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INTRODUCTION

Super Mailer + is probably the friendliest program that you will ever
encounter! All of the control commands are presented as screen
prompts, and are self-explanatory. In addition, you will find instruc-
tional screens available if desired. The menu options are logically ar-
ranged and broken down into sub-menus for clarity. Because of the
exceptional ease of use, we have adopted the following format to help
the new computer user. The experienced user will not need to read the
“Tutorial”’, and may skip to the ** Quick Reference’’ section.
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I. Super Mailer + is a versatile mailing-list manager/data-base pro-
gram. It offers more capabilities than any other available package. It is
powerful and flexible enough for a small business, yet simple to learn
so that anyone can use it.

II. This manual is designed for the first time data-base user, and
utilizes the example method of education. Those more familiar with
data base programs may wish to turn to the section entitled QUICK
REFERENCEE (this section will be very helpful for All Users once they
have mastered the basics of Super Mailer+).

III. The primary application of this program is as a mailing list
maintenance program, and our initial examples will be directed toward
that end. (See the section titled PROGRAM APPLICATIONS for

other suggested uses utilizing the ‘‘Re-definable fields”’).

IV. GETTING STARTED

A. Remove any cartridge from computer.

B. Turn on Drive 1 (and Drive 2, 3 and 4 if you will be using more
than 1 drive. 4 drives are supported.).

C. Insert Super Mailer+ Program Diskette into Drive 1.

D. Turn on Atari 850 Interface (or other printer interface).

E. Turn printer on.

F. Turn on Monitor or TV.

G. Turn Computer on, Drive 1 will activate, and the printer set-up
program will load (XL owners will have to hold down the [OPTION]
key while starting.)

Supermailer 2.0 has the capability to set up the program for any
printer that you may be using. The program will save this printer set-
up information on the master program disk, so you must not have a
“‘write protect’’ tab on it when you use this set-up program. 9 options
will be displayed:

¢ Use No. 1 for 80-column daisywheel (and other impact printers), or
dot matrix printers that are not capable of 16 CPI condensed print
mode.

® No. 2 through 4 are self-explanatory

® No. 5 is also used for the Atari 825 printer.

® No. 6 through 8 are self-explanatory.

® No. 9 is used to set up for any printer not already accounted for by
1 through 8, or if you wish to use type styles other than the ones that
we have selected as defaults for the individual printers.

NOTE: Your master program disk must be in drive 1.

If you select any option except No. 9, Drive 1 will activate and write
the proper codes directly to the master program disk. If you select op-
tion No. 9, you will be presented with a submenu:
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You must respond to the 3 items with the code that your particular
printer wants to use for turning on these functions (consult your
printer’s instruction manual).

e Item No. 1 will set up your printer for the printing of file copy and
3-across labels.

o Item No. 2 will return your printer to regular (default) type style

o Item No. 3 will set the type style for the heading of your file copy
(you may use bold, regular, italics or any other style that your printer
is capable of producing.

Once you have made your selection, simply hit [RETURN], and the
proper codes will be saved on your master disk. Remember: you must
NOT have a ““write protect’’ tab on your disk at this time.

The program will now continue to load, and unless you wish to change
the set-up codes, you can forget about this procedure (in fact, once
you have completed the set-up, the program loads without even show-
ing you the set-up menu!). Should you wish to change the codes at a
later date, you simply use Option ‘G’ of the main menu to re-enter
the set-up program and repeat the steps outlined above.

When you first boot Super Mailer + , You will see a menu that allows
you to choose between the four subprograms that comprise Super
Mailer+ . In order to access this menu after this first program run,
you must hold down the OPTION button while the program is
loading.

NAME Records \

INPUT SELECTION

?

Start or Add to Files
Search/Edit by NAME
Print Label or File Copy
Search on any field
Format Data Disk
Custom File Copy

Print a disk label
Re-label fields

* ok ok ok Kk ok Kk ok k

L | | B A 1}

ONOOPLWN -

Sort a file

Retrieve by code

Merge two Files

Delete Duplicates/Compress
Create Subfile

Build Pointer file

k Set Printer Type J

FOR OUR EXAMPLE, WE WILL ASSUME THE ROLE OF IN-
SURANCE AGENT.

OTMTMOOD>

[T T T T}




We wish to show personal concern and interest in our clients, so
with the help of Super Mailer + we will develop a mailing list of all
of our customers including their birthdays and other account infor-
mation. We will use this list to send them birthday greetings (with a
friendly reminder to review their coverage...of course), and to mail
other special literature about our services that may apply to their
lifestyles. . .

HERE IS HOW WE WILL DO IT:

1. Put a blank diskette into Drive 1 (Remove Program Disk) or
Drive 2 if using more than 1 drive.

2.. NOTE: The density of your Data Disk must be formatted the
same as your Program Disk on single drive systems.

3. Select Option 5 (FORMAT DATA DISK). [RETURN]. Follow
screen prompts. Wait for drive to stop.

4. Select Option 1 (START OR ADD TO FILES). [RETURN].
Follow screen prompts.

NOTE: You will see the message “BACK UP YOUR DATA
FILES!”’ momentarily appear on the screen...This is to remind you
of the importance of backing up ALL of your data disks! (This is
true of all programs, not just Super Mailer +!). To back up your
data disks, load ‘“DOS’’ and use the ‘““DUPE DISK’’ option.

SPECIAL NOTE: You may copy your program disk as a back up
should you crash Super Mailer + .

5. Type in the file name CUSTFILE. NOTE: The only characters
Atari DOS recognizes as valid characters in a filename are uppercase A
thru Z. Any other characters (such as spaces, periods, commas, etc
. . .) in the filename will cause the program to crash. No more than 8
characters can be used in the filename. Since Super Mailer + was writ-
ten to be compatiable with Atari DOS we must abide by their
guidelines. Please refer to your Atari DOS manual for further infor-
mation.

6. This is your ‘“‘Data Entry Template’’. At this point you will begin
to enter the data for our example. Please note that you MUST use the
[CTRL-X]key to end the LAST RECORD in the Add Mode . . .
Failure to do this may cause the LOSS OF ALL DATA added in this
session! There is a screen prompt that appears at the top of the screen
under the banner marked INSTRUCTIONS to remind you.

7. Enter this data line exactly as shown.

HIGGINS,MATT (you shouldn’t have to use the [SHIFT] key . . .
the computer should be locked in UPPERCASE. If not, hold down
[SHIFT] and press [CAPS-LOWR]. To return to lowercase, press
[CAPS-LOWR] again.) [RETURN].

NOTE: You may also use this field for a 4-line address or Company

name and you may choose to print it in any of 4 positions (see
paragraph 68c&68d).



(When you press [RETURN], you will notice the Name data line has
appeared in the Name field of the Data Entry Template. Continue to
enter the following data, pressing [RETURN] at the end of each data
line.

858 PEARL ST

EUGENE (the program inserts the comma)

OR (see paragraph 8 below)

97401

5034441212 (enter as a single 10-digit number . . . the program in-
serts dashes)

8. If you are like most of us, you are not sure of the Official Post Of-
fice 2-letter State Abbreviations. Well, let Super Mailer+ help you!
Simply enter [CTRL-S] [RETURN] when you are in the *‘State”’ field,
and you will be presented with a screen full of these very abbrevia-
tions! Press the [SPACE BAR]to return to Data Entry Mode.

9.The next data field is labeled Data. It may be used to enter any in-
formation about this particular record. For our example, we will
use it to record the policy number(s).

NOTE: This and the following field are both limited to 24
characters, so if the information to be entered is extensive, you
must set up a meaningful abbreviation code system and keep it with
your data disks so that the data will be consistent. See paragraph 11
for examples.

10. Enter this data.
POL#1234567
[RETURN].

11. We will now enter data into one of Super Mailer+’s most
useful features...The Special Code Field. This field allows you to
retreive information from your Data File based on up to 12 dif-
ferent Codes.We will use this field to encode the clients by marital
status/sex/birth-month & day/whether a homeowner or
renter/and type of insurance purchased through our agency. The
following is the abbreviation system developed for this application.
S =single

X =married

D =divorced

M =male

F =female

JAN,FEB,etc = birth month

1-31 =birth day

R =renter

O =homeowner

A =auto insurance



H =homeowners/renters insurance

T =term life insurance

W =whole life insurance

Z =special insurance/bonds/etc.

(You may also use longer codes if required, but remember... only
24 characters total including backslash (\) separators (see paragraph
12, below).

12. Here is how we will enter the Special Code data: (The order will
follow the top-to-bottom order above for convenience and clarity. but
the order is NOT important to Super Mailer+ . . . M\SEPA2\S\H\R\A\
is exactly the same as the example that we will type in).

Type this in exactly as shown. Separate each code with a backslash
(\). Leave NO SPACES between data. The backslashes (\ ) count as
characters deducted from our 24 character maximum.
S\M\SEP\2\ R\ A\ H\

[RETURN]

13. At this point you will be asked if you wish to edit All or Any of
the data in this record.

FILE: CUSTFILE ADD MODE
[ “INSTRUCTIONS** ]
100% Unused Space
ENTER OR TO EDIT RECORD
BEFORE ADDING TO FILE OR PRESS
RETURN] TO PROCESS AS IS.

NAME 1. HIGGINS, MATT

STREET 2. 858 PEARL ST
cITY 3: EUGENE _ STATE 7: OR
ZIP 4. 97401 .. PH#8: 503-555-1212
DATA 5 POL#1234567

CODE 6 S\M\SEP\2\R\A\H\ -

N J

14. Let us assume that we have misspelled the client’s first name. It
should have been MARTY (Not MATT).

15. You should enter[1] (for the Name Data Field). At this time you
will see the offending data line listed in the Data Input Window exactly
as it was entered originally. Use the Atari Screen Editing Keys (See
your Atari Basic Reference Manual pages 13-14, if you are unfamiliar
with these excellent tools), to correct the spelling error. [RETURN]. If
you wish to edit the entire record enter [E], and make your correc-
tions.



16. The corrected data will replace the old name, and if you have
made no other errors, exit for the next record entry by following the
prompts at the top of the screen (you press [RETURN] ).

17. At this time the screen will show a new blank Data Entry
Template. This is for our next record.

18. Now we will introduce you to another of Super Mailer + ’s helpful
features . . . Auto Data Repeat. If you have several records in a row
with shared data (e.g., same CITY, STATE, or ZIP) you may enter
this common data into the current record by pressing [CTRL-R}
[RETURN] in the appropriate field(s).

19. We will demonstrate this by entering the following data using
the same procedures as for the last record (paragraphs 6-16)
however, when we reach the CITY and STATE Data Fields, we will
press [CTRL-R] [RETURN] instead of entering the data in the
usual way.

RAMEY,PAT

76384 HILLS DR

EUGENE

OR

97405

5035552667

POL#A45698

D\RF\JAN\28\O\A\W\

20. You’ll notice that the required common data instantly appears
as required. This can be very helpful when you have many similar
records as in our example.

21. If you made any entry errors, edit them as in paragraphs 14 &
15 (selecting the appropriate Field Numbers for the data to be cor-
rected). [RETURN].

22. Enter the rest of the records in this file as listed below, using the
procedures outlined above (paragraphs 6-20).

KASH,TERRY&TAMMI BACKUS JIM&JOAN

390 E 5STH 5431 BUCKSKIN BOB LN
EUGENE EUGENE

OR OR

97404 97403

5035551234 5035559988
POL#9091212] BOND#2AJ54X
X\MAR\S\APR\2 NO\T XNUN\N20MUNMV\ONA\WNZ



CLIFTON,CHARLES&DONNA
138 JUNIPER AV

EUGENE

OR

97402

5035559878

POL#5655502
XANOVARNJANNIS\R\A

DOTSON.LINDA
12886 HWY 38
EUGENE

OR

97405
5035553498
POL#987521
S\F\DEC\I3\R\A

THORP.LARRY&LONIE
644 N A ST

EUGENE

OR

97402

5035555688

POL#S-5656543
XNAUGS\MA Y\IZNONA\WAH

SMITH ,MICHEAL&TONI
101 E BROADWAY AV
EUGENE

OR

97403

JONES ,GENE&SUE
78773 BLUEBIRD WY
EUGENE

OR

97401

5035554355
POL#7670PB
XASEPNI2\OCTANR\A\T

5035556667
POL#780890
XNULNONULNAA

ANDREWS JOHN&MAY
5682 WASHINGTON AV
EUGENE

OR

97401

5035554321
POL#6J3710P
X\FEB\INSEPA2NA\T

23. We are now ready to exit the Add Mode. REMEMBER!!! At
this time you MUST PRESS THE [CTRL-X] KEYS, or ALL of the
carefully entered RECORDS WILL BE LOST!!! [RETURN].

24. Next we will print a ‘‘hard copy’’ of our efforts. Select Option 3
(PRINT LABEL OR FILE COPY) from the main menu.
[RETURN]. Follow screen prompts.

25. Enter our Filename CUSTFILE. [RETURN].

26. Your screen will show the Printing Option Menu. This menu of-
fers many very interesting features, and a little time should be spent
in experimentation at this point. Starting at the top, select each of
the menu options and observe the results. DO NOT USE OPTION
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P (Begin Printing) JUST YET!. You will notice that the screen has
‘‘default values’’ which you can alter, either by ‘‘toggling’’ through
the values or by actually entering data.

27. Restore the original ‘‘default values’ by pressing [RETURN] and
completing the following steps:

a. Select option 7. and using the editing keys. restore the value to
AAA.

b. Following the same procedures. correct the value of option 8 to
777.

c. Inoption9, delete any data that you may have entered after the ?

Options 3-6 do not apply to us at this point as they are for use when
printing labels and we will find out how to use them later (see
paragraph 68). We wish to print a ‘““hard copy’’ , so we will want op-
tion 1 to be selected to PRINT, and option 2 to FILE. You may toggle
these options to match these choices.

4 )

[ Printing Options ]

PRINTIOR VIEW RECORDS
LABELS ORI[FILEJCOPY
PRINTING[2JLABELS ACROSS
[BISPACES BETWEEN LABELS
YESHNG PRINT DATA LINE
PRINT LINE #0 AS DATA LINE
START PRINTING AT A

END PRINTING AT Z

PRINT BY CODE

CONOOAWN =

[EFT MARGIN = 5 HORIZ. SPACE = 38
Pl= START PRINTING

- /

28. Select Option P. Your printer will activate, and a File Copy of

your record will be printed. Follow screen prompts to return to Main
Menu.

NOTE: Should you wish to interrupt your printer, press [SELECT]
(You must hold the key down until current record is printed). To
resume, press [START]. To abort and return to Main Menu, press

[OPTION]. If printer is equipped with a buffer, these keys will have
no effect.

SEARCHING BY NAME:
29. WE WILL NOW SELECT OPTION 2 (SEARCH/EDIT BY
NAME) to correct one of our records because they have moved to a
new address.[RETURN]. Follow screen prompts.
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H FILE RECORD - CUSTFILE
NANE STREET it e ¥ PHE Cooe
WIGGINS MATT RSB FEARU ST PLONIIMSei EUGFNE_ OR 97401 SO33551212 SUMSEP\2RKY
KON 1 FAT__ 76384 AILS Dk FOLAANSIS L EUBENE OR 97405 535552667 DAF \JAN\ZB\D\AVKY

RASH, TERR L TRNNT T rousnind
CLIFTON CHAKLESADONNA 138 JUNIPEF AV BOLASASSSEZ_
t o BACRUS,JINWCAN _  SA31 BUCKI)IN BOB LN_ _ BONDAIAJSAL_
JONES  BENELSUE TBT73 BLUEBIRD Wr POLIToTRFE

10TSON, L INDA 1238 o 39

150 € STH EUSENE______ OR 97484 SE3SSS1234 N\MAR\S\APRA21AQWT-
. EUBENE______ Ok 57487 5835559878 T\NOVIS\JANUIB\R\AY
. EUGENE __ OR 97483 SRISSS9988 L\JUN\2HUIUNO\ANATY
,,,,,, EUGENE DR 97481 SO35SS43SS I\SEPIZADCTANAMTY
__ POLO987S2 EUBENE Ok 97485 SOISSS3498 S\FLDEC I3 \R'A

THORP LAFPYBLONTE 0 N A 5T  FOLUS- 585 EUGENE Ok 97407 SO35555688 1\AUGS\NAT\IT\O\AWWHI
SHITH NICHEALATONT 181 € BROADWAY AV_____ POLATSNS EUGENE Ok 97487 SO3SSSeeeT DUV WAL
b ANDKEWS. JOKNENAL 5681 WASHINGTON AV FOLASJSTIOF EUBEME OR 97401 SO3SSSA321 IVFERVIT\SER\ AT

30. Enter the Last Name for this client (DOTSON,LINDA in our ex-
ample). [RETURN].

31. Linda’s address is to be changed to:
353 MADISON AV

PORTLAND

OR

97207

(She has retained the same phone number)

32. Enter [E] (For edit). Edit the record as you did in previous records
(paragraphs 13-16). Don’t forget the Zip Code change! [RETURN].

33. When it is necessary to search for many different names from a
large file, a FAST SEARCH mode is available. When using Option 2,
simply enter the information in the following format:

[CTRL-F]-[1]12][3][4]

Where [1] =First letter of the last name.

Where [2] =Second letter of the last name.

Where [3] = Third letter of the last name.

Where [4] =First letter of the first name.
NOTE: If searching for a Business Name, [1],[2] & [3] should be the
first 3 letters of the business name (no 4th letter is required). If a less
detailed search is enough, you may just enter the 1st, or Ist and 2nd,
letter of the last (or business) name. If you choose this method, the
results will include more records and the search will take longer).

34. Select [CTRL-X] to exit this option and return to main menu.
(No [RETURN] is required). Or at any point like this one where only a
one key input is required you may hit the OPTION key to return to the
main menu.

SORTING:

35. Up to this point we have been using only the menu options from
the top section of the Main Menu (the numeric options). This is the
part of the program that was first loaded (see paragraph IV.) when we
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started our session. We are now going to use the options in the lower
section (the alpha options). These are loaded from the program disk.

36. If you are only using 1 Disk Drive Remove your Data File Disk
and insert the Super Mailer+ program disk.

37. Select Option A (SORT A FILE). [RETURN] Drive 1 will ac-
tivate and load this program module. If you are only using 1 drive
follow the screen prompts.

e w

A RETURN TO MAIN MENU

B DUP CHK/CMPRS/UNDELETE
C B
[1-8 F
FIELD1 (_ ) )

LD POINTER/SUBFILE/CODE/MERGE
IELD TO SORT BY

FIELD 2 ( — ) .

FIELD3 (... _ ) . #7 ( )

FIELD4 () #8( - )
FIELD 5 ( . )
FIELD 6 ( )

wonono

\- J

38. The Sort Screen gives you several options. You may return to the
Main Menu (Option A) and have access to ALL of the Main Menu op-
tions, or you may select Option B or C to go directly to the file
management (Alpha) menu options.

39. Since we are using the program as a mailing list (see the section
titled “‘Re-Defineable Fields’’ for other possible uses), there are only 2
fields on which you would normally sort . . . Field 1/Name and Field
4/Zip. How you sort your files depends upon how you wish to use
your files. Example: If you often use the entire list for mass (bulk)
mailings, you will want to sort by Zip Code (Field4). If on the other
hand you will only be using some of the records on the file for special
mailings, you will want to sort by NAME (Fieldl/alphabetical sort),
to make it easier to link up a record on a printed ‘‘hard copy’’ listing
of your file. In either case, the procedure is similar. We will do both
and print the results for comparison.
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40. Select Field 1 (Name). Follow the screen prompts. Enter our
filename CUSTFILE. [RETURN]. You will see the following 3
screens in rapid succession (the screens roll past so fast because our
Data File is very short compared to Super Mailer+ ’s capacity).
READING DATA FILE

SORTING BY NAME

BUILDING INDEX FILE

41. Select Option A (Return to main menu). If you have only one
drive, follow the screen prompts.

42. We will now select Option 3 (PRINT LABEL OR FILE COPY)
and print out a file copy of our sorted file. [RETURN]. (See
paragraphs 25-28).

43. Compare the File Copy just printed to the original listing. The
records are now in alphabetical order.

44. Select Option A once more, following the steps outlined in
paragraphs 39-41. This time however, select Field 4 (Zip Code).

45. Repeat the steps in paragraphs 41-42 to print another File Copy
of this new sorted file. Compare this File Copy to both the original
and the alphabetically sorted copies. This Sorting Option can be us-
ed on any file contained on your Data Disk.

NOTE: The ““Zip sort”’ is a true 3-dimensional sort. e.g., The pro-
gram will sort 1ST BY ZIP/2ND BY LAST NAME/3RD BY
FIRST NAME within each Zip code.

46. We will now use that Special Code feature of Super Mailer +
(paragraphs 11 and 12) to create a SUBFILE (a subfile is a file
made up of only some of the files of our complete Data File).

47. Remember... You are an Insurance Agent. It is August 20th,
and you realize that you want to send birthday greetings to your
clients with birthdays in September. HERE IS HOW WE WILL
FIND OUT WHO THEY ARE. ..

48. Select Option B. [RETURN]. Follow the screen prompts.
49. Type [2].

50. If you are using only 1 Drive, remove your Program Disk,
replace it with your Data Disk and type [1]. If you are using 2 or
more Drives, you simply type the number of the drive with your
data disk.

51. Type in our File Name CUSTFILE. [RETURN].
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52. This prompt asks you where you wish to store the Subfile that
you are about to make. You can store it on the same Data Disk as
your complete file , or on a separate Formatted Disk if you have 2
or more drives. Enter the number of the drive where you wish to
store your Subfile.

53. We must now create a File Name for the Subfile. Type in the
File Name SEPBDAYS (For SEPtemberBirthDAYS). [RETURN].
Follow the screen prompts. File Names must not exceed 8
characters, and must not have file name extenders (e.g., ‘‘.DAT”’

etc. see paragraph 5.)

NOTE: If the drive specification and the File Name of the Subfile
are identical to the Input File, the Subfile will replace the Input File!
This is a quick trick to erase all records not having particular codes.

( )

COPY RECORDS TO SUBFILE BY CODES
D2: CUSTFILE . DAT, D2: SEPBDAYS . DAT

IS THIS CORRECT? (Y/N)?

INPUT FILE: D2: CUSTFILE . DAT
OUTPUT FILE: D2: SEPBDAYS . DAT

- _/

54. You are now asked to verify the Source Disk/File Name and the
Destination Disk/File Name. If all is correct, type [Y]... If not,
type [N] (you will then have the opportunity to repeat the steps
leading up to this point (paragraphs 50-53).
55. Your next choice selects which records will be written to the
Subfile. There are two methods available.
Option 1: Each record with ANY of the specified codes
(paragraph 58) is written to the Subfile.

Option 2: Each record with NONE of the specified codes
(paragraph 58) is written to the Subfile.
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56. Type [1].

57. We will now identify the Special Codes for the records to be in-
cluded in our Subfile SEPBDAYS. (We selected Option 1, so all
records that match these Codes will make up the Subfile). Please
refer to paragraphs 11 and 12 for our Special Code abbreviations.

58. Since at this time we are only interested in our customers with
September birthdays, type SEP. Please read the prompts at the bot-
tom of the screen. [RETURN].

59. Super Mailer + allows you to specify up to 6 different Special
Codes in any order for Subfiling. (e.g.: We could specify only those
that were married...with auto insurance...and had birthdays in
September! Up to 6 different Codes can be mixed in this manner).
Since we are not using another Code, type [CTRL-X]. [RETURN]J.

60. You will be asked to verify whether the input is correct. Type
[Y].

61. You will notice that the last screen graphic indicated that you
must build a ““‘pointer file”’ to use the Subfile. A pointer file is a file
containing an index to help Super Mailer + find your data. Each
data file needs an associated pointer file on the same data disk. You
will be informed by screen prompts whenever you need to (re)build
the pointer file. We will do this now.

62. Select Option 4 (BUILD POINTER). Indicate in which drive
your Subfile can be found. Type in the Subfile Name SEPBDAYS.
[RETURN].

63. The drive will activate and you will be returned to the menu.

64. Select Option A (RETURN TO MAIN MENU), as we wish to
print a File Copy of our new Subfile. Follow screen prompts.

65. Select Option 3 (PRINT LABEL OR FILE COPY). [RETURN]

66. You should have a print-out that looks like the one below.

FILE KECORD - :SEPBDAYS
NANE STREET DATA oIy e PHY CODE
HIGBINS , WARTY 858 PEARL ST POL#1234567 EUBENE______ OR 97481 _ 5835551212 S\MASEP\2\R\AMH\
JONES BENEASUE ___

__78773 BLUEBIRD WY FLO#7670PB EUBENE______ ORK 97481 _ 5835554355 X\SEPAI2ADCTAINR\A\TA ___

© 006 o 00000
© Q0 Q0 0 o O O

67. We will now print out our Subfile as if we wanted Address
Labels (we will pretend that we have label stock in the printer!).

68. We will now utilize some of the other features of the Printing
Option Menu. Since we are about to print labels, we need to make a

14



few decisions:

a. Option 3 gives you a choice of 1, 2. or 3 labels across. For our
purpose we will choose [1]. System set-up for standard
1 X 3%’ labels. If you are using a different size label you’ll
have to change to left margin setting and spacing between label
setting.

b. Option 4 asks you how many spaces you wish between
labels. The default value of [3] is for a standard 1"x3-%2"
address label, but you should measure the actual labels you
will use (you can vary the spacing from 1 to 9 lines). For
our purposes we will leave it at [3].

c. Option 5 asks if you want the Data Line printed (see
paragraph 9). Choose [NO].

d. Option 6 allows you to place the Data Line anywhere in the
label format. (This is useful for 2-line addresses/Long
company names/Personal addressing with a company
name/etc.)

e. Option 7 and Option 8 allow you to selectively search for,
and print any records within certain criteria. In their
default values of AAA to ZZZ, they will print all records
in your file. If you wish to print only records from the
“A’s”’, you would leave the value of option 7 as is, and
change the value of option 8 to AZZ You may use this to
select any section of your records alphabetically.

f. Option 7 and 8 may also be used to select records by ZIP
CODE. You follow the same procedures except that option
7 will be the lowest numerical Zip Code and option 8 will
be the highest numerical Zip Code. '

g. Option 9 allows you to sub-classify the records by any
ONE (1) of the Special Codes (see paragraphs 11 & 12).
You may use ONLY ONE OF THE CODES, and don’f use
a ‘“‘backslash (\)”’.

69. As a test, we will choose to print out all of our records (Option
7 =AAA & Option 8 =ZZZ), but we will use the Special Code SEP
(see paragraph 11 & 12) in Option 9. [RETURN].

70. Select Option P.

71. SURPRISE. We have singled out our same 2 September birth-
day people as in paragraphs 46-65 (Subfiles). This option is limited
to ONLY ONE Special Code, and the Subfile option can select
records based upon UP TO SIX different Special Codes, so is
therefore much more flexible. Do some experimenting with Op-
tions 7, 8, & 9 to find out how many different combination you can
get.

Remember: If your printer does NOT have a buffer, you can stop
and restart your printer, or abort the printing. (see paragraph 28

for complete explanation.)
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72. Now it is time to take a look at the remaining Main Menu Op-
tions. We will start with Option C (Merge Two Files). You might
want to use this option if you had two similar files such as our ex-
isting file ““CUSTFILE”’ and another containing a list of personal
friends. If you wanted to send Christmas cards to everyone
(business and personal), you would want to create a list that con-
tained both of these lists. We don’t have a personal friends file so
we will illustrate the procedure using a file that we do have.

73. Select Option C from the Main Menu. You will be asked where
the first file to be merged can be found (enter the drive number
where your data disk is). You are then asked for the first filename
to be merged to your new file. We will use our subfile
“SEPBDAYS’”’ to merge with our master file ‘““CUSTFILE” to
demonstrate this. Enter SEPBDAYS [RETURN].

74. You will now input the drive number for the second file to be
merged (they are both on the same data disk). Now input the se-
cond filename to be merged. Type CUSTFILE [RETURN].

s A

MERGE FILES INTO D2: MERGE . DAT
D2: SEPBDAYS . DAT, D2: CUSTFILE . DAT

IS THIS CORRECT? (Y/N)?

1ST INPUT FILE: D2: SEPBDAYS . DAT
2ND INPUT FILE: D2: CUSTFILE . DAT
OUTPUT FILE: D2: MERGE . DAT

\ /‘

75. Now choose where you wish to store this new merged file (use
the same drive as above).You must now create a new filename for
this new file. We shall call it MERGE. Enter this file name
[RETURN]. You will be asked to verify that everything is correct.
If it is not, you can do it over. When you type [Y], the data drive
will activate and you will see a screen that shows records being
checked and merged, and then the total number of records in our
new MERGE file. You will be informed that the merge has been
completed, and again reminded that you must build a Pointer File
for this new file. Select Option 4 of the Submenu (or Option F of
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the Main Menu) and follow the prompts to create the Pointer File
for MERGE.

76. The merged file that we have just created presents us with an
opportunity to demonstrate the Duplicate Checking Option of
Super Mailer + . NOTE: Before any duplicate Checking can occur,
the file to be checked must be sorted alphabetically (see paragraph
37,41.

77. After you have sorted MERGE, 'select the Duplicate Check Op-
tion (Option D of the Main Menu). You will now see the Single File
Processing Submenu. You have 2 options for Duplicate Checking:
The first (1) will automatically check your file and delete any
duplicates that it finds, and the second (2) gives you control over
whether or not to delete each duplicate record found. Select Option
2 (Manual Delete).

e )

SINGLE FILE PROCESSING (SUBMENU 1)

OPTION?
OPTIONS:
*IN MEMORY NOW*

INSTRUCTIONS (FOR OPTIONS 1-5)
DUPLICATE CHECK—AUTO DELETE
DUPLICATE CHECK—MANUAL DELETE
COMPRESS DATA FILE

BUILD POINTER

REACTIVATE DELETE-FLAGGED RECORD

arhwWN—O

*LOAD FROM PROGRAM DISKETTE*
RETURN TO MAIN MENU
SUBFILING/FILE MERGING, SUBMENU 2
SORT BY NAME OR ZIP CODE

om>»

\__ J

78. Answer the screen prompts for file location and name (the file
we want to check is MERGE). [RETURN]. When duplicate records
are found they are both presented on the screen and you have the
option of deleting None of the records/One or the other/or Both.
For the time being we will leave the duplicates in the file, so select
[0](None) and press [N] when asked if you want to continue.

79. Now select Option 1 (Auto Delete) and once more answer the
file location and name questions (paragraph 78). This operation oc-
curs without any input from you (you will hear the computer emit a
‘“‘beep’’ for each duplicate that it has found and deleted).

80. Now is as good a time as any to let you in on a little secret...
When you delete a record from your files it doesn’t actually disap-
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pear from the face of the Earth. It is still there on your data disk,
taking up storage space, but it has been ‘‘flagged’’ so that the pro-
gra<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>