CHAPTER 1 | NTRODUCTI ON TO YOUR WORKSTATI ON

The Xerox DOCUMENT SYSTEM i s a systemthat aids in creating, editing and
formatting docunments. This reference manual was created, edited and
formatted using the system EDTOR, providing an exanple of the capabilities
and features avail abl e.

This manual contains information regarding all systemfeatures, and is yours to
keep. Wite any notes in this nanual which you feel may enhance your
under st andi ng.

Every effort has been made to include all the information we think you will

need to learn the system An on-site administrator will be available to assist
you, should you find sonmething which is not clearly explained. Please use the
format the back of this nmanual to tell us if you’ve found anything to be unclear
or inadequately explained, or if you have any other renarks.

The next few pages will introduce you to the conponents that make up your
wor kstation and the system The description of each conponent is designed
for easy reference and to aid you on your job.
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WORKSTATI ON

DESCRI PTI ON Your system workstation is a powerful, self-
cont ai ned personal conputer equipped with the
foll owi ng conponents:

1. A hi gh-resol ution video display
2. A standard typewiter-|ayout keyboard.

3. A nouse (pointing device) for specifying
positions on the display screen.

4. One or two | arge-capacity di sk storage
units.

5. An optional DI ABLO HYTYPE i npact
printer.

The disk unit, along with the computer processor
itself and its power supply, is housed in a cabinet
designed to fit conveniently under a tabletop

COVMUNI CATI ONS Al'l individual workstations at your office site are
connected by the ETHERNET network. One or nore
xerographic printers may al so be connected to the
network, providing high-quality printing services that
are shared by all workstations at the site.

RELATED ToPICS See the followi ng conponents for further
i nformation on rel ated topics:

DI SPLAY DI SK
KEYBOARD
MOUSE
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DI SK

DESCRI PTI ON Your workstation is equipped with one or two
DI ABLO Mbdel 31 disk drives. Al of the documents
you create or use in the system as well as the
software (prograns) necessary to run the system
are stored on interchangeabl e high-capacity disk
cartridges. The space on a disk is separated into
units, called disk pages.

A bl ank di sk contains about 4000 bl ank pages.

VWhen prograns are witten onto the disk, they
consume about half of the disk pages. One page of
typed information equal s about 5 di sk pages.

LocATI ON The disk drive is housed in a free-standi ng cabi net
(the processor) designed to fit conveniently under a
table-top. If your workstation has two disk drives,
the second is nounted in a separate, smaller unit
that may be placed on top of the first, or on a desk
or table.

Di sk Na se The di sk drive nakes a characteristic chuggi ng
sound when in operation. You may find this noise a
bit startling at first, but nost users quickly becone
accustoned to it

RELATED ToPI CS See the following unit for further information on
rel ated topics:

LOADI NG THE DI SK UNLOADI NG THE DI SK
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LOADI NG THE DI SK

PROCEDURE To load a disk cartridge into the D ABLO Mddel 31
di sk drive:
1. Make sure the red PONER |ight and the

white LOAD light are on and the white
rocker switch is in the LOAD position.

2. Open the gl ass door on the front of the
disk drive by swinging it down and
towar ds you. NEVER TRY TO OPEN THE
GLASS DOOR UNLESS THE WHI TE
LOAD LIGHT IS ON. If the door will not
open readily, DO NOT TRY TO FORCE
| Tcontact your on-site analyst or site
admi ni strator.

3. Insert the disk cartridge into the slot in
the disk drive, with the disk |abel facing
you and the all-plastic side of the
cartridge uppernost. Slide the cartridge
carefully into the disk drive as far as it
will go.

4, Close the glass door gently but firmy.

5. Pl ace the white rocker switch in the
RUN position.

6. After a short delay while the disk comes
up to operating speed (50 seconds), the
yel  ow READY light will come on.

SINGLE Disks If you are using a single disk system you nust

pl ace the disk in the bottomdisk drive. The top
drive can only be used when there are two di sks,
whi ch operate as a dual disk system

DuaL Di sks I f your workstation is equipped with two disk drives,
I T IS ESSENTI AL THAT YOU LOAD THE PROPER
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RELATED TorI CS

XERoX DOCUMENT SYSTEM

DI SK | NTO EACH DRI VE. Your disk cartridges

shoul d be clearly | abeled "Bottom Di sk#0'' (zero
not O and "Top-Disk#l,’’ to identify which drive
each disk is intended to be used in. Loading the
di sks into the wong drives can cause the
information they contain to be irretrievably |ost.

See the follow ng conponents for further
i nformation on rel ated topics:

STARTI NG A SESSI ON
UNLOADI NG THE DI SK
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UNLQADI NG THE DI SK

PROCEDURE To renove a disk cartridge fromthe DI ABLO Model
31 disk drive:

1. Do not attenpt to rempve the disk while
the workstation is in operation. Refer to
t he conponent on ENDI NG A SESSI ON
bef ore proceeding further. If you are in
the system Editor, refer to the
conmponent HOW TO EXIT FROM THE
SYSTEM bef ore proceedi ng further.

2. Push the white rocker switch on the
front of the disk drive to the LOAD
posi tion.

3. After a short pause (20 seconds), the
white LOAD light will cone on.

4, pen the glass door and carefully slide
your di sk out of the machi ne.

RELATED ToPICS See the follow ng conponents for further

i nformation on rel ated topics:

LOADI NG THE DI SK
ENDI NG A SESSI ON
HOW TO EXIT FROM THE SYSTEM
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DESCRI PTI ON

START BUTTON

RELATED TorI CS

XERoX DOCUMENT SYSTEM

KEYBQARD

Your workstation uses a standard typewiter-|ayout
keyboard with several special feature keys added.

Speci al feature keys will be explained in |ater
conmponents.

The start button is |ocated at the back of the
keyboard unit, between the connectors to the

di splay and the mouse. It is used to start up the
wor kst ation at the beginning of a session

See the followi ng conponents for further
i nformation on rel ated topics:

I NSERTI NG TEXT
DELETI NG A TEXT SELECTI ON
STARTI NG A SESSI ON
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PROCEDURE

RELATED TopPI CS

XERoX DOCUMENT SYSTEM

STARTI NG A SESSI ON

Load the disk. Wen the READY |ight appears

press the START button |l ocated at the back of the
keyboard unit, between the connectors to the

di splay and the mouse. |If you are using a dual -disk
system both READY |ights nust appear.

After pressing the START button you will hear disk
activity. In a few seconds sonme text will appear on
your screen. This is known as the EXECUTI VE | evel
of the document system

See the followi ng conponents for further
i nformation on rel ated topics:

DI SPLAY LOADI NG THE DI SK
KEYBOARD MOUSE
EXECUTI VE
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EXECUTI VE

Basi ¢ ConcePT The EXECUTI VE al l ows you to access your
wor kst ation di sk and the systens that are included
on the disk (like the Editor).

PROCEDURE To get to the EXECUTI VE:

1. Press the START button at the back of
t he keyboard.

or

If you are in the docunment system
EDI TOR, refer to the conmponent HOW
TO EXIT FROM THE SYSTEM

RELATED ToPICS See the follow ng conponents for further
i nformati on on rel ated topics:

DI SPLAY

KEYBOARD

LOADI NG THE DI SK

MOUSE

STARTI NG A SESSI ON

HOW TO EXIT FROM THE SYSTEM
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PROCEDURE

EFFECT

RELATED TorI CS

XERoX DOCUMENT SYSTEM

ENDI NG A SESSI ON

You nust be at the EXECUTI VE before a session
may be ended. |f you are not, refer to the
conmponent HOW TO EXIT FROM THE SYSTEM

bef ore proceedi ng further.

At the EXECUTI VE:

TYPE Quit and PRESS the RETURN key.

The screen will go black and a small white cursor
wi || appear on the screen.

See the followi ng conponents for further
i nformation on rel ated topics:

HOW TO EXIT FROM THE SYSTEM
EXECUTI VE
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CHAPTER 2 | NTRODUCTI ON TO THE SYSTEM

DESCRI PTI ON The Xerox Docunent System Editor aids in creating
editing and formatti ng docunents. Creating a
docunent refers to the initial input of infornmation
(typing, if you prefer). Editing refers to the addition
or renoval of information. Formatting refers to the
way the docunent |ooks (the formof the text on a
page). An exanple of formatting woul d be indenting
the first line of the paragraph. The system provides
a nunber of options for editing, formatting, and
printing.

The docunent systemis paragraph oriented. This
nmeans that it recognizes information which is
separated into paragraphs. Wen you format a
docurnent, you are formatting a collection of

par agr aphs.

RELATED ToPI CS See the follow ng conmponents for further
i nformation on rel ated topics:

DI SPLAY

KEYBOARD

LOADI NG THE DI SK

STARTI NG A SESSI ON

HOW TO ENTER THE SYSTEM
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HOW TO ENTER THE SYSTEM

PREREQUI SI TE

PROCEDURE

RELATED TorI CS

XERoX DOCUMENT SYSTEM

You nust be at the Execurive before you can enter
the docunent system EDTOR. |If you are not, refer
to the conponent on the Execurive before

proceedi ng further.

TYPE: Bravox
PRESS t he RETURN key

Bravox is an ol der nane for the document system

EDI TOR. There will be disk activity while the screen
remains white. In a few seconds you will be in the
docunent system EDI TOR

See the follow ng conponents for further
i nformation on rel ated topics:

DI SPLAY FORVAT
LOADI NG THE DI SK
STARTI NG A SESSI ON
EXECUTI VE
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DI SPLAY

DESCRI PTI ON Your workstation consists of a standard video
nonitor. It can be used to display text and graphics
in a variety of sizes and styles, with flexible |ayout
and formatting facilities. The flexibility of the display
all ows you to conmpose docunents directly on the
wor kstation screen, while viewing a faithfu
representation of the document as it will appear on
the printed page.

The di splay screen can be swi vel ed both
horizontally and vertically to the nmost confortable
viewi ng position. A sliding control at the bottom of
the view ng screen can be used to adjust screen

bri ghtness for varying levels of roomlight.

Do not clean your display with a conmercial w ndow
cl eaner. Use a soft, dry cloth instead.

CURSCR A smal | graphical synmbol called a cursor is usually
vi sible on your display screen. You can control the
novenents of the cursor on the screen with the
nouse, or pointing device.

The shape of the cursor changes according to its

| ocation on the screen. This is to informyou what
wi Il happen if you press one of the buttons on the
nouse, since the meani ngs of the buttons depend

on the region of the screen you are in. The cursor’s
normal shape is a thin arrow pointing diagonally
upward at an angl e of about eleven o' clock" |ike

this:
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RELATED TorI CS

XERoX DOCUMENT SYSTEM

See the following units for further
rel ated topics:

DI SPLAY FORVAT

i nformati on on
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DI SPLAY FORNVAT

W NDOWS The EDITOR display is divided into wi ndows. At the
begi nning of a session, three wi ndows appear on
the screen:

1. The system wi ndow, at the very top of
t he screen, which displays some
identifying information such as the
version and rel ease date of the system
you are using, along with a nenu of
comands applicable to the systemas a
whol e (such as Quit).

2. A docunent wi ndow, used for displaying
and editing the contents of a docunent.

3. The status wi ndow, at the very bottom of
the screen, used for displaying
messages fromthe system about what it
i s doing.

MENU REG ONS Each wi ndow i s headed by its own nmenu, a |list of
conmands that may be applied to the contents of
the window. The nenu appears in a nmenu region at
the top of the w ndow.

THE MNAIN MENU

Mai n nmenu Det ai |
Print Find <> Subst <> Confib6nyles: On Show
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SPECI AL REG ONS Near the extreme |left and right edges of the display
screen are three special regions:

1. The scroll bar, at the extrene left edge
of the screen, is used for positioning the
contents of a wi ndow.

2. The Iine bar, near the left edge of the
screen but to the right of the scroll bar
is used for selecting |lines or paragraphs
of text.

3. The wi ndow bar, at the right edge of the
screen, is used for manipul ating
wi ndows on the screen.

These special regions are not marked in any way on
the screen. You can tell where they are by the
shape of the cursor, which changes whenever it is
in one of these regions.

In the scroll bar the cursor is shaped |like this:

In the line bar the cursor is shaped like this:

In the wi ndow bar the cursor is shaped like this:

RELATED ToPI CS See the follow ng conponents for further
i nformation on rel ated topics:

DI SPLAY

MENUS

COVVANDS

MOUSE FUNCTI ONS

MANI PULATI NG W NDOWS
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DESCRI PTI ON

FuncTI ON

RELATED TorPI CS

XERoX DOCUMENT SYSTEM

17

MOUSE

The nouse is a small rectangul ar box next to the
keyboard. It is ivory colored, with three bl ack
buttons on the top, and a wire extending fromthe
back of the box into the back of the keyboard.

The nouse controls the novenent of the cursor on
the screen. It controls selection of text, noves
wi ndow edges, and scrolls through the docunment. It
is also used in setting tabs and margins, and for
mar ki ng nenu itens.

See the followi ng conponents for further
i nformation on rel ated topics:

HI NTS ABOUT USI NG THE MOUSE
MOUSE FUNCTI ONS
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H NTS ABOUT USI NG THE MOUSE

MASTERY Hi NTS Using the nouse is not difficult, but does require a
little practice. Here are sone hints that you may
find hel pful:

1. Hol d the mouse so that the end
connected to the wire points directly
toward the back of your desk or table.
Thi s makes the novenents of fhe cursor
on the screen correspond exactly to
those of the nouse on the tabletop

2. Use a thick plastic pad, or some other
snmooth, flat surface on which to roll the
nouse, rather than rolling it directly on
the tabl etop. This nakes the nouse’s
noverent s snoot her and easier to
control. Keep the pad free of dust or
ashes, as both will hinder the novenent
of the nouse.

3. When noving the nouse, hold it firmy
bet ween your thunb and niddle finger,
usi ng your index finger to press the
buttons. Do not let go of the nouse in
order to press a button, since this may
cause the cursor to wander fromthe
desired position.

4. If you find you are reaching too far or
have to lean forward in order to contro
the nouse, pick it up and nove it back
to a nore confortable position. The
cursor only responds to the rolling of
the ball on the bottom of the nouse,
and will not nove when the nouse is
lifted fromthe table. The nouse may be
pl aced on either side of the keyboard.
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RELATED TorPI CS

XERoX DOCUMENT SYSTEM

See the follow ng conponents for further
i nformation on rel ated topics:

MOUSE MOUSE FUNCTI ONS
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DESCRI PTI ON

MENU REG ONS

IVENUS

A menu is a region of the EbTOR display containing
the names of commands. The nanes of the

conmands are di splayed in bol dface. W rds on the
nmenu that are not in boldface are explanatory text,
included to help clarify the neanings of the various
commands. Each nenu has its own particul ar

pur pose and contai ns commands related to that

pur pose.

Each wi ndow on the display (except the status

wi ndow at the very botton) is headed by its own
menu region. The commands displayed in a

wi ndow s nenu region apply only to the contents of
that wi ndow. Each type of wi ndow has its own
standard nmenu, which is displayed in the wi ndow s
menu regi on when the windowis first opened.

THE MAIN MENU

Mai n menu Get
Print Find < >

title: < > Det ai |
Subst < > Confirm Styles: On Show

OPTI ON MENUS

XERoX DOCUMENT SYSTEM

Certain commands cause the standard editing nmenu
at the head of a docunent wi ndow to be repl aced
by an option nenu. This is a menu that contains
special formatting or editing options avail abl e.
When the option nenu is dism ssed, the wi ndow s
standard menu returns.
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AN OPTI ON MENU

Print menu Detail Apply

Options: Duplex Tinme stanp Preview Copi es: < >

Print format: Norrmal Landscape Two-Up Signature size: < >
ADIUSTI NG MENUS A nmenu nmay be larger than the region allotted to it

on the display. The procedure to reach a comrand
that is hidden above or bel ow the boundary of the
menu region will be covered in a | ater conponent.

RELATED ToPI CS See the follow ng conponents for further
i nformati on on rel ated topics:

DI SPLAY FORVAT
MARKI NG MENU COMVANDS
SCROLLI NG
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MARKI NG MENU COMVANDS

Basi ¢ CoNCEPT

PROCEDURE

MeNu CovvanDs ™ ON!

XERoX DOCUMENT SYSTEM

Bef ore a nmenu conmand can take effect, it nust be
marked and, in sonme cases, applied. Only nenu
conmands appearing in bold type may be marked.
Marking a nenu command is really selecting the
menu comand. Some menu conmands take effect

as soon as they are narked, sone take effect when
Apply is marked, or the Do key is pressed.

I f you choose to press the Do key the nmenu
commands chosen will take effect and the nmenu will
be dism ssed fromyour screen. Marking Apply
causes the nenu comands chosen to take effect

but allows the menu to renmain on the screen

To mark a nenu comrand:

1. Position the cursor (by nmoving the
mouse) so that it appears over the
option appearing in bold type.

2. Hol d t he npuse st eady.

3. PRESS (and rel ease) the LEFT nouse
butt on.

The conmand will remain highlighted until the

nouse button is rel eased. Nothing happens unti

the mouse button is released. |If you begin to mark
the wong command; nove the nouse el sewhere,

then rel ease the button.

Any menu conmand that is highlighted in black is
"ON'. This neans that comuands highlighted in

bl ack are the conmmands that are currently in effect
when the nenu is opened.
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A nmenu conmand becones "on" when it is marked
(select command with the nouse and press the LEFT
nouse button).

Menu Cowvanps " OFF"
A nenu command becones "of f" (black on white)
when nmarking an alternate comrand (sel ect
conmand with the nmouse and press the LEFT nouse
but t on) .

MENU CoWMVANDS " NEUTRAL"
A menu conmand becomes "neutral" (neither on
or off) when it appears grey on the nenu.

RELATED ToPI CS See the follow ng conponents for further
i nformati on on rel ated topics:

HI NTS ABOUT USI NG THE MOUSE
DI SPLAY FORVAT
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EXPANDI NG A MVENU

Basi ¢ ConcePT A menu nmay be larger than the region allotted to it
on the display. |If so, there will be conmands t hat
are "hidden" fromview The hidden commands are
those less frequently used. It is possible to expand
the menu to view all of the commands.

PROCEDURE To expand a nenu:

MARK Detail in the System Menu.

The nenu will expand to show all avail abl e
commands and the Detail command will remain

hi ghl i ghted white on black. To close the expanded
portion of the menu mark Detail once nore.

RELATED ToPI CS See the follow ng conponents for further
i nformation on rel ated topics:

MARKI NG MENU COMVANDS
MENUS
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EDI TI NG A MENU BRACKET

DESCRI PTI ON

PROCEDURE

RELATED TorI CS

XERoX DOCUMENT SYSTEM

Menus contain brackets which may be edited in
conjunction with an instruction to the system

These brackets appear as < > in the nmenu.

To edit a nenu bracket:

Move the cursor so that it points at the bracket.

PRESS t he LEFT nouse button. The blinking caret
shoul d now appear in the nmddle of the brackets.

TYPE the necessary information into the bracket.

See the follow ng conponents for further
i nformation on rel ated topics:

DELETI NG A TEXT SELECTI ON
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HOW TO EXIT FROM THE SYSTEM

PROCEDURE

RELATED TorI CS

XERoX DOCUMENT SYSTEM

To end

a workstation session:
In the System Menu mark Quit or Exec.
WAIT for the screen to go bl ack.

PRESS the LOADRUN switch to the
LOAD position.

When the LOAD lanmp is lit, remove the
di sk and place it on the desktop.

See the followi ng conponents for further
i nformation on rel ated topics:

CHAPTER 2:

UNLOADI NG THE DI SK
STARTI NG A SESSI ON
MARKI NG MENU COMVANDS
CONFI RVATI ON MESSAGES
SAVI NG A DOCUNMENT
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CONFI RVATI ON VESSAGES

Basi ¢ CoNCEPT

DESCRI PTI ON

PROCEDURE

XERoX DOCUMENT SYSTEM

A confirmation nmessage is a nessage displayed in
the status wi ndow (bottom of the display) that

requires a "yes" or "
an operation can proceed.

no" response fromyou before

Confirmation nessages are displayed to warn you

that the systemis about to performsone irreversible
operation, such as returning to the EXECUTI VE

wi t hout havi ng saved your docunent. The system
pauses before performng the operation and displ ays

a confirmati on nessage in the status w ndow,

asking you to confirmor deny the procedure. The
nessage will end with the words:

...Press DO to continue, or CANCEL to cance
command.

Thi s gives you the opportunity to cancel the
operation if you wish (for exanple, if you have
mar ked the wrong conmand by ni st ake).

VWen a confirmati on message appears in the status
wi ndow, the systemw ||l not permt you to do
anything further until you have answered the
confirmati on nessage.

To answer "yes", PRESS the Do key.
To answer "no", PRESS the canceL key.
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RELATED ToPI CS See the follow ng conponents for
i nformation on rel ated topics:

DI SPLAY FORVAT
SAVI NG A DOCUNMENT
HOW TO EXIT FROM THE SYSTEM

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1
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CHAPTER 3 I NTRODUCTI ON TO DOCUMENT CREATI ON

By now you have | earned what the conponents of your workstation are and

how to begin a session. |In this chapter you will learn how to use the XErRoX
DocuVeENT SYSTEM EDITOR for docunent creation and how to print a docunent
created with the system

The system provi des several editing features, which allow rapid renoval
nmodi fication, or repositioning of text passages.
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THE DOCUMENT CATALOG

Basi ¢ ConcePT Docurents are stored on your systemdisk in the

Docunent Catal og. You could think of it as an
electronic filing cabinet. The Document Catalog is
headed by its own nmenu of commands. These
conmands will be covered in | ater components.

To Ger MENU MARK Docunents in the System Menu.

EFFECT The di splay changes to show the Docunent Catal og
menu and the nanmes of the files (docunents) in the
Docurent Cat al og.
RELATED ToPI CS See the foll owi ng conponents for further
i nformation on rel ated topics:
DI SPLAY MARKI NG MENU COMVANDS
MENUS HOW TO CLOSE A MENU
DOCUVENT VERSI ONS
THE DOCUMENT CATALOG
Docunent catal og nenu Detail Apply
Get Copy to <newtitle> Delete Undelete Print catal og

EXERCI SE- SCREEN VEMO- EXAMPLE EXERCI SE- EDI TI NG
TEST- DOCUMENT
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GETTI NG A DOCUVENT FROM THE
DOCUMENT CATALOG

Basi ¢ ConcePT In order that you may view a docunent on your
screen you nmust "get" the docunment fromthe
Docurnent Cat al og.

PROCEDURE Move the cursor directly underneath the title

EXERCI SE- SCREEN, in the catal og.

To select this title: PRESS and rel ease the LEFT
nmouse button. (The title should now be underlined.)

MARK Get in the Docunent Catal og Menu.

EFFECT In the Docunent Catalog Menu, Get will remain
hi ghlighted in grey until the docunent selected is
fully displayed in the docunent wi ndow. Wen the
document w ndow contai ns the docunent, the
catalog will close. The status wi ndow, at the very
bottom of the screen, will display the size of the
docunent (in characters).

RELATED ToPI CS See the follow ng conponents for further
i nformation on rel ated topics:

DI SPLAY FORVAT
MARKI NG MENU COMVANDS
THE DOCUMENT CATALOG

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1 REVI SI ON 11/ 01/ 80
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PROCEDURE

EFFECT

RELATED Torl CS

HOW TO CLOSE A MENU

To cl ose a nenu:

MARK t he on the far right margin of the menu.

Cl oses the nenu and returns the main docunent
nmenu to its position directly under the System Menu.

See the foll owi ng conponents for further
i nformation on rel ated topics:

MARKI NG MENU COMIVANDS

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1 REVI SI ON 11/ 01/ 80
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MOUSE FUNCTI ONS

DESCRI PTI ON The nmpuse controls the novenent of the cursor on
the screen. |t controls selection, noves w ndow
edges, and scrolls through the docunment. It is also

used to set tabs and mark nmenu itens.

The nouse al so controls the position of the caret on
the screen. The caret is the blinking inverted "v"
you see on the screen.

There are four (4) areas of the screen. The cursor
| ooks different in each area

Pl ace Poi nt er Pur pose
Shape

Far left Used to scroll the docunent.

Left side Points at a line or paragraph

Cent er Poi nts at characters or words.

Far right Mani pul at es wi ndows.

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1 REVI SI ON 11/ 01/ 80
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XERoX DOCUMENT SYSTEM

The nouse buttons performwi thin the four (4)
of the screen in the foll ow ng manner:

Docunent Left side
Cent er

Left button points to points to one
one char act er l'ine

M ddl e button selects a word points to a

par agr aph
Ri ght button extends the extends the
sel ection sel ection
EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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RELATED TorPI CS

XERoX DOCUMENT SYSTEM

CHAPTER 3:

Left button

M ddl e button

Ri ght button

Left button

M ddl e button

Ri ght button

Ri ght side of
W ndow

noves a
w ndow edge

splits a

wi ndow or
Creates a
new wi ndow
when sH FT key

Setting tabs
in the

Par agr aph
Menu

nmoves a tab
arr ow

creates a
new t ab
arr ow

is held down with

m ddl e button

del etes a
w ndow

deletes a tab
arr ow

Far left (the only odd one).

scroll up

scroll the entire docunent

("t hunbi ng")

scrol | down

See the followi ng conponents for further

i nformation on rel ated topics:

HI NTS ABOUT USI NG THE MOUSE
SCROLLI NG A DOCUMENT
SELECTI NG TEXT

EDI TOR VERSION 5.1
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SCROLLI NG A DOCUMENT

DESCRI PTI ON

PROCEDURE

To ScroLL Up

To ScroLL Doww

XERoX DOCUMENT SYSTEM

Docurents on the screen can be thought of as one

| ong page of text. You use the nbuse to nove the
text up or down to see what you want to read or
edit. This is called scrolling the docunment. The
information in menus may al so be scrolled. The
nmouse only controls the text scroll when the pointer
is at the left edge of your screen.

MOVE the cursor all the way to the left of the

screen. Myve it so it is a double-pointed arrow,

poi nting both up and down like this: . This is

the scroll arrow. |If you have noved it to the left of
the screen so it points up and to the right, like this:

, you need to go farther left.

Wth the cursor all the way to the bottomleft of the
screen HOLD down the LEFT nouse button. The

doubl e-pointed arrow will point up like this:

Wien you rel ease the nouse button the text right

next to the arrow pointing up will beconme the top
l'ine on the screen.

Scrolling up will nove the information currently
di spl ayed in the document w ndow up, and out of
view. Scrolling up will position the text on the
screen closer to the end of the docunent (Ilike
turni ng pages over).

Wth the cursor all the way to the top left of the
screen HOLD down the R GHT nouse button. The

doubl e-pointed arrow will point down like this: 1.

EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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THUMBI NG

XERoX DOCUMENT SYSTEM

When you rel ease the nouse button the text right
next to the arrow pointing down will be noved down
to where the cursor is on the screen

Scrolling down will nove the information currently
di spl ayed in the docunent w ndow down, and out of
view. Scrolling down will position the text on the
screen closer to the beginning of the docunent.

Thumbing is the process of choosing a relative
position in a document (like thunbing through a
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book). Wth the cursor all the way to the top left of

t he screen HOLD down the M DDLE npbuse button
The cursor changes to a triangul ar shape sinmilar to

a thunb nail like this: . Wthout rel easing the
nouse button, nove the nouse up and down.

Notice that the triangle noves with the nouse, but
that there is another triangle which does not nove.
The triangle that does not nove indicates where you
are in the docunent, relative to the beginning. The
triangle that noves indicates where you will thunb
to, relative to the begi nning of the docunent.

Hol d down the m ddl e nouse button and position

the triangle at the top of your wi ndow. Let up on
the mouse button. Al the text on the screen will
change. You are now at the begi nning of your
docunent .

Now, hold down the MDDLE npbuse button and

position the triangle at the bottom of your w ndow.
Let up on the nmouse button. Al the text on the
screen will change. You are now at the end of your
document .

To get to the middle of the document, hold down
the MDDLE nouse button and nove the triangle to
the m ddl e of your wi ndow and | et up the nouse
but t on.

EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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RELATED TorPI CS

XERoX DOCUMENT SYSTEM

See the follow ng conponents for further
i nformation on rel ated topics:

MOUSE FUNCTI ONS
DI SPLAY FORVAT

EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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DESCRI PTI ON

PROCEDURE

RELATED TorPI CS

XERoX DOCUMENT SYSTEM
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SELECTI NG TEXT

In a docunent, text is selected by using the nouse
to position the cursor and then pressing and
rel easi ng a nouse button.

When sel ecting text, the nouse buttons (when
pressed and rel eased) performin the follow ng

manner :
Docunent Left side
Cent er

Left button points to points to one
one character line

M ddl e button selects a word points to a

par agr aph
Ri ght button extends the extends the
sel ection sel ection

See the followi ng conponents for further
i nformation on rel ated topics:

HI NTS ON USI NG THE MOUSE
MOUSE FUNCTI ONS

EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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DELETI NG A TEXT SELECTI ON

To DELETE TEXT

MASTERY HI NTS

RELATED TorI CS

XERoX DOCUMENT SYSTEM

SELECT the text to be deleted with the npuse.

PRESS t he DEL key.

The DeEL key is located at the upper right corner of
t he keyboard.

When del eting words, be sure to include the
space(s) follow ng them

See the follow ng conponents for further
information on rel ated topics:

SELECTI NG TEXT

EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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CANCELI NG A COVVAND

DESCRI PTI ON

To CanceL A CoOWAND

MASTERY HI NTS

RELATED ToPI CS

XERoX DOCUMENT SYSTEM

The system provides a feature which will cancel
your |ast conmmand. For exanple, if you

i nadvertently del eted the wong passage of text,

i nstead of retyping the entire passage you can
cancel the delete command (and return the passage
to the docunent).

PRESS t he CANCEL key.

Warni ng: You may only cancel the | ast command
i ssued.

See the followi ng conponents for further
i nformation on rel ated topics:

DELETI NG A TEXT SELECTI ON

EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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REPEATI NG A COVMAND

Basi ¢ ConcePT The system provides a feature which will repeat your
| ast command. For exanple, you may want to insert
the sane passage of text in two places. O, you
may wi sh to repeat the del ete command.

To RePEAT A COMMVAND
PRESS t he DO key.

By pressing the po key you instruct the docunent
systemto do it again Your last comand will be
repeated as many tines as you press the Do key.

RELATED ToPI CS See the foll owi ng conponents for further
i nformation on rel ated topics:

I NSERTI NG TEXT
DELETI NG TEXT

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1 REVI SI ON 11/ 01/ 80
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| NSERTI NG TEXT

Basi ¢ ConcePT Text may be inserted into a document by first
positioning the blinking caret to indicate the point of
insertion. The blinking caret is positioned by
nmaki ng a selection with the nouse.

ToO | NSERT TEXT Make a selection with the nouse at the point of
i nsertion.

Begi n typi ng.

What ever is typed will appear in front of the blinking

caret.
Posi T oniNG THE CARET
Docunent Left side
Cent er
Left button points to points to one
one character l'i ne

M ddl e button selects a word points to a

par agr aph
Ri ght button extends the extends the
sel ection sel ection

IF YoU MMKE A M STAKE
PRESS the Bs key. The Bs key will renove one
letter at a tine

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1 REVI SI ON 11/ 01/ 80
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RELATED ToPI CS See the follow ng conponents for
i nformation on rel ated topics:

MOUSE FUNCTI ONS
THE BS KEY
REPEATI NG A COMVAND

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1
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THE BS ( BACKSPACE) KEY

DESCRI PTI ON The BS key is used to correct typing mstakes while
inserting text into a docunment or menu bracket, by
erasing characters fromthe display screen

LocATI ON The BS key is located at the right end of the second
row of keys on the keyboard.

EFFECT When you press BS key, the single character
i medi ately preceding the insertion caret is erased
fromthe screen and is deleted fromthe docunent.
The caret is backed up one character position to
the left. |If the caret is already positioned at the
begi nni ng of a docunent or nenu bracket, nothing
wi || happen. By pressing the Bs key repeatedly, you
can back up one character at a time, as far as you
wi sh.

REMOVI NG A WORD To backspace a whole word at a time, press the BS
key while hol ding dowmn the com key. The single
word inmedi ately preceding the insertion caret
di sappears fromthe screen and is deleted fromthe
docunent, along with any spaces and punctuation
following the word. The caret is backed up the
appropriate distance to the left. |If the caret is
al ready positioned at the begi nning of a docunent
or bracket, nothing will happen. By repeating this
operation, you can back up one word at a tine, as
far as you w sh.

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1 REVI SI ON 11/ 01/ 80
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RELATED TorPI CS

XERoX DOCUMENT SYSTEM

See the follow ng conponents for further
i nformation on rel ated topics:

DELETI NG A TEXT SELECTI ON

EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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HOW TO CREATE A DOCUMENT

Basi ¢ CoNCEPT

TYPI NG SENTENCES

TYPI NG PARAGRAPHS

TYPING TABS

XERoX DOCUMENT SYSTEM

The EDITOR treats lines of text sonewhat differently
than a typewiter does. The docunent systemis a
par agraph oriented system and recogni zes

i nformati on which is separated into paragraphs.

Sentences are typed as they would be on a
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typewiter. As you type, text will automatically wap

around. Thus, there is no need to press the RETURN
key at the end of each line. The sentences you type
will all become a part of one paragraph.

To create a new paragraph, type in the necessary
sentences w thout pressing the RETURN key. To end
the paragraph press the RETURN key. You will notice
that the space between the last line of text typed
and the blinking caret is w der than that between
the lines of preceding text. A later conmponent will
cover the method for changing the spaci ng between
par agraphs and lines. Al so notice that al
information in the new paragraph is formatted the
sanme as the previous paragraph

The TAB key on your keyboard works nuch the

same way as the tab key on a typewiter. The
systemtab has a preset |length, however. A later
component will cover the nethod to change the
spaci ng between tabs.

EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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TYPI NG SHORT LI NES

RELATED TorI CS

XERoX DOCUMENT SYSTEM

To type short lines of text that are all one paragraph
(the nane and address in a letter, for exanple):

TYPE the first |ine of text.

PRESS t he RETURN key whil e hol ding down the sSHFT
key.

TYPE t he second |ine of text.

PRESS t he RETURN key whil e hol ding down the SHFT
key.

See the followi ng conponents for further
i nformation on rel ated topics:

I NSERTI NG TEXT
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SELECTI NG PARAGRAPHS

Basi ¢ ConcePT The ability to select a paragraph as a unit is
provi ded.
PROCEDURE Move the cursor into the left region of the screen,

so it points |like this:

PRESS and rel ease the MDDLE npuse button.

EFFECT When you rel ease the nmouse button the cursor wll
change shape to display a paragraph synbol and
the sel ected paragraph will be underlined.

RELATED ToPI CS See the followi ng conponents for further

i nformation on rel ated topics:

MOUSE FUNCTI ONS
HOW TO CREATE A DOCUMENT

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1 REVI SI ON 11/ 01/ 80
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SAVI NG A DOCUMENT

Basi ¢ CoNCEPT

VWHEN TO SAVE A FILE

ASSIGNING A TITLE

XERoX DOCUMENT SYSTEM

Saving a docunent is the process of "saving" all
the changes you have nmade to your docunent. |f
you have created a new docunent, it is the process
of creating a new file and assigning it a new
docunent title.

Before you exit fromthe system
Every half hour of editing tine.

You need not assign a newtitle to a docunent that
you "get" fromthe Document Catal og unless you
want to change the nanme of the docunent. You do
need to assign a title to a new docunent.

To change the nane of an existing docunent:

1. Sel ect the docunent title in the brackets
that followtitle in the Main nenu.

2. PRESS t he DeEL key.
3. TYPE in the new title of the docunent.
4, MARK Save all in the System nenu.

To assign a title to new docunent:

1. Position the caret in the the brackets
that followtitle in the Main nenu.

2. PRESS t he LEFT nouse butt on.
3. TYPE in the newtitle of the docunent.

4. MARK Save all in the System nmenu.
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EFFECT

NaM NG CONVENTI ONS

XERoX DOCUMENT SYSTEM
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The screen will appear dark, except for the status

wi ndow at the very bottom of the display. There will
be noticeable disk activity while the file is being
witten on the disk.

The status wi ndow at the very bottom of the display
will provide a nmessage indicating that it is witing
the file onto the disk and will indicate the size (in
characters) of the file and the nane under which

the docunent is being saved. At this point the
screen will return to normal and you can continue
wor Ki ng.

Never use punctuation or spaces in a docunent title
(e.g., coomp, @ $, & ~, *). Use hyphens as
separators. You nmay use nunbers or a period in

the title. For exanple, the title

Budget Menp- January. ED

i ndicates that a meno was created in January and
is budget-related. The extension ".ED' indicates
that it was created using the EDTOR Periods are
nost often used when separating the file nane with
the method of the file creation (in the above case,
the EDTOR). This nenp coul d have al so been

nanmed

Budget Mennl- January. ED

to indicate that there m ght be nore than one neno
regardi ng budgets during the month of January.

Docunent titles up to 20 characters will be shown in
the docunent catalog. |If a document title is nore
than 20 characters it will be partially shown in the
docunent catalog followed by an ellipsis.
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NaM NG Hi NTS Thi nk of document titles as titles on fol der |abels.
Using key words or initials, as the first part of the
title, allows you to group rel ated docunents
toget her in the Docunment Cat al og.

DoCUVENT  SI ZE The maxi mum si ze of a docunment is 60, 000
characters. This is about 20 pages of typed text.
When a docunent is saved, the status w ndow
i ndi cates how many characters there currently are in
the docunent. For this reason, it is inportant to
al ways read the status wi ndow each tine you save a
docunent .

It is possible you may have a docunment which is
close to the 60,000 character limt, yet still have
much to add to the docunment. In this case, you wll
need to nake new files to separate the |arge
docunment into segments (or chapters, if you prefer).

Each segnent will be a separate docunment in the
docunment catalog. In a later conponent you will
| earn how to nerge the segnents into one |arge
document for printing.

RELATED ToPI CS See the follow ng conponents for further
i nformation on rel ated topics:

HOW TO EXIT FROM THE SYSTEM
CONFI RVATI ON MESSAGES

MARKI NG MENU COMVANDS

EDI TI NG A MENU BRACKET

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1 REVI SI ON 11/ 01/ 80
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DOCUMENT VERSI ONS

Basi ¢ ConcePT The system keeps two copi es of each docunent
saved. Titles in the docunent catal og represent the
nost recent version of the docunment (after editing
and marking Save all). A dagger following a
docunent title in the catal og represents the old
versi on of the docunent (before the last edit and
save). You could think of the old version of the
docunent as a back up version of the file.

RELATED ToPI CS See the follow ng conponents for further
i nformation on rel ated topics:

SAVI NG A DOCUMENT
DOCUMENT CATALOG NMANAGEMENT

THE DOCUMENT CATALOG SHOW NG DOCUMENT VERSI ONS

Docunent catal og nenu Detail Apply
Get Copy to <newtitle> Delete Undelete Print catal og

EXERCI SE- SCREEN |, MEMO- BUDGET. ED EXERCI SE- EDI TI NG ,
TEST- DOCUMENT
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TH' S PAGE LEFT | NTENTI ONALLY BLANK
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CHAPTER 3: | NTRODUCTI ON TO DOCUMENT CREATI ON

REVI SI ON 11/ 01/ 80



CHAPTER 4 DOCUMENT TRANSFER
TO A REMOTE WORKSTATI ON
BAsI ¢ CONCEPT Files can be stored at a renpte workstation nuch

PREREQUI SI TES

COVWUNI CATI ON

XeErRox DOCUMENT SYSTEM

CHAPTER 4:

i ke your own but equipped with nore disk space for
nmass storage. This renpbte workstation is called an
Integrated File Server. It can be thought of as a
|arge electronic filing cabinet.

Files may be transferred to a renote file server to
provi de back-up versions of files created during the
day. The renote file server can al so be used to
store infrequently used files or files to be archived
for historical purposes. Files that contain conmon
data (such as a letter formor proposal format) nay
al so be stored on the renote file server.

1. You nust have a valid directory on the file
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server. |If you do not, see your local file server

admi ni strator.

2. You nust know t he password of your
directory.
3. You nust know the nane or the number of

the server you wish to conmunicate with

In order that workstations may conmunicate with
one another they are connected by a |l ength of
cabl e call ed an ETHERNET net worKk.

EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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TRANSFERRING A FILE TO THE REMOTE FILE SERVER

1. In the System nmenu, nmark Detail to display all
avai |l abl e commands on the menu.

2. In the brackets followi ng Login nane: enter
your user nanme (if not already entered). This
is usually your |ast nane only.

3. In the brackets followi ng password: enter your
file server password. The password will show
in the brackets.

4. MARK Login. The password will disappear
fromthe brackets.

5. In the System nenu, nmark Detail to close the
details of the nenu.

If your disk is installed with a password and the
password is the same as is used for the file server
then steps 1 5 are not necessary.

6. MARK Documents in the System Menu.

7. MARK Detail in the Docunent directory menu
to display all avail able comands on the

menu.

8. In the Docunent Catal og, MARK the
docunent to be transferred to the renpte file
server.

9. In the brackets following Transmt to enter the
nane of the file server. |If the file server has

no nane, then the nunber of the file server
must be entered preceded by the ETHERNET
nunber. Here is an exanple of Transmit wth
a file server that has a nane:

Transnt to <NAVE>
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Here is an exanple of Transmt with a file
server that has a nunber:

Transnmit to <157#>

Here, the file server nunber is 157. Note that
the transnission using the file server nunber
must include a pound sign (#) follow ng the
the file server nunber.

10. In the Docunent directory nmenu, MARK
Transmt to.

11. Documents may be separated into
"subdirectories" by specifying the
subdirectory in the Transmit to blank. For
exanpl e, you may want to store all nenos

under the subdirectory "Menn". To store a
file under the subdirectory "Menp" type
"Menos" followed by a ">", in the Transmt

to blank (there may not be any spaces in this
bl ank). For exanpl e:

Transmit to <[Server] Menos>>

When a subdirectory is specified the server
name nmust then be enclosed in square
bracket s.

EFFECT A copy of your docunent is now stored on the
renmote file server. The process of inspecting file
nanes stored on the renote file server will be
covered in a later conponent. For now, you m ght
want to jot down the names of files you store.

RETRIEVING A FILE FRoM THE YOUR REMOTE FILE SERVER Di RECTORY
1. See 1-4 of the previous section.

2. In the brackets following Get title: on the Miin
menu, type in the name of the file server
surrounded by square brackets and fol |l owed
by the file name. Exanple:

XeErRox DOCUMENT SYSTEM EDI TOR VERSI ON 5.1 REVI S| ON 11/ 01/ 80
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Get title: <[ NAME]

DOCUMENT - NAMVE>

3. If the docunent is stored on a subdirectory,

specify the subdir
<[ NAVE] Menpos>Budge

4. MARK Cet .

EFFECT A copy of your docunent

ectory (i.e,
t. meno>.

is retrieved f

rom your

account on the renote file server and placed on

your disk. The docunent title wll

your Docunent Catal og.

RETRI EVI NG A DOCUVENT FROM A FI LE SERVER ACCOUNT OTHER THAN YOUR OWN

1. See 1-4 of the previous section.

now appear in

2. In the brackets following Get title: on the Main
menu, type in the name of the file server

surrounded by squa
nanme t he docunent

re brackets, th
is filed under

e account
encl osed in

brackets, followed by the file nane. Exanple:

CGet title:

<[ SERVER- NANME] <Sri t h>DOCUVENT- NANE.

3. MARK Cet .

EFFECT A copy of the docunent is retrieved fromthe
directory <SM TH> and pl aced on your disk. The
document title will now appear in your Documnent
Cat al og.

RELATED ToPI CS See the follow ng conponents for further

i nformati on on rel ated

MARKI NG MENU COVIVANDS

t opi cs:

EDI TI NG A MENU BRACKET

XeErRox DOCUMENT SYSTEM EDI TOR VERSI ON 5.1
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CHAPTER 5 DOCUMENT CATALOG MANAGEMENT

BAsl ¢ CONCEPT The ability to manage files is provided in the
Docurent catal og. You rmay del ete or undel ete,
renanme or copy files to new names using the
conmands on the Docunent directory nenu.

Sone commands on the Docunent catal og nmenu
will be covered in | ater conponents.

To Ger DOCUMENT Dt RECTORY MENU
MARK Documents in the System menu.

Detai | CowaND Marking the Detail command on the Docunent
directory nenu will open the nenu to display all
avai |l abl e commands. Detail will remain highlighted
white on black to indicate that it is "On".

Marki ng the Detail command on the Docunent
directory menu will also expand the docunent
catalog to show the following informati on for each
file naned in the Docunent catal og:

The full title of the docunent

The creation date and time that the first
version of the document was created. It is
possi bl e, due to frequent revisions of a
docunent, that the first version may no

| onger exist in the catal og.

The revision date and tine that this version
of the docunent was created. |If this is the
first version of the docunent, the creation
and revision dates will be the sane.

The nane of the author, the person who
created this version of the docunent.

The I ength of the document, in characters.
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Del et e CowaND

Undel et e CowiaND

To get back to the undetail ed catal og, mark Detail
agai n.

To del ete a docunent from your catal og:

1. MARK t he docunment to be deleted in your
Docunent cat al og.

2. MARK the Del ete command in the Docunent
Directory menu. A line will be drawn through
the docurent title.

3. Mark Apply in the Docunent Directory menu.
Vr ni ng: Once you have conpl eted the above

steps your docunent is pernanently deleted from
your di sk.

To undel ete a document from your catal og:

Wr ni ng: This may only be done if you have not
conpl eted Step 3 above.

1. MARK t he docunent to be undel eted in your
Docunent cat al og.

2. MARK t he Undel ete conmand in the Docunent
Directory menu. The line through the
docunent will be renoved.

Print directory Coendo print a copy of your docunent catal og, MARK

Copy to CowrnND

XeErRox DOCUMENT SYSTEM

Print directory in the Document Catalog menu. This
will cause the Print menu to appear. Mark and

apply the desired conmands. |f the Detail portion
of your catalog is displayed, the printed version wll
al so show all details.

Thi s command makes a copy of the selected
docunent to the new docunent name supplied in
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the brackets following Copy to. To copy a
docunent :

1. MARK t he docunent you wi sh to nmake a copy
of in the Docunent catal og.

2. On the Docunent directory nenu, fill in the
brackets following Copy to with the new
docunent title.

3. Mar k Copy to.

You now have two copies of the sane docunent in
your Docunent catal og, but with different nanes.

Renane to CowiaND This conmand renanes a sel ected docunent to a
new docunent name supplied in the brackets
following Renane to. To renane a docunent:

1. MARK t he docunent you wish to renane in
the Docunent cat al og.

2. On the Docunent directory nenu, fill in the
brackets followi ng Renane to with the new
docunent title.

3. Mar k Rename to.

The Docunent catal og will now show only the new

narme of the docunent.

To CLoSE DOCUMENT D RECTORY MENU

MARK in The Docunent catal og nenu.
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RELATED TorI CS

XeErRox DOCUMENT SYSTEM

See the follow ng conponents for
i nformation on rel ated topics:

CHAPTER 5:

DELETI NG A TEXT SELECTI ON
MARKI NG MENU COMVANDS

EDI TI NG A MENU BRACKET
THE DOCUMENT CATALOG

BASI C PRI NTI NG

EDI TOR VERSION 5.1
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CHAPTER 6 I NTRODUCTI ON TO PRI NTI NG

BAsl ¢ CONCEPT Printing of system docunents is possible on either a
xerographic printer or a Diablo HyType printer.
Printing options are listed as comands on the Print
Menu.

To GeT PRINT MENU MARK Print on the Main nmenu. MARK Detail to
show the details of the Print nenu.

To CLosE PRINT MENU MARK on the Print nenu.

THE PRI NT MENU

Print nmenu Detail Apply
Options: Duplex Tine stanp Preview Copies <1>
Print format: Nor mal Landscape Two-Up Signature size: <4>

Limtisstart at page: < > end at page: < > Store: on file: <>
Print on: Printer HyType 10 12 PS

Printer nane: <Printer> printed by: <YourName> Footnotes:
Renunber

Paper feed Manual Conti nuous

MENU  COVMANDS This conmponent will only cover basic printing
conmands on the Print nenu. Advanced printing
conmands will be covered in a |l ater component.

Opti ons: M Bracker Copi es < >
The nunber inserted in the brackets indicates how
many copi es of the docunent will be printed.
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Li mts: MU BRACKET

Dupl ex
Instructs the xerographic printer to print on both
sides of the page.

Start at page < >
Start printing at the page nunber indicated in the
brackets.

End at page < >
Stop printing at the page nunber indicated in the
brackets.

Al l ows you to specify a particular page or a range of
pages in your docunent to be printed.

Pri nter nanme: MNuU BRACKET

To specify the xerographic printer at your site. |If
there is only one xerographic printer avail able at
your site, do not change the name in the brackets.
If there is nore than one printer available for use,
you may send your docunent to the printer of your
choice. See your adm nistrator for the nane(s) of
the xerographic printer(s) avail able on your site.

Printed by < >

Printed docunents are separated al phabetically
according to the nane in the "Printed by" bracket.

If no nane is inserted, the document will be printed
as "Unknown".

TRANSM TTI NG A DOCUMENT TO THE XEROGRAPHI C PRI NTER

XeErRox DOCUMENT SYSTEM

After marking commands or filling in brackets on the
Print menu, the docunment can be transmitted to the
xerographic printer with the chosen nenu

conmands in effect. To transnit a docunent to the
printer:

1. MARK Printer (in the Print nenu).
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2. FILL IN or edit menu brackets as necessary.

3. MARK Apply (in the Print nmenu). (O, press the
Do key to apply conmands and di sniss the
Print nmenu.)

The screen will turn black (except for the status

wi ndow) and a series of nessages will display in the
status wi ndow i ndicating that the docunment is being
formatted (into a code which the printer
understands) for printing. After all pages are
formatted an electronic copy is sent to the printer
(transmitted). The status window will indicate the
nunber of the |ast page printed and will advise that
transm ssion of the document has been conpl et ed.
Formatting and transmitting takes about 5 seconds

per page.

P1 ckiNG UP A DOCUMENT AT THE XEROGRAPHI C PRI NTER
Each slot on the bin of the xerographic printer may

be I abeled with a letter of the al phabet. In sone
cases, a range of letters (X Y and Z, for exanple)
are associated with a single slot. In this case, when

a docunent is printed, it will conme out of the printer
into one of the | abeled sorter slots (according to the
nane appearing in the Printed by brackets).

Docunents are automatically collated, regardl ess of
t he nunber of copies printed.

Each docunent will have a title page on top of the
first page that will include the nane of the printer
the name of the docunent, the creation date and
time that the docunment was printed and the nane
under whi ch the docunent was printed (Printed by).

CANCELI NG THE PRI NT COVMAND
To cancel the print comand:

PRESS t he CANCEL key.
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TRANSM TTI NG A DocUMENT To THE HYTYPE PRI NTER
I f your workstation is connected to a HyType printer,
the docunent can be transnitted to the HyType with
the chosen nenu comands in effect.

HyType Opti ons
10, 12 or PS

10: 10 characters per inch on the HyType print
wheel .

12: 12 characters per inch on the HyType print
wheel .

PS: Proportional spacing on the HyType print
wheel .

Manual or Conti nuous

Manual : Each sheet of paper will be | oaded
manual ly into the HyType printer.

Continous: Continuous form paper will be | oaded
into the HyType printer.

To transnit a document to the HyType printer:

MARK HyType on Print menu.
MARK 10, 12 or PS.

LOAD paper into HyType.

MARK Manual or Continuous.
MARK Apply (in the Print menu).
PRESS Do to begin printing.

o0k wNRE

To suspend printing:

PRESS t he cANCEL key.
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To resune printing:

PRESS t he Do key.

CANCELI NG THE HYTYPE PRI NT COMMAND
To cancel the HyType print command:

PRESS t he cancEL key twi ce.

RELATED ToPI CS See the follow ng conponents for further
i nformati on on rel ated topics:

MARKI NG MENU COVIVANDS
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| NTRODUCTI ON TO DI SPLAY MODES

Basi ¢ CoNCEPT

PROCEDURE

XeErRox DOCUMENT SYSTEM

In the normal display node used on the screen
characters are spaced for the nost confortable
viewi ng and editing of a document. However, the
appear ance of the docunent in this node does not

correspond exactly to the way it will | ook when
printed. For exanple, the line breaks in the
hardcopy of a document will not fall in the sane

pl aces as on the screen. You can view your
docunent exactly as it will appear in various forns
of hardcopy by nmarking a display node command

on the Display node nmenu. These options contro
the display of the entire docunent.

Your docunent is shown on the display about 20%
larger than it will be printed on the page. By
mar ki ng a di spl ay node you can vi ew your

docunent as it actually will appear on a printed

page.

Your docunent contains several non-printing
characters. For exanple, characters that signify the
end of a paragraph. O, characters that signify a
tab, or a space. By marking a display node you

can view these non-printing characters.

In the Main nmenu:

1. MARK Det ai
2. MARK Di spl ay node
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THE DI SPLAY MODE MENU

Di spl ay node nenu Apply

For mat f oIScreen Printer HyType 10 12 PS

Characters: Nornal Formatting visible Par agr aphs vi si bl e
COMMVANDS Commands that are in effect are shown as white on

bl ack. To select and apply another conmand:

MARK t he command.

MARK Apply (or PRESS the Do key).

Format for:
Screen: Displays the docunent on the screen
slightly larger than it will be printed to pernit easy
reading. Until another comand is nmarked and
applied, Screen will be in effect.

Printer: Wen applied, displays the docunent on
the screen about 20% snmaller and exactly as it wll
be printed on the xerographic printer.

HyType: When applied, displays the docunment on
the screen as it will ook when printed on the
HYTYyPE Printer. You nust also mark either 10, 12 or
PS when HYTYPE is marked.

Char acters:
Normal :  None of the non-printing characters are
di spl ayed.

Formatting visible: Wen applied, allows all non-
printing characters to becone visible on the screen.

RETURNS ar e i ndi cated by a paragraph synbol: ”
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SHI FT RETURNS are indicated by an arrow, curved and
poi nti ng downwar d:

SPACE i s indicated by two underlined dots:

TAB is indicated by a thick, vertical bar with a thin
hori zontal line in the mddle:

Par agraphs visible: Wen applied, allows the end-of -
par agar ph characters to becone visible on the
screen.

To CLosE THE DispPLAY MobE MeENU

Rel at ed Topi cs

XeErRox DOCUMENT SYSTEM

MARK on the Display node nenu.

See the follow ng conponents for further
i nformation on rel ated topics:

| NTRODUCTI ON TO PRI NTI NG
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CHAPTER 7 | NTRODUCTI ON TO PARAGRAPH FORMATTI NG

Par agraphs are easily formatted using Xerox DOCUMENT SYSTEM f eat ures.

Margi ns and tabs can be set, columms can be defined, spacing before and after
par agr aphs and headi ngs can be determi ned, footnotes can be formatted, and
the occurrence of page breaks can be designated. A paragraph is formatted by
mar ki ng conmands in the Paragraph nenu and applying themto a sel ected

par agr aph

Some of the terms used in this section may be unfam liar to you. Listed bel ow
are sonme of the terns you will need to know.

LEAD Lead (pronounced "led") is the termused for the
anount of white space appearing between |ines or
par agr aphs of text.

PARAGRAPH A paragraph is a distinct portion of witten materia
dealing with a particular idea, usually beginning with
an indentation on a new line. In the XErRox
DocuUVENT SYSTEM, a paragraph is the text of a
docunent that is underlined (sel ected) when the
cursor is placed in the left side of the docunent
and the MDDLE nouse button is pressed.

PROPERTI ES The properties of a paragraph are its formatting
features or characteristics. To define properties for
a paragraph neans to assign certain features, such
as where the nargins are and the anount of |ead
bet ween |ines. The paragraph nenu is used to
assign the features, or "define the properties.”
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PARAGRAPH MENU

Par agr aph nenu

Units: Inches Pi
Align: Left Right
Lead: before: < >
New page: Before
Tabs: Left Right

Neutral Detail Apply
cas Poi nt s Styl e:
Ctr Justified Vert: None First Next
after: < > |ine spacing: < >pts.
After Footnote text: Start Cont
Cr Aign on: <. > Leader default tabs:

BASI C CONCEPT

DESCRI PTI ON

SELECTI NG A PARAGRAPH

XeErRox DOCUMENT SYSTEM

The paragraph nmenu is used to set the formatting
properties of the paragraphs in a docunent.

Mar gi ns, indentations, tabs, and spaci ng between
lines are sone formatting properties associated with

par agr aphs.

To give properties to a paragraph, the paragraph is
sel ected, the nenu is opened, conmands are

mar ked on the nmenu, and the conmands are

applied by nmarking Apply, or by pressing po (which
will also dismiss the nenu.) After text insertion
pressing RETURN wi || end the current paragraph and
start a new one. The new paragraph will have the
same paragraph properties as the previous one.

You will learn howto use sone Paragraph nenu
conmands in this | esson. Mre advanced formatting
conmands will be discussed |l ater.

Par agraphs are sel ected by noving the cursor to the
left side (not far left side) of the screen and pres
the MDDLE nouse button. The paragraph text wll be
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underlined. When the nouse button is rel eased, the
cursor will look like a paragraph symbol.

There are tinmes when you mght wish to select an
enpty paragraph and apply new paragraph
properties to it. This allows you to view the new
properties during type-in. An enpty paragraph is
what you create when you PRESS RETURN.

GETTING THE MENU To bring the paragraph nmenu into view, select a
paragraph with the mMmbDDLE mobuse button, hold
down t he cowanDp key and PRESS the Lox key.

This is called "PRESS covLoxX. " O, you nay

sel ect a paragraph and MARK Looks in the main

menu. (If your main menu is not fully open, you wll
have to MARK Detail so that it will reveal Looks.)

When the nenu is brought into view, you will notice
that sonme of the bol d-face nmenu commands appear
whi t e-on- bl ack and sone of the menu brackets are
filled in. These are the properties that are in effect
for the paragraph selected. The long grey bar at the
bottom of the menu is called the margin bar. It

shows the margi ns of the paragraph you selected

to open the paragraph nenu, and is used to set new
nmar gi ns.

The commands in the paragraph menu operate as
fol |l ows:

Det ai | Cowanp Wien the paragraph menu is first brought to the
screen, only the nost common options will be
di spl ayed. Marking Detail will bring the rest of the
menu into view. In the nmenu above, only the nost
comon features are displayed.
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Appl y Cowanp Mar ki ng Apply changes the sel ected paragraph text
so that it exhibits the narked conmands in the
Par agr aph menu.

Neut r al Cowanp Mar ki ng Neutral causes nenu itens to turn grey and
brackets to be enptied. This neans that they will
have no effect when Apply is marked. This is useful
if only a few properties are to be changed. After the
"slate is wiped clean" with Neutral, the desired
properties nmay be marked and applied by
t hensel ves, and no other changes will occur in a
par agr aph. For exanpl e, suppose that you wi sh to
change all the margins in a section of a docunent,
but not the spacing between |ines and paragraphs:

1. Open the Paragraph nenu.

2. "Neutralize" the properties set in the
Paragraph menu by marking Neutral
Mar ki ng Neutral causes all the properties
of selected text to remain constant when
Apply is marked.

3. Change the nmargin settings by noving
the margi n bar (explai ned bel ow).

4. Select the text whose margins are to be
changed.

5. MARK Apply, or PRESS po, to apply and
di sm ss the menu.

If you select nore than one paragraph to open a
nmenu, the nenu will appear as if Neutral had been
mar ked.

MARG N BAR When you first open the Paragraph nenu, the
margi n bar indicates where the margins are
currently set. The margin bar is used to set three
margins in a selected paragraph. It is manipul ated
by the nmouse. You may adjust the |left margin of
the first line of the paragraph (indent), the |eft
margin of all other lines of a paragraph, and the
right margins for all lines of the paragraph
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|1 left margf first

line in paragraph right margi n of paragraph|

|| left margin of all other lines in paragraph [

XeErRox DOCUMENT SYSTEM

Bel ow the nmargin bar is a carriage scale. The
nunbers on the carriage scale indicate horizonta

di stance. The carriage scale is used to set nargins.
The carriage scale may be changed to di splay any
one of several different units of measure, as

expl ai ned under Units: Cowanbs bel ow.
Par agraph margi ns are set as foll ows:

1. Sel ect a paragraph using the MDDLE
nouse button.

2. MARK Points, if it is not already marked.
Notice that the nunbers on the carriage
scal e changed. (Any unit measurenent
can be narked, but margins can be
nmoved in the smallest increnments using
points.)

3. Using the nouse, position the cursor in
the bl ack rectangle on the right edge of
the margin bar. Hold the LEFT nobuse
button down and nove the nouse to the
right or the left. Notice that the bar
foll ows the nouse, and the numbers in
the rectangl e change. Wen the bl ack
rectangl e di splays the margin
measur ement you desire, RELEASE the
LEFT nouse button.

4, Position the cursor in the upper half of
the black rectangle on the |left edge of
the margin bar. Set the top half of the
mar gi n bar using the nethod descri bed
above. This is the section of the bar that
sets the left margin of the first line of a
par agr aph.

5. Position the cursor in the |ower half of
the black rectangle on the | eft edge of
the margin bar. Set the bottom half of
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the margin bar as above. This sets the
left margin of all lines of a paragraph
except the first.

6. To apply the new nargins to the
sel ected paragraph, MARK Apply, or
PRESS Do to apply and di snmiss the
nmenu.

Units: Cowanps The units conmands are used to choose the units
of neasurenent for nenu display. If neasurenents
are to be designated in inches, In is marked with the
LEFT nouse button. If neasurenents are to be
designated in points, then Pts is narked. There are
72 points per inch. Marking Picas causes
neasurements to appear in picas. There are 6 picas
per inch. Nunbers in the nmenu brackets change to
refl ect the new neasurenent conmands, unless
ot herwi se specified (leading is always specified in
points.) The nmargin bar, carriage scale, tabs, and
other nmenus will also be displayed using the
speci fi ed neasurenents.

STYLE Styles will be explained later. At tShiy$epoint,
may be ignored.

Al i gn: Cowanbs Alignment refers to how print is arranged on the
page. If Left is marked, the paragraph selected will
be rendered left flush and right ragged.

This is an exanple of a paragraph that is aligned flush
with the left margin. Notice that in each line, the
character beginning the Iine touches the |left edge of
the print area boundary, but the | ast character in each
i ne does not necessarily touch the right boundary.
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Lead: Covwanps

XeErRox DOCUMENT SYSTEM
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Ri ght nmeans right flush, left ragged.

This is an exanple of a paragraph that is aligned flush
with the right margin. Notice that in each |line, the
character ending the Iine touches the right edge of
the print area boundary, although the first character in
a each line mght not touch the Ieft boundary.

If Cr is narked, the paragraph selected will be
al i gned centered between the right and |l eft margins.

This is an exanple of a paragraph that is Centered.
Notice that the print aligns itself around an inaginary
line that divides the text in half vertically.

If Justified is marked, the print in the paragraph wll
be adjusted so that it fits exactly between the |eft
and right nargins, with no enpty space al ong either
margi n except at the end of a paragraph

This is an exanple of a paragraph that is Justified.
Notice that the first and last character in each line
touches the edge of the margin. Slight adjustnents

i n spaci ng between words and | etters have been

made so that the paragraph has a justified

appear ance.

Vertical commands will be discussed in Chapter 11
At this point, they may be ignored.

Leading is the anpbunt of white space between |lines
and paragraphs. Leadi ng neasurenments are al ways
specified in points. The | eading between the lines in
this paragraph is 5 points. There are 30 points of

| ead between this paragraph and the precedi ng one.
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New Page: Cownnps

XeErRox DOCUMENT SYSTEM

Sel ect a paragraph on the screen. PRESS cow LOXK
(hold down the the comanDp key and PRESS the
Lok key), or MARK Looks in the Main nmenu. This
opens the Paragraph nenu. To change | eading
specifications, do the foll ow ng:

1. To change the points of |ead between
lines, delete the nunber presently in the
brackets after line spacing:. Type a new
nunmber into the brackets.

2. To change the amount of |ead before
par agr aphs, del ete the nunber in the
brackets after before:. Type a new
nunber into the brackets.

3. Extra leading followi ng a heading, or a
speci al paragraph, may be specified by
filling in the brackets follow ng after:

This is nmore efficient than preceding the
first paragraph in a section with extra

| eading. If the heading or special
paragraph is noved, it will carry the
extra leading with it. Leadi ng added at
the end of a paragraph will not be

di spl ayed on the screen. It will appear in
print, or when Previewis marked in the
print menu.

4. MARK Apply or PRESS Do, when you are
fi ni shed maki ng changes. The new
| eadi ng designations will be applied to
the sel ected paragraph.

Refer to the section on Fonts for advice on the
anount of leading to use for specific applications.

Page breaks can be forced to occur before or after
a specific paragraph by selecting the paragraph and
marki ng either Before or After. These conmands

are used when a paragraph starts a new section or

i dea and shoul d begin a new page, or conpletes a
section or idea and should be the |ast paragraph on
a page
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Foot not e: Cowrnps Footnote text commands will be discussed in the
chapter on footnotes.

Tabs: Cowanps Tabs will be discussed in chapter 10.

Keep: Cowanbs The Keep: conmmands are used to assure that
par agr aphs whi ch should logically or aesthetically
be kept together will appear on the sane page in
hardcopy. Automati c page breaks nay separate
these paragraphs if Keep: conmands are not
appl i ed. When Keep: commands are applied to a
string of paragraphs, they will stay on the sane

page even if they all have to be shifted to the next
page, |eaving sone extra blank space at the bottom

of the precedi ng page.

The Keep: conmands are in the conceal ed portion
of the Paragraph menu. Mark Detail to expand the
par agraph menu. A fully expanded nenu | ooks Iike

this:
Par agr aph nenu Neutral Detail Apply
Units: Inches Picas Poi nt s Styl e:
Align: Left Right Cr Justified Vert: None First Next
Lead: before: after: I i ne spaci ng: pts.
New page: Before After Footnote text: Start Cont
Tabs: Left Rght Cr Aign on: . Leader default tabs:
Keep: Start Cont Heading Kkeep: pts.
Msc: Profile Printer vert.pos.: units Line # Of

Change nmargins: nove Left Right Set to uniNesasur e

79

Sane col

units

Left margin, 1st line Left except 1st |line Ri ght margi

All  margins and tabs
Change tabs: Clear all tabs, or nove Left Right by units
Clear tab at Set tab at units
Change | ead: Add Subtract pts. lead Before After Spacing
XeErROX DOCUMENT SYSTEM EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80

CHAPTER 7: | NTRODUCTI ON TO PARAGRAPH FORMATTI NG



There are 4Keep: conmands: Start, Cont, Headi ng

and the brackets after keep:. Marking Start applies
a "keep" to the first paragraph of a set of

par agr aphs to be kept together. Each succeeding
paragraph that is to stay on the sane page with the
Start paragraph nust be sel ected and marked

Conti nue.

A headi ng should be followed by a few |lines of text.
Mar ki ng Headi ng causes the sel ected headi ng

paragraph to be kept with at least the first two lines
of the imedi ately follow ng paragraph

The brackets after keep: appears for conpatibility
with earlier systens. Its function in this systemis
repl aced by the Keep: conmands descri bed above.

Printer Comanp To facilitate reading and editing, text displayed on
the screen generally appears larger than in print.
Therefore, fewer characters appear on one line in
di splay node than in print. It is difficult to judge
what word actually begins a newline in print, how
tabul ated text will appear, and whether a headi ng
actually fits on one line. For exanple, a line of text
in this paragraph is approximately 33 characters
long as it appears on the screen (display node.) In
print, the sane |ine would contain approxinmtely 47
characters (the nunbers are approxi mate because
this paragraph is justified, and text is expanded or
contracted to fill the defined space.)

Printer is a m scellaneous command that provides

the ability to view text in hardcopy node, and
assure that whenever the docunent is brought to

the screen the selection will still be displayed in
hardcopy node. That is, you will be able to see
where text will appear in the printed docunent. This
is especially useful for accurately manipul ating
tabul ated text, and fornmatti ng headi ngs.
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MASTERY Hi NTS:

RELATED TorI CS
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Marking Printer in the Paragraph nenu differs from
marking Printer in the Display node nmenu in that

you can sel ect individual paragraphs to be displayed
in printer node.

Cowanpsf your docunent shows |ine nunmbers when printed,

they may be turned off for sel ected paragraphs by
marking OFf after Line #:. Line nunbering is
explained in greater detail in the chapter called
Introduction to Style Sheets.

If you wish to nerge two consecutive paragraphs
into a single one, you may del ete the RETURN which
ends the first of the two paragraphs. The result is
one paragraph whi ch has the paragraph properties

of the second paragraph.

It is wise to close a nenu after editing a paragraph,
and use another paragraph requiring editing to open
it again. Otherwise, it is relatively easy to apply
formatting properties to the wong paragraph.

See the follow ng conponents for further
i nformation on rel ated topics:

MARKI NG MENU COMVANDS

CLGCSI NG A MENU

EXPANDI NG A MENU

SELECTI NG PARAGRAPHS

GUI DELI NES FOR LI NE LEADI NG
TYPI NG PARAGRAPHS
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GLOBAL COMVANDS

Basli ¢ ConcePT G obal comand features make it possible to repeat
a command wi thout using a nenu, to change the
formatting properties of one itemof text to match
the formatting properties of another, and to globally
change the formatting properties of an entire
docunent .

DESCRI PTI ON G obal commands are a conbi nati on of text
sel ection and key strokes, and work independently
of menus. The Do and cowanD keys are utilized for
gl obal changes.

THE DO KEY The DO key is used to repeat a comrand.
1. Sel ect a paragraph

2. PRESS cow LoX to open the Paragraph
nenu.

3. Make changes in the nmenu and MARK

Apply.

4, Sel ect anot her paragraph before giving
any ot her commands and PRESS the DO
key.

Pressing the po key causes the previous conmand
to be duplicated. Scrolling and sel ecting are not
consi dered conmands, so you may scroll and sel ect
specific itens of text and apply the previous
conmand by pressing Do

Look The LoxX key is used to "copy LOXS' (or
formatting properties) fromone paragraph to
anot her:
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1. Sel ect a paragraph that is to inherit
formatting properties from anot her
par agraph. The sel ection will becone
under | i ned.

2. Scroll to the paragraph whose
formatting properties are to be copied.

3. Hol d down the Lok key while you
sel ect the paragraph. The paragraph will
becone underlined with dotted |ines.

4, Rel ease the Lox key. The properties
will be copied tothe initially selected
par agraph, w thout changing the
par agr aph whose formatting properties
have been copi ed. The underlined
paragraph wi |l now have the sanme
margi ns, |line spacing, |ead before
par agraphs, etc., of the copied
par agr aph.

EVERYTH NG COVVAND The EVERYTH NG command sel ects everything in a
docunent. An entire docunent nay be formatted
with the properties of a sel ected paragraph. This
shoul d not be done unl ess you are certain that
every paragraph is to |l ook identical

1. Open the Paragraph nenu by sel ecting
t he paragraph whose formatting
properties nost closely duplicate the
properties desired for the entire
document .

2. Make any changes necesary in the
nenu.

2. Hol d down the cowanD key and PRESS
the e key. This neans apply what | say
to everything in this docunment. This is
cal | ed CowaND- EVERYTHI NG (Or COME.)
You will notice that everything in your
docunent wi ndow i s now underlined. If
you were to scroll your docunent, you
woul d see that your entire docunent is
underlined, including all titles.
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MASTERY HI NTS

RELATED TorI CS
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3. MARK Apply in the nmenu, or PRESS Do
The properties marked in the menu wll
be applied to your entire docunent.

The Do key can be used to repeat any command,
but will also close any nmenu on the screen

The Lok command can al so be used to copy
formatting properties fromcharacters. You will
about character properties in the next chapter.

The EVERYTHING command (com E) is powerful and

| earn

shoul d be used with care. It is usually a nistake to
sel ect your entire document, including text, titles,

and tables, to apply format changes.

See the follow ng conponents for further
i nformation on rel ated topics:

MENU COMVANDS
SELECTI NG PARAGRAPHS
REPEATI NG A COVIVAND
TYPI NG PARAGRAPHS
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CHAPTER 8 I NTRODUCTI ON TO CHARACTER FORMATTI NG

DESCRI PTI ON Character fornmatting is changing the identity of a
character. This is bold. This is italic. This is
underl i ned Fhis—is—strikethrGharacter formats
are selected by marking a comand on the
Char acter nenu.

To GeT CHARACTER MENU
1. SELECT a word, character, or |ine(s)

2. PRESS t he COM key and the LOX key
si nul t aneousl y.

1. SELECT a word, character, or |ine(s)

2. In the Main nmenu, mark Detai l

3. MARK Looks

THE CHARACTER MENU

Character menu Neutral Detail Apply

Type: Bold Italic Underline Strikethru Footnote Style:
Face: Tinmes Ronman Helvetica Synbol G eek

Size: 4 6 7 8 9 10 11 12 14 18 24 npts.

Case: Normal Upper Lower Small caps

O fset: None Superscript Subscript pts.

Tab pattern: Tab. stop = omm — None
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CHARACTER MENU CowwvANDs " ON*

When the Character nenu is first displayed the
currently sel ected commands are shown as white on

bl ack. If conmands are shown in grey it means that
nore than one comand is marked for the current

sel ection of words, characters, or lines (for exanple,
if you had a word that was both bold and

under | i ned).

Sone of the commands on the Character nmenu will
be covered in a | ater conponent.

CHANGI NG A CHARACTER STYLE

To change a character format:

1. SELECT a word, character, or line(s)

2. PRESS t he COM key and t he LoxX key
si mul t aneousl y.

3. MARK the new format (bold, italic, underline,
strikethru or footnote).

4.  MARK Apply or PRESS the DO key.

To CLosE THE CHARACTER MENU

RELATED TorI CS

XERoX DOCUMENT SYSTEM

MARK t he on the Character nenu

See the followi ng conponents for further
i nformation on rel ated topics:

| NTRODUCTI ON TO FONTS
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CHAPTER 9

| NTRODUCTI ON TO FONTS

DESCRI PTI ON

To GeET CHARACTER MENU

XERoX DOCUMENT SYSTEM

Fonts are a conbination of a particular type face
and size. The system preset font (what you get
when you begin typing a new docunment) is Tines
Roman. This document is set in Helvetica. Fonts
are selected by marking a comand on the
Character nmenu. The Character nenu may show

ot her fonts, dependi ng upon your site requirenents.

1. SELECT a word, character, or |ine(s)

2. PRESS the COM key and the LOXX key
si mul t aneousl y.

3. MARK Detail to expand the menu.

1. SELECT a word, character, or line(s)

2. In the Main nenu, mark Det ai

3. MARK Looks

4. MARK Detail to expand the menu.
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THE CHARACTER MENU

Character nenu Neutral Detail Apply
Type: Bold Italic Underline Strikethru Footnote Style:
Face: Tinmes Roman Helvetica Synbol G eek

Size: 4 6 7 8 9 10 11 12 14 18 24 pts.

Case: Normal Upper Lower Small caps
O fset: None Superscript Subscript pts.
Tab pattern: Tab. stpp = omu — None

CHARACTER MENU CowvvanDps * ON'
When the Character nenu is first displayed the
currently sel ected commands are shown as white on
black. Not all commands on the Character nenu
will be covered in this chapter. Sone of the nore

advanced conmands will be covered in a | ater
chapters
CHARACTER Face Only one type face can be set for a character. Here

are exanples of the type faces avail abl e:

Times Roman is a serif type face. There are serifs, or
smal |l feet, on the characters. Characters in Tines
Roman are variable-pitch. This means that the
characters vary in width: the letter "nm is w der than
the letter "s".

Hel vetica is a clean, round, sinple type face. It is
sans-serif; there are no snmall feet on the characters.
Hel vetica is also a variable-pitch type face.

Characters in the Synbols type face are shown
bel ow.

abcdef ghi j kl mopqgr st uvwxyz

ABCDEFGHI JKLMNOPQRSTUVWKYZ
1234567890-=\[]_;", ./

I @$%-&* () +| {}N:"<>?
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CHANG NG A FonT FACE
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Characters in the Greek type face are shown bel ow.
abcdef ghi j kl mopqgr st uvwxyz

ABCDEFGHI JKLMNOPQRSTUVWKYZ

1234567890-=\[]_;", ./

L @3$%-& () +| {}":"<>?

To change a font face:

1. SELECT a word, character, or line(s).

2. MARK t he new face command on the
Character Menu (Ti mesRonan, Hel vetica,
etc.).

3. MARK Apply.

Fonts are neasured in points, a standard printing
industry unit equal to 1/72 of an inch (e.g., there
are 72 points to an inch). The text you are now
reading is set in 10-point Helvetica. This is 8-point

Helveticalhi s IS 12-point TinmesRoman.

Fonts cone in various sizes. |If you are using a
HyType printer you need not worry about fonts and
font sizes. Wth the HyType you either get 10

characters printed to the inch (10-pitch), or 12

89

characters to the inch (12-pitch), or a proportionally

spaced 12 characters to the inch (PS).
Proportionally spaced neans that the characters
vary in width, with an average of 12 per inch. Here

are the guidelines for what font sizes can be printed

on the xerographic printer.

Ti mes Ronman: 4* 6, 7, 8, 9, 10, 11, 12, 14, 18
Ti mes Ronman Bol d: 6, 7, 8, 9, 10, 11, 12, 14, 18
Times Romanltalic: 6

7, 8
, 7, 8 9, 10, 11, 12, 14, 18
6, 7

Times RomanBol d Italic , 8, 9, 10, 11, 12, 14
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*Times Roman 4 point is only available with linted
characters.

Hel veti ca: 6, 7, 8 9, 10, 11, 12, 14, 18

Hel veti ca Bol d: 6, 7, 8 9, 10, 11, 12, 14, 18

Hel vetica Italic: 6, 7, 8, 9, 10, 11, 12, 14, 18

Hel veticBold Italic: 6, 7, 8 9, 10, 11, 12, 14, 18

Synbol s 8, 10

G eek 8, 10
CHANG NG A FONT SIZE To change a font size:

1. SELECT a word, character, or |ine(s)

2. MARK the new size on the Character nenu (4,
6, 7 etc.).

3. MARK Apply.

If you select a face-size conbination that does not
exist (like Helvetica 24 point) the systemw || default
to Times Roman 10 point. That is, whatever you

had selected to be Helvetica 24 point will actually
print as Tinmes Roman 10 point.

MASTERY Hi NTS 1. Do not mix type faces, such as Tinmes Roman
and Helvetica. Stick to one or the other.

2. Use different sizes within each type face for
the nost pleasing results. TH SIS AN
EXAMPLE OF M XING SI ZES | N THE SAME
TYPE FACE. THE LETTER THAT BEGQ NS
EACH WORD | S 2 PO NTS LARGER THAN
THE REST OF THE WORD.
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3. Don’t conbi ne type sizes that differ by nore

than 2 points. lhist hr OWSoft the

| | NE&paci n@nd | ooks unpr of essi onal .

MASTERY HI NTS FOR LI NE LEADI NG WHEN USI NG DI FFERENT FONT SI ZES

For a single spaced docunent:

Font size Between-line Before-paragraph
6 points 1 point 6 points
8 points 1 point 8 points
10 points 1 point 10 points
12 points 1 point 12 points

For a 1-1/2 spaced docunent:

Font size Between-line

Bef or e- par agr aph

6 points 3 points 9 points
8 points 4 points 12 points
10 points 5 points 15 points
12 points 6 points 18 points

For a doubl e spaced docunent:

Font size Between-line Before-paragraph
6 points 6 points 12 points
8 points 8 points 16 points
10 points 10 points 20 points
12 points 12 points 24 points
CHARACTER Case Nor mal

91

Normal case indicates text in both | ower and upper

XERoX DOCUMENT SYSTEM

case characters.

This sentence i s nornal.
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CHaracTErR OF f set
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Upper
Upon mar ki ng and appl yi ng the Upper conmand on
a selected word it will becone all upper case.

THIS I S AN EXAMPLE OF ALL UPPER CASE

It looks the sane as typing with the sHFT key held
down.

Lower

Upon nmarki ng and appl yi ng the Lower conmand on
a selected word it will beconme all |ower case.
this is an exanple of all |ower case.

Smal | caps

Upon nmarki ng and applying the Small caps conmand

on a selected word the | ower case characters in the
word will becone capital letters in 2-point smaller
font.

TH s | s AN ExavwwLE OF SmaLL Caps

Smal | caps are aesthetically pleasing for headi ngs.

None
Mar ki ng None assures that all characters will appear
on the sanme |level of the text baseline. |In this

par agraph, all characters appear on the sanme |eve
of the baseline.

Superscri pt

Upon mar ki ng and appl yi ng the Superscri pt
command on a selected character it will becone
superscripted by 4 points. Here is an exanple of
superscript text:

a2+b2=c2
Each nunmber in the above exanple is superscripted.

If you do not specify a nunber of points in the
brackets follow ng Superscript then the character wll
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automatically be superscripted 4 points. 1In the
above exanples, the characters are subscripted 4
poi nts and subscript characters were given 8 point
type si ze. Here is the sanme exanple with the
characters subscripted 2 points:

a2+b2=c2

Subscri pt

Upon marki ng and appl yi ng the Subscript command

on a selected character it will becone subscripted
by 4 points. Here is an exanple of subscripted text:

H,0rS0,=H,S0,

Each nunmber in the above exanple is subscripted.

If you do not specify a nunber of points in the
brackets followi ng Superscript then the character wll
automatically be subscripted 4 points. 1In the above
exanpl es, the characters are subscripted 4 points

and subscript characters were given 8 point type

si ze. Here is the sane exanple with the characters
subscripted 2 points:

HyO+SO3=H SOy

CHARACTER Tab Patt ernTab patterns are applied to tab stops. They can be
applied to a tab stop that has been set with the
Par agraph menu, or a tab set by pressing the TAB
key.

Tab stop

Marki ng Tab stop defers the "l ook" of a tab to what

is specified in the Paragraph nenu. For exanple, if

| eader dot tabs are specified in the Paragraph

menu, that is the "look" that will apply to a tab unti
another tab pattern on the Character nenu is

sel ected and applied to the tab
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...... (Leader Dots)

Marking....an the Character menu will assign

| eader dots to a tab. Leader dots that lead up to a
tab | ocation help guide the reader’s eye across the
page. They are especially useful in formatting
tables of contents and other tabular material. For
exanpl e:

Text before the tablText after the tab

Mar ki ng= on the Character menu causes the tab
to be a 2 point wide rule that is raised 4 points
above the baseline of the text

Text before the tabText after the tab

Mar ki ng™= on t he Character nenu causes the tab
to be a 4 point wide rule above a 1/2 point rule
separated by 2 points of white space.

Text before the™=mText after the tab

|

Mar ki ngmmm on the Character menu causes the tab
to be a 1/2 point wide rule above a 4 point rule
separated by 2 points of white space.

Text before themmaBlText after the tab

Mar ki ng=— on the Character menu causes the tab
to be two 1 point rules separated by 2 points of
whi t e space.
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Text before the=—ablext after the tab

Here is an exanmple of how rul es night be used:

SECTION 1 COST ANALYSI S

None
Mar ki ng None on the Character menu assures that
no tab pattern will appear when the tab is set.

To CLosE THE CHARACTER MENU

MARK t he on the Character nenu.

RELATED ToPICS See the follow ng conponents for further
information on rel ated topics:

I NTRODUCTI ON TO CHARACTER FORMATTI NG
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TH' S PAGE LEFT | NTENTI ONALLY BLANK
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