the numerical answer.
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For a Date Answer
You ean print all or “part” of a date using ten different formats.

1. Move the printhead to where you want to print the answer
and check the position by typing (.

2, Type (R) for answer.

3. Respond to the number prompt by typing the question
number.
If the question kind is “date,” the program displays this prompt
and field in the message area:

Type format of date answer (0-9):
4]

The program lists these formats in the prompt area:

0 =5185.1 =0591/85 2=05 3 =01 4 =85 5 =May1st, 1985
6 =1stday 7 =5thmonth 8 =Jan 1,1985 9 =1 May 1985

4. T)'Nm CD-@.(IL ), @@-m-@-ﬂrm to select the
print format for the date.

To print In the format
05/01/85 5/1/85
05/01/85 05/01/85
05/01/85 05

05/01/85 01

05/01/85 85

056/01/85 May 1st, 1985
05/01/85 1st day
05/01/85 5th month
01/01/85 Jan. 1, 1985
05/01/85 1 May 1985

98866888858 |3

In the plotting area, the program displays D to indicate the position
you have sct for the date answer.
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An example
A lease may require a date in this format:

On this the X of the Y 192

The question that asks for the date is question 1.

1. Position question 1 to print at X and choose format 6.
2. Position question 1 to print at Y and choose format 7.
3. Position question 1 to print at Z and choose format 4.
The program prints the date:

On this the 1st day  of the 5th month | 19 85 |

For a Multiple-Choice Answer

On most forms, a multiple-choice question requires you to check a box
or place an “X" within a set of parentheses. For example,

Type of loan: (JFHA ()JHUD ()NCA (ITAP

In the example, if your answer is choice 1, then you would want the
program to print X in the box for FHA, If your answer is choice 2, then
you would want the program to print X in the box for HUD, and so on.
Thus, when you set the position for an answer to a multiple-choice
question, you must set a position for each possible answer (up to a
maximum of 9).

1. Move the printhead to where you want to print the first
possible answer, and check the position by typing ().

2. Type () for answer.

3. Respond to the number prompt by typing the question
number,
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