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CHAPTER

DESCRIPTION

File-Fax is a sophisticated database man-
agement program that is very easy to use.

File-Fax allows the user to create database
applications which are customized to his
or her needs.

File-Fax can be used with a single disk
drive because the File-Fax program is
completely memory-resident. This elimi-
nates the tedious disk-swapping process
that is common in other database prod-
ucts. If required, however, the storage
capacity of your database applications
can be expanded by increasing the num-
ber of disk drives in your system. In some
computer systems, File-Fax can handle as
many as 8 disk drives.

Each File-Fax database record occupies
one screen page, and you can have up to
31 fields per record.

File-Fax allows you to create up to 4
reports for each database application.
You can design the reports to suit your
specific needs.

File-Fax has a comprehensive and lucid
manual that guides you every step of the

way. For extra assistance, Help Screens
are accessible while you are working.

The File-Fax manual provides a back-
ground that will prepare you for creating
a database application. A thorough and
well-organized Tutorial then introduces
you to the capability and use of File-Fax.
The Tutorial was designed to be concise
and understandable to those who have
little or no background in computers.






CHAPTER 2
INTRODUCTION

Most people approach a microcomputer
with a slight hesitation, as well as a spark
of interest.

The microcomputer is an excellent tool,
capable of multiple functions. It is a
product of modern and sophisticated
technology.

However, to use a computer, you need
programs. But most people do not have
the time or the interest to learn or do
programming. This is why File-Fax was
developed. You do not need to know
computer programming to use File-Fax.
To prepare your own database, custom-
ized to your particular needs, all you must
do is simply design it. File-Fax will do the
rest.

File-Fax is very easy to use. Just take the
time to go through the manual from
beginning to end. Do not be intimidated.
Like most learning experiences, what you
need most is patience. Let the manual
guide you. Enjoy the experience, because
soon you will have no need for the
manual, except to review or to show
somebody else how to use File-Fax.

After you have learned how to use File-
Fax, you can start using your creativity to
design a database, or several databases,
customized especially for you.
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3

L

OVERVIEW

Go through the manual from cover
to cover. If some sections are not
immediately clear to you, just read them
thoroughly and keep going. They should
become clearer after you go through the
other sections, or you can review those
sections after you have worked through
the entire manual.

There are four major steps involved in
learning how to use File-Fax:

1. Know your microcomputer sys-
tem. Chapter 4 will provide you with
important information about File-Fax
which is specific to your microcomputer.
If you are new to computers, read your
computer’s manuals beforehand so that
you can relate what you have learned
about your particular computer to the
information provided in Chapter 4.

2. Gothrough the tutorial sections
diligently. Chapters 5 to 10 are the
tutorial sections. They will provide you
with examples and guide you through
the creation of a database on your com-
puter screen. Try to complete the entire
tutorial with few interruptions. To really
get the “feel” of the step-by-step pre-
sentation of File-Fax, and to eliminate the
need to review previous chapters, it
would be best to run through the instruc-
tions from start to finish.

3. Learnthe otherfeatures of File-
Fax not covered by the tutorial
sections. Chapters 11-18 will cover these
features.

4. Make your own database. From
what you have learned, create a simple
database as a final exercise. Think of
something that might be useful to you. It
could be a phone and address database
of your friends or clients, or a fairly simple
inventory listing database. Make it simple,
but be creative in your screen and report
designs.

When you feel more confident about
your grasp of File-Fax, start your real
database projects. You will find that File-
Fax is not only easy, but also fun to use.
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3.1
DESCRIPTION
OF TERMS

Here are the definitions of certain words
that are used throughout the manual.

ATTRIBUTE—AnN attribute describes
the type of information which you may
enter into a field. Examples of attributes
are ‘alphabetic’ (letters only) and ‘nu-
meric’ (numbers only).

BOOT—To start up your computer.

CHARACTER—AnNy symbol that can
appear on the screen when typed at the
keyboard.

CONTROL CHARACTER—A charac-
ter typed when the CTRL key is depressed.
Control characters are usually used as
commands and can not appear on the
screen.

CTRL—The name of a key located on the
left-hand side of the keyboard. You can
use this key like a shift key by holding it
down while pressing other keys. This is
often called the Control Key.

CURSOR—The cursor is a special marker
which pinpoints where your next key-
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stroke will appear on the screen. Usually
it is a solid box or an underline.

DATABASE—A database is an organ-
ized collection of related information. A
collection of friends’ names, addresses,
and phone numbers is an example of a
database.

DATA ENTRY SCREEN—The data
entry screen is the screen on which you
create the design and layout of your
database records. It will later be used to
store, alter, and retrieve these records.

DEFAULT—A default is the answer
your computer will automatically assume
should you skip over or fail to answer a
question.

DISK—This is a piece of round magnetic
material inside-a square plastic jacket.
Also called a diskette.

DISK DRIVE—The part of your com-
puter system where you insert diskettes.

ESC—The name of a key located at the
left-hand side of the keyboard. Also
called the Escape Key.



3

FIELD—A field is the smallest block of
information used in a database. Fields
pieced together form a record. An exam-
ple of afieldis the area used in a database
record for the ZIP code.

FORM, FORMAT—These are syno-
nyms for the design or layout of your data
entry screen or report.

INITIALIZE—To prepare a disk for use
by the computer, which will destroy any
and all information previously stored
on the disk.

KEY—In addition to the keys on the
keyboard, keys are those fields in a
record by which you may sort or search a
database.

PRIMARY DISK—The data disk lo-
cated in the first drive. This disk stores the
application, up to four report formats,
the system characteristics, and data.

PRIMARY KEY—The first or most fre-
quently used key. File-Fax normally sorts
and searches by one field only, which is
therefore the primary key.

RECORD—A record is a collection of
fields that have a relationship to one
another, such as name, address, and

phone number fields. Several records
form a database.

REPORT—A reportis an organized and
descriptive listing of selected records
from a database. Frequently it will include
subtotals and totals as well.

REPORT FORMAT—A report format
is the user-created layout which tells File-
Fax how a report should appear.

SHIFT—The name of the shift keys on
the keyboard, which are similar in func-
tion and location to the shift keys on a
typewriter.

SORT—To arrange a list of records
alphabetically or numerically according
to one or more fields.

SORT LEVELS—A sort level is the
relative importance of a field when its
record is sorted. For example, if the sort
level of a SALARY field is 1, LAST NAME is
2, and FIRST NAME is 3, then the records
will first be sorted by SALARY since it is
the most important. If there is more than
one record with the same salary, then
these records will be further sorted by
LAST NAME, and likewise by FIRSTNAME
if necessary.
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3.2
CARE OF DISKS

Handle the disks gently. Do not touch
the brown portion of the disks. Keep
them away from dirt, liquids, and static
charges. Do not expose your disks to
extreme heat, cold, or dryness. And al-
ways insert any disk back into its cover
after use.

Everytime you insert a disk into or remove
it from a disk drive, do it gently. Do not
push or pull too hard. Be careful not to
bend the disk.

When you are using the disk drives, do
not remove or insert a disk into any drive
when the drive lights are on.

Maintain a well organized filing system
for your disks. There are several disk filing
containers available from your dealer
which might be useful to you.

Label each disk properly. Do not mix
them up. It is good practice to write on
the label first, before you pull it off the
label paper and stick it to a disk. If you
have to mark a label that is already on a

disk, use a felt-tipped pen. Do not use a
pencil or a ball-point pen. Writing too
hard on your disk could damage it.

Do not leave your disks lying around
when you take a break from your com-
puter. Disks can easily be damaged by
children or pets.

Learn to make back-ups of your data
disks. This is explained in Chapter 17. Your
File-Fax master disk is protected and
cannot be copied.*

* See Chapter 4 for exceptions.



CHAPTER 4

MACHINE SPECIFIC
INFORMATION

File-Fax version 2.0 currently runs on the
APPLE ][ and APPLE ][ plus, ATARI 800,
Commodore 64, IBM personal computer,
NEC and OSBORNE computer systems.

This chapter presents information specific
to some of these computer systems. It is
suggested that you read the information
specific to the computer system you are
using. Certain parts of the manual refer
back to this chapter. At that point, you
may wish to reread sections presented
here.



4

APPLE

4.1
Apple ][ or

Apple ][ plus

Disk drive usage

The Apple version of File-Fax requires a
minimum of 48K of memory and one disk
drive; up to eight drives are supported.
Since the File-Fax program is completely
memory-resident, all drives can be used
for data disks; the primary disk is the disk
located in slot 6, drive 1. If you want to
use more than one disk, the others
should be connected as follows:

File-Fax drive 2 in Apple slot 6 drive 2
File-Fax drive 3 in Apple slot 5 drive 1
File-Fax drive 4 in Apple slot 5 drive 2
File-Fax drive 5 in Apple slot 4 drive 1
File-Fax drive 6 in Apple slot 4 drive 2
File-Fax drive 7 in Apple slot 3 drive 1
File-Fax drive 8 in Apple slot 3 drive 2

You must never remove a disk from a
drive unless you are in a menu screen.
Doing so may cause damage to your
database.

Cursor Keys

In order to use any of the cursor or other
editing commands explained later in this
manual, you will have to press a combina-
tion of two keys: CTRL and a letter. The

10

only exception is that the arrow keys on
the right of the keyboard are Cursor Left
(CTRL H) and Cursor Right (CTRL U), as
usual.

Since the Apple normally lacks any bracket
([ 1) keys, you will have to use the
following substitutes:

FUNCTIONORUSE KEYTYPETHIS...
Field start/blank line [ CTRLB
Field end ] SHIFTM

Printerselection (DEFINE SYSTEM
CHARACTERISTICS)

The printer selection number becomes
the slot number of the printer card to
which File-Fax will send printouts. There-
fore, if your printer card is in slot two,
then you would enter a two in response
to this question. Note that only slots one,
two, and three can be used.



APPLE

Copying disks

File-Fax’s built-in copy program will auto-
matically format the copy disk, before
writing the contents of the other disk
onto it. After using the copy program,
you can copy more disks or reboot the
Apple by pressing the ESC key. It is not
possible to directly return to File-Fax after
disk copying because the copy program
uses all of your Apple’s memory in order
to go faster. If you want to use File-Fax
again after copying, you must reinsert
the master disk in slot six drive one and
reboot the computer (by pressing the
ESC key if you are still in the copy
program.)

Note, however, that the File-Fax program
disk is not copyable.

Inverse Video
The Apple version of File-Fax supports
inverse video.

n
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ATARI

4.2
ATARI 800

Disk drive usage

The Atari version of File-Fax requires 48K
of memory and one disk drive; up to four
drives are supported. Since the File-Fax
program is completely memory-resident,
all drives can be used for data disks; the
primary disk is the disk located in drive
one.

You must never remove a disk from a
drive unless you are in a menu screen.
Doing so may cause damage to your
database.

Cursor keys

The Atari has quite a number of special
function keys, and File-Fax allows you to
use them instead of using the control
characters explained elsewhere in this
manual. The keys and their equivalent
control characters are shown below.

FUNCTION ATARI FILE-FAX
OR USE KEY EQUIVALENT
Help Atari key ctrl G
Cursor left CTRL —, BACK S ctrlH
Cursor right CTRL —, CAPS ctriU
LOWER
Cursor up CTRL t ctrl E
Cursor down CTRL | ctrl C
Forward tab TAB ctrl F
Clear to end CTRL or ctrlJ
of line SHIFT CLEAR
Push right CTRL INSERT ctrl P
Omit character CTRL DELETE ctrl O
Kill line SHIFT DELETE ctrl K
Line insert SHIFT INSERT ctriL
Field start/
blank line [ ctrl B

12

Printer selection (DEFINE SYSTEM
CHARACTERISTICS)

The printer selection should be set to
one. It has no special significance.

If you use a Centronics-type printer with
the Atari 850 interface, you will have to
set an “autolinefeed” switch on your
printer. If you do not, then your printer
will not work with a program that was
not specifically written for it.

Copying disks

File-Fax’s built-in copy program will auto-
matically format the copy disk, before
writing the contents of the other disk
onto it. After using the copy program,
you can copy more disks or return to the
main menu by pressing the ESC key.

Note, however, that the File-Fax program
disk is not copyable.

Inverse Video
The Atari version of File-Fax supports
inverse video.
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4.3
IBM PC

Disk drive usage

The IBM version of File-Fax requires a
minimum of 64 K of memory and one
disk drive; up to two drives are supported.
Since the File-Fax program is completely
memory-resident, all drives can be used
for data disks; the primary disk is the disk
located in drive “A".

You must never remove a disk from a
drive unless you are in a menu screen.
Doing so may cause damage to your
database.

Cursor keys

The IBM has quite a number of special
function keys, and File-Fax allows you to
use them instead of using the control
characters explained elsewhere in this
manual. The keys and their equivalent
control characters are shown below.

FUNCTION 1IBM FILE-FAX
OR USE KEY EQUIVALENT
Cursor left - ctrlH
Cursor right - ctrlU
Cursor up t ctrl E
Cursor down | ctrl C
Cursor home home ctrl D
Exit/finished end ctrlZ

Push right ins ctrl P
Omit character del ctrl O

Kill line page up ctrl K

Line insert page down ctriL

Field start/

blank line [ ctrl B

Remember, however, that these com-
mands will only work when Num Lock is
not activated; otherwise, these keys will
act like a numeric keypad, as usual.

Printerselection (DEFINE SYSTEM
CHARACTERISTICS)

The valid entries for printer selection are
1, 2 or 3. Use 1 if you are using the
standard printer port on the video card.
Options 2 and 3 are to be used for the
two settings on the printer card.

Copying disks

File-Fax’s built-in copy program will auto-
matically format the copy disk, before
writing the contents of the other disk
onto it. After using the copy program,
you can copy more disks or return to the
main menu by pressing the ESC key.

Note, however, that the File-Fax program
disk is not copyable.

Inverse Video
The IBM version of File-Fax supports
inverse video.

13



4

NEC PC-8001

4.4
NEC PC-8001

Disk drive usage

The NEC version of File-Fax requires 64K
of memory and a disk drive unit. Since the
File-Fax program is completely memory-
resident, all drives can be used for data
disks; the primary disk is the disk located
in drive 1. File-Fax only supports the 8012
1/O expansion unit and not the 8011.

You must never remove a disk from a
drive unless you are in a menu screen.
Doing so may cause damage to your
database.

Cursor keys

The NEC has quite a number of special
function keys, and File-Fax allows you to
use them instead of using the control
characters explained elsewhere in this
manual. The keys and their equivalent
control characters are shown below.

FUNCTION NEC FILE-FAX
OR USE KEY EQUIVALENT
Help f3 crl G
Back tab fl ctrl S
Forward tab 5 ctrl F
Cursor left —orf2 ctrlH
Cursor right —or f4 ctrlU
Cursor up t ctrl E
Cursor down | ctrl C
Cursor home HOME ctrl D
Clear to end CLR ctri J

of line

Push right INS ctrl P

Omit character DEL ctrlO
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Quit/escape STOP ctrlQ
Field start/
blank line [ ctrl B

Printer selection (DEFINE SYSTEM
CHARACTERISTICS)

The printer selection should be set to
one. It has no special significance.

If you are trying to suspend or kill a
printout by pressing the space bar or the
ESC key, respectively, you will have to
keep the key depressed until the com-
puter notices it. This applies to stopping
the sort as well.

Copying disks

File-Fax’s built-in copy program will auto-
matically format the copy disk, before
writing the contents of the other disk
onto it. After using the copy program,
you can copy more disks or return to the
main menu by pressing the ESC key.

Note, however, that the File-Fax program
disk is not copyable.

Inverse Video

The NEC version of File-Fax only supports
inverse video on the Title line of your
Data Entry Screen.

N



OSBORNE 1

4.5
OSBORNE 1
(Single/Double Density)

Disk drive usage

Because the File-Fax program is com-
pletely memory-resident, all drives can be
used for data disks; the primary disk is the
disk located in the drive to the left.

You must never remove a disk from a
drive unless you are in a menu screen.
Doing so may cause damage to your
database.

File-Fax will always leave the last disk
accessed ON for a few extra seconds so
that the disks don’t have to be repeti-
tively started up if rapidly used. However,
when File-Fax is waiting to printinforma-
tion to your printer (see below), it does
not pay attention to the disks and they
may stay on if your printer is jammed or
turned off. Therefore, if you are having
problems with your printer and want to
start over, but are hesitant because the
disk light is on, carefully open the drives
and remove the disks before turning the
Osborne off. You will not lose any part of
your data base.

File-Fax always uses the Osborne in
single density mode; although File-Fax
will operate on a double density machine.

Cursor keys

In order to use any of the cursor or other
editing commands explained later in this
manual, you will have to press a com-
bination of two keys: CTRL and a letter.
Since the Osborne does have some special
keys, however, a few of these commands
are directly accessible, without pressing
the CTRL key:

FUNCTION OSBORNE FILE-FAX

OR USE KEY EQUIVALENT
Field start/

blank line [ ctrl B

Cursor left - ctrlH

Cursor right - ctrlU

Cursor up t ctrl E

Cursor down | ctrl C

Forward Tab TAB ctrl F

Printerselection (DEFINE SYSTEM
CHARACTERISTICS)

The printer selection number becomes
the number of the physical device as-
signed to the console, to which File-Fax
sends printouts. The possible numbers
and their meanings are:

Printer Where printouts
Selection will be sent...

1 Serial port: RS232C or Modem
2 Parallel port (Centronics)

3 IEEE port

15
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OSBORNE 1

If you connect your printer through the
serial port, most Osborne computers
require that the printer be set up for 8 bit
data, otherwise you will be treated with
reams of gibberish. In addition, make
sure that the printer and the computer
are operating at the same baud rate. Use
the Osborne CP/M program SETUP to
alter the Osborne’s baud rate; most
printers will have tiny switches some-
where inside or in back which control
which baud rate the printer uses (remem-
ber that most printers only look at their
switches when first turned on; subse-
quent alterations are ignored!)

If you are using a baud rate which is
faster than your printer, then it will be
necessary to set up a “protocol” which
will allow the printer to tell the computer
to stop momentarily so it can catch up. Of
the three serial protocols usually used
(ETX/ACK, Xon/Xoff, and Data Terminal
Ready) the Osborne will automatically
respond to the latter, so if your printer
can use the DTR protocol, you may use it
to obtain higher baud rates and increase
the “throughput” of your computer/
printer combination. If your printer can-
not use the DTR protocol, then you will
have to use a baud rate that is slow
enough so that the Osborne cannot
possibly exceed the printer’s speed.

The Centronics option will allow you to
print to a Centronics-type printer using a
special cable connected to the parallel
port.

Although File-Fax allows you to specify
IEEE output, Osborne has had a few
difficulties with their |IEEE interface and
its use is not recommended.

For more information, see the IOBYTE
description in your Osborne reference
guide.

If you are trying to suspend or kill a
printout by pressing the space bar or the
ESC key, respectively, you will have to
keep the key depressed until the com-
puter notices it. This applies to stopping
the sort as well.

Copying disks

File-Fax’s built-in copy program will auto-
matically format the copy disk, before
writing the contents of the other disk
onto it. After using the copy program,
you can copy more disks or return to the
main menu by pressing the ESC key.

Note, however, that the Osborne version
of File-Fax is copyable.

RESET key

The RESET key may not always reboot
the computer under File-Fax, though it
will always succeed in destroying what
you are doing, including perhaps the
information in your data base. If you
want to stop File-Fax, get into a menu
screen (by pressing ESC once or more)
and turn the computer off. Then you may
turn the computer back on if you wish to
use another program.



CHAPTER 5
L ]

TUTORIAL:
CREATING AN APPLICATION

r N\ | 5.1
TUTORIAL
INTRODUCTION

\Welcome To File-Fax!

- S This tutorial will teach you how to create
a database application.

/ \ Throughout this manual, we will use this

figure as a graphic representation of the
computer screen.




5.2
STARTING THE
SYSTEM

We wiill start with your computer system
turned-OFF. For this tutorial, you will
need two disks: The File-Fax Master Disk
and a blank disk to store the application
that you will create. We will call this
blank disk the Data Disk.

Insert the File-Fax Master Disk into disk
drive 1 (or Disk Drive A, depending upon
your computer).

Turnyour computer system on, following
your computer’s turning-on sequence.

When this screen appears, it means that
the File-Fax program has been auto-
matically loaded into the computer’s
memory. The program is campletely mem-
ory resident (i.e. the whole File-Fax pro-
gram is contained in your computer’s
memory).

TMQ SOFTWARE PRESENTS:

E

RELEASE TWO
COPYRIGHT (C) 1981, 1982
OMNIWARE INCORPORATED.
SERIAL NUMBER: SAMPLE
PRESS ANY KEY TO START
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Now, remove the File-Fax Master Disk.
You will not need the Master Disk any-
more as long as the computer remains
turned on.

Insert the blank Data Disk into Drive 1.
You must remember that File-Fax will
format the Data Disk automatically when
it creates an application, and this can
destroy any file or program that you may
have on the Data Disk. So, be sure that
you are using a blank disk.

The bottom of the screen says: PRESS
ANY KEY TO START

Now press any key. This screen will
now appear.



5.3
MAIN MENU SCREEN

This is the MENU SCREEN. The MENU
SCREEN gives you a selection of com-
mands which you can make by typing the
designated letter (A - K).

Do not press any key yet. At this
point, just learn to recognize the Menu
Screen.

The following is a brief description of the
commands in the Menu Screen:

A. DATAENTRYAND RETRIEVAL—
After an application has been created
and the system characteristics have been
defined, this command will allow you to
enter, change, delete, or display the data
stored inyour database file. This command
also allows you to query or print reports.
Sorting is also accomplished under this
command. This will be explained in more
detail in future chapters.

B. DEFINE SYSTEM CHARACTER-
ISTICS—This command allows you to
select the characteristics that define the
entry of data, the printing of reports, and
the characteristics of your printer.

C. CATALOG A DISK—This command
allows you to catalog or make a list of the
application and report files on your data-
base disk(s).

20
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D. PRINT AN APPLICATION
SCREEN—VWith this command, your
printer will make a hard copy of the
application screen.

E. COPY A DISK—This command is
used to make copies, for back-ups, of
your database disks.

F. CREATE AN APPLICATION—
File-Fax requires that you create an appli-
cation before you attempt to use File-Fax
to store and retrieve information. Selec-
tion F is used to create such an appli-
cation.

G. MODIFY AN APPLICATION—
This command is used to modify the

attributes that you have defined for your
database application. The sort levels may
also be changed here.

H. EXPAND AN APPLICATION—
Expanding an application means the addi-
tion of one or more disks to your database.
To expand an application, you need one
disk drive for each of your additional
disk(s). Expanding an application gives
you more storage space.

I. CREATE A REPORT—This com-
mand allows you to create a report. You
will design the format of the report. File-
Fax allows you to store up to four report
formats on your primary disk (the data
disk located in drive 1) .

J. MODIFY A REPORT—This com-
mand allows you to modify a specific
report that you already have on your
primary disk.

K. DELETE A REPORT—This com-
mand allows you to permanently delete a
report from your primary disk.

Using the Menu Screen, we can now
create a database application:

We want to create an application, so,
press F.

This single-letter response gives File-Fax
the command to create an application.
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This screen will appear after you have
pressed F while you were in the Menu
Screen:

Study this screen. It gives you two
options:

1. Ifyou already have an existing database
application, it gives you the option of
editing an existing screen format to use
when creating a new database.

2. To create a new application from
scratch.

For this example, we want to create a
new application from scratch.

The cursor is blinking on the first field.
Press RETURN to move the cursor to
the next field, which allows you to enter
the name of the new application that you

are creating.

After you have pressed the RETURN key,
the cursor should be at the second field.

22

( CREATE AN APPLICATION \

IF YOU WISH TO EDIT AN EXISTING APPLICA-
TION, PLEASE INSERT ITS PRIMARY DISK IN
DRIVE ONE AND ENTER ITS NAME BELOW.

NAME [m ]

PLEASE ENTER THE NAME OF THE APPLICATION
TO BE CREATED:

NAME [ ]

\_ J
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r CREATE AN APPLICATION \

IF YOU WISH TO EDIT AN EXISTING APPLICA-
TION, PLEASE INSERT ITS PRIMARY DISK IN
DRIVE ONE AND ENTER ITS NAME BELOW.

NAME [ ]

PLEASE ENTER THE NAME OF THE APPLICATION
TO BE CREATED:

NAME [TESTH ]

- J
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Type TEST. This will be the name of your
sample database application. Now, your
screen will ook like this.

After typing TEST, press the RETURN
Key.
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54
DATA ENTRY SCREEN

After pressing the RETURN key, this
screen will appear.

This is the DATA ENTRY SCREEN. It is
your working space, like a blank sheet of
paper. On this screen, using certain
keyboard functions, you will design the
format of your database. It is not difficult
and can easily be learned. You will be
thoroughly guided by the manual and
the screen.

To access a Help Screen in File-Fax, press
both the CTRL and G keys.

The CTRL key is on the left of the
keyboard, next to the SHIFT key.
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KILL A LINE LINE INSERT
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MISCELLANEOUS COMMANDS
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HELP 4 EXIT QuIT

PRESS ANY KEY TO CONTINUE
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The CTRL key is used like a SHIFT key. For
this example, to get help from File-Fax,
you should hold down the CTRL key
and press the G key. (The conventional
notation for what you just did is “CTRL-
G”). When this notation is used next
time, you will know what to do.

After pressing a CTRL-G, this screen will
appear.
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5.5
CURSOR COMMAND
SCREEN

This screen is called the CURSOR COM-
MAND SCREEN. It is one of your Help
Screens.

WARNING! Do not press the ESC
key while the Help Screen is dis-
played. Doing this will erase everything
you have created on the data screen, and
you will have to start over again.

The CTRL key is used with every character
on this screen.

Study the CURSOR COMMANDS. These
keys (with the use of the CTRL key) will
move the cursor around the screen. Note
that the direction of movement for these
keys is arranged relative to the D key.

Xmg
<7z

E
D
C

CTRL-D = This will move the cursor to
the HOME position. The Home position
is on the upper left-hand corner of the
screen.

CTRL-E = This will move the cursor one
line upward.
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r CURSOR COMMANDS
UP LEFT 3 up [ UP RIGHT
BACKTAB [s] HOME [J FORWARD TAB
DOWN LEFT (¢ DOWN | DOWN RIGHT
EDITING COMMANDS

[ OMIT A CHARACTER [J PUSH RIGHT

I3 KILL A LINE (& LINE INSERT

&) ADJUST TO CENTER ] ERASE TO END
MISCELLANEOUS COMMANDS

(N NORMAL ] BRACKET INVERSE
¢l HELP M4 EXIT Quit

PRESS ANY KEY TO CONTINUE

\_ J
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CTRL-C = This will move the cursor one
line downward.

CTRL-S = Back Tab. This will move the
cursor one zone (8 spaces) backwards.

CTRL-F = Forward Tab. This will move
the cursor one zone (8 spaces) forwards.

CTRL-W = This will move the cursor
one line upward and one space back. The
total movement is diagonally to the left
from the cursor position. Note the letter-
pattern displayed previously, and see
how the direction of the cursor movement
corresponds to the position of W relative
to the position of D.
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CURSOR COMMANDS

UP LEFT q uP @ UP RIGHT
BACKTAB [ HOME [§ FORWARD TAB
DOWN LEFT [ DOWN | DOWN RIGHT

EDITING COMMANDS

OMIT A CHARACTER [J PUSH RIGHT
KILL A LINE @ LINE INSERT
ADJUST TO CENTER f] ERASE TO END

MISCELLANEOUS COMMANDS
NORMAL BRACKET INVERSE
EXIT QuIt

HELP
PRESS ANY KEY TO CONTINUE

J

4
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CTRL-R = This will move the cursor
one line upward and one space forward.
Again, see the letter-pattern.

CTRL-X = This will move the cursor one
line downward and one space back-
ward.

CTRL-V = This will move the cursor
one line downward and one space
forward.

It is helpful to remember the letter-
pattern, because it corresponds to the
cursor movement direction.

Now, press the SPACE BAR. This will
bring you back to your blank Data Screen.
Practice moving the cursor around to
familiarize yourself with all the cursor’
movement commands.

After you have practiced moving the
cursor around the screen, press CTRL-
D to move the cursor to the Home
position.
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Note the messages at the bottom of the
screen. The numbers after LINE and
COLUMN indicate the current line and
column of the cursor positon. After
MODE:, it says NORMAL. This means
thatyou are now in the NORMAL screen
print mode. The other available mode is
the INVERSE screen print mode, where
the characters appear dark in a light
background.* Press CTRL-I to get into
the INVERSE mode and the word IN-
VERTED will appear after MODE:. Press
CTRL-N and you are back to the NOR-
MAL mode again.

Now, press CTRL-D to return to Home
position. Press CTRL-J to erase any char-
acters you may have typed from the
cursor to the end of the line.

File-Fax has special uses for the Ist and
24th line on the screen. The Ist line is
reserved for a title. No fields may be
placed on the first line. The 24th or
last line is the message line. This line will
be used by File-Fax to display certain
information or error messages.

For this example, the practice title will be
TEST PROGRAM. So, type in the title (do
not press the RETURN key), and press
CTRL-A. The title that you typed will be
adjusted to the center. Pressing CTRL-A
will center any line that the cursor is on.

This is what should show up on the
screen.
*See Chapter 4 for exceptions.
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5.6
EDITING COMMANDS

Press CTRL-G and you will return to the
Help Screen.

Under Editing Commands, here are Con-
trol Characters which are used to edit
your program.

CTRL-A = Thiscommand centers a line
on the screen. It is often used for titles.

CTRL-P = This command moves all
characters under and to the right of the
cursor to the right.

CTRL-O = This command omits the
character or blank space under the cursor.
This allows you to move words or letters
to the left. To do so, station the cursor to
the left of the words you wish to move
and press CTRL-O until you find the best
location.

CTRL-J = This command wiill erase all
letters and words to the right of and
under the cursor. This is useful when you
want to erase the last segments of your
lines.

CTRL-K = This command deletes a line.
When the cursor is at any pointon a line,
CTRL-K will erase the entire line and
move the lines below it up one.
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CTRL-L = This command allows you to
insert a line between two lines. When
the cursor is at any point on a line,
pressing CTRL-L will move that line down,
leaving a blank line in its place for you to
work on. By moving down one line, you
are also moving all the lines below it. Be
sure thatyou will notlose a line at
the bottom of the screen when
using CTRL-L.
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CURSOR COMMANDS
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5.7
MISCELLANEQOUS
COMMANDS

You must also use the CTRL key for these
commands:

CTRL-Q = Same effect as ESC key. This
command is used to exit from the current
form design and return to the previous
screen.

WARNING! Execution of this command
will destroy all design work done on the
form.

CTRL-Z = This command is used to exit
from a data entry screen when you have
completed its design, and saves the work
done.

CTRL-G = This command will display a
Help Screen. File-Fax has several Help
Screens for different points in the pro-
gram. When you want to leave the Help
Screen and go back to the screen you
were on just before you pressed CTRL-G,
simply press any key (EXCEPT the ESC
key). Pressing the ESC key while a help
screenis displayed has the same effect as
pressing the space bar and then the ESC
key.

Press the SPACE BAR. This will bring
you back to your Data Entry Screen.
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5.8
OTHER USEFUL KEYS

ESC KEY

The ESC key is used to exit from the
current form design and return to the
previous screen. It has the same effect as

@ TEST PROGRAM

CTRL-Q.
Here is something to remember when LINE: 1 COLUMN: 13 MODE: -NORMAL-
you will be creating your own database . Y,

later. If you get to this point and decide
that you want to abort what you are
doing, pressing the ESC key will stop this / §\
process and bring you back to the Create

an Application Screen. Pressing the ESC
key once more will bring you back to the
Main Menu. DO NOT DO THIS NOW/!

WARNING! Pressing the ESC key will-
destroy all design work done on the
form.

RETURN KEY
The Return key will advance the cursor to
the beginning of the next line.

—>-FORWARD ARROW KEY
Pressing this key will move the cursor
forward one space without destroying
the character it crosses.

---BACK ARROW KEY

Pressing this key will move the cursor
back one space without destroying the
character it crosses.
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LINE: 1 COLUMN: 13

( B TEST PROGRAM \

MODE: -NORMAJ
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5.9
DEFINING FIELDS

Let us define a field at this point as a
certain number of spaces that will contain
information you will put into the data-
base.

Now we must learn how to define a field
{or how to allocate a specific number of
spaces for a specific type of information).
We will call this field an INPUT FIELD,
because it refers to an area of the screen
where you will type in information to be
filed in your database.

File-Fax uses five characters to specify

“fields. These are:

—_—

. [ Open Bracket*

. ] Close Bracket*

< Less-Than Sign

> Greater-Than Sign
. # Pound Sign

ahwN

THE OPEN AND CLOSE
BRACKETS [ ]:

The brackets are used to define an Input
Field. The Input Field includes only
the spaces between the brackets.

* See Chapter 4 for exceptions.
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Now, move the cursor to line 3 column 4

(remember your cursor movement com-
mands) and type in LAST NAME.
’ ( TEST PROGRAM \
LAST NAMER
LINE: 3 COLUMN: 13 MODE: -NORMAL-

4 )
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LINE: 3 COLUMN: 36

TEST PROGRAM

LAST NAME [

MODE: -NORMAL-

m

J

4

=

Press the SPACE BAR to move to column
14. Now, type the [ key. This will place an
open bracket ([) on the screen. Space over
to column 35 {you can tell when you
have reached there by watching the
column count on the bottom line of your
screen). Press the ] key. This will place a
close bracket ] on the screen. You have
Just defined a 20-character Input Field
(the space between 14 and 35 less the 2
spaces for the brackets).

Now, press the RETURN key twice to
move to line 5. Space over to column 3
and type in FIRST NAME. Leave a space
after that. Press the [ key to get an open
bracket. Space over to column 25. Press
the ] key to get a close bracket. You have
Jjust defined a 10-character Input field.
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Your screen should look like this:

< > USING THE LESS THAN AND
GREATER THAN SIGNS TO DEFINE
FIELDS:

The < and > signs work like the brackets
{[]). The main difference is that the < and
> signs will not appear on the screen
when the application s later used, unlike
the brackets. The other difference is the
length of the field. With the brackets, an
input field only occupies the space be-
tween them. However, when used, the <
and > signs become part of the input field
instead of appearing on the screen. For
example, the length of a field created by
typing [, space, and ] is one character; the
length of another created by typing <,
space, and > is three.

Let us define a phone number field and a
date field to demonstrate the use of the <
and the > signs in defining fields.

Press RETURN to move the cursor to line
8. Space over to column 8 and type
PHONE. Leave a space and type an open
parenthesis. Then type a < sign, leave one
space and type in a > sign, followed by a
close parenthesis. This represents the
Area Code field. It is'3 characters long,
because the spaces occupied by the <
and > signs count as part of the Area
Code field.
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( TEST PROGRAM N

LAST NAME [ ]
FIRST NAME [ il

LINE: 5 COLUMN: 26

MODE: »NORMAJ

4 )

Press the SPACE BAR once and type in a <
sign, leave one space, then type the >
sign. Type in a dash (-), another < sign,
leave two spaces, and type in the > sign.
This completes the Telephone Number
field. File-Fax recognizes this as three
separate fields because there are three
pairs of < and > used.

So, on the screen, your Telephone Num-
ber Field should look like this:

PHONE (< >) < >-< >



4 N\
TEST PROGRAM
LAST NAME [
FIRST NAME [ 1
PHONE (< >)< >-< > W
LINE: 8 COLUMN: 28 MODE:»NORMALJ-

4

3

Now move to line 10, column 3. Type in
DATE HIRED. Leave a space and type in
the Date Field as follows:

DATE HIRED <> /<> /<>,

Next, move the cursor to line 12, column
7 and type in SALARY. Leave a space and
type in a dollar sign ($), followed by a <
sign. Type in six spaces, and then type the
> sign. The > sign should be at line 12,
column 22. The Salary Field should look
like this:

SALARY $< >
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This is how the screen should be at this
point.

THE # SIGN:

The pound sign (# ) is used to designate a
single-character input field. Itis commonly
used for Y or N input.

Move the cursor to line 17, column 3 and
type PRESENTLY EMPLOYED (Y/N). Leave
a space, and type in the # sign.

Your new entry should look like this:

PRESENTLY EMPLOYED (Y/N) #

At this point, you have completed the
process of defining your fields. The neces-
sary number of spaces have been allocated
for each particular field.
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LINE: 177 COLUMN: 29

TEST PROGRAM

LAST NAME [
FIRST NAME [ ]

PHONE (< >)< >-< >
DATE HIRED  <>/<>/<>
SALARY §< >

PRESENTLY EMPLOYED (Y/N) # @

MODE: -NOHMAj

4

=~

When you prepare your own database
later, anticipate the number of spaces
you will need for each field, and allocate
for the maximum anticipated number of
spaces.

Your screen should now look like this.

Functionally, you are through defining
the fields. Now let us make our screen
design a little more attractive.

Move the cursor up to line 9 and press
CTRL-L once. This will insert a line. Then
move the cursor to line 12 and again type
CTRL-L. Move the cursor to line 15 and
type in CTRL-K twice. You will note that
this deletes lines while moving the bottom
lines up.

Now your screen design looks nicer.

To move on to the next stage of the
database application development, press
CTRL-2Z.

File-Fax has a built in error handling
function which will check for errors in the
screen you have just developed. If you
have made any errors, File-Fax will place
the cursor at the point where the error
occurred and display an appropriate error
message at the bottom of the screen.
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DEFINE ATTRIBUTES

-

DEFINE ATTRIBUTES

LAsT NAME [ [N |

FIRST NAME [ ]

PHONE (< >) < >-< >

DATE HIRED <>/<>/<>

SALARY §< >

PRESENTLY EMPLOYED (Y/N) #

<AZ YN BL +- DP 09 VN DC LJ RJ

~

4

6

An attribute is a description of the infor-
mation which you may enter in a given
field. Attributes include such designations
as whether a field will contain alphabetic
characters, numeric characters, etc. File-
Fax now allows you to assign attributes
to each of the fields you have defined.

Notice the pairs of characters at the
bottom of the screen. They represent
different attributes that can be assigned
to each field. In order, you have AZ, YN,
BL, +-, DP, 09, VN, DC, LJ, RJ.

The first six attributes control the type of
characters that can be entered into a
field. If none of these attributes are set,
then any character (other than control
characters) can be entered into your
database in that particular field.
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6.1
CHARACTER
ATTRIBUTES

AZ—Alphabetic characters. These in-
clude any letters A through Z, but do not
include blanks.

YN—allows “Y” or “N” to be typed. If
you have defined a field that can be
answered with either a Y or N (YES or
NO), then this attribute may help.

BL—BIlank. Setting this attribute will
allow a blank space to be typed into a
field. It is highly recommended that you
allow blank spaces for every field you
define. If you do not allow blank spaces,
then every position in the field must
contain a character.

+-—This allows either the plus or minus
sign to be typed.

DP—Decimal point. Allows “.” to be
typed.

09—Allows the digits 0-9 to be typed.
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LAsT NAME [ [N |

FIRST NAME [ 1
PHONE (< >) < >-< >

DATE HIRED <>/<>/<>
SALARY §<

PRESENTLY EMPLOYED (Y/N) #

<AZ YN BL +-DP 09 VNDC LJRJ........
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6.2
FIELD
ATTRIBUTES

The next two attributes describe the
entire field. After you enter information
into the field, the following attributes
will be checked if they are set.

VN - VALID NUMBER. This checks
the validity of the number that was input
into the field. For example, if “+-" was
set, only one of these characters would
be allowed in front of the numbers. If
“DP” was set, only one “.” would be
allowed. No spaces can occur between
digits in a field. If a field is to be used in
sub-totals or totals in your reports, “VN"
must be set. Setting this attribute will set
the following attributes automatically:
“BL”, “09", and “RJ".

DC - DOLLARS AND CENTS. This
checks for the valid entry of a money field.
It does not allow fractions of a penny to
be input. Setting this attribute will set the
following attributes automatically: “BL",
“DP”, “09”, “VN", “LJ” and “RJ" (“LJ"
and “RJ” will be reviewed later).

Setting the “DC" attribute assumes a two
digit entry past the decimal point. If you
enter a number (say 56) followed by the
return key, then File-Fax will add a “.00”
onto the number (56.00). File-Fax wiill
make sure the number always contains
two decimal places. If you enter 6.3, File-
Fax will give you 6.30.
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6.3
JUSTIFICATION
ATTRIBUTES

The last two attributes involve the justifi-
cation of a field.

LJ—Left justify the contents of a field.

RJ—Right justify the contents of a field.

The left justify command will take the
information in a field and place it up
against the left end of the field. The right
Justify command will take the information
in a field and place it up against the right
end of the field.

If a field is specified as only LJ or RJ, then
any character can be input into the field.
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6.4
SETTING
ATTRIBUTES

Notice how the first field is in inverse
video. This indicates that you are ready to
set the attributes for the first field.

The procedure for setting the attributes is
to move the cursor at the bottom of the
screen over the attribute you wish to set.
Then the RETURN KEY is used to set the
attribute. The special keys used to move
the cursor are documented on the HELP
screen.

Press CTRL G to get the HELP screen.
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This screen is different from the help
screen you used to develop your data
entry screen. The help screen displayed
when you press CTRL G will always
reflect the stage of File-Fax you are in.

THE SPECIAL KEYS YOU NEED TO
LEARN ARE AS FOLLOWS:
Pressing the dot or greater than (>)
key will move the cursor to the right. If
this key is pressed when the cursor is
sitting on“'RJ”, then the cursor will wrap
around to “AZ".

Pressing the comma or less than (<)
key will move the cursor to the left.

The RETURN key is used to set an
attribute. When the attribute is set, it will
be displayed in inverse video.

The space bar can be used to erase an
attribute if it is set by accident. Using the
Space Bar to advance the cursor (instead
of the “>"" key| is fine, but be careful not
to wipe out any attributes you want to
be set.

Pressing the forward arrow key will
advance you to the next field to set its
attributes. The back arrow key can be
used to view the attributes of previous
fields.
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CTRL Q or the ESC Key can be used to
end setting the attributes and return to
the Data Entry screen. If CTRL Q is
pressed, however, the attributes that
you have set will be erased.

Press the space bar to return to the
DEFINE ATTRIBUTES screen.
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The first field should still be displayed in
inverse video. Use the space bar to move
the cursor to “LJ”. We used the space bar
instead of the “>" key because it was
easier, and no set attributes were erased.
Press RETURN to set the “LJ” attribute.
Setting “LJ" allows us to enter any char-
acter into the field.

This is the first field, and also the primary
key. It is recommended that the key field
be left justified to make it easier to query
information from the database. However,
if your primary key is a number, then you
may wish to right justify (“RJ") the field.
The reasons for this will become apparent
when you review the query section.

Now press the forward arrow key to
advance to the next field.

You are going to set the “LJ” attribute on
this field also. To move back to “LJ”, press
the “<” key. Now press the RETURN key
to setit.

Press the forward arrow to advance to
the next field.
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Since the area code is a numeric field, you
will set “09”. “BL"” should also be set to
allow blanks to be entered. If “BL” was
not set, and you didn’'t know the area
code for one record, then you would be
required to enter a number in each space
of the area code field. Set “09” and “BL"
for the area code field.

Press the forward arrow key and set the
attributes “AZ”, “BL” and “09” for this
field. Press the forward arrow key again
and set “BL"” and “09” which completes
the telephone number.

Press the forward arrow key to move to
the month field in the “date hired” line.
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For this field, you will probably want to
set“BL”, “09"” and “RJ”. Move to the next
field and again set “BL", “09” and “RJ".
The year field need only be set to “09”
and “BL".

Press the forward arrow key to move to
the salary field.
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Press the space bar to move to “DC” and
press RETURN to set the attribute. Notice
how the “BL”, “DP”, “09”, “VN", “LJ”
and “RJ” attributes are also set. You may
wish to set the “+-"" attribute if you need
to entera “+" or “-" for your application.

When the “DC” attribute is set, all
the attributes set with it are forced
on. If you turn them off without turning
off the “"DC" attribute, they will still be
set internally.

For our last field, set the “YN" and “BL”
attributes. The “YN" attribute allows only
the characters “Y” and “N" to be input.
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r DEFINE ATTRIBUTES

LAST NAME [
FIRST NAME [ ]

PHONE (< >) < >-< >
DATE HIRED <>/<>/<>
SALARY §<

PRESENTLY EMPLOYED (Y/N) [
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6.5
SETTING THE
8 LEVEL SORT

The data stored in the database is kept in
alphabetical (or numeric) order by the
primary key. The primary key is the first
field defined on your Data Entry Screen.
Here the primary key is LAST NAME.

However, whenyou print a report (to the
screen or to the printer), you have the
option of printing the report in primary
key order or a secondary order you can
now define. To place the data in this
secondary order, File-Fax has to SORT
the data before it prints the report.

This sort can have up to 8 levels.
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Let’'s set up a three level sort where
SALARY wiill be the first level, LAST NAME
will be the second level, and FIRST NAME
will be the third level. Consequently,
records will be sorted by SALARY; for
those records where the salaries are the
same, the records will be further sorted
as in a telephone book.

The procedure for setting the sort levels is
similar to setting the attributes. In fact, it
can be done at the same time. The arrow
keys are used to place the cursor over the
field you wish to set. Then, by pressing a
number between 1 and 8, you can set the
level you wish for that field. The number
will appear in inverse video over one of
the dots located at the bottom right hand
side of the screen.
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Use the arrow keys to place the cursor on
the SALARY Field and press the 1 key.
Notice the 1 that appeared over the first
dot.

Now place the cursor on the field for
LAST NAME. Press the 2 key. Move the
cursor to the FIRST NAME field and press
the 3 key.

You have just set up a 3 level sort.

When a report is printed using this sort,
records will be listed from lowest salary
to highest salary. If more than one record
has the same salary, for those records the
last name will be in alphabetical order.
The same holds true for first name if there
is more than one record whose salary
and last name are the same. This is what
is meant by a 3 level sort.

The sort levels and the attributes
can always be changed using op-
tion G on the main menu: MODIFY
AN APPLICATION. This is explained
in Chapter 7.
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SPECIAL KEYS
There are two commands that can be
used when setting the sort levels.

CTRL-O = Omit the field from the sort. If
a field has a number assigned to it in the
sort, pressing CTRL-O will omit that field
from the sort. If there are higher numbers
assigned than the sort level being omitted,
those numbers will be shifted lower by 1
level.

CTRL-P = Push the sort levels 1 level
higher. If you wish to insert a field as sort
level 2 when 2, 3 and 4 have already
been assigned, placing the cursor on the
field thatis presently set to 2 and pressing
CTRL-P will move all the sort levels up
one level.

CTRL-Z is used to exit this screen.

Press CTRL-Z to continue.
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/ CREATE AN APPLICATION )

THE FOLLOWING TABLE SHOWS THE RECORD
CAPACITY OF VARIOUS DISK CONFIGURATIONS.

DISKS RECORDS !I  DISKS RECORDS
"

1 2130 " 2 4429

PLEASE ENTER THE NUMBER OF DISKS THAT YOU
WISH FOR THE NEW APPLICATION: B /

4 3

6.6
CREATING THE
DATABASE

This screen may be different depending
on the computer system you are using.
Chapter 4 explains how many disk drives
your computer system can utilize for File-
Fax. This will determine the number of
disks displayed on this screen.

The number of records that can be stored
on a disk will also vary, according to the
computer system you are using.

Remember, the ESC key can be used here
to return to the DEFINE ATTRIBUTES
Screen.

For now, you will want to allocate 1 disk
to the storage of your database. You can
always expand the data base to include
other disks in the future.

After you have entered the number of
disks {press “1”), you will be asked to
insert each of those disks into its correct
drive. See Chapter 4 for the correct
drive(s) to use.
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The disk that you will use to record your
database should now be placed into
drive 1. The warning message on the
screen warns you that the information
already on the disk (if any) will be totally
destroyed. File-Fax will format the disk
and place the necessary information
about your application onto the disk. This
disk is called the primary disk for this
reason.

When your disk is inserted, press the
“Y” key to start the creation process.
This process will take several seconds.
The main menu will appear when the
creation process is complete.
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( CREATE AN APPLICATION

PLEASE INSERT EACH OF THE DISKS FOR THIS
APPLICATION IN ITS DESIGNATED DRIVE.

ERWARNINGER

ALL INFORMATION STORED ON EACH DISK WILL
BE ERASED.

IS EACH INSERTED YET? B
\_ _J

4 A




CHAPTER

MODIFY AN
APPLICATION

( FILEFAX 2 MAIN MENU

>

. DATA ENTRY AND RETRIEVAL

UTILITIES

. DEFINE SYSTEM CHARACTERISTICS

. CATALOG A DISK

. PRINT AN APPLICATION SCREEN
COPY A DISK

moow

APPLICATIONS REPORT FORMATS

F. CREATE I. CREATE
G. MODIFY J. MODIFY
H. EXPAND K. DELETE

& PLEASE ENTER YOUR SELECTION: B

N

J

4

\

Pressing option G on the main menu
allows you to modify the attributes and
the sort levels for the fields in a specific
application. Once the changes have been
made, pressing CTRL Z wiill record the
changes on the primary disk.

For example, this option is useful should
you forget to allow blanks in a field. You
can quickly change the attributes for that
field to allow blanks without destroying
any of the information in your database.

Should you need to sort the database
using different criteria than those pre-
viously used, this option allows you to do

.SO.
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CHAPTER

SETTING SYSTEM
CHARACTERISTICS

FILEFAX 2 MAIN MENU

>

. DATA ENTRY AND RETRIEVAL

UTILITIES

. DEFINE SYSTEM CHARACTERISTICS
. CATALOG A DISK

. PRINT AN APPLICATION SCREEN

. COPY A DISK

moow

APPLICATIONS REPORT FORMATS

F. CREATE I. CREATE
G. MODIFY J. MODIFY
H. EXPAND K. DELETE

‘ PLEASE ENTER YOUR SELECTION: B J

( 3

Now that you have created the primary
disk for your application, you must first
define the system characteristics before
you can run the system.

Press “B” to define the system charac-
teristics.
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On this screen, File-Fax will print the
name of the application you have just
created. If the name is different, or the
first field is blank, type in the correct
name and be sure the disk is inserted
properly. Press return to move to the next
field. Answer yes (“Y") and continue.
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r DEFINE SYSTEM CHARACTERISTICS \

AFTER INSERTING THE PRIMARY APPLICATION
DISK IN DRIVE ONE, PLEASE ENTER THE NAME OF
THE APPLICATION WHOSE CHARACTERISTICS
ARE TO BE DEFINED BELOW.

NAME: [[EST ]H

.

IS THE DISK INSERTED YET? ___ J
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PRINTER CHARACTERISTICS

DO BLANK LINES PRINT? .....
AUTO CRON FULLLINES? ...........
FORM FEED COMMAND SUPPORTED?

PRINTER SELECTION .........................
SPECIAL: 0 0 0 0 ] 0 ]

r DATA ENTRY CHARACTERISTICS \

VERIFY RECORDS ON ENTRY? ................ w

DEFAULT TO PREVIOUS DATA? ..............
REPORT CHARACTERISTICS

NEW PAGE AFTER EACH SUBTOTAL? ........ N

COMPRESS TRAILING SPACES? (FOR LABELS) N

ON THE PAGE TO BE USED
COLUMNS ............ 0 ... 0
LINES ................. 66 .... . 60

4 A

The screen that should be displayed is the
system parameter screen. On this screen
you will be able to define parameters
concerning the input of information, the
printing of reports, and your printer’s
specifications. The cursor should be sit-
ting on the first field. Below is a descrip-
tion of the parameters on this screen that
can be set.

These parameters may be changed at any
time in the future.

DATA ENTRY CHARACTERISTICS

These are two very useful devices for
entering records. Verifying records allows
you to review each record after you enter
it onto the screen, before you instruct
File-Fax to acceptit onto the disk. It does
this by requiring you to press the RETURN
key to accept the displayed information.
If any other key is pressed, File-Fax will
allow you to edit the information. With-
out this feature, File-Fax will store your
record immediately after you complete
the last field. If you want very rapid entry,
you may say no (“N") to this feature. For
more careful entry you should request
this feature. For now, type “Y” over the
“N" that is displayed for this question.
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Default to previous data is useful if you
are entering records with similar infor-
mation in them. Default allows you to
recall any or all of the information typed
into the previous record in any field by
pressing RETURN.

For example, if you are entering a group
of records with the same last name, press
RETURN whenever you are in the ‘last
name’ field. This will recall the entry that
was made in this field on the last record.
Typing any other information (including
spaces) into a field will cancel the default
value.

For now, answer yes (“Y”) into this field
and continue with the report character-
istics.
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VERIFY RECORDS ONENTRY? ................ Y
DEFAULT TO PREVIOUS DATA? ..............
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