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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. For a 
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 Ill 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 III. 
(For example, on the Model III, you use the @ID key instead of the 
~ key.) You can use the Model III program on a Model 4, but it 
will 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 inst.ailed ("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 Manuol. 

Make sure that you know how to start up the Model 4 . For example, 
you mustfirstturn 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 at least a 64K, one disk drive, and a 
printer. Although you can use the Formati,on 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 l. 
You can use the program with as many as four drives, but always 
insert the program diskette into drive 0. (You should work with a 
backup copy of the Formation program diskette at all times. Never 
use the original e-xcept to make backup copies.) 

You can use the Formation program with any of the following Radio 
Shack printers: the Daisy Whed II, 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 
thrco 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 II. Jfyou 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 Formaticn 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. 

MODEL4 
Screen 

PRINTER 

, •✓• ·'°"'=":' ,,_,: ___ J. ...,,,~ ;:_ 

---~ 
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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 ofl.cn 
require you to type repetitive information, to uac arithmetic, er to 
acijust lino epacing. Preprinted forms may also require you to answer 
quest.ions in nn illogical sequence (such as stroot addrcu, followed by 
Social Security number, then city). What's more, posit.ionin,g each 
answer in tho correct space is often difficult. 

Tho Formation program enables you to fill out preprinted forms 
quickly and easily. You process a form in two separate stages: fi rst 
you create tho form and then you fill out the form. (Each atogo is nn 
option on the program's Main Menu.) 

Stage 1. Create the Form 

Before you con fill out a form. you must •create" it. Of COUl'$0 the 
per10n whofillsoutthcform isnotneoessarilytbeper10n whocreatff 
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 clso has created. 
In this l\fanual, 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 thot tho 
preprinted form asks. Then you set the print positions for the answers 
that you will enter when you fill out the form on tho scroon. For 
example, if tho form asks "Items sold?" you can write tho question, 
"How mnny items were sold?" You then set tho print position so that 
tho nnswer (in this case a number) always prints at tho correct place 
on the preprinted form. After you have created a form, tho program 
lists it inn Directory of Forms. 

Stage 2. Fill Out the Form 

Filling out forms in an exercise in "questions and a.nswers. w The 
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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: 

I. 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. Aft.er 
you answer all the questions, the program stores the answers in an 
answer file on the diskette. 

2. 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 

Aft.er you have loaded the Form.au.on. program, you select Fill out a 
Fonn from the Main Menu. 

FORMATION 

1. FIii out a Form 
2. Answer File Maintenance 

3. Create or Revise a Fonn 
4. Fonn File Maintenance 
5. Exit 

Make Your Selection {1-5): 
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Directcry of Forms 

After you have selected Fill out a Fonn, the program displays the 
Directory of Forms (with the heading FILL OUT A FORM) so that you 
can select the form you want t<> fill out. You select the form by 
"flashing" the name on the screen and then pressing <m[EB), 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. 

FILL OUT A FORM 
Fonn name Revised Description 
Diskette name:.__-, __ _ Drive: Space available: % 

Use arrows to flash differeot fonns, press ENTER to select fonn, 
of view next P age or next D isk _ 
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Directory of Answer Files 

After you have selected a form from the Directory of Forms, the 
program displs.ys 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, includin,g 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 D isk, print A nswers 

( 

( 

Now, if you want to enter a new set of answers, you type Cl[) to select { 
the answer Questions option from the menu at the bottom of the '--
Directory. The program then prompts you to name and describe the 
new answer file. 
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Name ol answer file? ________ _ 
Descl'iplion of answer file? ___ _ 

Answer Questions Screen 

All.er 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. 

ANSWERS-FOR 

No previous quesllon 

Question number: Kind: 

Answer 

Next question no. 

Up-arrow to previous, down-arrow to next, shift-arrow to first 
or las!, CTRL·A to add or CTRL-D to delete characters 

All.er 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 i t or enter another set of answers. 

Loading Formation 

Before you use the program, make a backup of the program disket«l 
and then work with the backup. 
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To Load the Program 

1. Turn on the Model 4. 

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

3. Answe.r the date prompt. 

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

TRSDOS Ready 

4. Type (DC[)(JiJC!D and press <EiiIE!!). 

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

The Options 

Because you process a form in two st.ages, the Main Menu is divided 
into two parts: options 1 and 2 and options 3 and 4. Because you fill 
outforma 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 FIii out a Form, 
type CI). To select Create a Form, type m. 
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4. DIRECTORY OF FORMS 

The progr&m hu t wo d.irectories: the Directory ofForms. which line 
and dC$Cribes all tho forms stored on the diskctws you are working 
wit.h, and the Directory of Answer Files, which lisi. &nd dCKribes a.11 
the answer filea sl4red on the diskettes. Both dirccwrica provide you 
with Information about the diskettes. 

When you select Fill out a Form from the Main Menu. tho prog-ram 
dieplo.y& tho Directory of Forms. The screen heading ig FILL OUT A 
FORM. Tho following Directory shows that the diskette namod 
OFFICE I contoins three forms (OVERDUE, ACE, nnd CARE) and tho 
diskette no.mod DATA contains four forms (HEALTH, BOOKS, copy, 
ond 1040). 

Revised 
Drive: 0 
7/ 12/83 
7/14183 
7/11/83 
Drive: 1 
7/27/83 
10/10/83 
8r.!4/83 

1040 7/1/83 9/16.'tl3 
Drive 2 noimOdlfied for FORMATION 
Olivo 3 not mOdlflod for FORMATION 

. . . 

Oesaiptlon 
Spaco ovallablo; ~ 
Notlcooffino 
lrMllco 
Tax ccodit IOt expenses 
$J>a<:C! evalloblo: 92% 
Insurance claim 
Requisition f0ffll$ 
OQl?)'righl 
Tax rctum 

Uso arrows to flash dltteren.t forms, press ENTER to soloct form, 
or view noxt ~ P age or next D lsk • 

Diskette Information 

Within the limits of the screen space, the Directory of Forms lists 
uch diakcttc that you are working "ilh atld, under that, the forms 
that itcont4ins. (You can work "~th up to fourdi$kctws lit one time.) 
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In the preceding Directory, disketteOFFICE1 in drive O has30%ofits 
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 ofFonns 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 fonns, 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 us ing 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 fonn. 

Form name. The name of the form. (In the example, you have seen 
three names for drive 0 (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 fonn was last revised. ar this date is the same 
as the created date, then the fonn 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 Option s 

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

Each time you fill out a form, the progi-am stores the answers in a 
separate answer file. For example, let's say you arc filling out the 
OVERDUE form for Jeff 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, hero you see OVERDUE. 

DIRECTORY OF ANSWER FILES 
File name Creal~ Revised 
Dlsketle name;_ OFFICE1 DriV_!:...!_ 
Kinzer 1113/83 1113/83 
Pollack 10/10/83 10/10/83' 
Lane 5127/83 7/14/83 
Luxenberg 717/83 7/1 1/83 
Diskette name: DATA Drive: 1 
Novins 7/23/83 7/27/83 
Ellison 7/11 /83 7/12/83 

FORM selected: OVERDUE 
Wilh form Comments 

Space available: 30% 
OVERDUE • Jeff - . 
OVERDUE 10/10 
CARE Jenni 
OVERDUE Jan. 

Space available: 91% 
HEAL TH Peter 
BOOKS Harlan 

Coleman 8/18/83 :;lB/18/83 copy manual ,.,,. 
tapes Goraon 1017/83 11/13/83 ACE 

Drive 2 not modified for.FORMATION 

r vo 3 not modmed for FOR~:~I~: .• ,,···-...:...-'--~-

answer Q uestions, print C ompleted form, 
viow next P age or D isk, print A nswers 

Diskette Information 

Within the limits of the screen space, the Directory of Answer Files 
lista each disketre that you are working with. For each disketre, the 
Directory displays the following information: 
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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). lfthe diskette space is full (0% space 
available), you cannot createanew form or revise existing answer 
files. Also, if the available space is greater than 255K (for e.xample, 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 each 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 descript ion lists the first name, Jeff.) 

Directory Options 

At the bettom of the Directory, you see a menu of options available to 
you while the Directory is displayed. We will discuss these options a 
little later. 
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6. WORKING WITH THE DIRECTORIES 

When the progt"am displays either the Directcry of F'onm or tho 
Dircctcry of Answer Files, you make two selectionJ: 

1. You &eloct. the tntry (form or answer file) that you wnnt tc work 
with. 

2. You select the a,;ti,,n (from the menu options a t tho bottcm of the 
directory) that you want tc perform on the entry. 

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

DIRECTOF\Y OF ANSWER FILES FORM selected: OVERDUE 
File name Created Revised . Wrth form Comments 
Diskette name: OFFICE1 Drive: o Space aval1ab4e: 30% 
Kinzer 11/3/83 11/3/83 OVERDUE Jeff 
Pollack 10/10183 10/10183. OVERDUE 10/10 
Lane 5127183 7/14/83 CARE Jenni 
Luxenberg 7n/83 7/11/83 · OVERDUE Jan. 
Diskette name: DATA Drive: 1 SP,1100 available: 91% 
Novins 7123183 7/27/83 · HEAL TH Peter 
Ellison 7/1 1183 7/1 2/83 BOOKS Harlan 
Coleman 8/18/83 8/18/83 copy manual 
Gordon 10/7/83 11/13183 ACE tapos 
Drive 2 not modified for FORMATION 
Drive 3 not modified tor FORMATION 

1------'~-------~········"--=•,-..-"----: 
answer p uestlons, prln!C ompleted ~ rm, R evise ar1Swors 
view next P age or D ls k, print A nswefs 

Displaying and Selecting Entries 

The Directory of Forms can display up tc 19 forms at a time. The 
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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, tho program "flashes" 
(blinks on and o{O 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. Si nee 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 order for drive 1. 

FILL OUT A FORM 
Form name Created Revised 
Diskette name: OFFICE1 Drive: 0 
OVERDUE 7/11/83 7/12183 
ACE 5127/83 7114183 
CARE 7n/83 7/11/83 
Diskette name: DATA Drive: 1 
HEAL TH 7/23/83 7/27/83 
copy 8/13183 8/24183 
BOOKS 10/10/83 10/10/83 
1040 771/83 9/16/83 
Drive2 not modified for FORMATION 
Drive 3 not modified for FORMATION 

Description 
Space available: 30% 

Notice of fine 
Invoice 
Tax_Cfedi !~expenses, 

Space available: 91% 
Insurance claim 
copyright 
Requisition forms 
Tax return 

Use arrows to flash different forms, press ENTER to select form, 
or view next P age or next D isk 

Displaying Entries 

The program enables you to work with up to four disk drives. When 
you display a diroclOry, the program starts the list of entries (fonns or 
answer files) with the most recently used entry on the program 
diskette indrive0. The directory has room on the screen for 19cntries 
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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 t ime, 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 page (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 m for page. 

For example, assume that you a re working with three diskettes and 
you display the Directory of Answer Files. The diskette in drive 0 
contains 4 answer files, the diskette in drive 1 contains 22 answer 
files, and the diskette in drive 2contains 16 answer files, for a total of 
42 answer files. When you display the Directory, you see the 4 answer 
files from drive 0 and the first 13 answer files from drive 1. (The 
names of the two diskettes are considered two entries.) Type ® 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® again to display the last 7 answer files 
from drive 2. 

Here is how you display this "three•page" Directory: 

1. Type(]) 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 0 with the 
4 answer files from that diskette and the name of the diskette in 
drive 1 with the first 13 entries from thatdiskette(for a total of 19). 

1-Name of the diskette in drive 0 i J-Answer files 1-4 
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6-Name of the diskette in drive 1 
7 
8 
9 

10 
11 Answer mes 5-17 
12 
13 
14 
15 
16 
17 
18 
19 

2. Type CD to display the next "page" (HI en t,·,.,5)_ 

The Directory displays the last 9 answer files from the diskette in 
drivel and then the name of the diskette in drive2with thefirst9 
answer files on that diskette (for a total of 19 entries). 

l 
2 
3 
4 Answer files 18-26 
5 
6 
7 
8 
9 

10- Name of the diskette in drive 2 
11 
12 
13 
14 
15 Answer files 27-35 
16 
17 
18 
19 

19 
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3. Typo (l) to display the next ' 'page" (19 entries). 

The Oir«tory serolls up to display the last 19 entries. It disphl)'$ 
tho loat 2 entries on diskette 1 and all 16 entries on diskctUl 2 
(answer mes 25-42). 

~}-Answer mes 25-26 

3-Name or the diskette in drive 2 
4 
5 
6 
7 Answer mos 27-35· 
8 
9 

10 
11 
12 l!j wt 7 answer files (36-42) 
16 
17 
18 
19 

To Display Entries From the Next Diskotl-0 

1')•1>0 OD for diskette. 

For example, if the directory is displaying the entries from the pro• 
gram diskoito in drive 0, you can type CID Ul displo,y tho flrst 19 
entries from tho diskette in drive 1. You type CJD ngnin to display the 
first 19 entries from drive 2, and so on. To return to tho entries from 
drive 0, hold down CSIIIED and press ®· 

If you ore working with floppy diskettes (rather than n hord disk), tho 
program will acnrch tor entries only until it encounters the first 
empty drh·o. For example, if you hal(e entries on tho diskette in drive 
2butlhcrc isnodntndisketteindrive 1, the program will notdispl~ 
the drive 2 entries b«ause it has stopped it.a acarc,h at drive I. 

To Displny the First 19 Entries 
liold down ($BIID nnd press ff). 
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The program lists 19 entries, beginning with the fint entry from the 
program diskette in drive 0. 

To Display the Last 19 Entries 

Hold down !mil:I) and press (±). 

The program lista the last 19 entries, ending with the last entry from 
the diskette in the highest-numbered drive. For e~ample, if you are 
workin,g with diskettes in drives 0, 1, and 2, you can use (mI)l) (!) to 
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 <Bl!nK). 

For example, when you select the Main Menu option FIii 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 progrrun will display an "error message" if you press a wrong key 
or enter incorrect information. To clear the message, press <J.BIU). 
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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 ex.ample, as you answer questions to fill out a form, 
the program usually displays the question and then a field for your 
answer. 

Question number: 3 . Kind: Text 
What is the borrowe(s card number: 7 
Answer: 

------------············-· "'c-F-1-el_d __ _ 

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

Entering Answers 

When th.e program asks a question and displays a field, it positions 
the curscr on the first space in the field. You simply type your answer 
and press crnil!I). Pressing CEHlI!I) 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 ~ype 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. 

Name of answer file? _______ _ 

You type a name into the field and then press (Illll!!) lo loek in your 
response. 
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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?------=--
Description of answer file?----,=----

8-Charactet 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 aut,imatically 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 half of the numeral and punctua
tion keys. 

To turn on Caps Mode, press~-

To turn off Caps Mode, press~ again. 
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8. E DITING IN FIELDS 

To edit an answer you have typed into a field, you first move the 
cursor to the point oft he change. Then you use one of tho 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 E!) to move the cursor one character at a time to tho right. 

Press (E) to move the cursor one character at a time to the lel't. 

Both (:z) and (E) are "repeating" keys. If you hold down either key, 
the cursor continues to move in the direction of the arrow until you 
release tho key (or until the cursor reaches the beginning of the field 
or the la.st typed character). 

To Beginning or End of an Answer 

Hold down <mn'.D and press (:z) to move the cursor to the last typed 
character in the field. (You cannot use B to move the cursor through 
an underscored section of a field.) 

Hold down <mn'.D and press (E) to move the cursor to the b-Oginningof 
the field. 

Five Field-Editing Commands 

As noted, tho progl'am provides five field-editing commands: over
strike, insert, delete, clear, and "chop." 
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Ovcrstriko 

Simply typeoncch4r:sctcron top of another. For txo.mplc. iryou have 
t~ SMOTH (or tho name or an answer file, but you WMl the name 
s:,11TH instead, you un o,•ustrike the O ,.;th I. 

1. lltovo tho cunor to tho character that you want to o,•cntri.ko: 

SMQTH 

2. Typo iho correct character. 

SMITH 

Insert 

You can u.sc<tl!O(l) to insert one character ala time. Forcumplc, 
if you have t~ SMTH for the name of an answer file. but you wMt 
the no.mo S:-1 ITH instead, you can insert the I. 

J. Move tho cursor to the character that should como after tho 
Inserted choroctcr: 

SMTH 

2. Hold down <m!D and type CD for add. 

Tho program opens up a space at the cursor posit.ion. (Storting al 
tho cursor posit.ion, all the characters move ono character position 
to t.hc riS'ht.) 

Slo.LTH 

3. Typo tbo chorocter you want to insert. 

SMITH 

Dclcto 

You can u..<c~QDtodeleteone chara~r at a time. For example, 
ir you h,wc typed $MUTH (or the name of an answer file. but you want 
the name S:.IITII instead, you can delete the extra I. 
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1. Move the cursor to the character you want to delete: 

SMIITH 

2. Hold down <tI8I) and type OD for delete. 

The program deletes the character. 

SMITH 

Clear 

You can use <mm) (ill!ID 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 (BRAKE REPAIR). 

1. Move the cursor to the first character you want to clear. 

SMITH PAINT SHOP AND !:!ODY WORKS 

2. Hold down (milI) and press Cillm). 

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

SMITH PAINT SHOP ANO 

3. You can now type the new text. 

SMITH PAINT SHOP AND BRAKE REPAIR 

Chop 

You can use <I!ll1!D to "chop off" characters to the righ t 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_ ANO BODY WORKS 
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2. Pre$$ <IliIEI!). 

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

SMITH PAINT SHOP 
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9. SELECTING A FORM 
AND NAMING AN ANSWER FILE 

To ~gin filling out a form.you seled. from the Main Menu the first 
option, F,11 out a Form. The program then display, tho Directory of 
'Fol'l'la so that )'OU can seled. the form you want to work with. 

Af\cr you have sclocted the form, the pro(ll'am displl\)'8 tho Directory 
of Answer Filo&. Now you create a new answer filo. (You can also at 
this point rovise or print an existing answer me.) 

To crcote tho now nnswer file, you select the option onswor Questions 
from tho bottom of the Directory, and then you Mme nnd d,11eribe tho 
now onswor file. Let's follow the procedure. 

1. Display tho Main Menu. 

lf you hiwc not done so, tum on your &)'8tcm ond load the program. 
(~ LAa,Jing Formation., 9.) 

FORMATIO~ 

1. Fm out a Fonn 
2. Al:lswer File Maintonanoo 

2. Typo CI). 

The pro(ll'Om displays the Directory of Forms. In the following 
cumplo, the d~kette named OFFICE I contains tho forms OVER• 
OUE, ACE, and CARE. The diskette named OATA contains the 
fol'ffll HEAL Tli, 00f1'/, BOOKS, and 1040. 
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3. Display the name of the form you want to fill out, Oashit and 
press cmID!). 

• If the name of the form you want is displayed on the screen, use 
Ci) to move the flashing down to that name. Then press <mm). 

• If the name of the form does not appear on the screen but 
appears later in the Directory, type ® to display the next 19 
entries or type C!!J to display the first 19 entries on the next 
diskette. Then use (±) or CE to move the flashing to the name 
and press (IHIEB). 

The program displays the Directory of Answer Files. (In the follow
ing example, the OVERDUE form has been selected.) 
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4. Type (l[) to sel~t answer Questions. 

Tho progn,.m rtplaces the options at the bottom of the Oir«tory 
with this prompt and field: 

Namo of answer file? _ _ _ _ ___ _ 

6. Type into t.bc field a name for the answer file and tJ1cn press 
(Ell.(8). 

You can typo up to 16 characters (in upper or Jowor coso) ond 
epoccs into the field. Give the file a name that will help to identify 
tho nature, purpose, or contents of the file. For cxomplc, if you ore 
lilling out nn illlluronce claim, use the name of the insured or n. 
policy number. 

Now. under tho no.me prompt, the program displ:l)'S tho descrip
tion prompt :\nd lield: 

Namo ol Ol\$WCr file? ____ _ _ _ _ 
Oosctip:ion or answer file? _ _ _ _ 
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6. Type in to the field a description of the answer file and then 

p ress <Ellilii). 

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 
do not want a description.just press ([iilD!) 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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IO. WORKING WITH 
THE ANSWER QUESTIONS SCREEN 

Alter you have selected a form and then named and described the 
answer file, you are ready to answer t.he questions from the form. The 
prog-rnm displays the questions on t.he Answer Questions Screen. Al 
t.hc t()p of lhc Screen, you see the name of the form (for example: 
ANSWERS FOR OVERDUE). 

!A)t's assume that you want to fill out t.hc 1;1., ·"! ,,, erduo notice for 
book borrower Robert· Armin. You select lhe torn, OVERDUE and 
nnmo tho answer fi le Armin. The program displays the questions 
from the OVERDUE form on the Answer Questions i:-crecn, and you 
answer them in turn. When you have answered ~II th,• questions, the 
program stores the answers in the Armin Answer t' ilc. lfyou fill out 
tho OVERDUE form again, but this time for Pctor Novin,s, you select 
the OVERDUE form and then name the answer file Novins. The 
prog-rom again asks the questions from the OVERDUE form, but it 
stores this set of answers in the Novins Answer File. 

fom,-

Provi"ous question no. 

Answer: 1 

Question O\l!TIJ:>er: 3 Kin?: Text 
Whal Is tho borrower's card number? t-------- Currtnt 
Answer Oueatfon 

.. _, ...................... ,. ............. ---.~ _ ................................... -................ _ .. __ 
Noxt question no. 4: What is lhe borrower's name (FIRST LAST)? 

- •• ' ~,rt~ 

--··-·-····-·-·-·~--=---
Up-arrow to p,ovious, down-arrow 10 next. shift-arrow. • ~ 
lo first 0< laS!, CTAL·A to add 0< CTRL·D to d~el~ ch.!!aCle<S Prompts 
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Otpending on how the form was created, the questions on the Scr~n 
may not oppcar in the some order as the questions on the origini,I 
preprinted form, and because the progn,m may ci,lculatc aome 
answer-., the questions for those may notappc:u-at all in thccurttnt, 
qucstion area. 

Tho Answer Questions Screen has four parl4: 

1. PrcvioUJ question (at the top of the ,;crc,cn). 
2. Cul'l"Cnt quo.stion. 
3. Next question. 
4. Tho commands and prompts (at the bottom). 

Previou.s Question 

At tho top, the Screen displays the previous question: the number, 
tho question text, and the answer you have typed. In the cxnmple 
Screen, the provious question is 2. Branch: (Main) (Oowo9or) (Notion). 
( II you arc answering the first question. the Scrttn dllplays tho 
m_.,gc No l)fevlouS question in the previous-question trea.) 

Current Question 

In tho middle, tho Screen displays the current qucstion: the number, 
tho kind of qucst.ion, and then the question iue?lf. Bcnctllh the qucs• 
tion, thcro is an answer field where you type the answer. Tho pro• 
gram pot.it-ions the cursor at the beginning of the field. In tho oxample 
Screen, the current question is number 3, the Kind ia Toxt, and tho 
quest.ion is What Is the borrowers card number'? 

Thero arc four kinds of questions. (See page 38,) Those aro 

l. Text 

2.Numbcr 

3. Dato 

4. Multiple choice 

Tho answer you type mU$t match the kind of question described in 
the cumnt,question area. l'l'he kinds will be de$Cribed in detail 
la~r.) 
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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 ia one). In tho 
example Screen, tho next. question is 4. Whal is the borrowe(s name 
(FIRST then LASn? (If the current question is the ilut quest-ion, then 
the $croon displaya the message No next question in the next-question 
area.) 

Commands and Promp ts 

At the bottom, the Screen lists the commands you can use to display 
different questions und to edit answers. The program ulso U$-OS this 
area w display other prompts or messages. For example, when you 
answer tho lo.st question, the program clears the commands and 
displays this prompt: 

No more questions - press BREAK to exit, A to revise: 
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11. ANSWERING F ORM QUESTIONS 

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

l . Answer each question. 

The program positions the cursor at the beginning of the current
quesUon answer field. Type the answer into the field and press 
(I6Ill!). 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 CEfilIID. 

If the answer is 80 characters long (the length of the field), you do not 
have to press <Il!IlID. 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 (EIIIII!). You 
can type only a combination of the numerals 0·9 and GJ. You may 
also type a negative sign ( - ) if needed. Because tho answer must be 
in numeric form, do not type(I)Ci) orG) (comma). Later, when you 
print the answer file on the preprinted form, the program will print 
these symbols if the answers require them. 

Answer 
15, ______ =_ ,,.._ -c_ -=.;:-_~cc.cc.:-:...:..c....cc':.J ;_· ::-:cz~',-,--::,',c:'--'-= -:_-:.-:.';"':c"-::--::-----:'-c-

The program may use your answer to a number question to calculate 
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 in a 
formula, you must enter a response to every number question. You 
cannot bypass it by simply pressing CE!ilEII). 

Date Questions 

Typo tho date in the format MM/0O/YY, but do not press CERrn!). 
Typo 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 C[) CZ) 
CD C[) CD CD CID m. 
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: CD (I) (I) CD(]) CI)), but you will 
have to press (EIIIII!) to complete the answer. 
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Ouo$llOn number: I 
Wl\31 1$ lod3y'$ doto? 

Kind: Oate (MMIOOIYY) 

··················-··-········-···---······--················-··············· 
BccaU!<l !ho program m11y use the answer to o d.ie qucgtion in I\ 

(ormula, you mull 1tnt<>r a response to C\'Cry d11tc quc8llon. You 
ronnot bypnu It by Rimply pressing CEiill!). 

Multiple-Choice Questions 

Whon II multiple•choice question is positioned In the current• 
qucscion oroa, the prcgr.,m dOES not display a field (or you to typo 
your onswer. lnstoad, the program displays onch choi~ either within 
p=nth=• 

8'GIICh: (Main) (Dowager) (No<ton) 

or next to tho 1>3rcntheses 

Blanch: ( )Main ( )Dowage, ( )NO<lon 

Blanch: Maln() Oowaaer() Norton() 

Quostk>n numbOr: 2 Kind: Mulliplo choloo 

Answor 
Branch: (Moln) (Dowager) (Norton) 

The i\ruiwor Questions Screen displays this prompt ot the bottom of 
thosc=n: 

U$0 loll ond right 8/IOWS 10 select answer, !Mn P,0$S ENTER 

Uao (E) lllld ED to po.si tion the rursor within tho 1>3rcnth- You 
need only press an arrow key once to mo,·o tho atl'$0r to the next 
choi~. When you hiwe po.sitioned the cursor on the choi~ )'OU wnnt, 
prcw OlllI8). 
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Ending the Session 

When you answer the last question, the program displ~• this 
prompt: 

No moro quostions - press BREAK 10 exit R 10 rovlso: 

• PrcM (ll!IB) to exit tho Answer Questions Screen. Tho program 
stores tho answora in the answer file and displays the Oirecl4ry of 
Answer Files. (Tho program flashes the mune of the o.niwor mo 
you arc worldn,g with.) 

• Typo CID to revise any of the answers you have typed. (For more 
informMion about revising answers, see pogo 53.) 
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12. VERIFYING ANSWERS 

When you create a form, you can spocify "verificatfon" for an an.--wer 
to a number question, date question, or multiple-choice question. 
Thus, when you answer questions, you may encounter a question that 
requires verification. There are two kinds of verification. 

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

2. The program verifies the answer you have typed. 

You Verify the Program's Ans wer 

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 S5.25 is the correct 
amount due. 

Question number: 
Total amount due? 

Answer 
5.25------------~--------
•••••••••••••••·••- ••- •••- • - • - • •-••• • •-• •-•••••• •••••••·••~•••·•••••••••u••••••••••••••-••-•• 

1. Press <Il!ml). 

The program displays this prompt at the bottom of the screen: 

Is this answer correct (Y/NJ? 

2. Check the answer nnd type CI) for y es if the answer is cor
rect. Type CID for no if the answer is incorrect. 

• If you type CD, the progra.m enters the answer and displays the 
next question. 
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• If you type (I[), the program moves tho cursor to tho answer 
field. You type thecorrectanswcroverthc incorrect answer and 
pms aml!). The program again ask.& you to verify with (I) or 
(I[). 

Whenever you recall this quMtion, or attempt to b)'l)US it, the 
program will recalculate the answer. You will h.l\'o to ro,•eri(y the 
onswer, and if necessary, change it.. 

The Program Verifies Your Answel' 

When you create a form, you can request the progrom to verify 
certain ans wers that you type. When the program verifies an answer, 
it checks tho answer a nd will not a(.-ccpt on incorre<t answer. For 
example, for the OVERDUE form, question 7 Mks for tho number of 
dnya thnt tho book is overdue. Since the library aon<b these notices 
only for 90 days, the prog\"am will not accept on on:1wcr gl'tMcr th:in 
90. 

··--········-············-------·-···-·····-···················-·-
Quo$1lon nomoor: 7 Klod: NumbO, 
H<m many da.ys Is !tie book past due (1 ·90)? 

~swor 
93 

After you type the answer and press (E!J]lll), the ,,rogram checks the 
nnsw~r. 

• If your onbwer is correct, the program accepts the answer and goes 
on to the next question. 

• If your nni1wer is incorrect !as in the preceding example), the 
progtnm docs not accept the answer. It 0(1Jhcs this mcU4gc Bt the 
bottom o( the screen: 

.......... ~er does not verify - plea.so tty again ••••••• ••• 

I. Press (l8l'EK) to cancel the message. 

The progr:,m repositions the cur-.or in the 3nswer field. 
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2. Typo the con-cet answer and press CffillB). 

The prognim again tries to verify t.he answer. 

The program will ~ your answers until it checks an answer and 
find.$ it c,om.,ct. ( 
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13. USING PRINT CODES 

\\~n t)'l)!ng • r»"'tr,. you ean iMh."<!e <"OC!u ~t !~rt the pro
sr-to print M li»"'tt unc!tn;c,ortd, bold, or "6tn:<k th=gh." You 
<1n a1,o !~<t tho program to print special <hvorters. 

When to Use Print Codes 

For ll lllnit out most rorms, you won't neod to u.S<l print codes. The 
progrom wlll probobly pcrrorm these print actions ond print 3p¢elul 
chnrl\ctcr" l\u.t.omoticnlly becauso the codes wore entered into tho 
prog'l'am when tho rorm was Cl'eated. For exnmplo, tr l\ (orm r«iu!roa 
an answer t.o op~M undorl!COred, you probably will not h11vo to 
ttqu~t undcricorlrig with your an&wer. The progn.,m w!II h11vo been 
~ t up to aut.omatic31ly undet$COr,; the answer when It prlntl It. 

But i ( )"OU do apccl(y undeNCOte anyway, don·t ""<>ITY• The program 
will d~ 3rd the · extra• print <"Ode. 11....-e,'tr. bc!orc )"OU So to the 
troul>!c ot t)'l)lng print <'OC!u into )'Wr 8l\$'10'tl"S. )"OU f.hould ·tut· the 
(orm. Simply 011 out the form, but don't use print <"OCI~ Then print 
the (orm. tr )"OU - tMt ) '<>U need to indudc • print code (or• print 
art Ion or • JP('(bl <h.,.«tr, go welt t:nd re,i~ tho ans.,.'tr toin<I~ 
tho code. 

Print Codes for Print Actions 

A8 noted, you eon iMtruct the program t.o print tho nnswor under• 
ecorod, bold, or "struck through." To specify a print oction, you typo n 
eodo. Tho print oction codos aro: 

Unde=re 
Bo!d 

Strike-through 

~ <"OClc. arc -~IC$.· A toggle i$ a $\'l'it<h. Tho p rogl$1D "awit<h(!S 
on· the print action the lil'$l time it e0<0unlt 1' lht' <"Ode ond 
"1wi1<~00" the print a<lion the.-..! time it t-nws thc<"OCI~. 
llowc-'tr , the prognm automa t,~-11ly $'11itC'hu o.'r ell t~lc <-od~ t t 
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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 encounters a 
second underscore code or the end of the answer; the.n it switches off 
the underscoring. When listing answers to the printer, underscore 
appears aa u, bold aa v, strike-thru as w. 

Underscore 

You can underscore all or parts of an answer by typing 9ne or more 
underscore codes into the field for that answer. 

To Type an Underscore Code 

Hold down ©IUID and type OD for underscore. 

When you hold down (tIIl!!) and type OD, 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 undersco~es 
the entire answer when you print it. 

On the Screen 
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On the Form 

Word Proc=ing in Plain English 

2. It you type an underscore code within theanswcranddonoH},,ea 
s«ond underscore code, the program underscore$ the answer from 
the code to the end of the answer. 

Question number: 10 
What Is the book's title? 

Answer 

On the Scroon 

Word Procosslng In UPlain Engli~hL..,-........,,.,....,,,.:......:.::==--"....:.:.=.;:.;,:; 

On the Form 

Word Processing in Plain English 

3. lfyou 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. 

On the Screen 

Answer 
UWord ProcesslngU in Plain Eoglis,. ___________ _ 

On the Form 

Word Processing in Plain English 
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Bold 

You can print all or puts 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 (Cm!!) and type (I) for bold. 

When you hold down (tllaID and type([), B appears in the field. Tho 
charnctcr neither prints nor adds a space in the print.cd unswer. (If 
you need n space in the answer, you must type it either before or an.er 
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 tho answer. 

Using Bold Codes 

Herc arc three ways you ran use bold codes to print all or parts of an 
answer in bold. 

1. lfyou type a bold code as t.he first character of an answera.nddo not 
type a second bold code, the program prints the entire answer bold. 

Question number: 10 
What is the book's title? 

Answor 

On the Screen 

§Word Pro09sslng In Plain English~.....;=..:.:::~=:::.;:::.:.:.s,;.:,;::,.:,:;:;:=; 
•&a•••••••••••••••••••••a. • •• .•••••• • •••••• • - • - •• - ••• • • •U •• -0-• ' .•••••••• .. ••• .••••••••••• •• ••••• 

On the Form 

Word Processing in Plain English 

2. lf you type a bold code within the answer and do not type 11 second 
bold code, the program prints the answer in bold from the code to 
the end of the answer. 
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Question number. 10 
What is tho book's title? 

---·-·····-···· 

On the SCTeen 

On the Form 

Word Processing in Plain English 

3. If you typo more than one bold code within an answer, the program 
prints bold from the first code to the next code. 

Question number: 10 
What Is the book's title? 

On the Screen 

On the Form 

Word Processing in Plain English 

Strike-Throu gh 

You can "s trike through" all or part of an answer by typing one or 
more strike-through codes in the field for that answer. 

T o T;ype n Strike-Through Code 

Hold down (CJim) and type CD for strike-through. 

When you hold down CCIIml and type CD, S appears in the field. The 
character neither prints nor adds a space in the printed answer. 
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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 
aft.er 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 oodes 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. 

Question number: 10 
What is the book's utle? 

Answer 

On the Scroon 

Kind: Text 

sword Processing In Plain English.::...=:;..::=....:.:...;_.:.:...====-=-:....::. 
·······--··----~---····································-·--··-· 

On the Form 

2. If you type a strike.through code within the answer a nd 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 fom, 

Word Processing in Plalft En~ 

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

Q_uostlon number: 10 
What ls tho book's title? 

Answer 

On the Screen 

sword ProcosslngS In Plaln English'-----,~::-::-=-=-~~='.7'-:f. 

On the Form 

.WO¥<! l>r«-ing in Plain English 

Print Codes for Special Characters 

You can print the following ten special charact~ri: 

cO½¾¼*twtt• 

To type a eJ)()Cial characu;r, you hold down~ and typo a numeral 
from O through 9. Eoeh numeral appears on the scrocn in rcvorso 
video and co.ch represents o special character. 
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To print This code appears on the: 

~ 
on the Form Hold down And type screen print.tr 

(mmD (I) 0 ' ),o-1 C 

t'-4 0 ~ OJ 1 a 

t'-4 
),o-1 ½ (filAB) m 2 b 

z 1/• (mAID m 3 C 

0 v. (filAID (!) 4 d 

0 • (fil!ID m 5 e 

~ 
""3 

.. (mmD CD 6 

~ t (film) CZ) 7 9 

0 I cmAID CID 8 h 

~ • (illml CD 9 

~ The110 characters may print a little differently than shown, depend• 

r.n 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 an reviao answers whenever you cllsplay them on the Answer 
Quc.stiona Screen. Basically, you can rcviM answers: 

1. /u you answer questions u, fill out a form. (Sec pago 38.) 

2. All.er you answer the last quest.ion on a form. 

All,er you answer the last question, tbc prcgr~m ,!,,plays this 
prcmpt: 

No more questions - press BREAK to oxll. R to revise: 

Typo (BJ to revise or proofread your answers. 

3. By displa,ying a.nswers from an exislif18 anawor file and then revis
ing them. 

Displaying Answers 

We have already described how you rc,-ise answers in tho fim 1wo 
aituationa. Tho followi.ngdiscussion ,..;u conccntrato on how to re,'ise 
anawcrs ftom an existing answer file. 

To Display the Answers 

1. Olsplo,y tho Directory of Answer Files. 

Frcm tho Main Menu, type CD to display tho Directory of Forms. 
Thon flash the form that goes with tho answer file you want to 
revise and press CE!lim). 

Let's 03sume that you want to revise answers that oro for tho OVER. 
DUE form ond 1tored in the Armin Anawcr Filo. 
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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 1117/83 11/7/83 OVERDUE Nov. 
Kinzer 11/3183 11/3/83 OVERDUE Jeff 
Pollack 10/10/83 10/10/83 OVERDUE 10/10 
Lane 5/27/83 7/14183 CARE Jenni 
Luxenberg 717/83 7/11/83 OVERDUE Jan. 
Diskette name: DATA Drive: 1 ~space available: 91% 
Novins 7/23/83 7/27/83 HEALTH Peter 
Ellison 7/11/83 7/12/83 BOOKS Harlan 
Coleman 8/18/83 8/18/83 copy manual 
Gordon 1017/83 11 /13/83 ACE tapes 
Drive 2 not modified for FORMATION 
Drive 3 not modified for FORMATION 

answer Q uestions, print C ompleted fom,, 
view next P age or D isk, print A nswers 

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

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

Name of answer file? Arml .. _____ _ 

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 oorreet this, go back and choose the correct form and 
then type (B) again. The program then merges the answer file with 
the correct form. 

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

• To keep the name, make sure that the cursor is positioned at the 
beginning of the field and then press !IliIEII). 
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• To chongo 1he nome, use the field-<!diling l«hniques to chanie 
lhc nomo and 1hen press Ciml!). 

The prcgm.m displays the following prompt ond licld. (In lhe litld 
Is the d~ption of the answer file you have ~lect«I.) 

Namo of answer file? Armin._ ____ _ 
Oo$criplion of answer file? Nov __ 

4. Keep or change 1he description or tho answer (Uc. 

• To koop tho description, make sure thn~ the cUJ"80r 18 positioned 
n~ tho beginning of the field and then press CEBIEII). 

• To chnngo the description, use the lield-cditing tochniques 10 
chongo tho description and then press <ERIEI!). 

The prog-rom di~ploys the Answer Questions S(rcen for th,· an3wer 
tile you ht\VO eolccted. Now you can revise oo on3wer by dbplo,ying ii 
in lhe currcni,ques1ion area. 

Displaying an Answer 
in tho Curr<mt-Question Area 

U~ (!) and (l) either alone or ,..;th <mIII) to displll)• an answer in 
1hc currcni,,qucs1 ion area. 

Ptess (l) to dlspl11y the previous an.swcr. 

For cxamplo, if answer 5 is displayed in tho current-question nrea, 
press (l) to disploy answer 4. 

Press (!) to display the next answer. 

f'or oxomplc, if nruiwer 5 is displayed in the current-question area, 
pr~33 <:E) to display answer 6. 

Hold down (mn'.X) and press ill to disploy the flrst answer. 

f'or example, if you have answered filly que$lions :ind you want to 
revise answer 5, uscl'fflllEI)(B to display answer 1. Then u.so(!) to 
work your w3y through answers 2, 3, and 4 to onswcr 5. 
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Hold down (ffllD and press GB to display the last answer 
before an unanswered conditional question. (For a discussion of 
conditional questions, see page 109.) 

lC you press (ffllD @ and the program does not encounter an 
unanswered conditional question, it will displ11y tho last answer. 

Revising an Answer 

A/l,cr you have displayed an answer in the current-question area, use 
the lield•cditin,g techniques to revise it. You can 

Overstrike: 
Insert: 
Oolote: 
Clear: 
Chop: 

Type over the current answer. 
Hold down ~ and type CI), 
Hold down ~ and type CJD. 
Hold down (filiITI) and preS8 <CII!II). 
Press CEHill!). 

~member to move the cur.sor back to the beginning oflhe field (or 
nll,cr tho last typed character) and then press (IBilB) to enter each 
answer af\cr you r<1vise it. (For a more complete review of the field• 
editing tcclmiqucs, see page 24.) 

Verification 

A$ you know, you can encounter two kinds of verification: 

1. You verify answers calculated by the program. 

2. Tho program verifies answers you have typed. 

When you display a question that requires verification, you must a lso 
verify it whon you are revising answers. (For more nbout verification, 
sec pnge 42.) 

Ending the Session 

Aller you have Nlvised the answers, you must tell the program that 
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you have finW!ed. Tho program then enables you to 13vo or cancel 
the rcviaioM 

To End tho Session 

1. When you havo r111Jshed re,'ising, pres$ Cll!llIO. 
The program displ~•s this prompt, 

S avo changes to disk or C anool? 

2. Type either CD or a:J. 
• Typo CD to llfivc the revisions. The program rcvisoHho onswera 

in tho answer file. 

• Typo© 10 concol the revisions. The program docs not roviso 
tho on11won1 in tho answer file. 

tr you ho.vo changed tho name or description of the 0113wor file, tho 
progrom will ch an.go the:ie whether you type CD or([). Therefore, If 
you concel tho revision.,, you must change the name ond d=ription 
b3ck to the originals if you have re,•ised either. The program will not 
ch3ngc the re,-ision elate in the Directory of Aiuwcr Files if you 
cancel the rcviaions, c,•cn if you have changed the nome or 
dCkrlptlon. 
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15. PRINTING ANSWERS 

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

l . 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 us ing. See page 97.) 

2. A$ 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 Ans wers 

1, Make sure the p ri.nter is switched on and is "on line." 

2. Display the Directory of Answer Files. 

• From the Main Menu, type OJ to display the Directory of 
Forms. Then flash the form that goes with the answer file you 
want to print and press (EJ!Il'.11). 

• From the Answer Questions Screen, press <Bl!Ell). 

DIRECTORY OF ANSWER FILES FORM selected: OVERDUE 
File name Created Revised 
Diskette name: OFFICE1 Drive: 0 
Armin 11/7/83 11l7f83 
Kinzer 11/3/83 11 /3/83 
Pollack 10/10/83 10/10/83 
Diskette name: DATA Drive: 1 
Novlns 7123/83 7/27/83 
Ellison 7/11/83 7/12/83 
Drive 2 not modified for FORMATION 
Drive 3 not modified for FORMATION 

With form Comments 
Space available: 28% 

OVERDUE Nov. 
OVERDUE Jeff 
OVERDUE 10/1 0 

Space available: 91% 
HEALTH Peter 
BOOKS Hart an 

answer O uestions, p,int C ompleled form, R evise answers 
view next P age or D isk, prinl A nswers 
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3. Ftosh the name of the answer m o you want to p rint. 

4. Type CD for print Completed foon to p rint tho answers on the 
form or type(!) for print Answers to print the answers asa list. 

At tho bottom of the Directory, the progrl\m diapl~a this prompt; 

Please align paper to top of page 1 - pross any koy whoo done 

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

!nae.rt tho preprinted form if you have typed (D. Insert a blank 
ahcet of paper if you have typed (!). 

You should align the top edge of the paper with tho top edge on the 
plas tic cord holder (making sure that the paper will feed smooth• 
ly). Align the left edge of the paper with column zero on the pitch 
sen lo. (As long as you always position' the po per ot the same place 
both when you create a form and when you fill out tho form, you 
can align the paper where it is most convenient for you.) 

6. Pross <IBIII!). 

Tho program prints the answers from the answer file. 

• If you have typed (I). the program prinl.S each answer on the 
form in the correct position and in tho correct format.. 

• If you have typed CD. the program prinl.S the ruuwers in a list, 
ono answer to a line. 

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

Longer Than One Page 

If tho form or the list of answers is longer thnn one poge, tho program 
&tops printing after the first page, ejects tho pnpcr. and displays this 
prompt; 

Ptoase align paper to top of pago 2 - pre$$ any key when done 

l~rt tho next page of the form (or another sheet of p3pcr) into the 
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printer and prcu any key. The program will pause after each page so 
that., if necessary, you can insert the next page of the preprin~ form 
or sheet or paper into tho printer. 

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

Keyboard Input 

You can design a form so that the program will request keyboard 
input durin,g printing, Tho program will stop printing and disploy a 
prompt and a field for the input. You type the input into tho field and 
prllSS cmIEB). (You can type up to 80 characters into the field.) For 
example, ruisumc you aro printing a credit application form and you 
must enter a daily authorization cede. Since this cede 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 tho 
Directory o( Answer Files: 

Pleaso 1YPG your authorization code: 

T}'J>O in your authorization code and press <IliIIJD. When you press 
CE!iJIB), the progr&m will print the text you have typed on the form 
and then continue printing the answers from the answer file. 
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PRACTICE: FILLING OUT FORMS 

Here arc th= exercises you can use to practice filHngout(o~ Tho 
t~ form, (OVERDUE, ACE, and CARE) are stored on the Forma• 
tion progrnm dlakctto. (Make sure you use your Backup o( tho pro
gram diskct.«,.) 

Plca1e note thnt tho forms were creauid for a Daisy Whoo I n. If your 
printer ie a Daisy Whool 410or a DMP 2100, you nood tocho.n.go uio 
printer parameter of the form. (See page 97 .) 

Exercise I 

Follow thcso steps. 
Refer to thoso 
pages for help. 

I. Mako n photccopy of Form 1 (the OVERDUE form). 

2. Use tho in(ormMion in Worksheet A to amwer the ques
tions for tho OVERDUE form. Name the answer file ~Mor• 
ston." 

3. Print tho nnswcrt on the photocopy of the form. 

Exerciso2 

35 

58 

Follow those steps. 
Refer to these 
pages for help. 

1. Mn.kc at least two photocopies of Form 2 (the ACE form). 

2. Use the informn1ion in Worksheet 8 to answer the ques-
tions (or the ACE form. 35 

3. Print tho onswcrs on a photocopy of the form. 

4. Print tho onswcrs u a list. 
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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 

Exercises 

Follow these steps. 
Refer to these 
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 tho 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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Wo11<shfftA 

o.10 _ ~-r"-/,>'lo!J./.:.6S'~-- 8'ancl, /{ ~ • 
c.,o fl I 1 I/ 7-

Ell. Doto 9/ g 5 

Duo Doto -1/ /5' / i 5 
Doy, l'Ml Duo--1._5... __ _ 

Name H (IW0/1(/._ /Yt~ ;...;..;.....;;'---

T\,pe A~ Yo.ru,Momb01_ .%,~ - -

LCC# M M J/'/ /1,, -1'1" 
Auth<>f ~ /bJJ:,.Ju_ 
~ r,~ __ .....:....;;;_;:__:..:.....:;._ _ _ _________ ___ _ 
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Worksheet 8 

SaltsO,.,.,Form: lovoi,. /OC't .l II 

s., .... ,..,. tll o.r 1 }-\ 0 14>Q. < .\ 

Soid10. 

Ship to: 

1,000 

S-oo 
~s 

/Vb~ c. 1+ y 
wl,oopu 

~ OJel+y 

Salos T•x '/ ,-, 

Shipping fnSttucoons 
o.-, c...s 
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Work$heel C 

Me rc:h•ndiH 

I: I l!i- tJil 41'.J 
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Worksheet o 

worksheet tor l ,RS 2Ul 
Credit for Child and Dependent C.re EXpeDteS 

Nam~ &+e.r Jo.I'.: /JOl/,.AS, SSf lli •lf- rlll 

Number of dependent• claimed 

lat Dependent: Na.me M;e,l,ul~ Date of 8irth 10/1•/i..s 
Relatl.OD&hlp d o"'.1 ~!:s£ """' long in 81 Month:; .!. Days !..!. 

2nd 0Cpendent1 """'· Dato of Birth 
Relations hip """' lon9 in 81 Months Days 

3rd Dependent. : Name Data of Birth 
Relatlonsh1p How long in 81 Months Days 

H h Dependent: """· Date of Birth 
Relat1onSb1p """ lon9 in 81 Months Days 

of persons or or9anl&atlona eaployed 3 

lat C.re provider: Na.me Ac~ Ba.t,~,e,'ff'er..s sst ______ _ 

Relat1onsh1p ,-,,e--,~~~-=~-~--,----~~~-
Care provided FROM 11l__ TO .!.Y.!,,!_, A.'llQunt pud ~ 

2nd C.re provider : 

3rd Care provider : 

Name s,y ........ ,. sst zz.z. .. zz .. z2zz. 
Relationship 
Care, provlded'-,F=R~OK"""_-'-/.Q._•.,...>="'"~fo"'"-iJii..~=--,.,-"<>-,-u_n_t_pa__,i~d~-,z~o-o-

Na.me .A.lt.c.v "lo~-=. Be.dN~'-4<.r.r SSf 
Relation&hip --------
Core provided FR~ i1i.i... TO tzii,_ >-:r.ount paid II z.i 

IXJ Marri ed l ) unmarried 
f'ilt:r'e, income 1 f ooo 
Amount paid in 1981 ~ooo 

Spouse• a incorno 17,000 
11:aC>unt paid for 1980 In 1981 yoo 

Answer& Pro• Filer• • 10•0 

Tax t:ro:n Line 31 '1,000 1'dd line, 38, 39, '1. 4 2,, 43. TOTA.1: ~ 

Did filer pay S50 o~ more to an i ndividual during• calendar ~uarter? 
I)() Ye& I J No 
~ ere the service perfor~d i n your ho=e? 
IX) Yes I ) N-0 
Have yo~ filed wa9e return, tor services in your hOff+e? 
I)() Yes l ) ~o 
,,_hot is !1.ler's en.ployee identification nwat>or? 1"1/YS'' ?S'J 
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16. OVERVIEW: FILE MANAGEMENT 

In order to manago a.nswer files mosteffe<:ti\'ely, you mu,t, know how 
the prognm mroa them on diskettes. 

Storing Answer Files 

You store an anawor file on the same diskeU.c that cont.aim tho form 
that tho filo goes with. For example, when you select ond work with 
tho HEALTH form stored on the diskette in drive 1, tho progro.m 
stores the now onawor filo on .the diskette in drivo 1. When you print 
an anawor file, tho program uses the information from tho form in 
order to print tho file. Fore.ample, if you print tho Novins Anawor 
Filo on tho preprinted Health form, the program takes the nnswors 
from tho Novins Answer File and the print positions from the 
HEALTH form. 

Although the program diskette can hold some form, and answer files, 
you mu,t USO data diakett.cs to store additional form, and files. You 
insert a form4tt.cd d11ta diskette into dri,·e 1 and "modify" it to work 
with the Formati;,n program. If you have more th11n two di.ak drives, 
you can inaert data diskett.cs into drives 1-3. (Always insert the 
backup of the program diskette into drive 0.) lf you Oil a diskou.c to 
itacapnc.ity, you can copy a form onto anotherdiskeue &nd create now 
answer files on the now disketu. 

To Prepare a Data Disk ette 

1. Format tho d i.sk e tte u sing the TRSDOS Format comm a nd. 
(Soc tho Moekl 4 Owner's Manual.) 

2. Modify tho formatted dlskette. (See page 71.) 

You can ccpy forms from the program diakelto onto tho now dcta 
disketto to give you more room for creating ans wer files ror those 
forms. Uso lho Copy option. (See page 181.) 

You can also erase a.nswer files you no longer need to make more 
s~cc availnblc on tho diskette. (See page i5.) 
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In order to perform these functions, you should: 

1. Insert the diskette(s) and load tho 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. (lfyou have 
more disk drives, you can insert the diskette into drives 1, 2, or 3.) 

2. From the Main Menu, type Cl) 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 odily diskette, 
H ardcopy directory. next P age or D isk 
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17. MODIFYING A DISKETIE 

lf you ha,•c more than one disk drive, you should atore •n.s,.~r tiles 
(and fomu) on dt14 diJlcettes in drh·e 1. If you have more than two 
disk dri,"ff, )-OU an a4o SU>re answer filtt (and fomu) on dat4 
d!Jkcttet in drivoa 2 and 3. However, bef'orc )'OU~ atorc tJl$\\·cr files 
on a dl,14 diakottc, you must.format.and mod UY the diakouo for\1$6 by 
!ho Model 4 &nd !ho Formation program. 

To propo.re tho formattoo disketw for use by t.bo F'ormQJio11 program, 
you u&e thoF'ormati.on-Modify Diskette option. (!{you hove only one 
disk drive, you will not need to modi(y dota diskette&, but you can 
modl(y drive 0 to oraso all the files on tho program dleketto.) 

Formatting a Diskette 

f orm.:,t is a Model 4 TRSDOS command. To rc3<1 obout how to (omu1 
o dlakcttc, - tho Mod~l 4 Olmlll'$ McnUJJI. 

Modifying a Diskette 

Before ) -OU ca.n atore a nswer files on adiskcuc. you mu.at "modl(y•;1. 
When you modify a diskette, the program create• • "muter mo• to 
hold tho lll\J\\'Or filca. 

You CM 11180 u30 tho Modify command to crn&e 1111 tho forms and 
nnswer files from a previously modified diskoU.e, including tho pro• 
srom diskette. 

llow to 1',fodify II Diskette 

1. Type (I) to aelcct tho option Modify disl<otto from tho Answer 
Filo Molntcnonco menu. 

Tho program diaplays t his prompt: 

W.o<Sty which drive (0.1 ,2 ••• )? 1 

I 1$ tho dtfauh. 

7 1 

l 
I 

I 
I 
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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 <EiIIll). 
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 (YIN)? 

• Type CD for yes to "re-modify" the diskette and erase all forms 
and answer files from the diskette. 

• Type CID for no to cancel the procedure and to return to the Main 
Menu. 

When the program has finished modifying the diskette, it displays 
the Main Menu. 
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18. COPYING AN ANSWER FILE 

You U8e tho Copy option to copy an answer file. You can copy an 
answer file from one diskettAl to another or onto the same disketu. If 
you plan to heavily revise an answer file, you should first mako a copy 
ofit (in caao you need to refer back to the original). If you want to use 
one answer file a.s 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 Anolher 

Diskette Diskette 
In Drive 0 In Drive 1 

Annin AnSWO< Annin AASwer 
FIio FIie 

0 0 

Copying on the Same Diskette 

Diskette 
in Drive 0 

After Copying 

Armin Answer 

File 

0 
Annin Answer 

FIie Copy 
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To Copy an Answer File 

I. 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 (I) to select Copy answer file from the menu. 

The program displays this prompt and field: 

Name of new file? Armi,.._ _____ _ 

In the field, the program displays the name of the answer file you 
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 cmJ.EB), or keep the 
same name by p ressing (!!!Ill!). 

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

Place Ille on which drive (0-3)? 0 

In the field to the right of the prompt, the program display~ the 
drive number of the diskette containing the answer file you are 
copying (0 in the example above). 

4. Press (fiiil!!) or type a different drive number. 

Press CEllill!) to copy the answer file onto the same diskette. Type a 
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. 
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19. ERASING AN ANSWER FILE 

If you have answer files that you no longer need. you e~n cro.sc them 
tofffi>uprpaccon the diskette. The Eraseangwcrfilcoption enables 
you to cr:uc an aruwer file. 

Ois!<ette 
in Drive 0 

Before Erasing Annin 

Armin Answer 
File 

0 
Kinzer An$wor 

F'ile 

Diskette 
in Drive 0 

Alter Erasing Armin 

0 

To Eraso nn Answer File 

I. After selecting the Answer File Maintcnnncc option trom the 
Mrun Menu, n osh the name or the answer file )'OU Wl\01 10 
crrusc. 

Let's :usumc you wont to erase the Armin f'ilo. 
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2. Type CD 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 (YIN)? 

3. Type CD for yes or CID for no. 

• Type CD to erase the answer file. 

• Type CID to cancel the procedure and to return to the Directory 
of Answer Files menu. 

Unless you typed CID, 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 (B!lilK) to return to the Main 
Menu. 
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20. HARDCOPYING 
THE DIRECTORY OF ANSWER FILES 

You can use tho H1trdcopy di-ry option to print the Directory of 
Answer File.. lryou ha"o sc,•eral cliskeues full or answer files. you 
may WMtto keep a printcd copy oftheanswerfiles thntarcstorccl on 
each disketto. Then when you want to find a particulo.r answer file, 
you don't nocd to display tho directory for each diskette. You simply 
consult tho printed copies. 

To Hardcopy the Directory of Answer Files 

1. Typo (BJ to select Hardcopy directory Crom the Answer Flle 
i'ttaintenonco menu. 

The progrom displays this message: 

Please align paper to top of page I - p,ess any koy woon done 

2. Insert a ahcct or popor into the printer and press any key. 

The prog-ram prints a copy of the Directory of Answer Files start.. 
ing with the first diskette di.splayed in the Directory. For example. 
let's say )'OU ha"o inserted diskettes in dri,·es O and land you ha"e 
displayed tho Directory of Answer Files beginning with the disk• 
euc in dri\'C O. The program prints the Directory for the diakeues 
in dri\'eS O e.nd l . 

1f you want to begin printing with the answer (ilcs on the diskette 
in drive 1, prossCJ!)tosoleetthe next Disk option from the menu ot 
tho bottom of tho Directory. The program scrolls the Directory up 
and dlsploys tho answer files beginning with drive 1. Now, when 
you hordcopy tho Direct-Ory, the program begins printing with the 
contents or tho diskette in drive l. The progrrun prints the follow• 
ing mc~ogo for each drive that does not contain n modifi<XI disk• 
otto or thot is not conncct<XI to the system (drives 2 nnd 3 in thit 
exnmplo): 

Drive 2 not modified to, FORMATION 
Olivo 3 not modified fO< FORMATION 

lftho progTrun requires more than one sbtttofpapcr to print tho 
Dir«tory. it s tops printing arter the first page. ejects tho J>llper, 
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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 (Bl!UK) to return to 
the Main Menu. 
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21. ·woRKING WITH 
DEFAULT ANSWER FILES 

A default answer is a standard answer t hatappt'an automat ically. If 
you one n fill out a form with many answers that arc tho same, you 
m8Y want to use a default answer Cilc. You ~ .n crea1c c default 
nnswcr file when you fill out a form. Then, cllCh time you need to fill 
out a form that requires these standard onswen1, you can copy the 
dcfttult answer file and then revise tho copy for tho non-stnndard 
onawera. 

For example, lot's say that you fill out insurance claims for the Labor 
und Delivery Department of a hospital. For each form, 20 answers are 
a lwoyi the acme (answers about the Labor and Delivery Deport• 
mcnt). The remaining 15 answers arc different for each pntion1. To 
make your work eMier, you can create a default answer file and uso it 
to fill out tho insurance forms. 

Creating the Default Answer File 

Lcl'• continue .-ith our previous example. You geleci the HEALTH 
form and name the default answer Cile. Lcl's name tho answer file 
U)dcf (for ~Labor and Delivery default~). Now you answer the 20 
qucsi ions that always have the same al)8wer. BccaU3C number, date, 
and mult.iple-choice quest.ions require answers. for tho other 15 ques• 
tions, you must provide "dummy" answers (so that tho program will 
display tho next question). You will s imply type over the30 on.swers 
when you roviso the answers for the new onswer lilo. 

Using the Default Answer File 
to Fill Out Forms 

~t'• assumo 1ha l you have Cn!alA!d a default answtr file for 1he 
II EAL TH form. Now let's assume that you must fill out a L3bor and 
Oclh•ery claim form for the Gibson baby. Claire. Herc"'° the steps 
you wou Id follow: 
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I. f"rom the Main Menu, type CD to select Answer File 

Maintenance. 

2. Flash the LOdcf Answer File and type CD to scl~ t the Copy 
option. 

3. Type o name for the copy. 

Lct"s nnmo the copy Gibson and place !he lilc on drive 1. The 
program rct.ums to tho Main Menu. 

4. Typo (D to select Fill out a Form. 

5. Flash the HEALTH form on the Directory of Forms ond 
press <E!lllll). 

6. Flosh tho Gibson Answer File on the Directory oi Answer 
Files ond type OD to Revise answers. 

If you have jll8t made the copy, the Gibson Answer File will be 
naahing when tho Oir~tory is displayed. 

7. Press m!IIB) to keep the name Gibson. 

Change tho default description at this time. Lct"s change it to the 
name of tho Gibson baby, Claire. Then press~-

8. Now use the a.rrow keys lo skip over the 20 questions thot ore 
to rcmoin the some and revise the 15 "dummy" onswcre by 
typing over each with the correct response. 

When you end tho session, the program stores the Gibson/Cloiro 
Answer Filo on diskette. Now the Gibson/Claire Answer Filo con• 
tains nil 35 answers (tho 20 from the LDdef Answer Filo ond tho lo 
new answers you typed). 

Each time you fill out an insurance form for the Labor ond Delivery 
Department, you simply follow the same steps. 
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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 Formatwn program diskette. 

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

Exercise 1 

Follow these steps. 
Refer to these 
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. 77 

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 d.irectories to confirm the 
changes. 77 

Exercise 2 

Follow these steps. 
Refer to these 
pages for he.Ip. 

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 defau It answer file to use for all of 
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the invoices (Form 2) you send to Empire. &fore you ~gin, 
make a photocopy of Form 2 (the ACE form). 

1. Use tho anawers from Worksheet B to create the default 
answer me. (The answers that arc always the same.) 

Name the answer file "De!Emp." 

You must type "dummy" answenJ for $Orne questions. For 
example, you must answer the "number ofitcma" qucation 
by typing iero. You must type an invoice number, and you 
must type a date. (You will revise these answers for each 
nnswer file.) 

IfFormatimicalculates some answers, it will display a zero 
and ask you to verify. 

2. Now use tho default answers and the answers from Worksbeet 
C to fill out the invoice. 

Make a copy of De!Emp. Call it "1st July." 

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 

S-Oalerf<wm: 1nvo;c. /,, i 64,3 I 

( S.~•--,11ff',~<"""''--):nrµ.,,.;.._._oO~ldfrkf==-------

Sol010: 

Ship to: 

( 

,) S'do 
I 

s.iosr.,. __ _ 

-- \.. 
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Woruheet e 

S-O<detfom,; Invoice /// ({( ~...__ ___________________ _ 
( 

f 1t d,l 

Ship to: 

( 

$ 

Sales Tox ___ _ 

Sl,,j,oong lnot""'"°"" 
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Workshfft C 

SOios Ocdet Form: Invoice 

~~-~J~,~~~~'---'/11"'""'''-"'P~w~~~~"----------------
~to: 

Ship to-: 

I, Ot>t> 

z,ooo 

~01> 

;Jo-t-l+y ft.u 
~.l~e A~Hr+r-..,,1, 

j .. ,, y+-- '4 r:~ .. 
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22. OVERVIEW 

In order to fill out a form, you muse first •create" the form. ~ you 
read in Working With ForlTllJtion, in the overall pl'OQC83ing of forms, 
this i4 St.age 1. (Soe page 5.) Using the preprinted form as tho model, 
you croato a form in two steps: 

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

2. You sot the p rint positions for the answers. (Thus, you "pro• 
grnm" each answer to print in the correct pince on the form.) 

Planning 

Creating a form is like creating a simple program for n computer. As 
with 81\Y program, you begin by planning. You sit down with the 
preprinted form ond some paper. You then make a complete list of 
questions from the preprinted form. To those question,, you add 
question, 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 leam how to 
create a form with the Forrrw.tion program. (That's why the discus• 
sion on planning is at the end of this section.) 

Stage 1 Scr eens 

To give you II general idea of how you create II form, here is the 
sequence of acreen3 you use. 

AIIAlr you have inserted the program diskette and l011ded tho pro
gram, tho program displays the Main Menu. You type CV to solect 
Creato or Rovlso a Form. 

The program displays the Directory of Forms (in caso you w11nt to 
reviso 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. 

DIRECTORY OF FORMS 
Form name Crealed Revised Description 
Diskette name: OFFICE1 Drive: o Space available: 30°!! 
OVERDUE 7/11/83 7/1 2/83 Notice ofllne 
ACE 5/27/83 7/14/83 Invoice 
CARE 717183 7/11 /83 Tax credit for expenses 
Diskette name: DATA Drive: 1 Space available: 92% 
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 return 
Drive 2 not modified for FORMATION 
Drive 3 not modified for FORMATION 

C reate or R evlse form, view next P age or next D lsk 

To create the form on the diskette in drive 1, type CID to move the 
flashing to the drive 1 diskette (DATA in the example), and then type 
CD 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: 

Name 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? NEWFOR ... ~--- - - --
Description of form? ______ ______ _ 
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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)? 10 
How many lines to the page ( 4·99)? 66 
How wide Is 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 <mIIfD 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. 

WRITE/REVISE QUESTIONS FOR NEWFORM 
Form name Created Revised Description 
Diskette name: DA A Drive: 1 Space available: 92% 
NEWFORM 11123/83 11123183 201 ·3452 
HEAL TH 7123183 7/27/83 Insurance claim 
BOOKS 10/10/83 10/10/83 Requisition forms 
copy 8113183 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 questions from flashing form press ENTER, or write N ew 
questions. print Q uestions, view next P age or next D isk 

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

No Previous Question 

[ J Enter question number: 
[ ) Kind: T ext, N umber, D ate, M ultlple choice 
[ ] Condition: A lways, F ormula 
[ J Source: K eyboard, F orm·ula 
[ J Verify: M anual, N one, F ormula 
[ J Add answer to columns: Y es, N o 
[) Enter text of question: 
[ ) See N ext or P revious question, A dd or D elete question 
_Please type question number: 

No next question 
BREAK=done, CTRL-N• nex1, CTRL•P• prevlous, shift-arrows= 1sVlast 

You write the questions. When you have finished, you press cm!IAK). 
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 
Diskette name: DATA Drive: 1 
.NEWFORM 11/23/83 11/23/83 
HEAL TH 7/23/83 7/27/83 
BOOKS 10/10/83 10/10/83 
ccipy 8/1 3/83 8/24/83 
1040 7/1/83 9/16/83 
Drive 2 not modified for FORMATION 
Drive 3 not modified for FORMATION 

, -· ., . 

Description 
Space available: 92% 

201-3452 • 
Insurance claim 
Requisition forms 
copyright 
Tax retur.n 

To use printer positions from flashing form press ENTER, or set 
N ew ones, S end info to printer, view next P age or D isk 
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Now you type C8) to seled the option set New printer positions, and 
the program prompts you to insert tho preprinted form into the 
printer: 

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

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

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 
13 
14 
15 
16 
17 
18 

SET/REVISE PAINT POSITIONS FOR NEWFOAM 

. (···5··-1 0-• • 15···20-25'·-30-;-35-•40·•·45···50-•· 55· --60-··65··· 70--· 7 5 

Page: 1 Line: 1.0 Column: f-016 Fractional spacing OFF 
A sets answer, BREAK exits, press H 1or HELP 

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

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

l. 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(]) to select Create or Revise a Form. 

The program displays the Directory of Forms with a new menu at 
the bot,tom: 

DIRECTORY OF FORMS 
Form name Created Revised Description 
Diskette name: OFFICE1 Drive: 0 Space available: 30%1 
OVERDUE 7/11/83 7£12183 Notice of fine 
ACE 5/27/83 7l14/83 Invoice 
CARE 7m83 7/11/83 Tax credit for expenses , 
Diskette name: DATA Drive: 1 Space available: 92°/. 
HEALTH 7/23183 7/27/83 Insurance claim 
BOOKS 10710/83 10/10/83 Requisition forms . 
oopy 8/13183 8/2~/83 copyright · 
h040 7/1/83 9/1&83 Tax retum 
Drive 2 not modified for FORMATION 
Drive 3 not modified for FORMATION 

-;-;=;;-;,;;·;;;-········---
c reate or R evise form, view next P age or 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, 
([) to move the flashing down to the drive 1 diskette (DATA in the 
example). 

2. Type ill 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.) 

Name of form? __________ _ 
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3. ln the field, typo a name for the new form and press <EIIIl!). 

You can typo any combination ofup to 16 characters for the form 
name. If you typo 16 characters, the program automatically enters 
your ruponse. (Let"s call tho form NEWFORM.) Type the nome in 
the field and prt$$ <EIIIIl!). 

Below the n11mc prompt, the program displays the d=iplion 
prompt and field: 

Namo of form? NEWFOR .. ______ _ 
Ooscriptlon of form? _ __________ _ 

4. In the field, ty))O a description for the new form and press 
cmml). 

You con typ-0 11ny combination of up to 26 chnroctors for tho 
description. If you typo 26 characters, the progr11m o.utomatlcally 
enters your response. <Let's describe it by its document number 
201-3452.) You type tho description in the field and prm <IliIDI). 

Name of fonn? NEWFOR, .. ____ _ _ _ 

Oowlplioo of f0<m? 201·345.~--- - ----

Now the progrom displays the first of the four print panimctcr 
prompl4 llO that you can set the print parameters. 
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24. SETIING 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 (EHIII!) to set the print parameters. Herc 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? ow2....__ 
How many characters per Inch (4-20)? 10 
How many lines to the page ·(4-99)? 66 
How wide Is the page (4-168 characters)? 80_ 

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

To Set the Print Parameters 

When you press (IIIIII!) aftcr deseribing 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 describes the printer you are 
usin.g and press (IIIIII!). 

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 
DWP 
DMP2100 

for the Daisy Wheel II 
for the Daisy Wheel 410 
for the DMP 2100 

To keep the default, just press <EttlIID. 
When you press <Il!IEB), the program displays the second prompt 
and field: 

How many characters per inc:h (4-20)? 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 (Iiiilii). (If you type two 
digits, th e 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 (oft.en called 
pica) and 12 characters per inch (oft.en called elite) are the most 
common. 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 CEHilID. 
When you press WITml, the program displays the third prompt and 
field: 

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

3. In the field, type a number from 4 to 99 to set t he number of 
lines for each page. ar 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 
in lines. Printers print 6 single-spaced lin es per inch. For example, 
standard 8½ x 11-inch paper is 66 lines long (6 x 11 ; 66). 

To keep the default, just press CEllllID. 
When you press CEHilID, the program displays the fourth prompt 
and field: 

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

4. In the field, typeanumberfr om4 to 168to 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 
in response to the characters per Inch prompt. You convert inches to 
characters. For example, for a form on standard 8½ x 11-inch 
paper, you usually set a width of8 inches. With 10 characters ~r 
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 defaul t, just press <EEilB). 

After you have set the l ast print parameter and pressed<EEIEID, 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 
Diskette name: DATA Drive: 1 
NEWFORM 11/23/83 11/23/83 
HEALTH 7/23/83 7/27/83 
BOOKS 10/10/83 10/10/83 
copy 8/13/83 8/24/83 
1040 7/1 /83 9/16/83 
Drive 2 not modified for FORMATION 
Drive 3 not modified for FORMATION 

Description 
Space available: 92% 

201-3452 
Insurance claim 
Requisition forms 
copyright 
Tax return 

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

5. Type (I[) to select the option write New questions. 

Now the program displays the Wri te/Revise Questions Screen so that 
you can write the questions from the form. 
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25. WRITING FORM QUESTIONS 

After you have named and described a form, set the print pnrameters, 
and typed CH) to select write New questions, the program displays the 
Writ.cllwvisc Questions Screen. 

WRITE/REVISE QUESTIONS FOR NEWFORM 

2 - No Previous Question 

] Enter question number: 
[ J Kind: T ext, N umber, Date, M ultlple choice 
[] Condition: A !ways, F ormula 
[] Source: K eyboard, Formula 

3 [] Ve rify: M anual, None, Formula 
[] Add answer to columns: Yes, N o 
[] Entor text of question: 

4 -[ J See N ext or P revious question, A dd or D elete question s.[~ typo question number: . 

6 -No noxt quostion 
7 -BREAK•dono, CTRL•N • next. CTRL-P=prevlous. shilt-arrows• 1Sl/13$t 

The Write/Revise Questions Screen 

Tho Scro<ln baa seven areas: the heading, the previous-question nrca, 
the currenk}uostion area, the command line, the response area, the 
next-question a rea, and the prompt line. 

l.Ileading 

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

2. Previous-Question Area 

Herc the program displays the previous-question number and text. If 
there is no pr(wious quest.ion, 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 c:tch question by typing a rttponse (or c:tch of the 
ac,·cn ·dolinen,.• (The definers are described below.) 

4. Command Line 

Tho ltl4t lino, with brackets at the beginning (making it look like tho 
eighth dolinor), you use tc move tc the next or previous question ond 
to add or doleto questions. 

/5. Response Arca 

Tho program l.l8C8 the two lines below tho commnnd lino 14 list 
promptaand U,clicld& lhatyou usetowritcorNwisoqucsliont. In \he 
example, tho prompt is Please type question number: followed by o 
licld where you type your response. The progr3m also displays error 
messages here. 

6. Next-Question Area 

Hero tho prog,-run displays the next-question number ond text. If 
there is no next question, as in the example, the progmm displays the 
mCal$0go No noxt question. 

7. Prompt Linc 

Here the program diaploys prompts. 

The Seven Definer s 

To "write" n question, you type a reBponso for each of tl1c sc,·cn 
dclincn,. You write questions one at a t-imc. For ox ample, when you 
lin,tdiaplll)' \he Wri~vise Questions Sc=n, tho pregrom moves 
tho cunor within the first set of brac.kets (Enter question numbef). 
You type a number, and the program then moves tho cun,or down to 
tho next ~ t of brackets. You type a letter. 

After you hO\·o responded to each oflhe definers, the program moves 
to the next question and displays the seven dclincn, 11grun. The 
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program again positions the cursor within the fi1'$t set of brackets. 
Now you answer each definer for this question. 

To Write a Question 

A$ we havo 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 

[ J Enter question number 

a nd dillJ)lays in the response area the following prompt: 

Please type question number: 

1. In the field, type a number for the question and press CERIIID. 
You can type any number from O to 9999. You can also type 
decimal numbers. The onfy limitation on the number is the 
4-character length of the field. (For example, you can type 1.99, 
10.1, or 9001.) lfyou type four numerals, or three numerals and a 
decimal point, the program automatically enters the response and 
you do not have to press CEfilIB). 

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 
addod questions as S.l, S.2, and so on.) For more information about 
question numbers, see page 154. 

The program moves the cursor down to the brackets for "Kind." 

( J Kind: Text, N umber, D ate, M ultiple choice 

2. Type (I), CH), CID, or Cl) to define the Kind ot question you are 
writing. 

Text Type (I) to define the question as a te>ttquestion. Now the 
program will accept any combination of up to 80 characters Oet
ters, numbers, symbols, spaces) for the answer when you fill out a 
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 for a 
Social Security number, define the question as text since the 
answer will not require calculation.) 

Number Type CID 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 &reen. 

Define as "number" those questions whose answers require caJ. 
culations. (for example, if your question is "Number of widgets 
sold?" or "Price of widget?" or "Total amount for widgets?" define 
tlto question as "Number.") 

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

Multiple choice Type (I[) 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 &reen, you select the correct answer by 
moving the cursor within the parentheses and pressing <EIIIIl!l. 
The program numbers each choice beginning with l. lf there are 
three choices, the answer can be either l, 2, or 3. (You use these 
numbers when you create formulas.) 

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

[ J Condition: A lways, F ormula 

3. Press <EHlilD to keep the default CI) for always or type CD 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. lfthe answer was any 
number other than 3, the program will not ask the question.) 
When you type CD. the program displays in the response area the 
following prompt and field: 
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Enter formula to use as condition: 

Type a fonnula 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 relat ionship 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 fonnulas, see 
page 109.) 

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

[ ] Source: K eyboard, F ormula 

4. Press IIl!IIB) to keep the default(]) for keyboard or type CD 
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 CEIIIEID. 
Formula This requires the program to calculate the answer. 
When you type CD, the program displays in the response area the 
following prompt and field: 

Enter formula 10 use as source: 

( 

( 

Type a fonnula (for example, #2 + # 11) and press <EIIIEJI). Now, l 
when you fill out the form, the program will use the fonnula to 
calculate 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 tho current question. 
Unless you ask for verification (the nextdefiner), the program will 
not display its answer in the CUrTent.-question area of the Answer 
Questions Scnten. (For a detailed disc.asion of formulas, see 
page 109.) 

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

( ) Verify: M anual, N one, F ormuta 

5. Pross (IBlIB) to keep the default OD for none, type CD for 
manual, or type CD for formula. 

Nono This specifies that the answer requires no verification. On 
the Answer Questions Screen, the program will ncccptany answer 
(as long as it meet.s the "Kind" definition: text, number, date, or 
multiple choice). 

Manual This requests "manual" (operat<>r) verification. Later, 
when you answer the question and press (IBIIB), tho Answer Ques
tions Screen will display this prompt: 

Is this answer correct (YIN)? 

You must then type CD for yes or CJD for no. (Normally, you select 
manuo.l verification if you have defined the "source'' of the ques
tion 03 o. formula.) 

Formula This requires the program to verify o.n answer by o.p
plying a formula. When you type CD, the program displays in the 
response area the following prompt and field: 

Enter formula to use as verification: 

Typo a formula and press <E!ll1ID. The formula must contain a 
relational operator such as = or<. When you answer the quest.ion, 
the program applies the formula to cvaluat.o tho answer. 

• If tho program evaluates the answer as true, it will ncccpt the 
answer and go on to the next question. 

• lf the program evaluates the answer a., false, it will nash this 
prompt al the bottom of the Answer Questions Sc~n: 

• • • ·" • • •• Answer does not verify - please try again • ·" • • • • • • 
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If you receive this prompt while filling out a form, you must press 
(BIIIll) 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 ans,;er; 
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: Y es, N o 

6. P ress CElllII!) to keep the default CB) for No or type CY) for Yes. 

No The program does not add the answer to a column. 

Yes If you have defined "kind" as "number,'' you can type a: to 
add the answer to one or more columns. The program displays this 
prompt a.nd field: 

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

Type one or more column numbers and press CElllII!). If you type 
more than one column number, separate the numbers with spaces 
or commas. For example: 

123~ 

or 

1,2,3,4 

You can only add numbers to a column. Each number you add to a 
column is added to the existing total. Therefore, you generally use 
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(D 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 wackeu,?" 

Now, you write question 40 and define the "source" of its answer as 
"formula."You typeC2as the formula. Thus, when you IHI outthe 
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form, lhe program adds the answer to question 13 to column 2. It 
also adds the answer to question 21 to column 2. Thus, column 2 
contains the total of answers 13 and 21. 

When the program answers quest.ion 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 dcnionsll-ates the use of columns to circumvent this limita
tion. Review.questions 2, .3,1 "' Lhis form for an illustration of this 
principle. 

After you have defined Columns, the program moves the cursor down 
to the brackets for Enter text o l """''••·on. 

[] 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 a:IIIEID. 
You can type any combination of up to 80 characters Oetters, 
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 Cl) 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 gTOup the parentheses: 

Branch: ( ) ( ) () Main Dowager Norton 

To mow to next question Enter text of question is the la.st definer. 
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A~r you type the question text and press a:mll), the program 
pcsitione the cursor within the brackets of the command line: 

( ) See N ext or P revlous question, A dd or D elete question 

8. Type CJD to write the Next question. 

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

If you type CD, the program moves back to the provious question 
and enables you to revise your responses for that question. Press
ing Cl) or (]!) 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 que.stions on the diskette, press 
CBl!E!K). The program displays the Directory of Fonns with a new 
menu 80 that you can set the print positions for the fonn. 
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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 calculau, an answer. Second, 
you can use a formula as a ucondition" for the appearance of a 
question or to verify the correctness (or appropriateness) of an 
answer. Here the program applies a formula and eualuates 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 ope rators," ''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 &reen. If the program applies the formula and finds that 
the answer does not conform to the condit ion you have set, then it will 
not ask that quest ion. 

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 
calculat ion. 

Whether you type a formula for calculating 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 a lways 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 of8% on the amount from question 11, you type 
• (multiply): 

#1 1• .08 

Cfor 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: Y es, N o 

To get the current value from a column and to use it in a formula, you 
type© and then the number of the column you want. For example, 
to use the current value from column 5, type: 

cs 

DforDate 

You can use a date in a formula to perform addition or subtraction 
using the date as a constant. You type a® 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: 

005/15185 

Using Operators 

You use arUhmetk operators to tell the program how to calculate: 
addition, subtraction, multiplication, division. You use re/.atwnal 
operators (such as a ) to tell the program to evaluate the relationship 
between two or more constants or expressions. You use logicc,,l oper
ators (such as AND) to tell the program to perform a logical test on 
two or more constants or expressions. 

Arithmetic Operators 

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

Type To P erform Example 

(±) Addition fl? + #4 

G Subtraction 117 - #4 

G Multiplication tt,7•#4 

CD Division #7/#4 

Relational Operators 

You u.se 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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lhhovtlutofthconswtrfromquestion 11 equ3bthetot41 in column 
2, then the pr,igrnm cvolU3teS the relatioMhipas"tnic.· !(tho ,·ah:c 
of the an&wcr from question 11 does rAt equal the tot.II in colu.mn 2, 
then tho prog-rom cvoluo~ the relatioMhip as ·rot~.-

You mull typo a rclMional operator in (ormulu you type for the 
condition or vorllicMion definitions. 

You mU8t Mt type n rclutional operatcr in rormul1.1.syou typo for tho 
&0urco definition. 

= (Equols): A = B 

1( A cquols B. the program c,•aluates the relotion,hip u true. Jr A 
d~• not cquol B. the program evalueteS tho relation,hip a, false. 

> (Grcotcr Thon): A > B 

If A lag'rutcr th3n 8 . the program e,,a!uates tho rclation,hip N t rue. 
l( A la ltu tha.n orcqu31 to 8 , the program eVlllu•~• the rclation,hip 
as fabe. 

< fuss Thon): A < D 

Ir A la leas thon 8, the program evaluates tho relationship os true. If 
A ie grcntcr tha.n or equal tc 8, the program evaluates the rclo
tionship 1\8 f(IIS<l. 

> a (Greater Thon or Equal To): A > = D 

If A is grcMcr lhon or equal to B, the program ovoluotca tho rcln
tionahip u true. If A is IC$$ tha.n B, the progr3m ov11luotc1 the 
rclM.ionahlp u folao. 

< a fuss Thon or Equal To): A < = B 

If A la lcu th3n or equal to B. tho program OVlllU3tta the rclotion,hip 
as true.-. If A lsgw.iter than B, the program evaluate$ the rtlation..ship 
as r~. 
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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 operat.ors AND or OR. The program 
uses these operators to make a logical test between two or more 
relationships. For example, let's say you 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 t.o 
question 15 is less than 200. You use the logical operator AND to tell 
the program to make a logical comparison between question 6 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) 

If both 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)0R(#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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mcnt is false, NOT makes it true. For exrunple NOT#S • /17 means 
that the answer from question 5 should~ equal the answer from 
question 7. 

(#11;2) AND NOT (115• l ) 

11' # 11 • 2 and # 15 does not equal 1, then the progrl\m evaluates the 
relationship as true. 

Using Functions 

A function is a "shortcut" you use to perform a calculation. For 
cxl\mple, 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 o!O. and ABS (con• 
vcrt IC absolute value). 

In the following discussion, the term argummt (abbreviated as 
• Ar(') refers IC a number vah-10 in the formula. 

INT(Arg) 

You use the irtt~ger function to tell the program to "return" the 
largest whole number that is not greater than the arg\lment. Type 
the argument in parentheses. For cxomplc: 

INT (334.1211) returns 334. 
INT (334.912) returns 334. 

RND(Argl;Arg2) 

Herc you are using the round function to tell the program to round off 
argument 1 as specified in argument 2. Use RND IC round either the 
integer (whole number) or the fractional portion of n number. 

In pnrentheses alter RND, type a'S'Jment 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 334.64545 to the nearest 
100, typo 100 8S 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 tel1 the program to "return" the 
absolute value of the argument . (The program returns either a posi
tive 01 negative value as a positive value.) For example: 

ABS(l00) 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. ln this way, you can separate operations for clarity and 
also direct the sequence in which the program will perform the 
operatioll8, since the program works from inner sets of parentheses 
to outer sets. Here are three examples of expressions that use 
parentheses: 

((#1 + #12 + #22)•.0S)•Cl 

(0<#8) AND (#8<99999) 

INT((#8 - #8.1•10000)11000) 

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 priorily). 
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Logical Expressions 

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

(#11 • 1) AND (#15=2) OR (#22•4) 

In this formula, the program evaluates the relaUonship between the 
first two eondiUons (#11=1 AND #15 • 2), and then it evaluates 
their relationship to the next rendition. Thus, if e.ither condition 
before or aftor the OR is true, the relationship is true: 118 long as 
#11 • l AND #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 th~ir rela
tionship to the next condition. Thus, if both conditions beforo and 
after the ANO a.re true, the relationship is true: as long as either 
#11 • l OR 1'15• 2 is true, ANO #22•4 is 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 eon• 
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, ANO either #15=2 OR #22 • 4 is true, then the 
relationship is true. 

Arithmetic Expressions 

The progr:un works with arithmetic expressions in this order: 

1. Functions 
2. Parentheses 
3. Mult.iplication and division 
4. Addition and subtraction 
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Hero ia M example. The top numbers show tho order. 

1 3 2 • 
INT(#ll) • (C2 + 115) + #21 

1. The prosrom fir1t l)<lrforms the INT (unction. 

2. Thon it por(orm.s the cnlculation within pnronthc:se~. 

3. Next, it mulUplics the integer by the sum from tho pnrontheticol 
calculation. 

4. Finally, i t ndds lhat product to the answer Ii-om question 21. 

Hero it tin example wilh nested calculuion1. 

2 3 4 6 S 1 
((C2 + 1000) • 100) / 10 - #11 • IN1'(1'1S) 

I. Tho progr.,.m firat finds the integer value or question 16. 

2. Then it ptrfomu the pa~nthetical calculotioM beginning with 
tho inncrm0$t parentheses. 

3. Next it works to the outer parentheses by multiplying tho awn 
Crom the poronthcticol calculation by 100. 

4. Thon it performs tho division: it divides the result or the pnren• 
thctlcal colculntioM by 10. 

5. It multiplies the al.lllwer to question ll by tho lnt-Ogor value of 
quest.ion 16. 

G. Finlllly. it performs addition and subtraction: it 1ubtrnc1., lho 
rosult& to lhc right of the minus sign Crom the rogulte to lho !en.or 
tho min"' sign. 

Using Dates 

You can use dates in formulas for either ovoluating or c.1lculating. 
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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 (]!) followe!l by the date. Use the 
format MM/DDIYY: 

D07/04/85 

In Formulas That Evsluat.e 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 20only if the answer to question 9 
is May l, 1985: 

(#9);(005/01/85) 

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

((#10) < (006101/85)) AND ((D04/80/85) < (#10)) 

Thus, the answer to question 10 must be less than June l, 1985, and 
greater than April 30, 1986. 

In Formulas That Cslculat,e 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-· 
pie, if the answer to date question 3 is May l, 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 
05/16185. 
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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 

A~r you have wriuen the questions for a new form, you press 
<ll!IB). 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: 

n•.o.., ......... ........................................... ..... . ,. •• _ ,. _ _ ___ ,. ................................ __ _ 

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

1. l\toke sure that the name of the form you ore working with is 
flashing, then type CID 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 or the preprinted form into the pri.nter. 

3. Press any key. 

The program displays the Set/Revise Print Posit.ions Screen. The 
Screen has four main areas: plotting area, message area, SUltus )inc, 
and prompt area. 
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I 
2 
3 

• 
5 
6 

SET/REVISE PRINT POSITIONS F-OR 1tEWFORM 

7 Plotting Area 
8 
9 

10 
11 
12 
13 
14 
IS 
16 
17 
18 

(··-S--·10•-IS-•·20-··25-·~50--55,--60-·-6S-74>-75 -Pago: t Uno: 1.0 Co.'umn: H)l6 Fractional spacing OFF_...,. 
A so:s answe<. BREAK exits. press H for HELP _...,. 

You u&e the Screen nnd the printer to set tho print position (or the 
answer to coch question you have written. 

When you display t.ho Set/Revise Print Positions Screen, the program 
activo.t.os the printer. You use keys to position the print.head on t,ho 
form. The Set/Revise Print Positions Screen becomes a 0 ma p" oCtho 
form in the printer. As you move the printhead to different positions 
on the form, tho cursor on the screen shows these positions in lines 
and columns. 

Plotting A1·ea 

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'" or the form in 
the printer. As you move the print head, the cursor movcscorttspond• 
ingly through t he 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 fortext, N for number, D for date, and x 
for each multiple-choice answer. The Screen might look something 
like this: 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 
13 
14 
15 
16 
17 
18 

SET/REVISE PRINT POSITIONS FOR NEWFORM 

T 

T 

T 

T 

T 

T 

X X X 

N 

N 

N 

N 

T 

T 

T 

T 

N 

N 

N 

N 

D 

T 

N 

N 

N 

N 

N 

---s--(10---1 s---20--+ 25---30---35 + --40---45•--5 + --55-60--65 + --10---15 

Page: 1 Line: 1.0 Column: 9-0/6 Fractional spacing ON 
~ 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 column is one twelfth of an inch. When you press~. 
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(±), you move tbe 
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 Screen uses two lines beneath the horizontal axis to prompt you 
for information and to display fields for your input. When you first 
display the Screen, 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 th.is area. 

Status Line 

Beneath the message area, the Screen displays the status line: 

Page: 1 Line: 1.0 Column: 1-1)/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. 

Line: 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 indicawr displays the fractional 
spacing after the dedmal. 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 indicawr 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 sets answer, BREAK exils, 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 Seti 
Revise Print Positions Screen. To look up a command, display the 
Help Screen. 

To display the Help Screen, you type CID. To clear the Help Screen 
and t,:, return to the Set/Revise Print Positions Screen, press any key. 
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ARROWS & SPACEBAA move pitnter. Shilt arrows page & tab printer. 
ENTER moves printer to left margin. 
F turns Fractional spacing mode on and off. 
M Moves printer to any setting, N to any page Number. 
L sets new Left margin. R sets temporary Righi margin. 
T sets end resets e Tab. 
A sets Answer to print al printer position. 
S Shifts setting at printer position to new position. 
D Deletes the setting at the printer posijion. 
" (quote mark) prints literal text. 

CLEAR-U underscores a setting. CLEAR·S prints it struck out. 
CLEAR-C prints setting ell caps. CLEAR-8 prints setting In bold. 

? (question mark) lets text be entered at print time. 
P Prints a hard copy of current printer settings. 

(period) sends e period to the printer immediately. 
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28. MOVING THE PRINTHEAD 

To set an answer, margin, or tab, you must first move the printbead 
to the correct place on the form. (You do not actually move the 
print.head up or down, but rather the form. However, for the sake of 
simplicity, we will refer to "moving the printhe!id" 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 Imm to move the printhead one column to the right. 
Press (:z) to move the printhead one column to the right. 
Press IE) to move the printbead one column to the left. 
Press ® 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, tum on fractional spac
ing to move the printhead vertically in.halflines 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(D. 

• Ir rractional spacing is oil', (D turns it on. 
• If fractional spacing is on, CD turns it off. 
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If you turn off fractional spacing while the printhend is "bctwt,in• 
lines or"betweon• columns, the program ret= the printhead to the 
previous whole line or column. 

To Use Fractional Spacing 

1. Tum on fractional spacing. Type (I). 

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

Press m!ICE) to move the printhead 116 of a column to tho right. 
Press 8) to move the printhead l/6 of a column to the right. 
Pross (E) to move the printhead 1/6 of a column to the loft.. 
Pross (1) to move the printhead up one half lino. 
Press© to move the printhead down one half line. 

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

To set a print position between lines or columns, you must set it while 
(rttctional apacing is turned on. Even though t ho cursor appears to be 
•over" a print position, you will not be able to move tho cursor to an 
exiating print position set between whole spaces unless you are in the 
fractional spacing mode. Tum on fractional spacing and move the 
cursor until tho print position information appears in the message 
area. 

To Beginning or End 
of Line, Tab, Margin 

• Hold down mm and press 8) to move the printhead to the 
n ext tab or to the end of the line. 

• Hold down mm and press (8 to movo tho printhead·to the 
previous tab or to the beginning o f the line. 

• Press (IH]IB) to move the printhead to the le ft margin. 
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To Different Pages 

If you are setting print positiobs for a form that is more than a page 
long, the program enables you to "page through" a form. You use 
(mIED 0 and (mIED (E) to move to the next or previous page and QI) 
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, P ress (mIED (!). 

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 <mIED CB 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 <mI!l) (B. 

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~ CB 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 OD. 
The program displays this prompt in the message area: 

Move printer to which page number (1-9)? 

2. Type the number of the page you want (for example, ffi). 
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 6 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 ofthe 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 l when you press (EIIIEID. If you set a left margin at column 10, 
then the program returns the cursor to column 10 when you press 
CEBIEID. Thus, the left margin saves you the trouble of having to begin 
each line by moving from column l 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. l\1ove the printhead to where you want to set the left margin. 

2.Type(D. 

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

··-5-··· 10-(-15···20···25··-30-3S-40-··4S-·S0···SS···60···65··· 70-75 
~Left Margin 

To Set and Clear Tabs 

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

2.Type (D-

Thc 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. 

(···5···· 10··· 15-··20···25···30·-35· + -40--45• + ·50-- 55-··60--65·•• 70--• 75 
t.... Taba-"' 
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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 Prin t Position 

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

2. Type O to check the position. 

When you type 0 , 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 pe riod does not appear in 
the correct position, move the printhead and type O again. When 
you are satisfied t hat 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 el or (E). When you type 0, the 
printhead moves to the position indicated by the cursor. 

3. Type CI) 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 whlch you are setting 
the answer position and press IEIIl'.EII). 

If you type four characters, you do not need to press (I!ffiJI), 

The program uses the message area to request additional informa• 
tion if the kind of question ·requires it. 
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When you PQsition 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. 6: Date e.g. "5/1 /85" 

If you position the cursor on a right margin, the program displays 
Righi margin in the message area. 

5. When you have set all tho prin t positions, press ~-

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 

I. Move the printhead to where you want to print thc ·nnswer 
and check the position by typing 0. 

2. Type CD for answer. 

3. Respond to the number prompt by typing t he q uestion 
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: 

16 T T 
17 
18 

(-S--10-•15-·20-·25---30---35--40••-45-•50•--55••·60-··65·••70-75 

Set a right margin to prevent the first answer from printing over the 
second. 
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16 T ) T 
17 
18 

(-·S-·-10--15···20-·•25••·-30-··3S--40-·-45-·SO-SS--6o-·•65•·•70--75 

During printout, if the first answer encounwrs 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 tho pririthead one or two characters before tho posi
tion £or the next answer. 

2. Type (]I). 

The program displays ) in the plotting area. 

For a Number Answer 

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

2. Type CD for answer. 

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

Because the question kind is "number,'' the program displays this 
prompt in tho message area: 

Print number L eft, R ight, A ligned, 0 rdlnal, S polled? 

4. Type CO, (]I), CD, ([), or CD to select the print style for tho 
answer. 

• If you type CO for left, the program will print the number from 
le.ft to right. 

215.15 

1lHI position you.have set 

133 

IV 



IV 
• If you type OD 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 

• If you type CD 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. 

215.15 
215 

The position you have set 

• For (Deft, ODight, and (Dligned, 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 

• If you type(]) 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 CI) 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 (YIN)? 

5. Type (Y) for yes or CH) for no. 

• If you type CD, and the value of the answer is zero, 0 will appear 
on the form. 

• If you type CJD, and the value of the answer is zero, the program 
prints nothing. 
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Unless you hllvc seleeted the wspelled" opt ion. the progr:im dis• 
plll)'S this prompt in the message area: 

Typo foonat of numerical answer (e.g. •SI I,., (I): 

6. Typo tho codo for the numerical formot you wont ond p ress 
<£RlIS). 

Use tho following oodes to indicate the formnt. (These arc t,hc aamc 
oodca you uso in BASIC programming with PRlNT USING.) 

* to roprosent each numeral 
to specify the position of the decimal 
to separate thousands in the answer 

$ to print n dollar sign as part of tho e.nswcr 
• to lill blnnk spaces with asterisks 

to print e. minus for negative numben1 
( ) to print 11 negative answer in pa.renth~s 

Forex=plc, 

To p rint ln the format Typo 

1,254.25 1,254.25 *·'''·'' 1,254.25 1,254 *·'*' 1,254.25 $1,254.25 Sff,(1(1#.(l(I 
1,254.25 1254.25 *"'·'' 1,254.25 S"l,254.25 s··· ... .. 

•l,254.25 -1.254.25 •ff,(IIUl.111 
-1,254.26 (1,254.25) ((l,(f(l lf,,(llf, ) 
1,254.26 1,254.2500 #.lllf,,(llf,#(f 

You must make sure that the format is largo enough to print the 
answer. For example, if you set the format ns ## .,n;, but the answer 
is 123.95, you will receive an overflow error mcssogo: for example, 
>>.>>. 

When Mlling an ordinal number, you m1Ut ~t the format as :,n 
integer formot ((l(I), or the number will not print o.s lln ordinal. In 
other word$, do not set a decimal point for M onlinnl number. 

In the plouing :,rca, 1he program displays N to indieo«i th~ position 
you "t for 1ho numerical answer. 
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IV 
For a Date Ans wer 

You can print all or "part" of a date using ten diO'crcnt formal$. 

I. Move the printhead to where you want 10 print the answer 
and check the position by typing O . 

2. Typo CD for answer. 

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

If the question kind is "date," the prcgram displo,ys this prompt 
and licld in the message area: 

Typo format of date answer (0·9): 
0 

Tho prcgrrun lisl3 these formats in the prompt area: 

0 •Sfl/85 . 1 • 05101185 2 =05 3 •01 4 • 8S 5 • May 1$1. HISS 
6 • 1$1 d.1y 7 • SUI month 8 • Jan. 1, 1985 9 • 1 May 1985 

4. Type CO, CD. 00, CD, ID m, CID, CD,([), or CID to select the 
print format for the date. 

To print In the format Typo 

05101/85 5/1/85 CO) 
05/01/85 05/01/85 OJ 
05/01/85 05 CI) 
05/01/85 01 m 
05/01/85 85 m 
05/01/85 May 1st, 1985 (I) 
05101/85 lstday (I) 
05/01185 5th month CD 
01/01/85 Jan. 1, 1985 CID 
05/01/85 l May 1985 CID 

In the plouing nrca, the program displays O 10 indicate the position 
you have set 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 ____ ~ 19L. 

The question that asks for the date is question l. 

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 dare: 

On this the 1st day of the 5th month , 19~ . 

For a Multiple-Choice Answer 

On most forms, a multiple-choice question requires you to check a box 
or p1ace an "X" within a set of parentheses. For example, 

Type of loan: ()FHA ()HUD ()NCA ()TAP 

In the example, if your answer is choice 1, then you would want the 
program to printX in the box for FHA. If your answer is choice 2, then 
you would want the program toprintX in the box for HUD, and soon. 
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 of9). 

1. Move the pnnthead to where you want to print the first 
possible answer, and check the position by typing Q . 

2. Type CD for answer. 

3. Respond to the number prompt by typing the question 
number. 
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Because this is a multiple-choice question, the program displays 
this prompt line for each possible answer. (Naturally the number 
will change each time.) 

Position the printer to choice number 1, press A when done 

4. For each choice, move the printhead to where you want the 
answer text (such as X) to print a.nd type (!). 

The program displays this prompt and field in the message area: 

Type text to be printed at this selection: ___ _ 

5. Type the text you want to print for this choice. 

The program continues to prompt you until you have positioned 
text to print for each possible answer to the question. 

In the plotting area, the program displays x at each place where you 
have set text to-print. If you set t he question number at one position 
and then move the printhead to print the first choice at a different 
position, the program prints M where you set the question number. If 
you set the qu~tion number at the first choice, the program over
writes M with x at that point. 

An example 

A form may ask a multiple-choice question such as this: 

Type of loan: ( )FHA ( )HUD ( )NCA ( )TAP 

Let's say that you wrote question 5 to ask this question. 

l. Move the printhead to the first choice you wrote: ( )FHA. 
Type (A) and then type CID for question 5. 

2. The program now asks you to position each of the possible 
answers and to select the text to print for each answer. 

3. Type (A) and type CD to print X in ( )FHA when that is the 
answer. 

Move the printhead to ( )HUD, type (A), type CD, and press cmm) 
to print X in ( )HUD when that is the answer. 
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Move the printhead to ( JNCA, type (l), type CX), and press<IliIIB) 
to print X in ( )NCA when that is the answer. 

Move the printhead to ( )TAP, type (l), type CX), and press <IliIIll) 
to print X in ( )TAP when that is the answer. 

To Set Answers in the Same Position 

You can set the answers to each choice at the same position. For 
example, if the form says MJF D for male or female, type (l) for the 
lirst choice and Ci) for the text to be printed. Then, type (l) again in 
the same position for the second choice and type CE) for the text to be 
printed. 

For Literal Text 

You can instruct the program to position a.nd print on a form text 
other than answers. This text is called literal text. For example, let's 
say you have created a form for the X YZ Company, and you want the 
text "XYZ Company" to print at the same place on every form. There 
is no need to write a question to print this text. You use the Literal 
Text command when you set the print positions. 

To Type Literal Text 

I. Move the printhead to the place wheNI you want to print the 
texL 

z. Type(::), 

The program displays this prompt and field: 

Type text to be printed at this position: 

3, In tho field, type the text and press <mm!). 

The program displays " in the plotting area. Wheh you position the 
cursor over the··, the program displays the literal text in the message 
area. 

Every time the program prints an answer lite for that form, it will 
print the text. 
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Requesting Keyboard Input 

You can irustruct tho program to pause and request keyboard input 
from the operator while·it is printing an answer file on a form . 

To Request Keyboard Input 

1. Move the printhead to where you want the progra m to pause 
a nd to request input. 

2. Type(D. 

The program displays this prompt and field: 

Type massage 10 be displayed during pause: 

3. In th e field, typo a m essage and p ress (E]l]Jl!). 

Your messa,ge should tell the operator what to type from the 
keyboard. For example, 

Type your personal ID number and press ENTER. 

When the program prints the form, it will pause when it reaches the 
position where you have entered the? and display the message on the 
screen. The operator types into the field. When the operator presses 
<EllIB), tho program prints the input and resumes printing. 
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30. WORKING WITH PRINT P OSITIONS 

You can print a hard copy of the print positions at any time the 
Se~vise Print Positions Screen is displayed. When you print the 
positions, t he program lists the following information for each 
question. 

Page number 
Line number 
Column number 
Question number 
Kind of question 
Formatting instructions 

For example, your list of print settings for the OVERDUE form might 
look similar to this: 

Pagel, Line 27, Column 16-0/6, fl 1: Date, e.g., "Jan. 1, 1985" 
Page 1, Line 30, Column 20-0/6, # 4: Text 
Page 1, Line 30, Column 52-0/6, Right margin 
Page 1, Line 30, Column 60-0/6, fl 3: Text 
Page 1, Line 32, Column 18-0/6, fl 10: Text 
Page 1, Line 34, Column 18-0/6, # 9: Text 
P-age l, Line 34, Column 52-0/6, Right margin 
Page l, Line 34, Column 60-0/6, # 8: Text 
Page l , Line 36, Column 20-0/6, # 6: Date, e.g. , "5/ l /85" 
Page l, Line 38, Column 23-0/6, # 7: Left number, 0• Y, "##" 
Page 1, Line 38, Column 67-0/6, # 11: Aligned number, 0 • Y, 

"####.flfl" 
Page 1, Line 40, Column 20-0/6, # 2: Multiple choice 

To Print a Hard Copy of the Print Positions 

1. While the Set/Revise Print P ositions Screen is d isplayed, 
type ce). 

The program displays this prompt in the prompt area: 
Please align paper to top of page 1 - press any key when done 
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2. Insert a blank sheet of paper into the printer and press any 

key. 

The program prints the print positions as a list, one on each line. If 
there is more than one page, the program displays the following 
prompt: 

Please align paper to top of page 2 - press any key when done 

Insert another sheet of paper and press any key. When the pro• 
gram has finished printing the list of Jlrint positions, it clears the 
screen and displays the following prompt: 

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

3. Re-insert the form into the printer and press any key, or 
press CBl!m). 

• If you want to set more print positions or revise the current ones, 
insert the form into the printer and press any key. The Seu 
Revise Print Positions Screen is displayed again. 

• To return to the Main Menu at this point, press (!D). 

Using Print Codes 

The program provides four print codes. You can use these to request 
special print actions in an answer, in literal text, or during keyboard 
input. You can print text 

1. Underscored 
2. Bold 
3. Struck through 
4. All capitals 

To Use Print Codes in Answers 

To request a special print action, you must have already set the 
position for the answer. 

I . Move the cursor to the answer position. 
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2. Typo the code(s) for the p rint ac tion yo u wnnt. 

llo!d down aD1II) and type (ll) to print tM &ASW'tT ~NC'Orcd. 
Hold dow'DaJll!Dand cy-pe(l)to print~ &ASW'tr bold. 
Hold down aJlllD and type CD to print tho &niW'tr atN<k th-zl,. 
Hold down aJJl&) and iype CD to print tho ansW'tr In upptru.at. 

You can use any number of codes for a single •~·er. 

In the mcssago area, the program displ8.)'8 the print action(s) you 
h~vc ~loctoo. For example, 

Quosllon no 1: Date, e.g. "May 1st 1985" 
Print: Bold 

To Uso Print Codes in Literal To,'(t or Key bo1.1rd Input 

You we print codes to type text underscored. bold(nced, or struck 
through when you type literal text (you hove set" in tho plotting 
area), or when you have set(1) in order to t)'l)Q kcyboord input. You 
use the print codes as toggl~ the first codo turns on tho special print 
act.ion and tho second code turns it off: 

• Hold down <alllll and type (lD to tum on underscore. 1')-pe the 
code a second time to tum ofT the action. 

• Hold down <t1lllD a.nd type Cl) to tum on bold. Type tho eoc!c a 
second time to tum ofT the action. 

• Hold down mXIO and type(D to t um on strikc•through. Type the 
code a socond time to tum ofT the action. 

'l'ho nll•copitals code is not available for typing within litornl text or 
keyboard input unless the position hrui olrcndy lxlon sot. 

To Use Specl1.1l Characters in Literl.ll Tc,ct 
or Keyboard Input 

When you uso0 to type literal text, the Set/Rcvi,o Printer Positions 
~n displays a field. In the field, you can typo codes for ten spteial 
characters. You also use these codes when responding to the 
key~rd input prompt.. 
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To print This code appears 

(j in literal text Press And type on the screen. 

~ 
¢ <m]ll) (I) 0 

tfj C (illAB) CD ( 

> ½ <m!!ll CI) 2 

~ :y. <m]ll) m 3 
1---1 z ¼ m!ID (1) 4 

0 ® m!ID rn 5 

> <Cm!!) ([) 6 

~ t (illAB) CD 7 

0 , <m]ll) (ID 8 

~ • <Cm!!) CID 9 

~ ( 

Ending the Session 

Aft.or you have set the print positions for each answer, you exit the 
screen and return to the Main Menu. The program saves the print 
positions on diskette. 

Before you end the session, you can doublechock tho settings and 
revise them. (See Revising Print Positicn.s, 172.) 

Press (D!!E!KJ to end the session. 
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31. PLANNING A FORM 

Planning is the most important part of creating a form. When you 
write the questions for a form, you do more than simply transfer the 
questions from the preprinted form to the screen. Thinking t,ltrough 
the purpose of the form and how it is used before you write the 
questions helps you to anticipate formulas and to avoid false starts. 

Essentially, to plan a form, you make a comprehensive list of answers 
you will need and then decide on the sequence of questions. This 
sequenoo may be substantially different from the sequence on the 
preprinted form. 

Two Criteria 

Two criteria govern your planning decisions. These are user conve
nience and the need for cakulalion. 

User Convenience 

As you plan a form, think about the person who will use your ques
tions to fill it in (even if you are that person). Here are some sugges
tions to help you achieve user convenience. 

1. Sequence the questions to correspond with the sequenoo of source 
materials that the user must refer to, rather than with the current 
sequence of appearance on the preprinted form. 

2. Group the questions in logical "clusters," such as address ques
tions, .financial questions, item questions, etc. 

3. Sequence the clusters in a logical way. 

4. Write the text of each question in the active voice. 

Avoid: 
U&e; 

The widgets were purchased by whom? 
Who purchawd the widgctll? 
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5. Use simple words. 

Avoid: Was the viability of the ele<ll'Onic device negatively 
impacted by transport peraonnel? 

Use: Did the shipper damage the computer'? 

Need for Calculation 

Sequence the questions so that you will have tho answers you need 
for later calculations, verifications, or for testing conditions. For 
example, make sure that th e "Total" comes after "Number of 
widgets" and "Price per widget?" 

Gather the Information 

First you must be sure you have all the relevant dcita. This includes, 
of course, the form itself. Equally important, however, make aure you 
have gathered the source materials that tho user will need when he 
or she fills in the form. When you sequence the questions, you will 
help the user by following the sequence of the source materials (if the 
sequenc;1 is in a logical order). 

An Example 

Io order te clearly demonstrate the planning process, let's use a 
aimplo form as an example. Let's use an overdue notice that you 
might get.from a branch of the Altoona Public Library. Let's name 
this form OVERDUE. 

Where does the information that the circulcition clerk types onte the 
OVERDUE form come from? In this co.so, it comes from a Daily 
Ovorduo Report. Each day, the main branch issues thia hand-written 
report: 
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or .. _______ - ·------------

~ "--------------------
c... o... Tw,e, _ _ ____ v_,,.,~---

0-,,.0.:•------
O.V1P•i.10i.-1 ___ _ 

LCC•-------------------
A""'°'-------------------
Tt1lt---------------------

Aft4lr you have created the OVERDUE form, tho circulation clerk 
will fill It out by typing the informati~n rrom tho Dally Overdue 
Report onto tho screen. Therefore, to plan the qucationa for user 
con,·cnicnco, you can use the description and sequence of inrormation 
u it appcan on the Daily Overdue Report. 

Lis t the Questions 

Once you have gathered all the data, make a liatoftho questions you 
nood for tho form. For example, you will nood to ask ror the date, the 
name of the borrower, the card number, and so forth. You will use this 
list to write the questions for the form. On the next pngc, you ace a 
copy of the preprinted form that you will later fill out using the 
program. 

Ust tho Question for Each Answer 

Dato 
Borrower 
Card number 
Title 
Author 

Due date 
Days past due 
Total due 
Branch 

Libra.ry of Congress catalog number 
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°""------
_ ______ ___ ___ c..,, , ______ _ 

-----------------------.. , ... ______ ____ ___ LC( # ______ _ 

OutOo10 ___ _ 

0ty, P .. 1C>.ie __ _ Tot010vo s. ____ _ 

0 ,.r,ch 0 ¼ 1r.$l1«1; Q 0ow;tg$fSqvoro Q NOf'tOI\A'o'OfllJ• 

PfN,1,0 101vtt1 ,o •.-oldtOIJ~ fines;. 

Cd,""1fdl.A»tti.w,. 
OroAa,tO"Oit'K10f 

Some answers may appear more than once. Remember that you can 
print the aa.mo answer in more than one place. For ox.ample, if the 
form asks for today's date in two different places, you only n~ one 
answer. Later. when you set the print J>O$ltions, you ca.n tell the 
progrom to print that answer in each place it is n~cd. 

Group the Questions 
Into Categories 

For user convenience, group related questions, such as name, 
address, library, borrower. By scanning the lis t of questions from the 
Doily Overdue &port and the Overdue Notice (tho preprinted form), 
you can extract these four categories: 

I. Borrower questions 

2. Book ques tions 

3. Fine questions 

4. Library questions 

You then group the questions togelher int.> lhcsc cnlcgorics: 
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BorTOwcr Quutions 

Borro~r'• name 
Card number 

Book Quullons 

Title 
Author 
Librnry of C-OnSTUS catalog number 
Duo dot.o 
Do,y& past duo 

Fino Quc8ti0!'18 

Fino r41o 
Toi.Al duo 

UbrAI")' Quettions 

Dito 
Branch 

Sequence the Categories 
and the Questions 

Now aequcnco tho cotegories in the most logico.l nnd convenient 
order. Thon, within onch category, sequence the questions in the most 
logical ond convcniont order. For example: 

Llbrnry Quc81lon8 

Dnt.o 
Branch 

Borrower Questions 

Card number 
Borrower'• nomc 

Book Questions 

Ouo dote 
O:iya ~tduc 
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Library of Congress catalog number 
Author 
Title 

Fine Questions 

Fine rate 
Total due 

Plan the Formulas 

Next, work out the formulas you need to calculate, condition, and 
verify. You may find that you need to add questions to provide 
constants for your formulas. 

Plan Formulas for Calculation 

List all the calculations that the program must make and plan the 
formula for each. 

Plan Formulas for Condition 

You may have some answers that are required only under certain 
conditions. Plan the formulas to create the condition for each of those 
questions. 

Plan Formulas for Verification 

For numerical answers, you may want to ensure correct input by 
using a formula for verifying the answer. 

Add Questions If Needed 

As you plan the formulas, you may find that you need an additional 
question to provide a constant for calculations, for a condition, or for 
verification. 

Add Qugstions for Calculations 

You may find that an answer you need for a formula is not provided 
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by a question from the form. Add a question to provide the answer you 
need. For example, you may need to know the amount of the sales tax 
for certain states and no question asks for it. Add the question to 
obtain the constant for later calculations. In our OVERDUE exam
ple, in order to know the "daily" fine rate, we need to know whether 
the borrower is a student or an adult. Students pay$. 75 each day and 
adults pay $1.50. To provide this constant, add another question to 
the list: "Card type: (Student) or (Adult)?" 

Add Questions for Condition 

For example, if you are creating an invoice, you may need the answer 
to "Number of Items Purchased?" to use as a condition for "What is 
item l?," "What is item 2?" and so forth. Then, when you fill out the 
form, if you answer 2 for the number of items purchased, the program 
will not ask 0 What is item 3?" 

If a group of answers are needed only if the buyer pays the shipping 
charges, then add a question that asks ''Must the buyer pay shipping 
charges?"Then for each shipping charge question, use that answer as 
the condition. 

Add Questions for Printing 

A form may require an answer that you obtain by different calcula
tions under different conditions. You can write several questions 
for this one answer, each quest ion to be asked under an exclusive 
condition. 

Each of these questions will calculate the answer under different 
conditions, but you will set only one print position for the answer. 
You must add another question whose sole purpose is to retrieve the 
answer and print it in the correct position. 

In our OVERDUE example, you use one question to enable the 
program to calculate the total fine if the borrower is a student. You 
use another question to enable the program to calculate the total fine 
if the borrower is .an adult. 

To retrieve the total from either of these questions in order to print it 
as "Total Due" on the form, you must add an additional question. 
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For Example 

Returning to our OVERDUE form, we need to calculate the total fine. 
Since one rate is used for students and one for adults, we must write 
four questions for this answer: 

1. One question that finds out whether the borrower is a student or 
an adult. 

2. One question that computes the answer for students. 

3. One question that computes the answer for adults. 

4. One question that retrieves either answer for the printout. 

We end up with a series of condition and calculation questions. 

The Conditum Question 

To determine which fine rate to charge, you create a condition 
question: 

Kind: 
Source: 
Text of Question: 

Multiple Choice 
Keyboard 
Type of card: (Student) (Adu.It) 

The Cakulatwn Questions 

The calculation quest.ions use the "Type of card" question as the 
condition. One calculation question calculates the total for students, 
and the other calculation quest.ion calculates the total for adults: 

Question number: 
Kind: 
Condition: 
Source: 
Add to columns: 
Text of question: 

Question number: 
Kind: 
Condition: 
Source: 

Number 
Formula: If student 
Formula: . 75 • answer to days-past-due question. 
Add answer to column 1 
Fine if student 

Number 
Formula: If ndult 
Formula: 1.50 • answer to days-past-due 
question. 
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Add to columns: 
Text of question: 

Add answer to column 1 
Fine if adult 

The Print Questuin 

This question takes the answer from either one of the calculations in 
order to print it in one place on the form. 

Question number: 
Kind: 
Condition: 
Source: 
Verify: 
Text of question: 

Number 
Always 
Formula: Cl 
Manual 
Total Fine 

We end up with this list of questions. (The italic questions contain 
formulas or proviqe answers that are used in formulas. The answers 
to the questions in parentheses do not print on the form.) 

Date 
Branch 
Card number 
Borrower's name 
(Card type) 
Due date 
Days pa$t due 
LC number 
Author 
Title 
(Total if student) 
(Total if adult) 
Total due 

Used as a condition for student or adult. 

Provides a constant to calculate the total. 

. 75 • days past due. Put answer in column 1. 
1.50 • days past due. Put answer in column 1. 
RA:ltrieves answer from column l. 

Number the Questions 

The last step is to number the questions. Do not number the questions 
until you have made a complete list, including the formula questions, 
and until you have sequenced the questions. 

Using Decimal Numbers 

When numbering, keep in mind two cases when you can use decimal 
numbers: 
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1. When you have sets of questions. For example, if you have an 

invoice that repeats a set of questions (such as description, number 
of items, price per item, total cost), number each set with the same 
whole number and each member of the set as a decimal: 

8.1 Description of item 1 
8.2 Number of items 
8.3 Price per item 
8.4 Total cost 
9.1 Description of item 2 
9.2 Number of items 
9.3 Price per item 
9.4 Total cost 

2. When you use a formula as source and request no v~rification. (The 
question does not appear in the current-question area in the 
Answer Questions Screen.) For example, in the OVERDUE form, 
the questions that calculate the fine for a student and the fine for 
an adult do not appear in the current-question area in the Answer 
Questions Screen. In terms of what the user sees, they come "be
tween" two questions. Number them as decimal questions between 
two whole-number questions. 

When you have listed and sequenced the questions and added the 
formula questions, you would number the OVERDUE questions like 
this: 

I. Date 
2. Branch 
3. Card number 
4. Borrower's name 
5. Card type 
6. Due date 
7. Days past due: Verify, (#7< = 90) AND (1< a #7) 
8. Library of Congress catalog number 
9. Author 

IO. Title 
10.1 Total if #5= 1: #7*.75: add to column 1 
10.2 Total if #5 = 2: #7*1.5: add to column 1 
11. Total due: source is Cl 
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PRACTICE: CREATING FORMS 

Here a.re three exercises you can use to practice ettating rorms. You 
wi II "re-ereate" OVERDUE, ACE, and CARE (the three forms su,red 
on the Formotion program diskette). As you crcat4 these rorms, use 
the existing forms for oomparison. For exarnplo, ettate tho OVER
DUE rorm and print your qucstiona and print positions. Thon print 
the questions and print positiona for the original OVERDUE form 
and oompare them to yours. 

Review: Planning a Form 

1, Ga ther the Information: the form and sourco materials usoo to 
fill out the rorm. 

2. Lis t the questions. Go through the form and make a li$t of 
questions you need to provide the required answers. 

3. Group the questions. Scan your list and extract major catego
riu. Group the questions in the categories. 

4. Order the questions. Refer to the source material. Then,foruser 
convenience and calculation, order the categories and order the 
queations in each category. 

5. Plan t.he formulas. Plan the formulas you need for calculation, 
condition, and verification. If necessary, add questions to provide 
answers needed by other questions as conditions or to provide 
constants. 

6, Numborthe q uestions. When you have completed the list, num• 
ber the questions. Use decimal numbers for sets of questions or for 
questions that do not appear on the Answer Questions screen. 
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Exercise 1 

Follow these steps. 

1. Create the Overdue Notice. Name it LIBRARY. 

See Form l for the form. 
See Worksheet A for the source material. 

2. Test your created form by filling it in. (You can use the information 
from Worksheet A, on page 63.) 

3. If you have difficulty, print your questions and print positions. 
Then print the questions and print positions from the OVERDUE 
form and compare them with yours. 

Exercise 2 

Follow these steps. 

1. Create the ACE invoice. Name it NOVELTY. 

Sec Form 2 for the form. 
See Worksheet B for the source material. 

2. Test your created form by filling it out. (You can use the informa
tion from WorksheetC, on page 65.) 

3. If you have difficulty, print your questions and print positions. 
Then print the questions and print positions from the ACE form 
and compare them with yours. 

Exercise3 

Follow these steps. 

I. Create the 2441 Form. Name it CHILD. 

See Form 3 for the form. 
See Worksheet C for the source material. 
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2. Test your created form by filling it out .. (You can use the informa
tion from Worksheet D, on page 66.) 

3. If you have difficulty, print your questions and print positions. 
Then print the questions and print pesitions from the CARE form 
and compare them with yollt"S. 
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Wor1<sheetA 

D•Uy Overdue Rt pon 

0010 ______ ____ Stanch _ ____ _ ______ ____ _ 

Card*--- ------ Name ____________ ____ _ 

E,c, Date _____ ___ Type ________ Years os Mombor ___ _ 

Duo Dalo _______ _ 

Oavs Past Due _ _____ _ 

LCC I ----------- --------------
Authof ____ _____________________ ___ _ 

T1Ue _____________________________ _ 
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Workahttl 8 

Saloso.de<Form• ,-., ____ _ 

( s., .. ..., _ ___ _____ ________ _______ __ _ 

( 

\. 

Soldio-

S.los T••---

~lnJttvtwnj: 

Uni1Cos1 

s 
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Worksheet C 

wort eheet for IRS 2441 
Cre41t for Child and Dependent care Expon1ea 

Name SSI ______ _ 

Naber of dependents clai&ed 

1st Dependent: Na,.e Date of Birth 
Roh.tlonsh1p How long i n 81 MOntha Days 

2nd OGpondont: Na,ne Date of Birth 
Rehtlonah1p - lon9 i n 81 Months Days 

3rd Dependent: Name oa te of Birth 
Rolat1onahip Ho-.., long in 81 Monthl Days 

4th Dependentt N.,.e Date of Birth 
Relationsh i p Ho-• long in 81 Months Daya 

N.,.ber of peraona or or9anizations empl oyed 

1st Care provider: NP\e SSI 
Rola t1onsh1p 

peid Care provided FROM ro >.=ount 

2nd Caro provider: ..... SSI 
Relationship 

paid care provided PROM ro ~unt. 

3rd Care provider: same SSI 
Relat1onsh1p 

paid C•re provided FROM ro A."l'IOUOt. 

I J Married I unmarried 
Filer• s incontte Spouse• s i ncont.c 
Amount paid i n 1§8l A.'TlOUnt paid for 1980 i n !§Bl 

Answers From Filer's 1149 

Tax from Li ne 31 Add lines 38, 39, 41, 42 , , 43. TOTAL: 

Did filer poy ssg or lllOre to $n i nd i vidual during a calendar quartet? 
( I Yes I ) No 
were the service performed i n your home ? 
( I Yes I ) No 
Kave you filed wa9e returns for services in your home? 
I I Yes ( I No 
What i s fi l er ' • emp l oyee identification number? _______ _ 
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V. REVISING A FORM 
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32. OVERVIEW 

You use tho Rovise Screens to revise (or print) quest ions and print 
positions. The Revise Screens are similar to tho screens you use to 
create a form; but they offer different menus, and thC$0 enable you to 
perform now I.Mks. To revise a form, you must first flMh tho form you 
wo.nt from tho Directory of Forms. You will then boablo to change the 
form's name, description, or print paramcwra. 

To Select a Form and Display the Revise Screens 

1. From tho Main Menu, typeQ) to select Create or Rovlso a Form. 

Tho progrum displays the Directory ofForms. At tho bottom of the 
directory, you see this menu: 

C ronto 0< R olllso f0<m, view next P age or next o l$k 

2. Fluh tho form you want to re~ise or p rint and typo CB) to 
select Rolllso f0<m. 

The program displ&.)'S this prompt and gives tho name of the form 
in tho field. Let's use the name NEW FORM for thit example: 

Narno of IO<m NEWFORMi_ __ _ 

3. Keep tho name or revise iL 

Press (I!lI£ID to keep the name or edit the field with a now nnmc, 
and then prellll (Ell]I'S). Now the program disploys this prompt and 
gives tho description of the form in the field. Let's use tho code 
number 201-3452 for this example: 

Ooscrlptlon ol Form 201 ·345,L-----------

4. Keep tho description or revise iL 

Prcss<IIIIIS) to keep the description or edit the field with o now 
description, and then press CI!illB). 

Ocscriptio(I of F0<m 201-345"----------

Now tho progmm displays the first of tho four print P3r3mCtel"$. 
Tho program displays each prompt in tum. 
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5. Keep the four print parameters or revise them. 

For each of the four print parameters, press (mim) to keep the 
existing response or change the response and press (EHIII!). 

REVISE NEWFORM 

Name of printer to be used? DW2.__ 
How many characters per Inch (4·20)? 10 
How many lines to the page (4-99)? 66 
How wide Is the page (4-168 characters)? 80_ 

If you change the pitch for a form, the printer positions for the form 
will no longer be set correctly. Therefore, you should create a new 
form using the same questions and then set new printer positions. 
(For a more detailed explanation, see page 172.) 

When you press <EIIE!D after the last parameter, the program again 
displays the Directory of Forms and lists at the top the form you are 
revising. At the bottom the program displays the Revise Menu: 

R evlse questions, C hange printer positions. s end position 
info to printer, print Q uestions, view next P age or D isk 

Now you can revise the questions or print a copy of them. You can also 
revise the print positions or print a copy of them. 
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33. PRINTING QUESTIONS 
AND PRINT POSITIONS 

Alur you have .el«ted a form and displa,yed the ~vise Menu, you 
con print II li8t of tho questions and print positions for the form. You 
c4n uao thcao to help In revising the form. 

Printing Questions 

For each qu03tion, tho program prints: 

1. Quc,tlon number. 
2. Qucation kind. 
3. Quc~tlon text. 
4 . Condit ion and formuJa, if any. 
5. $oUffl) and formula. if any. 
6. ~lethod of verification and formula. if any. 
7. Column number. If a11y. 

Thi, tXllmple ehows four questions from the OVERDUE form etortd 
on the program ditkctto: 

I 6: Multiple choice; "What k ind or cud: (STUDENT) 
(ADULT)?"; Conclition = "A"; Source • "K"; V cri(y • "N" 

;, 6: Onto; "On what date was the book due?"; Condition •• A"; 
Sourco• 11K,,i Verify • uN" 

fl, 7: Number: "How many days is tho book p08t due (1-90)?"; 
Condition• "A"; Source= "K"; 
Verify • "(#7< •90JANO(l < = 117)" 

I 8: Text; "Whn~ Is the book's Library ofCong-rcss number?": 
Conditlon•"A"; Source="K": Vcrify•"N" 

To Print Questions 

1. Stl«t tho form and di$play the Re,,;se Menu. 
<See ~o 163.) 
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2. Type([) to select print Questions. 

The program displays this prompt.: . 

Please a lign paper to top of page 1 - press any key when done 

3. Insert paper into the printer and press any key. 

The program prints the questions. If the list roquires more than 
one page, the program displays this prompt at the end of each page. 
(Naturally, the page number will change.) 

Please a lign paper to top of page 2 - press any key when done 

4. Continue to insert paper and to press any key until the 
program has printed all the questions. 

When the program has completed printing the questions, it returns to 
the Directory of Forms with the Revise Menu. 

Printing Print Positions 

For each print position, the program prints: 

1. Page number. 
2. Line number. 
3. Column number. 
4. Question number. 
5. Question kind. 
6. Formats, if any. 

This example shows four print positions from the OVERDUE form: 

Page 1, Line 36, Column 20-0/6, # 6: Date, e.g., "5/1/85" 
Page 1, Line 38, Column 23-0/6, # 7: Left number, 0 • Y, "#tr 
Page 1, Line 38, Column 67-0/6, # 11: Aligned number, 0 • Y, 

"#1111#.1111" 
Page 1, Line 40, Column 20-0/6, # 2: Multiple choice 

To Prin, Prin, Positions 

1. Select the form and display the Revise Menu. 
(See page 163.) 
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2. Type CD to select Send position info to printer. 

The program displays this prompt: 

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

3. Insert paper into the printer and press any key. 

The program prints a list of the print positions. If the list requires 
more than one page, the program displays this prompt at the end of 
each page. (Naturally, the page number will change.) 

Please a lign paper to top of page 2 - press any key when done 

4. Continue to insert paper and to press any key until the 
program has printed all the print positions. 

When the program has completed printing the positions, it returns to 
the Directory of Forms with the Revise Menu. 
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34. REVISING QUESTIONS 

You can change all or part of a question. You can also add and delete 
questions. To revise questions, you display t hem on the Write/Revise 
Questions Screen. 

1. You can revise que-stions while you are writing the questions. 

2. You can revise questions from an existing form. 

Displaying Questions 

1. Flash the form you want to r evise and display the Revise 
Menu. (See page 163.) 

2. Type CB) to select Revise questions. 

The program displays the Write/Revise Questions Screen. In the 
current-question area, you see the first question. 

Displaying a Specific Question 

To revise a question, you must display it in the current-question area. 
Now you can use the command line or the screen commands to 
display a specific question. 

To Use the Command Line 

1. Use GD to position the cursor in the command line brackets. 

[ J See Next or P revious question, Add or Delete question: 

2. Type CID or ®· 

• Type C!D to display the next question. 

• Type® to display the preuious question. 
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To Use the Screen Commands 

Hold down ([[]ID and type CH) to display the next question in the 
current,question area. 

Hold down (tllID and type® to display the previous question 
in the current,question area. 

Hold down~ and press G9 to display the first question in 
the current•quest.ion area. 

Hold down ~ and press (!) to display the last question in 
the current-question area. 

Changing Options and Responses 

After you have displayed a question in the current-question area, you 
can revise it by changing definer opt ions or field responses. Ir you 
change the number to a question, you must remember to change the 
printer position quest.ion number as well. 

To Change Definer Options 

I. Use (l) and (!) to position t-he cursor in the brackets for the 
definer opt.ion you want to change. 

2. Type the letter for the new option over the letter for the old 
option. 

To Cbange Field Responses 

I. Display the field you want to change. 

• To display the field for "question number" or "text," move the 
cursor into the brackets. 

• To display the field for a formula or column number, you must 
type the letter for the option in the brackets. For example. for 
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[ J Condition: A !ways, F ormula 
[ J Source: K eyboard, F ormula 
[ J Verify: M anual, N one, Formula 
[ J Add answer to columns: Y es, N o 

Type(D. 
Type(D. 
Type(D. 
Type CY), 

Once you have displayed the field for a formula, you must enter 
a formula and press CI.H!E!I). If you want to change the definer io 
something other than a formula, you must return to the brack: 
ets and type a different letter. 

2. Revise the field and press (I!lilB). 

See page 22. 

Adding and Deleting Questions 

You can add a question or delete a question. 

To Add a Question 

1. In the current-question area, display the question you want 
to come after the added question. 

2. P osition the cursor in the command-line brackets and type 
(Dfor add. 

[ J See N ext or P revious question, A dd or D elete question: 

The program moves the current question to the next-question srea 
and clears the current--question area. 

3. Write the question you want to add. 

When you write a question between two questions, you ma_y want 
to number the added question with a decimal number. For exam
ple, to add a question between questions 11 and 12, number the 
added question 11.5. 

To Delet.e a Question 

1. In the current-question area, display the question you want 
to delete. 
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2. Position the cursor in the command-line brackets and type 
CID for delete. 

( ] See N ext or P revious question, Add or D elete question: 

The program displays this message in the message area: 

You have asked to delete this question. Are you sure (YIN)? 

3. Type CD for yes or (II) for no. 

• Type CD to delete the question. 

• Type CID to return to the command line and not delete the 
question. 

The program deletes the question and moves the next question into 
the current-question area. If you renumber questions after deleting a 
question, remember to revise the print positions or to delete the print 
position for the question that has just been deleted. 

Ending the Session 

When you have finished revising questions, you must end the session. 
The program enables you to cancel the revisions. 

1. Press CBllEAKl to end the session. 

The program displays this prompt: 

s ave changes to disk or c ancel? 

2. Type CI) or m. 
• Type CI) to save the revisions on diskette. 

• Type (I) to can,cel the revisions. The program will not save the 
changes on diskette. However, if you have changed the name, 
description, or print parameters, it will make those changes 
without alterin,g the revision date. 

The program returns to the Revise Menu in case you want to print or 
revise questions or print or revise positions. 
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35. REVISING PRINT POSITIONS 

To revise print positions, you first display them on tho Set/Revise 
Print Positions Screen. 

1. You can revise print positions as you set them. 

2. You can revise print positions from an existing form. 

Displaying Print Positions 

1. Flash the form you want to r evise and display the Revise 
Menu. 

See page 163. 

2. Type m to select Change printer positions. 

The program displays this message: 

Please align paper 10 top of page 1 - press any key when done 

3. Align tl1c paper and press any key. 

The program displays the Set/Revise Print Positions Screen. 
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2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 
13 
14 
15 
16 
17 
18 

SET/REVISE PRINT POSITIONS F98 NEWF9RM 

(·••5-•10···15--20-··25-••30·-35-··40-•45--50'··55--·60~5'-•70-•75 

Page: 1 Line: 1.0 Column: 1~ Fractional spacing OFF 
A sets 81\swer, BREAK exits. press H for HELP · 

Moving to a Print Position 

To revise a position, you must first move the printhead to it. 

To Move to a Print Position 

1. Type (l[) for move. 

The program displays this prompt and field: 

Ty~ number of answer on which to place cursor: 

2. Type the number of the answer you want to move to and 
press <EHIII!). 
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The program moves the prinlhead and cursor to the position. Now 
you can use the cursor keys to move the printhead. (See page 126.) 

If more than one print position is set for the same answer, typing 00 
will only move the cursor to the first occurrence, even if it is set on 
another page. For example, assume that you have set question 1 on 
both pages 1 and 2. If you are working on page 2 and type OD to move 
to question l, the program ejects the page and tells you to insert page 
1. It then moves the cursor to question 1. 

To Shift a Print Position 

1. Move the printhead to the position you want to shift. 

You can only shift. an answer to a position on the same page. 

2. Type CD for shift. 

The program displays this prompt in the message area: 

Move printer to new position, press S when done 

3. Move the printhead to the new position. 

4. Type(D. 

You cannot shift. a multiple-choice question. You must delete it first 
and then set it again. Also, if you shift a question on top of another 
question, the covered question is automatically deleted. 

To Delete a Print Position 

You delete a print position for two reasons: to delete it, of course, or to 
reset the print position with a new format. For example, if the print 
position for answer number 15 has been set to print aligned and you 
want to print it left, you must delete position 15 and reset it. 

1. Move the printhead to the position you want to delete. 

2. Type CID for delete. 

The program displays this prompt in the message area: 

You have asked to delete this setting - are you sure (Y/NJ? 
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3. Type (l) for yes or C!D for no. 

• Type (l) to delete the position. 

• Type CB) to cancel the Delete command. 

You can now reset the answer with new formats. 

To Replace One Position With Another 

You can replace one print position with another. For example, if you 
have positioned answer 13 where you want 14, just replace 13 
with 14. 

1, Move the prlnthead to the position you want to replace. 

2. Type CI) to position the answer. 

The program displays this prompt and field: 

Type number or answer to set in this position: 

3. fype the number of the new answer you want to position and 
press CEliIEII). 

The program displays this prompt in the message area: 

Do you wish to replace the setting at this position (YIN)? 

4. Type (l) for yes or C!D for no. 

• Type (l) to delete the original position and then set the new 
position. 

• Type CB) to cancel the procedure. 

You can type a right margin over a print position without replacing 
the original print position. 

Ending the Session 

When you have finished revising the print positions, you must end 
the session. The program enables you to cancel the revisions. 
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1. P ress (ll!llKJ to end the session. 

The program displays this prompt: 

S ave changes to disk or C ancel? 

2. Type CD or an. 
• Type CD to saue the revisions. 

• Type an to cancel the revisions. The program will not save the 
changes. However, if you have changed the name, description, 
or print parameters, the program will make those changes 
without altering the revision date. 

Tho program returns to the Revise Menu in case you want to print or 
revise questions or print or revise positions. 
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VI. MAINTAINING 
FORM FILES 
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36. OVERVIEW 

As with answer files, you can store forms on the program diskette in 
drive 0, but if you have more than one disk drive you should make a 
practice of storing forms on a data diskette in drive l (or 2 or 3, if 
present}. However, before you can store forms on a data diskette, you 
must format and modify the diskette for use by the Formation pro
gram. (This procedure is almost identical to the one described on page 
69, but you use the Form File Mainten ance options instead of the 
Answer File Maintenance options.) 

To prepare the diskette for use by the Model 4, you use the TRSDOS 
Format command. Format is a Model 4 TRSDOS command. To read 
about how to format, see the Model 4 Owner's Manual. 

To Display the Form File Maintenance Menu 

1. Insert the diskettes and load the program. 

Insert into drive O the backup of the program diskette. Into drivel, 
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(]) to select Form FIie Maintenance. 

The program displays the Directory of Forms for the diskettes you 
have inserted. At the bottom of the Directory, the program dis
plays this menu: __________ ,._ ....................... ____________________ ................................. .. 

C opy or E rase form, M odify diskette, H ard
copy dlrecto,y, next P age or Disk 
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37. MODIFYING A DISKETTE 

When you modify a diskette, the program creates a Master File on 
that diskette to hold your forms. 

To prepare the formatted diskette for use by the Formation program, 
you use the Formation Modify Diskette option. 

You can also use the Modify command to erase all the forms and 
answer files from a previously modified diskette, including the files 
on the program diskette in drive 0. 

How to Modify a Disk ette 

1. Type Cl) to select the option Modify diskelte from the Form File 
Maintenance menu. 

The program displays this prompt: 

Modify which drive (0, 1,2 ... )? 1 

l is the default. 

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 !EHIEl!). 
Unless the diskette has been modified before, the program mod
ifies the diskette. If the diskette has been modified before, the 
program displays this message: 

This disk has been modified before - erase a ll files (YIN)? 

• Type CD for yes to "re-modify" the diskette and erase all forms 
and answer files from the diskette. 

• Type (1[) 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. 
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38. COPYING A FORM 

You use the Copy option to copy a form. You can copy a form from one 
diskette to another or onto the same diskette. If you plan to heavily 
revise a form, you should first make a copy of it (in case you need to 
refer back to the original). 

To Copy a Form 

1. With the Form File Maintenance menu on the screen, flash 
the form you want to copy. 

Let's use the OVERDUE form as our example. 

2. Type CD to select Copy form. 

The program displays the following prompt a.nd in the field the 
name of the form you have selected. The program positions the 
cursor on the first characrer of the name. 

Name of new file? OVEROU,~----

3. Type a new name for tho copy and press <EIIIEJD, or use the 
same name by pressing ill!Illl). 

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 (0·3)? 1 

In the field to the right of the prompt, the program displays the 
drive number of the diskette containing the form you are copying 
(l in the example). 

4. Press <EllIElD or type a differen t drive numbe.r. 

Press ([llI£JI) to copy the form onto the same diskette. Type a 
different drive number to copy the form onto a different diskette. 

The program copies the form. When it completes the copy, it displays 
the Main Menu. 
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39. ERASING A FORM 

If you have forms that you no longer need, you can erase them to free 
up space on the diskette. You use the Erase Form option. 

To Erase a Form 

1. With the F orm File Maintenance menu on the screen, flash 
the name of the form you want to erase. 

Let's assume you want to erase the OVERDUE form. 

2. Type CD to select Erase form. 

The program asks you to verify the form you want to erase: 

Do you wish to erase OVERDUE (YIN)? 

3. Type CD for yes or Cl!) for no. 

• Type CD to erase the form. 

• Type Cl!) to cancel the procedure and to return to the Directory 
of Forms. 

Unless you have typed CH), tho program erases the form and 
displays the Directory of Forms (with the Form File Maintenance 
menu) so that you can see tliat the form has been erased. Press 
<BJ!E!K) to return to the Main Menu. 
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40. HARDCOPYING 
THE DIRECTORY OF FORMS 

You use the Hardcopy Directory option to print the Directory of 
Forms. If you have several diskettes full of forms, you may want to 
keep a printed copy of the directory for each diskette. Then when you 
want to find a particular form, you don't need to display the directory 
for each diskette. You simply consult the printed copies. 

To Hardcopy the Directory of Forms 

1. From the Form File Maintenance menu, type OD to select 
Hardcopy directory. 

The program displays this message: 

Please align paper to 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 the Directory of Forms starting with the first 
diskette displayed in the Directory. For example, Jet's say you 
have inserted diskettes into drives 0 and 1, and you have displayed 
the Directory of Forms beginning with the diskette in drive 0. The 
program prints the forms from the diskettes in drives 0 and f. 

If you want to begin printing with the forms on the diskette in 
drive 1, press (ID to select the next Disk option from the menu at 
the bottom of the Directory. The program scrolls the Directory up 
and displays the forms beginning with drive 1. Now when you 
hardcopy the Directory, the program prints t he forms on the disk
ette in drive 1. The program prints the following message for each 
drive that does not contain a modified diskette 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, the.program stops printing after the first page, ejects 
the paper, and displays this prompt: 

Please align paper to top of page 2 - press any key when done 
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Insert another sheet of paper into the printer and press any key. 
The program will pawie 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 Forms and 
the menu remain on the screen. Press (Bi!EAK) to return to the Main 
Menu. 

184 

( 

( 



41. USING ONE FORM 
TO CREATE ANOTHER 

You can use an existing form as the basis for a new form. You can use 
the questions, print posit ions, or both. Here are some possible 
combinations: 

1. You can create a new form by using the questions and print 
positions from an existing form. 

2. You can create a new form by us ing the questions from a n existing 
form but writing new print positions. (This is recommended if you 
change the pitch.) 

3. You can create a new form by using the print positions from an 
existing form but writing new questions. 

4. You can create a new form by using the questions from one form 
and the print positions from another form. 

Using A1J or Part of Another Form 

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

The program displays the Directory of Forms with this menu in the 
prompt area: 

C reate or R evlse form, view next P age or next D lsk 

2. Type ill to select Create form. 

The program displays this prompt: 

Name of form? ________ _ 

3. In the fie ld, type a name for the new form and press CE:lllIB). 

You can type any combination of up to 16 characters as the form 
name. The program displays lhis prompl: 

Oosaiption of form _____________ _ 
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4. In the field, type a description for the new form, and press 
<ElllIB). 

You can type any combination of up to 26 characters as the descrip
tion. The program now displays each of the four print parameters. 

5. For each of the four print parameters, press a:RIEID to keep 
the default setting or change the setting and press CE!!Im). 

The default settings will be the parameters of the last form you 
worked with. Here are the system defaults on a new program 
diskette: 

Name of printer to be used? DW2-
How many characters per inch (4•20)7 10 
How many lines to the page (4•99)? 66 
How wide is the page (4·1 68 characters)? 80_ 

When you press (EHill!) after the last parameter, the program 
again displays the Directory of Forms and lists your new form at 
the top. It displays this menu at the bottom: 

To use questions from flashing form press ENTER, or write N ew 
questions, print a uestions, view neX1 P age or next D lsk 

6 .. Use tho questions from an existing form or write new ones. 

• To write new questions, flash the new form and type (![). The 
program displays the Write/Revise Questions Screen so that 
you can write the new questions. 

• To use the questions from an existing form, flash the form and 
press CE!lIEID. The program copies the questions to the new form 
you are creating. It leaves the existing form intact. 

When you use questions from an existing form or when you finish 
writing new questions, the program displays the Directory o( 
Forms and lists your new form at the top. (The program flashes the 
name of the form whose questions you have used.) At the bottom of 
tho screen, the program displays t his menu: 

_____ ................ ,. ... - ... ·-·--· .. ·- ··--·- ··••0a••-------·----------
To use printer positions from flashing form press ENTER. or set 
N ew ones. S end info to printer, view neX1 P age or Disk 
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7. Use the print positions from an existing form or write new 
ones. 

• To write new print positions, flash the new form and type Cl!). 
The program displays the SeVRevise Print Positions Screen so 
that you can set new print positions. 

• To use the print positions from an existing form, flash the form 
and press ([llIEID. The program copies the·print settings w the 
new form you are creating. It leaves the existing form intact. 

When you have an existing form and you wish to change the pit.ch, 
it is a good idea for you to create a new form using the questions 
from the existing form and set new printer positions. 

When you finish setting new positions, or you use existing print 
positions, the program returns to the Main Menu. 

187 



VI 

a= 
> ...-i z 
~ 
> ...-i z 
...-i z 
c:l 
~ 
0 
=:o 
a= 
~ 
...-i 
~ 
tr_j 
r.n 

PRACTICE: WORKING WITH FORMS 

Here are three exercises you can use to practice ~orking with forms. 
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 d.iskette. 

Exercise 1 

Refer to these 
Follow these steps. pages for help. 

1. Modify a diskette for use in drive 1. 180 

2. Make a hardcopy of the Directory of Forms from the 
program diskette. 183 

S. From your backup of the program diskette, copy the 
OVERDUE, ACE, and CARE forms to the data diskette in 
drive 1. 181 

4. Erase the OVERDUE, ACE, and CARE forms from the 
backup of the program diskette. 182 

6. Hardcopy the Directory of Forms to confirm the changes. 183 

Exercise2 

Follow these steps. 
Refer to these 
pages for help. 

You will use the ACE form (Form 2) to create a new form that 
salespersons can use to fill out the purchase order (Form 4). 
You will need to make several photocopies of Form 4 to work 
with. 
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1. Copy ACE to a new form. Name it PO (for "purchase 
order"). 181 

2. Print the questions from PO. 165 

3. Using Form 4 and the printout from PO, plan the ques• 
tions you need for the purchase order form. (You will 
delete some questions and write new ones.) 145 

4. Revise the questions for PO. 168 

5. Revise the print positions for PO. 172 

6. Test your new form by printing it on the photocopy. 

Exercise 3 

This is a difficult exercise. 

Revise the ACE form {Form 2) so that it can be used to fill in both the 
invoice and the purchase order PO {Form 4). In other words, you will 
have two forms: both with the same questions but each with different 
print positions. 

Either form can be used to answer the questions. To print the answer 
file, you simply select the form for the printout you want. 

For example, salesman Howard answers the questions for the PO 
form and names the answer file K,vik Stop. 

• To print the answers on the purchase order, you select PO and 
print the Kwik Stop Answer File. 

• To print the answers on the invoice, you select ACE and print the 
Kwik Stop Answer File. 

Suggestions for Completing the Exercise 

l. Make several photocopies of Form 2 and Form 4 to work with. 
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2. Revise the questions from ACE so that the questions can be used 

for both the invoice and the purchase order. Call the new questions 
WORK. 

3. Create two new forms: 

NEWACE uses the questions from WORK. You set new print 
positions for the invoice. 

NEWPO uses the questions from WORK. You set new print posi
tions for the purchase order. 

4. Erase the old forms (WORK and ACE), rename NEW ACE as ACE, 
and NEWPO as PO. 
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42. ERROR MESSAGES 

Here is a list of error me..-sages that you may encounter 11$ you use the 
Formalwn program. Press <mm to clear a messogo. 

Arlswer doos not verify - please try again 

• The program has checked an answer and found it incorrect. Retype 
the answer. 

Column number must be between 1 and 16 - try again 

• You have specified a column not in the specified range. 

Formula not solved because answer number not found 

• A formula contains a reference to a non-existent answer. 

Fonnula not solved because datet out o f range 

• The program eannotsolve a formula because the date is out of the 
range specified in the formula. 

Fonnula not solved because of bad syntax 

• The program cannot solve a formula because the operator ha.a 
tYJ)<)d information that the computer does not recognize. This is 
frequently a mistyped character or code. 

Formula not solved because of number too large 

• A program overflow has been caused by a number larger than 20 
digits. 

Formula would r0<1uire too much memory to solve 

• You have created a formula that requires more "scratchpad'' RAM 
(a part of tho memory reserved for deciphering formulM) than the 
syatem can handle. 

More than 9 choices defined in multiple choice question 

• You cannot uae more than nine choices in a multiple-choice 
question. 

193 

VII 



VII 
Multiple choice answers must be deleted and reset 

• You cannot shift or revise a multiple-choice question. You must 
delete and reset the question. 

No choices defined in multiple choice question 

• You have not defined any choices for a multiple-choice question in 
the text of the question on the Write/Revise Questions Screen. 

No more room in memory 

• The system has had a memory overflow. 

No printer posttion set for this question 

• You have attempted to move to a question that has not yet been set. 

No such question 

• You have attempted to set a position for a question number that 
does not exist. 

Number too large or too small 

• You have input a number that is out of the specified range. 

Only 16 columns allowed 

• You have specified more than 16 columns. 

Place cursor on form entry and try again 

• You have attempted to aCCA!ss a form while the cursor was posi
tioned on the name of the diskette. Move the cursor to a form and 
try again. 

Place cursor on valid drive and try again 

• You have attempted to access a file on a non-existent drive or a 
drive that does not contain a modified diskette. 

Please position cursor on setting and try again 

• You have attempted to shift a print position where none exists. 
Move the cursor to the print position you want to shift and press 
CD again . 

194 



( 

( 

'-

Printer me not on disk - please t,y again 

• You have specified a printer other than OW2, DWP, or OMP2100. 

Select another form and t,y again 

• You have pressed (EllIEJI) on the form you just created to use an 
existing form's questions. 

Printer not ready- continue (YIN)? 

• You have attempted to display the Set/Revise Print Positions 
Screen or to use the printer, but the printer is not turned on and on 
line. Be sure the printer is ready and then type CD. 

BREAK key recognized: Do you wish to continue (YIN)? 

• You have pressed (8J!EAK) while the printer was operating. The 
program is asking if you want to continue printing or to cancel the 
operation. Type CD to continue printing. Type CID to cancel the 
printing operation. 

No. __ answer kind has been changed - continue (YIN)? 

• The kind of answer no longer corresponds to the question, and the 
answer may not print correctly. 

In addition to the preceding messages, the operating system of your 
computer may display other messages. See your Model 4 Owners 
Monuol for an explanation of these messages. 
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43. MODEL III READY REFERENCE 

The Model Ill version of the Formation program works in the same 
way as the Model 4 version, but the screens are slightly different. The 
Model 4 screen is 80 characters wide, but the Model lll screen dis
plays only 64 characters at one time. The Model ill displays the 
menus and directories in full on the screen, but the screen will 
"scroll" over when you set print posit ions beyond column 64 on the 
SeVRevise Print Positions Screen. 

You can use this Manual to work with the Model ill Formation 
program, but you should note the following differences: 

• You need a 48K Model III. 

• When answering a "text" question, the field length is 64 rather 
than 80. 

• Press ® instead of <mD and~-

• Hold down (mIED and press ® to tum the Caps Mode on or off. 

• Instead of displaying 19 entries in a directory, the Model Ill dis
plays 11 entries. (The diskette name counts as one entry.) 

• The directories will not display the message Drive (1, 2, or 3) not 
modified for FORMATION unless an unmodified diskette is present 
in a drive. If there is no diskette or the drive is not connected to the 
system, the program will not display the message. 

• Reverse video is not used. 

Contents 

Loading Formation ............. . ....... • ...... • ...... • ..... 197 

( 

( 

~~~~~-~".i_th_ t~~- ~_;~~~~~~~: : : :::: : ::: :: ::::: :: :::::::::: :~:~ \._ 
Filling Out a Form ................. • ...... •. ..... . ......... 198 
The Answer Questions Screen ....... . ... . . . • . . .... • ......... 200 
Revising Answers .. .. ............ . . . ... • ..•... • .. • ...•... .. 201 
Print Codes . ........................ . . . . . . . ..... .... . ....... 201 
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Special Characters . . . . . . .. . ... • ... , . . .. .. .. ... . .. . . . . . ..... 202 
Printing Answers . . ....... . . . . ... . . . . . . . ... . . .. .. . ... . . ... . 202 
Answer File Maintenance . . , .. . ...... ... . • . ...... • . . ... . ... 202 
Creat ing Forms ......... . . . .. . ... . .. . .. . ... . . ...... .. . . .... 203 
The Write/Revise Questions Screen ..... . . .. . . . ... . • . . .. ... . . 203 
Formulas .. . .... .......... . .. . ......... . .......... . . . . . ... . 205 
The Set/Revise Print Positions Screen . .. ... . ..... . . . . . . . . ... 207 
The Help Screen . .. . .... . ..... . , , , ...... . • . . .....•. . ... .... 208 
Moving the Cursor and Printhead . .. .... . . • ...... . ... • .. .... 208 
Setting Margins and Tabs . . , .. . . . .... • . .. • .. . . . . . , , ........ 209 
Setting Answer Positions . ..... . . .. . . . • .. .. . . • ..... . ...... . . 210 
Print Current Settings .... .. . ...... . ... . . ... . . . . • . . . • ...... 210 
Changing Answer Positions . . . . . . .. . . . ... . . .... . . • .. . •. . . . . . 211 
Additional Information for Number, Date, and 

Multiple-Choice Quest ions . ...... , . . .. .. ... . . . • . . . •.... . . 211 
Form File Maintenance . . .......... . . . .... . . . . .. . • . . . . ... .. . 214 
The Revise Menu . .. . . . ..... .. ... , . . ....... . . . .. . . . . . ... . .. 215 
Planning a Form .. . .. . ......... ..• ..... ..... • ..... .. . ... ... 216 

Loading Formation 

1. Insert a backup of the program diskette into drive 0 and turn on 
the Model III. 

2. Answer the date and time prompts and press CERIEID. 

3. Type ffi([XIDOO and press CE!llIB). 

Working With the Directories 

Moves the flashing up one line at a time. 
Moves the flashing dcwn one line at a time. 
Flashes the first 11 entries from drive 0. 
Flashes the last 11 entries from the highest num• 

be red drive. 
Displays the next page. 
Displays the next diskette. 
Displays the previous menu and clears error 

messages. 
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Fields 

Typing in Fields 

Enters what you have typed. 
Turns Caps Mode on and off. 

Moving the Cursor Through the Field 

Moves the cursor one character to the right. 
Moves the cursor one character to the left. 
Moves the cursor to the last typed character. 
Moves the cursor to the beginning of the field. 

Editing Fields 

Overstrike 
@CD 
(@) C[) 
Wfil!)(illMD 
cmtl!) 

Type one character on top of another. 
Inserts one character at the cursor. 
Deletes the character at the cursor. 
Clears from the cursor to the end of the field. 
Chops off characters from the cursor to the end 

of the field. 

Filling Out a Form 

1. From the Main Menu, type CD to select Fill ~ut a Form. 

2. In the Directory of Forms, display the form and flash it. Then press 
mEB), 
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Tl1e Directory of Forms 

FILL OUT A FORM 
Fonn name Created Revised Description 
Diskette name: Drive: Space available: % 

Use arrows to flash different fonns, press ENTER to select form, 
or view next [P]age or next [D]isk 

The Directory of Answer Files 

DIRECTORY OF ANSWER FIi.ES FORM selected: 
. Created With form Comments 

Space available: % 

answer [Q]ueslions, print [C]ompleted form, [R]evise answers, 
view next [P]age or (D]isk, print [Alnswers 
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VII 
3. Type 0D to select answer Questions. 

4. Type a =ponse to the name prompt and press ([H]I!I). 

5. Type a response to the description prompt and press ~ . 

···············-·-·-··---------......................... __ ...... _. 
Name of answer file? ________ _ 
Oosc1lp1ion of answer lite? _ _ _ _ 

Naming the Answe.r File 

Typo up to 16 characters for the name and press (EIDIB). 
Typo up to 8 character& for the description and pr0ll8 ([llIEI!). 

The Answer Questions Screen 

ANSWERS FOR OVERDUE 

No ptevlouS !IUOStion 

Ouestlon numbor: 
(toxt of qu8$tion) 

Answer 

Noxt quostlon no. : (text of next question) 

Up-arrow to previous, down•arrow to next, shlft•.arrow to llrst 
or last, CTRL·A to add or CTRL·O to delete characters 

Answe.ring Questions 

Text qucttions 
Number question 

Type up to 64 charaeter8 nnd press (IBJIB). 
Type numbers, decimal, or minus sign only 

and press <Dmll). 
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Date question 

Multiple-Choice 

Type the date in the format MM/DD/YY (or 
M/D/YY and press CE!iIE!!)). 

Move the cursor to ( ) and press (ERIEJI). 

Displaying Answers 

Displays the previous answer. 
Displays the next answer. 
Displays the first answer. 
Displays the last answer. 

Verifying Answers 

To oocept the answer. 
To verify it. 
If the answer is wrong. Type the correct answer and 

press <I!l!m) . 

.......... Answer does not verity - please try again •• • ••••••• 

Cancels the message. Retype the answer and press 
(Ill]IJ!). 

Revising Answers 

1. Display the Directory of Answer Files. 

2. Flash the answer file and type ®· 

Print Codes 

When answering questions, you can use these codes: 

Underscore 
Bold 

Strike through 
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Specia l Ch aracters 

~ To print This code appears 
t_rj on the form Hold down And type on the screen. 

> ¢ @ID ([) D 

t; C @ID CD 
~ ½ cw rn 2 

~ ¾ @ID rn 3' 
t_rj 

¼ @ID G) 4 1-zj 
t_rj 18) @ID m 5 

~ .. @ID ([) 6 

t_rj t @ID CD 7 z I @ID rn 8 0 
t_rj . @ID 00 9 

Printing Answers 

1. Display the Directory of Amwer Files. 

2. Flash the answer file. 

3. Type CJ:) to print the answers on the preprinted form. Type CD to 
print the answers as a list. 

Answer File Maintenance 

1. Insert the diskette(s) and load the Formation program. 

2. From the Main Menu, type a) to select Answer File Maintenance. 
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To Modify a Diskette 

I. Type OD to select t.'.odify diskette. 

2. Type tho drive number of the diskette you wl\nt to modify. 

3. It tho diskette has been modified before, type CD or CB). 

To Copy an Answer File 

1. F'losh the answer file you want to copy. 

2. Typo CD to select Copy answer file. 

3. In tho field, type a name for the copy and pros& ([IDIII). 

4. Typo tho drive number of the disketto to which you want to copy 
the answer file. 

To Eraso an Answer File 

I. FIMh tho answer file you want to erase. 

2. Type CD to select Erase answer file. 

3. Type CD or CB). 

To Hardcopy the Directory 

l . Typo CID to select Hardcopy directory. 

2. lnsort a sheet of paper into the printer ond press any key. 

Creating Forms 

I. From tho Main Menu, type m to select Cronto or Roviso a Form. 

2. Movo tho nashing to the diskette you wont to store the form on and 
type©. 

3. Type responses to the name and description prompt3 and set the 
print pMameters. 
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Naming tho Form 

Type up to 16 charncurs for I.he name and prcM <I!IIEB). 
'I)~ up to 26 chnntcters for the description and preM <EIII[l!). 

Setting the Print Parameters 

Namo of printer to be used? ow2-_ 
How many characters per inch (4-20)? 10 
How many lines to the page (4-99)? 66 
How wldo Is the pago (4-168 characters)? 80_ 

Chango tho responses and press crnTIID or press <ERIE!!) to kcop t.he 
response. 

To Write Now Questions 

Type Q0 to write New questions. 

The Write/Revise Questions Screen 

WRITE/REVISE QUESTIONS FOR NEWFORM 
No Previous Question 

( J Enter question number: 
( J Klnd: [T]oxt, [N]umber, (O]ate, (M]ultiple choloe 
[] Condition: [A)lways, [f:)ormula 
[ J Source: (K]ayboard, [F]ormula . 
[ ] Verify: [M]anual, [N]one, (F)ormula 
[ J Add answor to columns: [Y]es, [N]o 
( J Enter toxt of question: 
[ J Seo [N]ext/[P)rovious question, [A]dd or (O]eleto question 
Ploase typo question number: 

-----------------,.---
No next questlon 
BREAK• dono, CTRL-N • neXI, CTRL·P = preYious, shin-arrows-1 Sll1ast 
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lVriWRevise Questions Screen Con ventions 

Moves the cursor down to the next brackets. 
Moves the cursor up to the previous brackets. 
Displays the next question. 
Displays the previous question. 
Displays the first question. 
Displ;cys the last question. 

The Command Line 

[ ) See (N]exti[P]revious question, [A]dd or [D)elete question 

Position tho cursor in the brackets: 

00 Displays the next question. 
® Displays the previous que,stion. 
CD Adds a question before the one displayed. 
Cl!) Deletes the question displayed. 

Formulas 

Constants 

Symbol 

II 
C 
D 

Purpose 

To use an answer 
To use a column total 
To use a date 

Arithmetic Operators 

Symbol 

+ 

• 

Purpose 

Addition 
Subtraction 
Multiplication 
Division 

205 

Example 

#4 
C5 
D05/18/85 

Example 

(#7 + #4) 
(#7-#4) 
(#7.#4) 
(#7/#4) 
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Relational Operators 

Symbol 

> 
< 
>• 
<• 
<> 

Purpose 

Equals 
Greater than 
Less than 
Greater than or equal to 
Less than or equal to 
Not equal to 

Logical Operators 

Symbol 

AND 

OR 
NOT 

Functions 

Symbol 

INT(arg) 

RND(Argl; 
Arg2) 

ABS(arg) 

Parentheses 

Purpose 

Both must be true. 

Either may be true. 
Reverses logical value. 

Returns 

Integer not larger 
than arg 

Arg l rounded by arg 2 

Absolute value of arg 

Example 

#3 • 215 
#3 > 215 
#3 < 215 
#3 >a 215 
#3 <• 215 
#3 < > 215 

E xample 

(#11 • 2) AND 
('#15 • 1) 
(#11 a 2) OR (#15= 1) 
NOT(O) • 1 
NOT(!) • 0 

Example 

INT(334 .99) • 334 

RND(334.54545;100) 
a 300 

RND(334.54545;.00) 
• 334.55 

ABS(l00) • 100 
ABS( - 100) = I 00 

Nest logical and ar ithmetic operations by enclosing them in 
parentheses. 

Enclose negative numbers in parentheses. 

Order of Logical Expressions 

LeO. to right. 
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Order of Operations for Arithmetic Expressions 

1. Functions 
2. Nested parentheses 
3. Multiplication and division 
4. Addition and subtraction 

The Set/Revise Print Position s Screen 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 

SET/REVISE PRINT POSITIONS FOR NEWFORM 

(···5··· 10··· 15···20-25--30-··35-·-40·· ·45···50-·55-··6 

Page: 1 Line: 1 .0 Column: Hl/6 Fractional spacing OFF 
(A] sets answer, BREAK exi1s, press H for HELP 

207 

, 



VII 
The Help Screen 

To display the Help Screen, type (!!). 
To return to the Set/Revise Print Positions Screen, press any key. 

ARROWS & SPACEBAR move ponter. Shift arrows page & tab printer, 
ENTER moves printer lo left margin. 
(FJ tums Fractional spacing mode on and off. 
(MJ Moves printer t~ any.setting, (NJ to any page Number. 
[LJ sets new· Left margin. [A) sets temporary Rig Ht inargini..' ""-~-'t~t.] 
[T) sets and resets a Tab. · • 
[A) sets Answer to prtnt at printer position. · 
[SJ , 'Shifts setting at printer position to new position. 
(DJ ;oeletes the setting at the printer position. 
["] (quote mark) prints ltteral text. 
CLEAR-U underscores a setting. CLEAR-S prints it struclc out. 
CLEAR·C prints setting.all caps. CLEAR-8 prints setting in bold. 
[?J (question mark) lets text be entered at print time. 
[PJ Prints a hard copy of current printer settings. 
[.) (period) sends a period to printer Immediately. 

Moving the Cursor and Printhead 

The screen will "scroll" vertically and horizontally to position ques
tions beyond the screen width. 

Position the Cursor 

Moves the cursor one column to the right. 
Moves the cursor one column to the right. 
Moves the cursor one column to the left. 
Moves the cursor up one line. 
Moves the cursor down one line. 
Moves to tab or end of the line. 
Moves to previous tab or start of the line. 
Moves to left margin. 
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Turn Fractional Spacing On and Off 

Type CD. 

Moves the printhead 1/6 of a column to the right. 
Moves the printhead 1/6 of a column to the right. 
Moves the printhead 1/6 of a column to the left. 
Moves the printhead up one half line. 
Moves the printhead down one half line. 

When the pitch is set to 6 or 12, fractional spacing is 1/5 of a column. 

To Move to a Specific Answer 

1. Type (ii). 

2. Type the answer number and press (ENil!!). 

To Move to Next Page 

1. Press <m:ED (±). 

2. Insert the next page into the printer and press any key. 

To Move to Previous Page 

1. Press CS1llil) CB. 
2. Insert the previous page into the printer and press any key. 

To Move to a Page Number 

1. Type QD. 

2. Type the page number. 

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

Setting Margins and Tabs 

To Set and Clear Tabs 

1. Move the cursor to the position . 
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2. Type(D. 

To Set a Left Margin 

1. Move the clll'1l0r to the position. 

2. Type(D. 

To Set a Right Margin £or an Answer 

1. Move the cursor to the position. 

2. Type Cl[). 

Setting Answer Positions 

To Send Period to Printer (To Test a Position) 

Type O 

To Set an Answer Position 

1. Position the Clll'1l0r. 

2. Type (D for answer. 

3. Type the number of the answer and press cmIE]!). 

4. Type additional information as prompted. 

Print Current Settings 

To Print 

1. Type(!). 

2. Insert paper into lhe prinler. 

3. Press any key. 
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Changing Answer Position,; 

To Sl1ift an Answer Position 

l. Position the cursor on the answer. 

2. Type(D. 

3. Move the cursor to the new position. 

4. Type CI). 

To Delete an Answer Position 

l. Position the cursor on the answer. 

2. Type CID. 
3. Type CD or CJD. 

Additional Infor mation fo r :'lumber, 
Date. and Multiple-Choice {-iucstions 

Number Questions 

After you have typed CD and the question number, select the style, 
zeros, and format: 

Style 

Left: 
Right: 
Aligned: 

Ordinal: 
Spelled: 

Zeros 

215.50 
215.60 

215 .50 
The position you have set 

21st, 22nd, 23rd, 24th 
two hundred and fifteen 

Y cs Prints answers with the value of 0. 
No Does not print answers with a value of 0. 
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Format 

II 

' 

To represent each numeral. 
To specify the position of the decimal. 
To separate thousands in the answer. 

s 
• 

To print a dollar sign as part of the answer. 
To fill blank spaces with asterisks . 
To print a minus for negat.ive numbers. 

() To print a negative answer in parentheses. 

To print In the format Typo 

1,254.25 1,254.25 #,11##.11# 
1,254.25 1,254 #,### 
1,254.25 $1,254.25 $#,11##.11# 
1,254.25 1254.25 1111##.## 
1,254.25 $**1,254.25 so• ••••• ' . 

-1,254.25 -1,254.25 · ll,1111#.1111 
-1,254.25 (1,254.25) (11 ,11##.11#) 
1,254.25 1,254.2500 ll,ll#ll.11111111 

Date Question 

A fl.er you have typed CD and the question number, select tho format: 

To print In the format Type 

05/01185 5/1/85 m 
06/01/85 05/01/85 CD 
05/01185 05 m 
05/01/85 01 rn 
05/01185 85 (]J 
05/01/85 11111.Y 1st, 1985 m 
05/01/85 1st day (]) 
05/01/85 5th month CZ) 
01/01/85 Jan. 1, 1985 CD 
05/01/85 1 May 1985 co 

Multiple-Choice Questions 

I. Type (!) and the question number. 
2. For each choice, position the cursor and type CI). 
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3. Type the text to print for this choice and press cmn:11). 

Literal Text 

1. Position the cursor. 

2. Type G . 
3. Type the text and press (E!llI!I). 

Keyboard Input 

1. Position the cursor. 

2. Type a). 

3. Type a message and press·(E!ilI!I). 

To Set Print Codes in Answers 

Position the cursor on the print positions and 

Hold down IE) and type CID for underscore. 
Hold down W and type ([) for bold. 
Hold down IE) and type CD for struck through. 
Hold down IE) and type ffi for uppercase. 

To Use Special Characters in Literal Text 

When you use G to type literal text, the Set Printer Positions S<:reen 
displays a field. In the field, you can type codes for ten special 
characters. (You can also use these codes when typing in response to 
the keyboard input prompt.) 
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To print This code appears 

~ 
in literal text Hold down And type on the screen. 

~ @) (]) 0 
~ 
> C @) m 
t, ½ w rn 2 

~ ¼ w m 3 

~ ¼ w rn 4 

~ ~ @!) m 5 

~ 
@) CID 6 

~ 
~ t ® CD 7 

~ I ® CD 8 z . @) CID 9 

~ 
~ 

Form File Mainten an ce 

1. Insert the diskette(s) and load the Formation program. 

2. From the Main Menu, type G) to select Form File Maintenance. 

To Modify a Diskette 

1. Type IX) to select Modify diskette. 

2. Type the drive number of the diskette you want to modify. 

3. If the diskette has been modified before, type CD or CID. 

To Copy a Form 

1. Flash the form you want to copy. 
2. Type (0 to select Copy form. 
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3. In the field, type a name for the copy and press <IBID!). 

4. Type tho drive number of the diskette to which you want to copy 
tho form. 

To Erase a Form 

1. Flash tho form you want to erase. 

2. Typo (I) to select Erase form. 

3. Typo CD or CID. 

To Hardcopy the Directory 

1. Typo (BJ to select Hardcopy directory. 

2. Insert II sheet of paper into the printer and press nny key. 

The Revise Menu 

To Revise or Print Form Questions or Print Positions 

l. From the Main Menu, select Create or Reviso Form. 

2. Flash the form you want to print or revise a nd typo CID, 
3. Koop tho same name or revise it. 

4. Koop the same description or revise it. 

5. Keep the four print parameters or revise them. 

[R]ovlso questions, (C]hange printer positions, (S]end position 
Info to printer, print (O]uestions, view next (P]ago or [0]isk 

Type CID to revise questions. 

Type CJ:) to change print positions. 

Type (D to print a list of the print positions. 

Type (]I) to print the questions. 
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Planning a Form 

1. Gather the information. 
2. List the questions needed. 
3. Group the questions. 
4. Order the questions. 
5. Plan the formulas. 
6. Number the questions. 

Running on Hard Disk 

To convert Formation to LDOS, see the Model III LDOS manual. 
After converting the program, screen shows: 

LDOS Ready 

You type: 

DOHD 

The program is patched for Hard Disk operation. 
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44. MODEL 4 READY REFERENCE 

You can use the following information for a quick reference. For more 
detailed information, refer to the Index to locate the topic you want. 

Contents 
Alternate Keystrokes ..... .......... ...... . . ............. . 218 
Loading Formation . ... . ................ . . . . ......... .. ..... 218 
Working With the Directories .... . . . . .. .............. .. ..... 218 
Fields . ............................................. .. ..... 219 
Filling out a Form ........... . ...... .. ... ....... ..... .. .... 219 
The Answer Questions Screen ............... ..... .... . .. .... 220 
Revising Answers ............. . ............ .. ... .... . . . . .. . 221 
Print Codes . . ......................... .. ..... .. ............ 221 
Special Characters . . . . . . ....... .. . . .. . ... . ......... . .. ..... 222 
Printing Answers . . . . .............. . .......... .. ........... 222 
Answer File Ma.inte.nance .. . . . ...... ... ....... . . .. . . ....... 222 
Creating Forms ............... . ...... ..... • .......... . ..... 223 
The Write/Revise Questions &reen ... ..... . • .. • ...... • . . . . .. 224 
Formulas ................. . .............. . . ...... ... .... ... 225 
The SeVRevise Print Posit.ions &reen .. . ... . ........ . . . . . . .. 227 
The Help Screen ... ... . ..................... ... . .... , ... .. . 228 
Moving the Cursor and Printhead ....... . ................... 228 
Setting Margins and Tabs . . .... . ... . . .. .. . .. . .. ............ 229 
Setting Answer Positions ............. ... . .......... . . ...... 230 
Print Current Settings ............... . . . ..... .. ............ 230 
Changing Answer Positions . ...... . . . .. . . . ... .. . .. . . .. ...... 231 
Additional Information for Number, Date, 

and Multiple-Choice Questions . . . . .............•.......... 231 
Form File Maintenance . . ...... ........ . .................... 234 
The Revise Menu ........ . ...... . ....... . .... . . .. .......... 235 
Planning a Form ...... . . . .............. . . . .. . ... , .......... 236 
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Alternate Keystrokes 

The keystroke commands in the left. column can be used interchange
ably with the dual keystroke command shown in the right column. 

Loading Formation 

1. Tum on the Model 4. 

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

3. Answer the date prompt and press CE!!IIII). 

4. Type CDC[)(])(J[) and press CE!!IIII). 

Working With the Directories 

Moves the flashing up one line at a time. 
Moves the flashing dcwn one line at a t ime. 
Flashes the first 19 entries from drive 0. 
Flashes the last 19 entries from the h ighest n umbered 

drive. 
Displays the next page. 
Displays the next diskette. 
Displays the previous menu and clears error 

messages. 
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Fie lds 

Typing in Fields 

<EHII!!J Enters what you have typed. 
<m:S) Turns Caps Mode on and off. 

Moving the Cursor ·Through the Field 

Moves the cursor one character to the right. 
Moves the cursor one character to the left. 
Moves the cursor to the last typed character. 
Moves the cursor to the beginning of the field. 

Editing Fields 

Overstrike 
m:ooo 
mDCID 
CSIIIll)mlB) 
(IBIElll 

Type one character on top of another. 
Inserts one character at the cursor. 
Deletes"the character at the cursor. 
Clears from the cursor to the end of the field. 
Chops off characters from the cursor to the end of 

the field. 

Filling Out a Form 

1. From the Main Menu, type CT) to select Fill out a Form. 

2. Display the form, flash it, and then press (E!IIll!), 

3. Type (JI) to select answer Questions. 

4. Type a response to the name prompt and press (Ell]IB), 

5. Type a tesponse to the description prompt and press CE.8IE!l). 

Naming the Answer File 

Type up to 16 characters for the name and press <EHII!!J. 
Type up to 8 characters for the description and press <EHII!!J. 
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Th e Answer Questions Screen 

No previous question 

Question number: 
(text of question) 

Answer 

ANSWERS FOR 

·-··-···········------
Next question no. : (text of next question) 

Up-arrow to previous, down-arrow to next, shift-arrow to fi rst 
or last. CTRL-A to add or CTRL·D to delete characters 

Answering Questions 

Text question 
Number question 

Date question 

Multiple-Choice 

Type up to 80 characters and press amI!!). 
Type numbers, decimal, or minus sign only 

and press Wll'.IID. 
Type the date in the format MM/DD/YY (or 

M/D/YY and press CEliIEI!)). 
Move the cursor to ( ) and press CE!iIEI!). 

Displaying Answers 

Displays the previor,s answer. 
Displays the next answer. 
Displays the first answer. 
Displays the last answer. 

Verifying Answers 

To accept the answer. 
To verify it 
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CR) lfthe answer is wrong. Type the ccn-cct anawcr and press 
<Iml!) . 

.............. Answer does not verify - please try again ............. . 

(ll!llK) Cancels the message. Retype the answer and press <EllIB). 

Revising Answers 

l. Display the Dircctcry of Answer Files. 

2. Flnsh tho answer file and type C!D. 

Print Codes 

When answering questions, you can use these codes: 

Underscore 
Bold 

Strike through 

221 

Vl 



VII 

~ 
~ 

> t::, 
>-< 
~ 
~ 
~ 
~ 
~ 
~ z 
Cl 
~ 

Special Characters 

To print 
on the form Hold down And type 

¢ cmmi m 
0 (illA8) CD 

½ CillAID m 
% (mAID m 
V, fillA!!) m 
@ (filA!l) rn 

mm> m 
t (film) CD 
I ~ ® 
. (CWII) CID 

Printing Answers 

l. Display the Directory of Answer Files. 

2. Flash the answer file. 

This code appea.rs 
on the screen. 

0 

2 

3 

4 

5 

6 

7 

8 

9 

S. Type m to print the answers on the preprinted form. Type (I) to 
print the answers as a list. · 

Answer File Maintenance 

1. Insert the diskette(s) and load the Form<itio11 program. 

2. From the Main Menu, type m to select Answer File Maintenance. 
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To Modify a Diskette 

1. Type Cl) to seleet Modify diskette. 

2. Type the drive number of the diskette you want to modify. 

3. If the disket,te has been modified before, type CD or CX). 

To Copy an Answer File 

1. Flash the answer file you want to copy. 

2. Type CD to select Copy answer file, 

S. In the field, type a name for t he copy and press (EJII[!I). 

4. Type tho drive number of the diskette to which you want to copy 
the answer file. 

To Erase an Answer File 

1. Fla,h the answer file you want to erase. 

2. Type CD to select Erase answer file. 

3. Typo CD or CX). 

To Hardcopy the Directory 

1. Type CID to select Hardcopy directory, 

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

Creating Forms 

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

2. Move the flashing to the diskette you want to store the form on and 
type CC). 

3. Type responses to the name and description prompts 11nd set the 
print parameters. 
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Naming th~ form 

Type up to 16 characters for the name and press (E!i!IID. 
Type up to 26 characters for the description and press (riiTIID. 

Setting the Print Parameters 

Name of printer to be used? DW2-
How many characters per inch (4-20)? 10 
How many lines to the page (4-99)? 66 
How wide is the page (4-168 characters)? 80_ 

Change the responses and press (EllIEID or press <EHllB) to keep the 
response. 

To IVrite New Questions 

Type CID to select write New questions. 

The Write/Revise Questions Screen 

WRITE/REVISE QUESTIONS FOR NEWFORM 

No Previous Question 

[ ] Enter question number: 
[] Kind: Text, N umber, D ate, M ultiple choice 
[ ] Condition: A lways, F ormula 
[ ] Source: K eyboard, F ormula 
[ ] Verify: M anual, N one, F ormula 
[ ] Add answer to columns: Y es, N o 
[] Enter text of question: 
[ J See N ext or P revious question, A dd or D elete question 
Please type question number: 

No next question 

BREAK=done, CTRL-N=next, CTRL-P• previous, shift-arrows • 1st/last 
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\Vrite/Revise Questions Screen Conventions 

Moves the cursor down to the next brackets. 
Moves the cursor up to the previous brackets. 
Displays the next question. 
Displays the previous question. 
Displays the first question. 
Displays the last question. 

The Command Line 

[ ) See N ext or P revlous question, A dd or D elate question 

Position the cursor in the brackets: 

CID Displays the next question. 
Cl) Displays the previous question. 
Cl) Adds II question before the one displayed. 
OD Deletes the question displayed. 

Formulas 

Constants 

Symbol 

# 
C 
D 

Purpose 

To use an answer 
To use a column total 
To use a date 

Arithmetic Operators 

Symbol Purpose 

+ Addition 
Subtraction 

• Multiplication 
I Division 
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Example 

#4 
cs 
D0S/18/85 

Example 

(#7 +#4) 
(#7 - #4) 
(#7*#4) 
(#7/14) 
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Relational Operators 

Symbol Purpose 

- Equals 
> Greater than 
< Less than 
>• Greater than or equal to 
<• Less than or equal to 
<> Not equal to 

Logical Operators 

Symbol 

AND 
OR 
NOT 

Functions 

Symbol 

lNT(arg) 

RND(Argl; 
Arg2) 

ABS(arg) 

Parentheses 

Purpose 

Both must be true. 
Either may be true. 
Reverses logical value. 

Returns 

Integer not larger 
than arg 
Arg 1 rounded by arg 2 

Absolute value of arg 

Example 

#3 • 215 
#3 > 215 
#3 < 215 
#3 >• 215 
#3 <= 215 
#3 < > 215 

Example 

(#11=2) AND (#15 = 1) 
(#11 • 2) OR (#15=1) 
NOT(0) • 1 
NOT(l) • 0 

E xample 

INT(334.99) = 334 

RND(334.54545;100) 
• 300 

RND 334.54545;.00) 
• 334.55 

ABS(l00) • 100 
ABS(- 100) = 100 

Nest logical and arithmetic operations by enclosing them in 
parentheses. 

Enclose negative numbers in parentheses. 

Order of Logical Expressions 

Left to right. 
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Order of Operations for Arithmetic Expressions 

1. Functions 
2. Neated parentheses 
3. Multiplication and division 
4 . Addi lion and subtraction 

The Set/Revise Print Positions Screen 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 
13 
14 
15 
16 
17 
18 

SET/REVISE PRINT POSrTIONS FOR NEWFORM 

(···S··· 1 G·•· I 5••·20···2S..·30···35·-40-·45-,·S0·••55•··60· .. 6S-·· 70-··75 

Page: 1 Uno: 1.0 Column: 1·016 Fractional spacing OFF 
A sel3 answer, BREAK exits, press H for'HELP 
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The Help Screen 

To display the Help Screen, type (ID. 
To return to the Set/Revise Print Positions Screen, press any key. 

ARROWS & SPACEBAR move printer. Shift arrows page & tab printer. 
ENTER moves printer to left margin. 

F turns Fractional spacing mode on and off. 
M Moves printer to any setting, N to any page Number. 
L sets new Left margin. R sets temporary Right margin. 
T sets and resets a Tab. 
A sets Answer to print at printer position. 
S Shifts setting at printer position to new position. 
D Deletes the setting at the printer position. 
Y (quote mark) prints literal text. 

CLEAR•U underscores a setting. CLEAR-S prints it struck out. 
CLEAR-C prints setting all caps. CLEAR·B prints setting in bold. 
? (question mark) lets text be entered at print time. 
P Prints a hard copy of current printer settings. 

(period) sends a period to the printer immedialely. 

Moving the Cursor and Printhead 

Position the Cursor 

Moves the cursor one column to the right. 
Moves the cursor one column to the right. 
Moves the cursor one column to the left. 
Moves the CW'Sor up one line. 
Moves the cursor down one line. 
Moves to tab or end of the line. 
Moves to previous tab or start of the line. 
Moves to left margin. 

Turn Fractional Spacing On and Off 

Type (D. 
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Moves the printhead 1/6 of a column to the right. 
Moves the printhead 116 of a column to the right. 
Moves the printhead 1/6 of a column to tho len. 
Moves the printhead up one half line. 
Moves the printhead down one half line. 

When pit.ch is set to 6 or 12, fractional spacing is 115 of a column. 

To Move to II Specific Answer 

l. Type@. 

2. Type tho nnswor number and press CU!Ill!). 

To Move to Ne.v:t P11ge 

1. Press <mED ffi, 
2. Insert the next page into the printer and press any key. 

To Move to Previous P11ge 

1. Press <m£D @). 

2. Insert the previous page into the printer and press any key. 

To Move to a Page Number 

1. Type CBJ 
2. Type the page number. 

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

Setting Margins and Tabs 

To Set 11nd Clear Tabs 

1. Move the cursor to the position. 

2. Typea). 
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To Set a Left Margin 

1. Mo"e the cursor to the position. 

2. Type (D. 

To Set n Right Margin for an Answer 

1. Move the cursor to the position. 

2. Type(]!). 

Setting Answer Positions 

To Send Period to Printer (To Test a Position) 

Type C) 

To Set an Answer Position 

1. Position the cursor. 

2. Type CD for answer. 

3. Type the number of the answer and prcu CEl!IEl!). 

4. Type additional information as prompted. 

Print Current Settings 

To Print 

1. Type Cl). 

2. Insert paper into the printer. 

3. Press any key. 
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Ch anging Answer Position s 

To Shift an Answer Position 

1. Position the cursor on the answer. 

2. Typo(D. 

3. Move the cursor w the new position. 

4. Typo(D. 

To Delete an Answer Position 

1. Position the cursor on the answer. 

2. Ty!)il ClI). 

3. Type (I) or CH). 

Additional Information for Number , 
Date, and Multiple-Choice Ques tions 

Number Questions 

Al\.er you have typed CD and the question number, select the style, 
zeros, and format . 

Style 

Left: 
Right: 
Aligned: 

Ordinal: 
Spelled: 

215.50 
215.50 

215.50 
The position you have set 

21s t, 22nd, 23rd, 24th 
two hundred and fifteen 

-< Zeros 

Yes Prints answers with the value of 0. 
No Docs not print answers with a value of 0. 
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Format 

# 

' 

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 

To print 

1,254.25 
1,254.25 
1,254.25 
1,254.25 
1,254.25 

-1,254.25 
-1,254.25 

1,254.25 

Date Questions 

·rn the format 

1,254.25 
1,254 

Sl,254.25 
1254.25 

$**1,254.25 
-1,254.25 
(1,254.25) 
1,254.2500 

Type 

#,###.## 
#,### 

$#,###.## 
####.## 

s•••, •••.•• 
- #,###.## 
(#,###.##) 
#,###.#### 

Af\.er you have typed CD and the question number, selectthe format. 

To print In the format Type 

05/01/85 5/1/85 (ID 
05/01/85 05101/85 CD 
05/01/85 05 CZ) 
05101/85 01 CI) 
05/01185 85 CD 
05/01185 May 1st, 1985 C5) 
05/01/86 1st day CID 
05/01/85 5th month CZ) 
01/01/85 Jan. 1, 1985 m 
05101/85 1 May 1985 m 

Multiple-Choice Questions 

l. Type CD and the question number. 

2. For each choice, position the cursor and type (A). 
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3. Typo tho toxt to print for this choice and press <ElllIB). 

Literal Text 

1. Position tho cursor. 

2. Type(:). 

3. Type tho toxt and press mrrEl!). 

Keyboard Input 

1. Position the cursor. 

2. Type m. 
3. Type a message and press <mITii). 

To Set Prhlt Codes in Answers 

Position the cursor on the print positions and 

Hold down <tinl!) and type (ID for underscore. 
Hold down (Cinl!) and type (I) for bold. 
Hold down <tinlll and type CI) for struck through. 
Hold down CCIIm) and type © for uppercase. 

To Use Special Characters in Literal Text 

When you 11!0 0 to type literal text, the Set Printer Positions Screen 
displays II field. ln the field, you can type codes for ten special 
characters. (You can also use these codes when typing in response to 
the keyboard input prompt.) 
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To print This code appears 

in literal text Hold down And type on the screen. 

~ (illAii) CD 0 

C (Ilil!!) CD 

'h ~ CD 2 

¾ (tmJI) (]) 

¼ (tmJI) ill 

ii!) (Wli!) ill 5' 

,. (illAii) ® 6 

t ~ CZ) 7 

<m!Bl ([) 8 

• (illMil CID 9 

Form File Maintenance 

l. Insert the diskctte(s) and load the Formation program. 

2. ·From the Main Menu, type G) to select Form File Maintenance. 

To Modify a Diskette 

1. Type CID to select Modify diskette. 

2. Type the drive number of the diskette you want to modify. 

3. If the diskette has been modified before, type CD or Cl[). 

To Copy a Form 

l. Flash the form you want to copy. 

2. Type a) to select Copy form. 
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3. In t.hc field, type a name for the copy and press ([llllll). 

4. Typo the drive number of the diskette to which you want to c,opy 
the form. 

To Erase a Form 

1. Flash the form you want to erase. 

2. Type ffi to select Erase form. 

3. Type CD or CID. 

To Hm·dcopy the Directory 

1. Type CID to select Hardcopy direc1ory. 

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

The Revise Menu 

To Revise or Print Form Questions or Print Positions 

I. From the Main Menu, select Create or Revise Form. 

2. FltlSh the form you want to print or rpvise and type Cl[). 

3. Keep the same name or revise it. 

4. Keep the same description or revise it. 

5. Keep the four print parameters or revise them. 

R evlso questions, C hange prin1er positions, S end position 
Info to printer, print Q uestions, view next P age or O isk 

Type (IO to revise questions. 
Type Cl:'.) to change print positions. 
Type CD to print a list of the print positions. 
'!)•po CJD to print the questions. 
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Planning a Form 

1. Gather tho information. 
2. List tho questions needed. 
3. Group the questions. ( 
4 . Order tho ques~ions. 
5. Pinn the formulas. 
6. Number the quest.ions. 

( 
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PRACTICE FORMS 





r 
ABS (function), 115 
Addition in (ormulos, 111 
Add questions, 170 
Aligning number,, 134 
AND (logical operator), 113 
Answer,: 

displaying, 53 
entering in a field, 22 
kinda of questions, 38 
printing, 58 
rcvi~ing, 53 
revising in o field, 56 
aotting print positions, 131 
typing in field, 22 
verifying, 42 

Answer file: 
copy on, 73 
dcfoult., 79 
erasing an, 75 
information in directory, 15 
noming on, 31 
storing l\n, 69 

A newer file moint.cnnnoe, 69 
A newer questions screen, 35 
Answering form quest.ions, 38 
Argument (org), 114 • 
Arithmetic expressions, 119 
Arithmetic operators, 111 

Backup a diskette, 4 
Bold, 48, 142 

Cakulot.ing onswors, formulas 
for, 109 

Copitols, print oil, 142 
Col>$ mode. 23 
Ch3rnctcrs ~r inch (pitch), 98 
Ch~k print position, 131 
Chop end ofliold, 26 

INDEX 
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Clcruing a field, 26 
Clear an error mCSS3gc, 21 
Columns definer, 106 
Columns in formulos, ming, llO 
Command lino, 108 
Components, 3 
Condition definer, 103 
Const.ants, 110 
Copying o. form, 181 
Copying on answer Ille, 73 
Crooting n form: 

formulns. 109 
ho.rdc:opy print positions, 141 
moving tho printheod, 126 
naming ond ducribing o form, 95 
overview, 89 
planning o form, 145 
print codes. 142 
sevrov;gc print positionssaeen, 120 
setting print poramot.crt, 97 
setting print posit.ions, 131 
using another form, 185 
writing form questions, 100 

CWTCntqucation,36 
Current question orcn, 101 
CW"SOr, moving through a field, 24 

Doto diskette: 
modify o, 71, 180 
preporo o, 69 

Date onswor, sotprintposition for, 136 
Date queatioM. 39 
Date definer, 103 
Dates in formulu: 

for oddition ond subtraction, 110 
for cvoluotingor colculaiing, ll8 

lx:fault answer files, 79 
Definer,: 

description of, 101 



changing responses to, 169 
Delete in a field, 25 
Delete questions, 170 
Description: 

answer file, 34 
form, 96 

Directories, working with, 16 
Directory, exiting a, 21 
Directory of answer files: 

hardcopy the, 77 
overview, 14 

Directory of forms: 
hardcopy, 183 
overview, 12 

Disk drives, 3 
Diskette: 

displny entries from next , 20 
formnta,4 
information in directory, 12, 14 
modify a, 71, 180 
prepare a, 69 

Display entries, 17 
Division in formulas, 111 

Editing in a field, 24, 56 
Ending session: 

answering form questions, 41 
revising answers, 56 
revising print positions, 176 
revising questions, 171 
setting print positions, 144 
writing form questions, 108 

Entering answers, 22 
Entries: 

displnying, 17 
selecting, 21 

Equals •, 112 
Erasing a form, 182 
Erasing an answer file, 75 
Error message, clear, 21 
Error messages, 193 
Evaluating answers, formulas for, 109 
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Exiting a directory, 21 

Field: 
editing in, 24 
editing techniques, 25 
length of, 23 
moving cursor through, 24 
revising in, 56 
typing in, 22 

File management, answer, 69 
Filling out forms: 

answer questions screen, 35 
answering form questions, 38 
print codes, 45 
printing answers, 68 
revising answers, 53 
selecting form and naming 

answer file, 31 
verifying answers, 42 

Form: 
creating a, 89 
information in directory, 13 
naming and describing a, 95 
planning a, 145 
selecting a, 31 
using one form to create another, 185 
writing questions, 100 

Format a diskette, 4 
Format of numerical answers, 135 
Formation: 

loading, 9 
working with, 5 

Formulas: 
arithmetic operators, 111 
constants, 109 
dates, 117 
for calculating answers, 109 
for evaluating answers, 109 
functions, 114 
logical operators, 113 
order of operations, 115 
overview. 109 
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parentheses, 115 
relational operators, 111 

Fractional spacing, 126 
Functions, 114 

Greater than >, 112 
Greater than or equal to > a , 112 

Hardcopy directory of answer files, 77 
Hardcopy directory of forms, 183 
Help screen, 124 
Horizontal axis, 123 

Insert in field, 25 
Installation and start-up, 3 
INT (function), 114 

Keyboard input, 60, 140 
Kind definer, 102 
Kinds of questions, 38 

Left margin; set, 129 
Length offield, 23 
Less than < , 112 
Less than or equal to<=, 112 
Lines per page, 98 
List answers to printer, 58 
Literal text, 139 
Loading Formatum, 9 
Logical expressions, 116 
Logical operators, 113 

Main Menu, 11 
Maintaining answer files: 

copying an answer file, 73 
default answer files, 79 
erasing an answer file, 75 
hardcopying the directory, 77 
modifying a diskette, 71 
overview, 69 

Maintaining form files: 
copying a form, 181 
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erasing a form, 182 
hardcopying the directory, 183 
modifying a diskette, 180 
overview, 179 
using one form to create another, 185 

Margin, left, 129 
Margin, right, 132 
Message area, 123 
Model III ready reference, 196 
Model 4 ready reference, 217 
Model 4, working with, 3 
Modifying a diskette, 71, 180 
Moving the printhead, 126 
Moving to a print position, 173 
Multiple-choice definer, 103 
Multiple-ehoice questions: 

answering, 40 
set print position for, 137 
typing, 107 

Multiplication in formulas, 111 

Naming an answer file, 31 
Naming a form, 95 
Nesting formulas in parentheses, 116 
Next question, 36 
Next question area, 101 
New questions, write, 99 
NOT (logical operator), 113 
Not equal to< > , 113 
Number answers, set print position 

for, 133 
Number definer, 103 
Number of question definer, 102 
Number questions, 88 
Number sign# in formulas, 110 
Number the questions, 154 
Numbers in formulas, 110 
Numerical format in answers, 135 

Operations, order of, 115 
Operators in formulas, 111 
OR (logical operator), 113 



Order of operations, 115 
Ordinal, print number as, 134 
Overstrike, 25 

Page, display entries from next, 18 
Page, move printhead to, 128 
Parameters, print, 97 
Parentheses: 

in formulas, 115 
in multiple-ehoiee questions, 40 

Pit.ch (characters per inch), 98 
Planning a form, 145 
Plotting area, 121 
Practice: 

creating forms, 155 
filling out forms, 61 
forms for exercises, 239 
working v,ith answer files, 81 
workil'lg with forms, 188 

Previous question, 36 
Previous question area. 100 
Print: 

answers, 58 
hardcopy of directory of 

answer files, 77 
hardcopy of directory of forms, 183 
print positions, 165 
questions, 165 

Print codes: 
bold, 48, 142 
special characters, 51, 143 
strike-through , 49, 142 
underscore, 46, 142 
using, 45, 142 

Print parameters, setting, 97 
Print position, check, 131 
Print position: 

check position, 131 
deleting n, 174 
for text answer, 132 
for number answer, 133 
for date answer, 136 

for multiple-choice answer, 137 
hardcopy, 141 
moving to a, 173 
print, 165 
printcodcs, 142 
replace one with another, 175 
revise, 172 
setting o, 131 
shift ing n, 174 
working with, 141 

Print positions screen, set/revise, 120 
Printers: 

for use with Porm.ation, 3 
setting print parameter, 97 

Printer parameter, 97 
Printhead, moving the, 126 
Prompt line (write/revise 

questions), 101 
Prompt line (set/revise print 

positions), 124 

Question number definer, 102 
Questions: 

kinds ofqueslions, 38 
numbering, 154 
planning, 145 
printing, 165 
writing, 100 

Relational operators, 112 
Replace print positions, 175 
Ready reference for Model III, 196 
Ready reference for Model 4, 21,7 
Response area, 101 
Revising a form: 

displa,y revise screen, 163 
overview. 163 
printing questions and print 

positions, 165 
revising questions, 168 
revising print positions, 172 

Revising nnswcrs, 53 
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Revising print positions, 172 
Re,·ising qucstioru, 168 
Ril(ht m:trgin, set, 132 
RND (function), 114 

Screeru. Stage 1, 89 
ScrocM, Stage 2, 6 
Selecting a form, 31 
Selecting on entry, 21 
Set :tnd clear tabs, 130 
Set print positions, 120 
ScVrovisc print positions screen, 

120,173 
Sovon definers, 101 
Shil\ing n print position, 174 
Source definer, 104 
Special character print codes, 51, 143 
Spell out numbers in answers, 134 
Stage 1: create tho form, 5 
Stage 1 serocru, 89 
Stage 2: !ill out the form, 5 
Stage 2 acrocns, 6 
Sta_rt..up, 3 
St3lWI Ii.no, 123 
Storing 3nswcr files, 69 
Strike-through, 49, 142 
Subtraction in formulas, I 11 

T:tb to set print positions, 130 
Text answer, wt print position for, 132 
Text do!inor, 102 
Text questions, 38 
Text or question, typing, 107 
TRSOOS format ond backup, 4 
Types or questions (definers), 101 
Typing in fields, 22 

Undel'&C<)re, 46, 142 
User convcnicnco. 145 
Using one form to creat.e another, 185 

Verification when revising answers.56 
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Verify definer. 105 
Verifying answers, 42 
Verti<nl rucis. 123 

Width of p:,gc, 98 
Working with Formation, 5 
WriWrevisc questions screen, 100 
Writing form questions, 100 

Zero values in o.nswors, 135 
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USING THE FORMS 

Here are the four forms you will need to complete the exercises that appear at 
the ends of Sections II, III, IV and VI. You can copy these forms as many times 
as you need them. 

When you photocopy a form, try to reproduce the original as closely as possible. 
Otherwise, the program will not print the answers correctly. 
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