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CHAPTER 10

| NTRODUCTI ON TO TABS

Basl ¢ CONCEPT

DESCRI PTI ON

APPL| CATI ON

TaB COVMVANDS

Left Cowanp

XeErRox DOCUMENT SYSTEM

Tabs are used to create sinple tables, to arrange
text into columms, and to place | eader dots. Tabs
have paragraph properties and character properties.
In this lesson, we will be discussing tab conmands
as they appear in the Paragraph nmenu.

There are five types of tabs that can be set in the
XEROX DOCUMENT SYSTEM The type of tab

determ nes how text set with tabs will appear. The
options are Left, Right, Centered, Aligned, and Leader.

Tabs are used for creating columms, tables, and

sol ve various conplex formatting probl ens. Tabs set
for the chapter titles of this manual determ ne that
the chapter nunber aligns on the left margin and
the chapter nane ends at the right margin.

Tabs are activated whenever you PRESS the TAB
key.

Tab commands are found in the Paragraph nenu

after Footnote text: comuands. They work in
conjunction with tab stops set on the carriage scale.
You will learn howto set tab stops in the section
cal l ed SETTING TABS. The tab conmands are

descri bed bel ow.

Mar ki ng Left specifies that, when the TAB key is
pressed, the left edge of a word or phrase will be
al i gned where the tab has been set.
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Ri ght Cowanp

Cent er ed Cownnp

Al'i gned Cowanp

Mar ki ng Ri ght specifies that, when the TAB key is
pressed, the right edge of a word or phrase will be
al i gned where the tab has been set.

Mar ki ng Centered specifies that, when the TAB key is
pressed, a word or phrase will be centered where
the tab has been set.

Mar ki ng Aligned specifies that characters matching
the one shown within the brackets will be aligned.
The default decinmal point currently shown in the
brackets specifies that colums with dollars and
cents will be aligned on decinal points. The deci nal
point in the brackets may be del eted, and other
characters inserted

The tabl e bel ow shows each of the four types of
tabs and their alignment properties:

Left flush
(tab at 0)
red

bl ue

green

chartreuse

Ri ght
(tab

flush Cent er ed Aligned <. >
at 180) (tab at 228) (Tab at 400.)

a Petruchi o 3.97
an Hel ena 463. 974

ant Mercutio 1.0
ants Puck . 6599

Leader Coweanp

XeErRox DOCUMENT SYSTEM

Mar ki ng Leader causes | eader dots to be shown
fromthe place in the line of text where the tab key
was pressed, to the tab setting. The Leader

conmand can be used with any of the tab types.
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SETTI NG TABS Tab stops are set by positioning themon the
carriage scal e bel ow the margins bar, and using the
conmands descri bed above. Unl ess you specifically
set new tabs, you will be given the default tabs
when you PRESS the TaB key. Default tabs are
explained in greater detail in the section CALLED
DeFAULT TABS.

1. MARK the type of tab desired. Notice
that Left is already marked. This is the
default setting, and will be in effect
unl ess you change it.

2. Poi nt the cursor at the nmeasurenent on
the carriage scal e where you wi sh the
tab to be pl aced.

3. PRESS t he MDDLE nouse button. An
arrow will point to a neasurenent on
the carriage scale. The exact nunber
that the arrow points to appears bel ow
the arrow Is this where you wanted a
tab? If you are a point or two off, don't
be concerned. Tabs are very easy to
nove and you will |earn how to nove
themin a nmonent.

The shape of the arrow shaft on the tab
you have set tells what type of tab was
marked. A Left tab arrow | ooks like this:
A Right arrow looks like this: . A
centered tab arrow | ooks like this: . An
Align on tab arrow is followed by
what ever character is shown in the
bracket. The default is a decimal point
and unl ess changed | ooks like this:

4, MARK Apply, or PRESS poto apply and
di smiss the nmenu. The tabs will be
applied to the sel ected paragraph.
Remenber that the tab settings are
invisible until you PRESS the tab key.
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SETTING LEADER DoTs Leader dots are set for specific tabs. Leader dots
may be assigned when the tab is set by marking
Leader and setting the tab with the MDDLE nouse
button. To add | eader dots to a tab that is already

set:
1. MARK Leader.
2. Point to the tab with the cursor.
3. MARK the tab with the MDDLE nouse
button. Leader dots will appear
preceding the tab arrow.
ExAVPLE The table below was formatted with the left nargin,

first line, set at 80; left margin other lines set at 160;
Left tabs set at 160, 240, 320; and a Right tab with

| eader dots set at 410. The TAB key was pressed

after each word:

Ages Jeri Karl a Rudy......... 24. . ... ...
Hel en Lee Dale......... 36........
Jan John Dol ores...... 38.....
RESETTI NG TABS Tab positions can be easily reset. The position can

be changed by pointing the cursor close to an

existing tab arrow on the carriage scal e, holding

down t he LEFT nouse button, and noving the cursor

to the right or left. The tab arrow will nove to follow
the cursor. Wen the tab displays the desired

measur ement, RELEASE the LEFT nouse button. The

tab is now reset.

The LEFT nmouse button will only nove an existing
tab. It will not change its type.
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CHANGI NG TAB TYPE The type of tab can be changed by marki ng anot her
type (such as Left, Right, Cr, Aign, Leader), pointing
at atab arrowwith the cursor, and pressing the
M DDLE nouse button. If the nouse is held steady,
the tab will stay in the sane position, but will
change type.

The MDDLE nbuse button can change the type of an
existing tab, nove a tab, or set a newtab type. It is
best not to use the MDDLE nobuse button to nove a

tab unless you are also changing its type, as it may
set a new tab instead.

DeELETING TABS To delete a tab stop, point at it with the cursor and
PRESS and RELEASE the R GHT nouse button. To
delete tabs in text, select the tab as a character
(use the LEFT nouse button) and PRESS DeL. This
will not delete the tab as a feature, but nerely
renoves it fromtext as if it were a typing error.

DEFAULT TABS The system has preset values for tabs, nargins,
| eading, etc. These are called "default" val ues, and
are in effect unless you specify otherw se. The tabs
that are in operation, if you do not set any yourself,
are the default tabs. Default tabs do not appear on
the carriage scale, but the nunber in the brackets
followi ng default tabs: tells how far apart each
default tab is. The exanple below will help explain
how exanpl e work:
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ExavPLE In this paragraph, the margin of the first line of the
paragraph is at 32, second and following |lines are at
160, and the right margin is at 410. A left tab has
been nmanually set at 160. The default tabs are 28
units apart. As Points has been marked in the
par agr aph nenu, 28 neans 28 points. (Mark In and
you will see 28 change to 0.39.)

The default tab units specify how far apart each
default tab is. Note that neasurenent does not

begin at 0 on the carriage scale! The units are
nmeasured fromthe last nmanually set tab! The | ast
manual |y set tab is at 160. Therefore, further tabs
are situated at 28 points to the right of 160, 28
points to the right of that tab, and so on. This is
what it [|ooks |like when the tab key is pressed after
each item of text:

ABC BCD CDE DEF EFG FGH GH HJ 1JK

The TAB key was pressed before typing ABC. ABC

lines up with the left tab at 160. BCD lines up with
the tab at 160 points. Each columm lines up 28
points to the right of the previous tab.

The default tab units may be changed by del eting
the current nunmber shown in the brackets and
replacing it with another.

MASTERY Hi NTS It is possible to create tables that | ook peculiar,
al t hough you carefully followed the directions for
setting and using tabs. Tabs will do exactly what
you tell themto do, but you may not like the results.
The information below will help you to get the
appear ance you want:

XeErRox DOCUMENT SYSTEM EDI TOR VERSI ON 5. 1 REVI SI ON 11/ 01/ 80
CHAPTER 10: | NTRODUCTI ON TO TABS



103

Resist the urge to press the tab key at the end of a
line, or after the text in the last colum of a line. To
get to the next line, hold down the sHFT key and

PRESS RETURN. | f you continue to PRESS the TAB

key after each entry, several problens could arise.
Suppose the last table entry stops short of the right
margi n, but the next tab woul d extend beyond the

right margin. Since no text can be entered beyond

the right margin, the typed tab is carried over to the
next |line and behaves as if you pressed the tab key

at the beginning of that line. Entered text, therefore,
woul d appear in the second columm instead of the

first.

Make certain that the default tabs are far enough

apart to permt entry of your |ongest character

string. If they are not, either set new tabs, or change
the default. In the followi ng exanple, the first tab is
at 160 points. The default tabs are 28 points apart.
Some of the words are nore than 28 points |ong,

and sonme | ess. The TAB key was pressed after each

text entry:

WHEN MARKI NG MENU | TEMS PRESS THE
LEFT MOUSE BUTTON.

If the sane text was separated by tabs set at 160,
230, 300, and 370, the table would [ ook |ike this:

VHEN MARKI NG MENU | TEMS
PRESS THE LEFT MOUSE
BUTTON
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XeErRox DOCUMENT SYSTEM

When using tabs, keep your screen display in

PRINTER node. Since screen node shows characters
|arger than they will appear in print, text separated
by tabs nay appear to "run over" tab stops in the

di splay, while they would not when the docunent is
printed. Text that is aligned in print often will not
appear aligned in screen node.

In this docunent, the nmargin for the subheadings on
the left is at 32 points. The subheadi ng begins the
first line of a paragraph. The second, and further

I ines of the paragraph begin at 160 points. The first
[ine of text (not including the subheading) starts at
160 points because a left tab is set at 160 points
and the TAB key pressed after typing a subheadi ng.
Each tinme a carriage return is typed, the caret
returns to the margin at 32 points. Pressing the TAB
key places the caret at 160.

It is sonetinmes useful to set a Right tab at the right
margin. This hel ps prevent a columm entry from
spilling over onto the next |ine and getting pushed
to the next tab stop. It also prevents unexpected

i ntrusion of default tabs. A Right tab stop is al so
necessary for aligning nunbers. In the follow ng
table, A Left tab is set at 160, and R ght tabs with

| eader dots are set at 285 and 410.

Paul............... 6Q"......... .. 97 lbs............

Kathy ............. 62" i .. 120 b

Gordon............ 74" ... ... .. ...... 200.lbs.........
EDI TOR VERSION 5.1 REVI SI ON 11/01/80
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Tab settings may be easily changed for a whole
table. Select the table as a paragraph. PRESS cow
LoKX. Reset the margins on the carriage scale.

MARK Apply, or PRESS poto apply and dismss the
nmenu. The preceding table was copied to the space
bel ow and the tabs were changed to a Right tab at
200, a Right tab with Leader dots at 260, and a Left
tab with Leader dots at 360.

Paul....... 60" . 97 .lLbs.............
Kathy....... 62" c.....120.Lbs. ... ...
CGordon....... 74" 200.lLbs...........

Renmenber that when tabs are set or changed they
nmust be applied to the paragraph before they will
oper at e.

Except for special circunstances, tabs should not
be set past the right margin.

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

TYPI NG TABS
| NTRODUCTI ON TO DI SPLAY MODES
CHARACTER TAB PATTERNS
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TH' S PAGE LEFT | NTENTI ONALLY BLANK
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CHAPTER 11 | NTRODUCTI ON TO PRECI SI ON FORMVATTI NG

PRECI SI ON PARAGRAPH FORMATTI NG

Basli ¢ ConceEPT Preci se margi ns can be set or noved for a
par agraph, a collection of paragraphs, or a
docunent, by using margin control commands. This
nethod is preferable to nmanipulating the margi n bar
when exact settings are required, or when margins
are to nove relative to each other rather than to a
predet erni ned setting.

DESCRI PTI ON Precision formatti ng commands are conceal ed in
the Paragraph nenu. To use the precision
formatti ng comands, expand your Paragraph nenu
by marking Detail:

Par agr aph nenu Neutral Detail Apply
Units: In Picas Pts Styl e:
Align: Left Rght Cr Justified Vert: None First Next Sanme col

Lead: before: after: i ne spaci ng: pts.

New page: Before After Footnote text: Start Cont

Tabs: Left Rght Cr Aign on: . Leader default tabs: units
Keep: Start Cont Heading keep: pts.

Msc: Profile Printer vert.pos.: units Line # Of

Change margins: nove Left Right Set to uniNesasur e
Left margin, 1st line Left except 1st line R ght margin
Al 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 VERSI ON 5. 1 REVI SI ON 11/ 01/ 80
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MARG N COMMVANDS

Move/ SET COVWANDS

Move/ SeT Left

XeErRox DOCUMENT SYSTEM

MaRG N

Margi n control comrands are shown after Change
mar gi ns:

Mar gi ns can be noved left or right, or can be set
using margin control commuands. The units of

nmeasur enent must be typed in the brackets

following Set to. Marking Left nmoves the specified
margins to the left by the anount typed in the
brackets. Marking Ri ght noves the specified margins
to the right by the anmount typed in the brackets.

Marking Set to sets the specified margins of the

sel ected text to the setting typed in the brackets.

Al 't hough the nmargins bar can be used to set nost

margi ns, occasionally a precision setting is required.
For exanpl e, suppose |Inches has been marked for

units in the paragraph nenu, and a right nmargin of
5.59 is required. The margins bar cannot be used,
because it only noves in units of .125 of an inch. If
you move the right margin of the carriage bar, you
will see that it can be set at 5.57 and 5.63, but not
at 5.59. To set right margins to 5.59 inches requires
use of the Set to conmand.

After marking one of the conmands descri bed

above, and typing a nunber in the brackets, the

margins to be set or noved nust be specified. This

is done by marking Left margin, 1st line, Left except

1st line, or Right margin. Marking All rmargins and tabs
noves or sets all margins AND TABS by the anpunt

typed in the brackets after Set to. To set left margins

of selected text, do the follow ng:

1. Select the text in which left margins are
to be set.

2. PRESS cow LoX.

3. Type the new margin setting in the
brackets foll owi ng Set to.

4. MARK Set to.
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5. If only the margin of the first lineis to
be set, MARK Left margin, 1st line.

6. If the left margins except the first line
are to be set, MARK Left except 1st line.

7. If the first line and all other lines of the
first margin are to be set to the sane
margi n setting, MARK Left margin, 1st
line AND Left except 1st line.

8. MARK Apply, or PRESS poto apply and
disnm ss the nmenu. The margi ns marked
for the selected text will change.

To nove left margins of selected text, do the
fol |l owi ng:

1. Select the text in which left nmargins are
to be noved.

2. PRESS cow LOXK.

3. In the brackets following Set to, type the
nunber of units that the margin is to be
noved.

4. MARK Left if the margin is to nove |eft
by the nunber of units specified. MARK
Right if the margin is to nove right by
t he nunber of units specified.

5. If only the margin of the first lineis to
be noved, MARK Left nargin, 1st line

6. If the left margins except the first line
are to be noved, MARK Left except 1st
l'ine.

7. If the first line and all other lines of the

first margin are to be noved the sane
nunber of units, MARK Left rmargin, 1st
line AND Left except 1st line.

8. MARK Apply, or PRESS poto apply and
di sm ss the nenu. The nargins narked

for the selected text will nove the units
speci fi ed.
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Move/ SET Ri ght  Mara NMoving or setting right margins works the same as
noving or setting left margins. MARK Right nargin
after marking Left, Right, or Set to

ALL MARG NS AND TABS Al tabs and margins in selected text can be noved
left or right by the same anount:

1. Sel ect the text in which all tabs and
margi ns are to be noved.

2. PRESS cow LOXK.

3. In the brackets following Set to, type the
nunber of units that the margins and
tabs are to be noved.

4. MARK Left if the margins and tabs are
to nove left by the nunber of units
specified. MARK Right if they are to
nove right by the nunber of units
speci fi ed.

5. MARK Al'l margins and tabs.

6. MARK Apply, or PRESS poto apply and
di smi ss the nenu.

MASTERY Hi NTS If one paragraph is selected for margin and tab
mani pul ati on purposes, the Paragraph nenu
brought to vi ew when you PRESS cow LooK wi | |
show the current margin and tab settings. After new
margin or tab settings have been specified and
applied, the results will appear both in the docunent
and on the margin bar and carriage scal e.

If nore than one paragraph is selected for margin

and tab mani pul ation, the nenu brought to view

when you PRESS cow LoX will show nost

conmands as grey. The Margin bar will be grey and

set at 0 and 495 (if measured in points.) The

carriage scale will be grey and show no tab settings.
After new margin or tab settings have been

specified and applied, the results will only appear in
the docunent. To check whether the settings were

XeErRox DOCUMENT SYSTEM EDI TOR VERSI ON 5. 1 REVI SI ON 11/ 01/ 80
CHAPTER 11: | NTRODUCTI ON TO PRECI SI ON FORMATTI NG



111

appli ed as planned, select one of the paragraphs in
whi ch changes were made, and PRESS cow LOXK.

The Paragraph nmenu will not show properties of

nore than one paragraph at a tinme, as paragraph
properties nmay be different for different paragraphs.

Be very careful when using the nove conmands for
"All margins and tabs." If the docunent contains
mul tiple colums set with tabs, default tabs may
intrude, resulting in unacceptable tabular formatting.

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

THE MARG N BAR
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PRECI SI ON TAB FORMATTI NG

Basi ¢ ConcePT Tabs can be changed, cleared, or nmoved for a set
of paragraphs or the entire docunent wi thout
changi ng each tab individually. This feature is
particularly useful if the nargins of a docunment are
to be changed and the existing tables or text with
tabs would be affected, or if the formatting of
several tables is to be changed.

DESCRI PTI ON Tab control conmmands are concealed in the
Par agr aph nenu. To use the tab control commands,
expand your Paragraph nmenu by nmarking Detail.
VWhen a Paragraph nenu is fully expanded, it wll
l ook like this:

Par agr aph menu Neutral Detail Apply
Units: In Picas Pts Styl e:
Align: Left Right Cr Justified Vert: None First Next Sanme col

Lead: before: after: I i ne spacing: pts.

New page: Before After Footnote text: Start Cont

Tabs: Left Rght Cr Aign on: . Leader default tabs: units
Keep: Start Cont Heading Kkeep: pts.

Msc: Profile Printer vert.pos.: units Line # Of

Change margins: nove Left R ght Set to uniNeasur e
Left margin, 1st line Left except 1st line Right margin

Al  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
Tae CONTROL Tab control comands are shown after Change tabs:
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Cl ear ALL Tass

Move COMVANDS

XeErRox DOCUMENT SYSTEM

The tab settings in a selection may be reset to the

default tab setting without deleting each tab
i ndi vi dual | y.

1. Sel ect as paragraphs the text whose

113

tabs are to be cleared. If all the tabs in a

docunent are to be cleared, PRESS
COW E.

2. PRESS com LOX to get the Paragraph
menu. |If you have sel ected nore than
one paragraph, sone of the itenms in the
menu will appear grey. This is as it
shoul d be, as only conmands in bl ack
or white will apply to the selection when
Apply is marked. ONLY CLEAR TABS I N
A PARAGRAPH MENU THAT WAS
BROUGHT TO THE SCREEN BY THE
SELECTI ON

3. MARK Cl ear all tabs.

4, MARK Apply, or PRESS poto apply and
di sm ss the nenu.

The nmanual ly set tabs will disappear in the selected
text and on the carriage scale, and default tabs wll

fill in where appropriate. Any tabulated text shifts to

the default tab stops.

Tabs can be noved |left or right by specific
anounts. This is useful if tabs are to be changed
relative to each other. If the left margin of a
docurnent is changed, the tabs may | ook better
when nmoved by the same anmount.

1. Sel ect as paragraphs the text whose
tabs are to be nmoved. If all the tabs in
t he docunment are to be noved, PRESS
COM E.

2. In the brackets follow ng nove Left
Ri ght by, type the nunber of units the
tabs are to be noved.
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CLEAR TAB COWMVAND

SET TAB COMVAND

XeErRox DOCUMENT SYSTEM

3. MARK Left or Right, depending on
whi ch direction you wish the tabs to
nove.

4. MARK Apply, or PRESS poto apply and
di smi ss the nenu.

Manual |y set tabs will nove in the selected text and
on the carriage scale. In the exanple below, |Ieft
tabs were set at 160, 240, and 320.

aar dvar k bant am canel
ant boar coyote

If tabs are noved 12 units to the right, they appear
on the carriage scale as 172, 252, 332, and in text
as shown bel ow

aardvark bant am canel
ant boar coyote

Specific set tabs can be cleared by typing the tab
setting in the brackets after Clear tab at. This is
useful if the same tab setting is to be cleared for
nore than one paragraph.

1. Sel ect the text which has the set tab
that is to be cleared. PRESS covE if the
tab is to be cleared for the entire
docunent .

2. Type the tab setting in the brackets after
Clear tab at.

3. MARK Apply, or PRESS poto apply and
di smiss the nenu.

New t abs can be globally set, rather than
i ndividually set for each paragraph
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1. Sel ect the paragraphs which requires a
new tab setting. PRESS cowE if the tab
is to be set for the entire docunent.

2. Type the tab setting desired in the
brackets after Set tab at units.

3. MARK Apply, or PRESS poto apply and
di snmi ss the nenu.

The clear, nove, and set tabs options only apply to
manual |y set tabs. They do not affect default tabs.
Consequently, default tabs may interpose

t hensel ves between the |last set tab and the right
margin. A way to avoid default tab intrusion while
formatting a table is to end a line with a SHFT-
RETURN, not with the tab key.

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

SETTI NG TABS
TYPI NG TABS
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VEASURI NG SCREEN PGSI Tl ONS

Basi ¢ ConcePT The Measure command i s an adjunct to precision
margin and tab mani pulation. It provides for visua
setting of margins and tabs, rather than requiring
the specification of a known nunerical setting.

DESCRI PTI ON The Measure conmmand is in the Paragraph nmenu
opposi te the Change margi ns: comands. |In order to
activate it, the caret nust be positioned in the
appropriate bracket. Wen Measure is narked, and a
character selected in the docunment w ndow, the
brackets will display the horizontal neasurenent of
that character.

APPLI CATI ON The Measure comuand is useful if a margin or tab is
desired that lines up with a particular point in text,
but the numerical equivalent of that point is not
known. Once the neasurenent is revealed, it can be
applied to selected text.
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PROCEDURE
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Usi ng this paragraph as an exanpl e, suppose that
the next paragraph is to be nested (or indented.)
The nested paragraph mght ook best if it began at
the sane point where the word "paragraph" (the
third word in the previous sentence) begins. By
usi ng the Measure conmand, the exact numnerica

| ocation of "paragraph" can be viewed, and a tab or
margin set at that point on the margin bar or
carriage scale. Using the Measure comand reveal s
that "paragraph" begins at 208 points. Selecting
the paragraph and marking Apply sets the tab or
margin to the measurenent specified.

This is a nested paragraph with left
mar gi ns set at 208 points.

To utilize the Measure command, expand the

Par agraph menu by marking Detail. The Measure
conmand is aligned on the right edge of the
menu. The procedure for using the Measure
command varies with which nouse button is used.
The general procedure is described bel ow, and
variations are explained |ater.

1. Put the caret in the appropriate nargin
control or tab control brackets (the
usual choices are Set to units, dear
tab at , Set tab at units, or default
t abs: 2)

3. MARK Measur e.

4, Pl ace the cursor at the point on the
screen to be neasured.

5. Hol d down the appropriate nouse
button until the neasurenent of the
sel ected character appears in the
brackets.

6. Sel ect the text whose margins or tabs
are to be changed to this neasurenent.

7. MARK Appl y.
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RELATED TorI CS

XeErRox DOCUMENT SYSTEM

If the LEFT nouse button is held down, the

measur ement shown in the brackets will correspond

to the position of the left edge of the character that
is to the right of the cursor. Continue to hold the
button down as you nove the nouse to the left or
right. The nmeasurement in the brackets will change

by character widths to reflect the new position of

the cursor.

If the MmDDLE button is held down, the nmeasurenent
shown in the brackets will correspond to the
position of the |left edge of the word that is to the
right of the cursor. As you nove the nouse with the
button hel d down, the measurenent in the brackets
wi Il change by word widths to reflect the new
position of the cursor.

If the RIGHT button is held down, the measurenent
in the brackets will match the position of the cursor
as it is noved.

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

THE MARG N BAR
SETTI NG TABS
PRECI SI ON TAB FORVATTI NG
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APPLI CATI ON

ExavPLE

LEAD CONTROL

XeErRox DOCUMENT SYSTEM

PRECI S| ON LI NE LEADI NG

Preci se amounts of |eading can be added or
subtracted before or after paragraphs and between
lines by using |l ead control conmmands.

Using | ead control commands is useful when the

| eading in a docunment is to be changed relatively
rather than precisely. Wen all |eading between

par agraphs is to be increased by a certain amount,

It is easier to specify this with | ead conmands t han
to change | ead for each paragraph individually.

Suppose 5 points of leading is to be added to every
par agr aph. However, some of the paragraphs in the
docunent are preceded by 6 points of |ead, sone

by 12, some by 30, and some by 40. Headi ngs are
also followed by different anpbunts of |ead. Wthout
precision | ead commands, you would have to sel ect
each paragraph and change the leading to a precise
measurenment, reflecting the 5 point increase, then

Apply.

To use the lead control conmands, expand your

Par agraph nenu by marking Detail. Wen a

Par agraph nenu is fully expanded, it will |ook Ilike
t hi s:
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Par agr aph nenu Neutral Detail Apply
Units: In Picas Pts Styl e:
Align: Left Rght Cr Justified Vert: None First Next Sanme col

Lead: before: after: i ne spaci ng: pts.

New page: Before After Footnote text: Start Cont

Tabs: Left Right Cr Align on: . Leader default tabs: units
Keep: Start Cont Heading keep: pts.

Msc: Profile Printer vert.pos.: units Line # Of

Change margins: nove Left R ght Set to uniNesasur e
Left margin, 1st line Left except 1st line R ght margin
Al 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

Lead control comands are shown after Change
| ead: .

ADD/ SUBTRACT In order to add or subtract |lead from sel ected text,
the nunber of points rmust be typed in the brackets
preceding pts. |lead. Marking Add adds the points
speci fied, and marking Subtract will renove the
poi nts specified.

BEFORE/ AFTER/ SPACI NG After marki ng one of the commands descri bed
above, it is necessary to specify where the lead is to
be changed. This is done by marking Before, After,
or Spaci ng.

1. Select the text in which leading is to be
changed.

2. PRESS cow LoXK.

3. Type the new | ead setting in the
brackets preceding pts. |ead. Renenber
that the nunber you type is the anpunt
of CHANGE required, not the actual
poi nts of |ead desired.
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4, MARK Before, After, or Spacing.

5. MARK Apply, or PRESS poto apply and
di sm ss the nenu. The | eadi ng change
will be visible in the docunent. New | ead
settings do not appear in the nenu
except when a single paragraph is
sel ected and cow LOX is pressed.

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

LEAD COMVANDS
GUI DELI NE FOR LI NE LEADI NG
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VERTI CAL COLUMN ALI GNVENT

Basi ¢ CoNCEPT

DESCRI PTI ON

None Cowanp

First cCcowanp

Next Cowanp

Same CowrND

XeErRox DOCUMENT SYSTEM

Vertical alignnent properties provide for vertical

pl acenent of columms on a page. Vertical alignnent
conmands make it possible to align colums next to
each other so that logically related information wll
be kept together. They provide for further insertion
or deletion of text in a columm wi thout nanipul ation
of the surrounding material. Vertical alignnent
conmands tell a sel ected paragraph where it should
be on the printed page in relation to other text.

Vertical alignnent commands are paragraph
properties and are set using the Paragraph nenu.
They are applied to sel ected paragraphs. The
conmands appear after Vert: The options are None,
First, Next, Same.

If None is marked, no colum features will be in
operation for the sel ected paragraph

Mar ki ng First causes the paragraph to appear in the
first columm.

Mar ki ng Next places the sel ected paragraph in the
next columm to the right, and aligned vertically with
the paragraph in the previous columm that was

mar ked First or Next.

Mar ki ng Sane assures that the sel ected paragraph
will be aligned directly under the previous paragraph
that was given an alignment conmand.
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MARG NS The margi ns of each colum are set by hand using
the margin bar. This can be done before each
colum is typed in, or after conplete text type-in.

PROCEDURE This is a general description of the procedure used
to format columms or tables. A step-by-step exanple
foll ows the general description

Deci de how many col ums are needed. Set the

margins for the first colum. Type a paragraph and
select it. If the selected paragraph is to appear in
the first colum, MARK First. If the next paragraph
is to continue in the same columm, select the

par agraph and MARK Sane. |f a paragraph is to

appear in the next colum, set the margins for the
next (or second) columm. Type a paragraph and

select it. MARK Next. Set the margins for the third
col um. Type a paragraph and select it. MARK Next.
Every tine a selected paragraph is narked with First
it will appear in the first colum. A paragraph

mar ked Sane will appear in the sanme colum as the
previ ous paragraph given an alignnent command.
Marking Next will place a paragraph in the next
colum to the right, aligned vertically with the | ast
par agr aph marked First or Next.

NOTE THAT THE COLUWMNS W LL NOT APPEAR
ALI GNED | N THE NORVAL DI SPLAY MODE.
COLUWMNS WLL BE ALI GNED WHEN VI EVWED | N
PREVI EW MODE, AND WHEN PRI NTED.

Suppose that your document will contain

par agr aphs arranged into three colums. The text in
the first columm consists of questions asked by an
i nterviewer of a panel of business |eaders. The
second col um contai ns answers by nenbers of the
panel . The third colum contains an anal ysis of the
answers. The question, the answers to each
guestion, and the analyst’s remarks regarding the
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answers,

are to be placed side by side on the page.

This is howit is done:

1.

XeErRox DOCUMENT SYSTEM

EDI TOR VERSION 5.1

Type the question. Select the text as a
paragraph. 1f the Paragraph menu is not

al ready on your screen, it wll appear
now. For this exercise, MARK Pts in the
par agraph nenu. Set the colum

margins for the first colum by using the
menu bar. MARK Apply.

Wth the paragraph still selected, MARK
First. This informs the systemthat there
will be nore than one colum on the

page, and that this paragraph belongs in
the first col um.

Suppose that your question is rather
conpl ex and requires another paragraph
to be conplete. PRESS the RETURN key.
Type the new paragraph, select it, and
MARK Sane. MARK Apply. Further

par agraphs related to the sane question
are al so marked Sane.

Set the margins for the second col um.
Type an answer to the first question

Sel ect the paragraph and MARK it Next.
Al though it will not appear so on the
screen, the paragraph appears beside

t he previous paragraph in hardcopy and
beconmes part of a new colum. |f nore

t han one paragraph is needed to answer
the question in the first colum, select
each paragraph after type-in, MARK

Sane and Apply, and the paragraph wll
be positioned directly beneath the
previous paragraph in the second

colum. Marking Sane wil|
entering paragraphs into that colum.

conti nue

Set the margins for the third col um.
Type an anal ysis of the question-and-
answer exchange. Sel ect the paragraph
MARK Next. This will be the first
paragraph in the third col um. Marking
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Same will continue entering paragraphs
into the third col umm.

To enter a paragraph into the first

col um agai n (anot her question by the

i nterviewer), select the paragraph

MARK First, and the paragraph wll

appear in the first colum in hardcopy.
The new paragraph will begin on a line
that falls bel ow the | ongest previous

col um, whether the | ongest columm

was the first, second, or third colum. |If
Next is marked for the next paragraph, it
will print in columm two, beside the

par agraph put into the first colum. In
this way, a question, the answer to each
question, and the analyst’s comments

can be lined up side by side. In other
words, if the first question ended 6

i nches fromthe bottom of the page, the
answer to the question ended 3.5

i nches, fromthe bottom of the page,

and the analysis ended 4 inches from

the bottom of the page, the next

questi on woul d be aligned no nore than
3.5 inches fromthe bottom of the page.
Further insertion and deletion of text in
any colum wll cause autonmatic

readj ustment of the vertical alignnent, if
required. No user manipul ati on of
surroundi ng text is necessary. There wl|
be no over-print or mis-aligned col ums.

MARK None to specify that the next

par agraph not be in columar form The

new paragraph will begin a line that falls
bel ow t he | ongest previous col um.

Bel ow i s an exanpl e of how col utms woul d appear
bef ore vertical alignnent commands are appli ed.

XeErRox DOCUMENT SYSTEM
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QUESTI ONS

Dr. S., would you

descri be the features

you feel nakes the
XEROX DOCUMENT
SYSTEM a r at her

startling advance in

t he publi shing

industry? Is it really

as easy to use as

has been advertised?

XeErRox DOCUMENT SYSTEM

ANSVEERS

The XEROX DOCUMENT SYSTEM

provi des total document formatting
capabilities. The operator can type in
text, type the appropriate code keys,
and a conpl eted docunent is printed.

A completely formatted docunent

can be printed in a matter of mnutes
and will appear as if it had been sent
to be typeset and printed by a
publ i sher, conplete with col ums,
various sizes and types of font, and
other formatting features. Page
nunberi ng, page headi ngs, etc.

appear automatically in the printed
docunent without having been typed

i ndi vi dual | y.

ANALYSI S
The XEROX
DOCUMVENT SYSTEM

will revolutionize the
publ i shing industry.
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In the exanpl e bel ow, the sane text has been given
vertical alignnent properties.

QUESTI ONS ANSVEERS ANALYSI S

Dr. S., would you The XeErROx DOCUMENT SYSTEM The XerRox
descri be the featumzovides total docunent fornattiDOOUVENT SYSTEM
you feel nakes thecapabilities. The operator can twipel imevol uti oni ze the

XEROX DOCUMENT text, type the appropriate code palylsi shing i ndustry.
SYSTEM a r at her and a conpl eted docunent is printed.

startling advance in

the publishing A conpletely formatted docunent

industry? Is it readrybe printed in a matter of minutes
as easy to use as and will appear as if it had been sent
has been advertised?d be typeset and printed by a
publ i sher, conplete with col ums,
various sizes and types of font, and
other formatting features. Page
nunberi ng, page headi ngs, etc.
appear automatically in the printed
docunent without having been typed
i ndi vi dual ly.

QUESTIONS was sel ected and marked First. The first
par agraph of text for the first colum was narked
Sane. ANSWERS was nmarked Next. The first

par agraph of text for the second col um was

mar ked Sane. The second paragraph was al so

mar ked Sanme. ANALYSIS was mar ked Next. The first

par agraph of the third colum was marked Sane.

Margi ns can be set for each columm before or after
type-in of the colum. Enpty paragraphs can be

sel ected before type-in and given vertical alignnent
comands.
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VERTI CAL PARAGRAPH POSI TI ONI NG

DESCRI PTI ON The position of a selected paragraph on the printed
page may be set with the "vert.pos:" command in
t he Paragraph nenu. This makes it possible to place
a headi ng, or other special paragraph, a precise
di stance fromthe bottom edge of the paper. It wll
not nove in relation to other text, as it will if only
gi ven paragraph | eading properties. The vertica
position of the heading at the top of this page is 657
points. Note that vertical position is measured up
fromthe bottom of the page.

PROCEDURE The procedure for assigning a vertical position to a
paragraph is as foll ows:

1. Sel ect the paragraph to be assigned a
vertical position

2. PRESS com LOX to open the Paragraph
nmenu.

3. Type the vertical alignnment
neasurement in the brackets follow ng
vert. pos:.

4, MARK Apply, or PRESS Do to apply and
di sm ss the nenu.

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

DOCUMENT PRCFI LE
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CHAPTER 12

TEXT MANI PULATI ON

Basi ¢ CoNCEPT

DESCRI PTI ON

PROCEDURE

XeErRox DOCUMENT SYSTEM

SORTI NG

The Sort comand nakes it possible to order itens
inatable or list. Text may be sorted by nunber,
letter, synbol, and in ascendi ng or descendi ng

or der.

The Sort conmand is found in the Main menu

foll owed by brackets. Characters typed in the
brackets specify how a particular colum is to be
sorted.

Using the Sort conmand requires that text be typed
in tabular formusing tabs (not spaces.) Each |ine of
text must be separated fromthe previous |line by
pressing RETURN. The entire text to be sorted nust

be sel ected before marking Sort. Sinple sorting is
based on the first character in a specified colum.
Col ums are nunbered accordi ng to how many tabs
precede them Thus, colum 1 contains the text

typed after pressing the 1AB key once. Columm O
precedes the first tab. Note that the second visible
colum may actually be colum 1, if the first colum
begins at the margin with no tabs preceding it.

The procedure for sorting text is as follows:

1. Type rows of text to be sorted. Use tabs
to separate colunmms. Separate each row
by pressing RETURN.

2. Sel ect the entire text to be sorted.
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XeErRox DOCUMENT SYSTEM

Type the number of the colum to be
sorted in the blank. Renenber that the
col um nunber is the nunber of the tab
it foll ows.

Mark Sort.

To sort a list of nanes and addresses, you would do
the foll ow ng:

1. Set your tabs.

2. Type a nane, street nunber, street
nane, and city, separating each entry by
pressi ng TAB.

3. PRESS RETURN.

4. Type another entry.

5. PRESS RETURN.

6. Fol | ow t he above procedure until all
entries have been nade.

7. Deci de whet her to sort by nane,
nunber, street, or city.

8. In the blank follow ng Sort, type the
nunber of the colum to be sorted.

9. Mark Sort.

Each line in the table will be arranged in ascending

order according to the first character in each row of
the col um specified.
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Bowdi n, George
Jones, Janet
Zartman, Jean

Hat chet, Caro

Bowdi n, George
Hat chet, Caro
Jones, Janet

Zartman, Jean

Zartman, Jean
Hat chet, Caro
Jones, Janet

Bowdi n, George

XeErRox DOCUMENT SYSTEM

In the exanple bel ow, nargins are set at 32 and
and 332. Last nanes
street nunbers are at 172,
street nanes are at 232, and city nanes are at 332.

410. Tabs are at

begi n

at the margin,

172, 232,

Text was entered in no particular order

3771 Aborn Dr.
1448 Cot t age Way
29.5 C arkson Ave.
978 Landfair Rd.

If nothing is typed into the
i n ascendi ng order

accordi ng

Ever green
Hanover
Li ncol n

Bar st ow

131

bl ank, the table is sorted

to the first character

of each entry in columm zero

3771 Aborn Dr.

978 Landf air Rd.
1448 Cott age Way
29.5 Cl arkson Ave.

If 1 is typed in the bl ank,

Ever green
Bar st ow
Hanover

Li ncol n

the colum follow ng the

first tab is sorted in nunerical order

29.

978
144
377

5 C arkson Ave.

Landfair Rd.
8 Cott age Way
1 Aborn Dr.

EDI TOR VERSION 5.1
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Li ncol n
Bar st ow
Hanover

Ever green
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Notice that the systemrecogni zes nunbers, rather
than nunerals. It knows that 978 is a | ower nunber
than 1448, even though the first nunber, 1, is
smal l er than 9.

OTHER FEATURES More conpl ex tabl e mani pul ati on may be
acconpl i shed using other sort features. A string of
characters nmay be typed in the blank follow ng Sort,
thereby specifying a nore precise arrangenent of
table entries. A colum can be sorted in descendi ng
order by typing D follow ng the col um numnber in
the blank. Typing | insures that case is ignored in
sorting. If "I" is not specified, upper case letters
will be sorted first.

A table may be sorted by nore than one col um.

For exanple, it is possible to sort by zip code, by
street names within zip codes, and by the |ast nane
of residents living on a street.

Suppose colum 0 contains names, colum 1
contains street nunbers, colunm 2 contains street
names, and zip codes are in colum 3. These are
the table entries:

Bowdi n, George 3771 Aborn 91206
Hat chet, Car ol 978 Landfair 94311
Jones, Janet 1448 Cot t age 91207
Zartman, Jean 29.5 Cl arkson 91104
Mirray, Anni 181 Beasl ey 91104
Davis, Arnold 676 Beasl ey 91104
Hartford, Claire 7241 Ar chi bal d 91206
Archer, Cal 625 Beasl ey 91104
Qui n, Sandy 4622 Abor n 91206
XeErox DOCUMENT  SYSTEM EDI TOR VERSION 5.1 REVI SI ON 11/ 01/ 80
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Hat chet, Caro
Jones, Janet
Bowdi n, George
Qui n, Sandy
Hartford, Claire
Archer, Ca
Davis, Arnold
Murray, Ann

Zart man, Jean

MASTERY Hi NTS
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You wish to sort in descending order by zip code,

al phabetically by street within each zip code, and
al phabetically by the last nane of residents on each
street. WHEN SORTI NG MORE THAN ONE COLUWN

SORTI NG MUST BE DONE | N REVERSE ORDER OF

| MPORTANCE

1. Select the table. Type 0 in the bl ank
following Sort and mark Sort. The table
will be sorted al phabetically by nane.

2. Type 2 in the blank. Mark Sort. The table
is sorted al phabetically by street nane,
mai ntai ni ng resident nanes in
al phabetical order within streets.

3. Type 3D in the blank (sort colum 3 in
descending order.) Mark Sort. The
results are shown bel ow

978 Landfair 94311
1448 Cott age 91207
3771 Abor n 91206
4622 Abor n 91206
7241 Ar chi bal d 91206
625 Beasl ey 91104
676 Beasl ey 91104
181 Beasl ey 91104
29.5 C arkson 91104

Spaces are considered characters. If you accidently
PRESS the space key following an entry, the extra
character will be considered in the sort. In the table
above, Aborn followed by a space would conme after
Aborn wit hout a space.
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RELATED TorI CS

XeErRox DOCUMENT SYSTEM

Itens to be sorted nust be isolated in a colum. If
street nunbers are followed by street names in the
same colum, it will not be possible to sort

al phabetically by street nane.

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

SETTI NG TABS
DELETI NG TABS
TAB CONTROL
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Basi ¢ CoNCEPT

CHARACTER STRI NG

DESCRI PTI ON

XeErRox DOCUMENT SYSTEM
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FI ND

The Find comand provides for quick scrolling of a
docunent to specific characters, character strings,
or a specific place in the docunent. It enhances the
ability to edit certain portions of a conpleted
docunent without re-reading the entire text.

The Find comand is built around the concept of a
character string. A character string is any

conbi nati on of letters, spaces, tabs, punctuation, or
SHI FT- RETURNS.

The Find conmand is found in the Main nmenu. A
character or character string is typed in the
brackets follow ng Find. Marking Find causes the
docunent to be scrolled to the first occurrence of
the character or character string follow ng the
current selection. The character string appears
underlined. The Do key is pressed to activate search
for the next occurrence, if no other comrands were
given after marking Find. Oherwi se, mark Find to
activate search for the next occurrence. If every
occurrence of the defined character string is to be
found, it is necesary to scroll to the begi nning of the
docunent before marking Find.

The Find comand can be used to scrol

i Mmediately to a specific paragraph in a docunent,

i f the paragraph contains unique text. A section
referring to a particular Senator’'s voting record can
be found quickly by typing the Senator’s nane in

the brackets and marki ng Fi nd.
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PROCEDURE The initial choice of character string is the key to
using the Find command nost effectively. If the
purpose is to scroll to a specific place in the
docunent, the character string nust be as precise
as possible. For exanple, if the word "paragraph”
occurs throughout the docunment, but you are
| ooking for a section on "Paragraph Properties"
type Paragraph Properties in the brackets.
Capitalization, punctuation, and spacing nust be
typed exactly as it occurs in the sought for text.

If the purpose is to find every instance of text
concer ni ng paragraphs, type "aragraph" in the
brackets. This assures that every instance of the
string "aragraph"” is found and underlined, whether

or not the whole word begins with a capital letter or
is a plural

The procedure for using the Find command is as

fol | ows:
1. Scroll to the begi nning of the docunent,
or to the place in the docunment where
you wi sh the search to begin. Mke
certain that the blinking caret is in the
document w ndow.
2. In the brackets after Find, type the

character string to be found.

3. Mark Find. The document is
automatically scrolled to the first
occurrence of the character string and
i s underl i ned.

4. PRESS po to continue the search for
t he next occurrence of the character
string.
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5. Edit the docunent at any point in the
Find procedure. If editing takes place,
Fi nd nust be marked, rather than po |If
Dois marked, it will re-do the edit, not
t he FIND.

6. To cancel further search, PRESS
CANCEL.

The system pays attention to upper and | ower case.
If you type a word beginning with a capital letter
will only find capitalized occurrences of the word.

The Find conmand finds and underlines al
occurrences of the string even when surrounded by
other letters. Typing "after" in the brackets and
marking Find will cause every occurrence of "after"
to be found and underlined, even when it is

i thedded in words such as afterward, afterwards,

thereafter, hereafter, rafter, rafters, etc. If only

occurrences of "after" as an independent word are

137

it

to be found, it is necessary to type the "after"” in the

Fi nd brackets preceded by a single space and

foll owed by a single space. Since "after" can al so
appear at the end of a sentence, a separate find
shoul d be done on "after" followed by a period (or
ot her punctuation. )

The system does not restrict its search to a specific

character type, such as bold, italic, and underline.

an italicized word is typed in the brackets,
unitalicized occurrences of the word will al so be
f ound.
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RELATED TorI CS

XeErRox DOCUMENT SYSTEM

A docunent is considered one |ong page. Although

the docunent may exhi bit page numbers when

printed, page nunbers are not considered part of

the display version. Therefore, a particul ar hardcopy
page cannot be found by typing the page nunber in

the brackets and mar ki ng Fi nd.

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

I NTRODUCTI ON TO QUI CK COMVANDS
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Basi ¢ CoNCEPT

DESCRI PTI ON

PROCEDURE
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SUBSTI TUTE

The Substitute conmmand is used to change a

character or character string in a selected section

or globally throughout a docunent, w thout
sel ecting each occurrence individually.

The Substitute command is found in the Main nenu
The character or character string that is to be
changed is typed in the brackets after for. The
character or string to be substituted is typed in the
brackets after Subst. Wen Subst is marked, the

substitution wll

t he docunent.

The choice of character strings is very inportant to

effective utilization of the Subst command.
Capitalization, punctuation, and spacing nust be

typed exactly as it is to occur, and as it presently

occurs.

The procedure for using the Subst command is as

fol | ows:

1. Sel ect the text where the substitutions
are to be made. If the substitutions are
to take place throughout the docunent,
PRESS com E ( COWAND- EVERYTHI NG. )

2. Type the substitute character string in
the brackets after Subst.

3. Type the string that is to be substituted
for in the brackets after for.

4, Mar k Subst .
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MASTERY Hi NTS

XeErRox DOCUMENT SYSTEM

The system pays attention to upper and | ower case.

To maintain the correct case it may be necessary to

do separate substitutions for words beginning with

| ower case letters, and the same words begi nni ng

wi th upper case letters. For exanple, if "division" is
to replace "section", and "Divison" is to replace
"Section", the substitution process will have to take
pl ace twi ce.

The systemwi Il replace all words matching the word

in the brackets following for, regardl ess of their type
or face. If an italicized word is typed in the brackets,
unitalicized occurrences of the word will also be

repl aced. However, when Subst is marked, the word

to be substituted will appear in the text as it does in
the Subst brackets. If the word in the Subst brackets
isinitalics, it will appear in text italicized, even
though the word it replaces is not italicized.

A character string typed in the brackets follow ng
Subst appears in the default character style. It can
be changed to match the normal text of the

docunent by copyi ng LOXS.

Spaces are considered characters. Single spacing

can be substituted for doubl e spacing by entering

one space in the brackets follow ng Subst, and two
spaces in the brackets followi ng for, then marking
Subst .
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Substitutions are made for character strings even

when they occur as part of another word. If "AREA"

is typed as a substitute for "tract", tractor

contractor, intractable, attract, attractive, retraction,
protractor, and contractual w |l change to AREAor
CONAREAor, i nAREAabl e, at AREA, at AREAi ve

r eAREAI on, proAREAor, and conAREAua

respectively when Subst is nmarked. It is dangerous

to substitute words for character strings that could
occur inbedded in other words!

One way to nake substitutions for character strings
that occur inbedded in other words is to isolate the
character string as a word. This can be done by
typing the character string in the for brackets,
preceded and foll owed by a space. Wile

guaranteeing that a substitution will be rmade only
for the character string’ s occurrence as an
i ndependent word, it will not substitute for the word

when it is imediately followed in the selected text
by punctuation. Separate substitutions will have to
be made for those instances of the word.

A good way to replace hazardous character strings
is by using the conbined features of the Confirm
and Subst commands. The Confirm command causes

the systemto pause at each occurrence of the
character string defined in the brackets after for
and ask you if you really want the substitution to
occur.

1. Scroll to the begi nning of the docunent.

2. Position the caret at the beginning of
the docunment. If you wish to substitute
inanore limted area, you do not need
to scroll to the beginning of the
docunent and place the caret there.

You need only select the appropriate
text.
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3. In the brackets after Subst, type the
character string to be substituted.

4, In the brackets after for, type the
character string to be repl aced.

5. Mar k Confirm before marking Subst.
Confirm must be white-on-black (if your
screen is black-on-white).

6. Mar k Subst. The systemwill scroll to the
first occurrence of the character string
to be replaced and you will be asked to
"Confirmsubstitution. Press DO, NEXT, oOr

CANCEL. "

7. If you wish to substitute for this
particul ar occurrence of the word,
PRESS Do.

8. Continue steps 6 and 7. Wen you find
an occurrence you do not wish to
repl ace, PRESS NEXT.

O her conplicated substitution situations occur
when the plural of one word ends in "es," and the
other in "s;" when the word to be replaced is an
irregul ar verb which changes tense in the
docunent; and when one of the words is precede

by "an," and the other is preceded by "a."

The substitute conmmand is nmost useful for replacing
proper nanmes or words that usually stand al one.

Wirds that stand al one do not occur inbedded in

ot her words, do not acconodate prefixes or

suffixes, and do not require nodifiers. "New York"

is easily substituted for "California," and "beef" for
"mutton". Careful use of the Subst conmmand woul d
entail selecting only text that can appear on the
screen at one tinme and replacing words within that
boundary.
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RELATED ToPI CS See the follow ng conponents for further
i nformation on rel ated topics:

GLOBAL COMVANDS
COPYI NG LOOKS
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TH' S PAGE LEFT | NTENTI ONALLY BLANK
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CHAPTER 13 I NTRODUCTI ON TO W NDOW MANI PULATI ON

Basl ¢ CONCEPT

WAY MANI PULATE W NDOWS?

W NDOW LI M TATI ONS

XERoX DOCUMENT SYSTEM

At the beginning of a session, your screen is divided
into a systemw ndow, a docunment w ndow, and a
status wi ndow. However, you are not linited to
these three wi ndows. By using the w ndow
mani pul ation facilities, you can freely open new
wi ndows, close old ones, and nove w ndow
boundaries on the screen. You can divide your
screen into two or nore docunent w ndows, each

Vi ewi ng a separate document, or split a single
docunent wi ndow into two or nore w ndows, each
viewing a different portion of the same docunent.

Splitting wi ndows enables you to see different
portions of the same docunent on your screen
Splitting windows is useful when noving text
passages fromone area of a docunent to another
area of the same document. Mving text in this
manner will be discussed in a follow ng chapter

Creating a new wi ndow on your screen allows you

to see nore than one docunent at a tinme. This
feature is useful when it is necessary to nove text
from one docunment into another docunent

1. There nmay be 4 separate docunent w ndows
at one time on the screen. Each docunent w ndow
can be scrolled i ndependently.

2. A docunent wi ndow may be split up to 4
tinmes. Each "pane" of the docunent w ndow can
be scroll ed i ndependently.
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3. The status w ndow and system wi ndow nmay
not be split.

CURSOR Pos| TI ON FOR W NDOW IVANI PULATI ON
Move the cursor to the extrenme right edge of the
screen so that the cursor shape changes to display

a . This is called the window bar area of the
screen.

SPLITTING A W NDOW
Wth the cursor to the extrenme right edge of the
screen, PRESS the MDDLE npbuse button. The
cursor will now look like this: }. Hold down the
nouse button until the desired position for the
wi ndow boundary is determ ned (nove the nouse
vertically in the wi ndow bar), then rel ease.

When a docunent window is split the new "pane"
will share the menu currently on the screen. The
new wi ndow wi I | not have a menu of its own, since
it is not an i ndependent docunent.

CREATING A NEw DOCUMENT W NDOW
Wth the cursor to the extrenme right edge of the
screen, PRESS the MDDLE nobuse button and the
SH FT key. The cursor will now look like this: @.
Hol d both down until the desired position for the
wi ndow boundary is determ ned (nove the nouse
vertically in the wi ndow bar), then rel ease.

A new docunent wi ndow will have a nmenu of its
own, since it is a docunent independent of the
ot her wi ndow.

If you have one or nore docunents on the screen

and Save all is marked the Save all effects both
docunent s.
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Movi NG W NDOW BOUNDARI ES
Position the cursor to the extreme right edge of the
screen so that the top of the box is touching the
boundary line to be noved

PRESS and hol d down the LEFT nbuse button. The

cursor will now |l ook like this: 02Slowy nove the
cursor up or down, to the desired boundary |ine
| ocati on.

RELEASE t he LEFT nouse button, when the
boundary |ine appears at the desired | ocation.

CLosI NG W NDOWS To close an exi sting docunent wi ndow or pane:
1. Move the cursor into the wi ndow bar

until it looks like this:
2. Move the cursor vertically into the

wi ndow or pane you W sh to close.

3. PRESS and rel ease the R GHT nouse
button. The cursor will briefly look Iike
this: . The wi ndow or pane
containing the cursor is closed, and
di sappears fromthe screen.

This nmethod will work for document w ndows only:
the system and status wi ndows can never be cl osed.

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

DI SPLAY FORVAT
MOUSE FUNCTI ONS
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MOVI NG TEXT

DESCRI PTI ON The ability to nobve passages of text from one place
in a docunent to another is provided with use of the
MOVE key. Text may be noved freely across w ndow
boundari es, from one document to another.

PROCEDURE To nove text:

1. Poi nt the cursor at the place to which
you wi sh to nove the selected text and
PRESS t he LEFT nouse button. As |ong
as you hold down the nobuse button, the
caret follows the cursor’s novenents on
t he screen.

2. PRESS and hol d down the MOE key
whil e selecting the text you want to
move. |t should be underli ned.

3. When you rel ease the Move key the text
will nove fromits original location to the
desi gnat ed new | ocati on.

To CaNnceEL THE Move CovMvAND
PRESS t he cANCEL key.

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

SELECTI NG TEXT
SELECTI NG PARAGRAPHS
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EXCHANG NG TEXT

DESCRI PTI ON The ability to exchange the position of text
passages is provided with use of the MOE key.
Text may be exchanged freely across w ndow
boundari es, from one docunent to anot her.

PROCEDURE To exchange text:

1. Select the first part of the text to be
exchanged. It should be underli ned.

2. PRESS and rel ease the Move key. The
cursor remains in the usual formof an
"el even o’ cl ock" arrow, but a small
square appears at the base of the arrow,
like this: &

3. PRESS and hol d down the sHFT key, as
you select the text to be exchanged with
the text in Step 1.

4. Rel ease the sH FT key.

EFFECT The two pieces of text will exchange pl aces.

To CANCEL THE EXCHANGE COVMAND
PRESS t he canceL key.
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RELATED ToPI CS See the follow ng conponents for further
i nformation on rel ated topics:

SELECTI NG TEXT
SELECTI NG PARAGRAPHS
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COPYI NG TEXT

DESCRI PTI ON The ability to copy passages of text from one place
in a docunent to another is provided with use of the
SH FT key. Text may be copied freely across w ndow
boundari es, from one document to another.

PROCEDURE To copy text:

1. Position the insertion caret at the point
where the copy of the text will appear.

2. PRESS and HOLD DOMN t he sHI FT key
while...

3. SELECTING the text to be copied.
4, RELEASE t he sH FT key.

EFFECT A copy of the text selected will nove to the new
sel ected | ocation, leaving the original in its original
| ocati on.

To CaNceL THE Cory CovMvAND
PRESS t he CaNCEL key.

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

SELECTI NG TEXT
SELECTI NG PARAGRAPHS
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CHAPTER 14 | NTRODUCTI ON TO FORMS

BAsl ¢ CONCEPT The XeErox DocUMENT SYsSTEM al | ows the creation of
a docunent that can be used as a form A formor
docunent can be desi gned so that changes can
only be made inside designated fields. This protects
the basic form while still allowi ng other users to fill
out copies of it. The designer of the form nust
desi gnate which fields are to remain constant and
which fields will allow changes to be made. The
designation of a field that cannot be changed is

referred to as a "locked field". The field that is to
be filled in or changed by other users is referred to
as an "unlocked field". After the fields have been

desi gnated as | ocked or unl ocked, the use of the
NEXT key allows a user to step through the form
filling in the unlocked fields with desired

i nformati on.

PROCEDURE When t he basic design of the form has been
established, the fields that will be designated as
unl ocked fields must be enclosed in brackets and
receive a com conmand. These are the fields that
will be filled out by the users. To establish an
unl ocked formfield,

1. TYPE a |l eft angle bracket <

2. HOLD DOMN t he com KeEY and
si mul t aneously TYPE x

3. TYPE a right angle bracket >

4, HOLD Down t he coMm KEY and
si nul taneously TYPE X
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The space between the brackets is now defined as

an unl ocked formfield. |If you were establishing a
field where a date m ght be inserted, it would | ook
sonething like this:

Date: <>

where the actual date (ie. August 1, 1980) can be
i nserted between the brackets by the user. The
word date (or any other descriptive word or phrase)
may be enclosed within the angle brackets so that
the user will know exactly what information is
required. For exanple, your date field m ght |ook
somet hing |ike this:

Dat e: <date>

VWere Date: woul d becone a | ocked field that could
not be changed by the user and <date> woul d

becorme an unl ocked field for actually filling in the
dat e.

After all the desired fields in the form have been
established, it is necessary to lock the form By

| ocking the form you allow other people to insert
data at the areas designated by angle brackets as

unl ocked fields, but they will be unable to change
the design of the formitself. Follow the steps under
procedure, and then to lock a form

1. MARK Save all in the System Menu.

2. When the form has been saved, SELECT
the title of the formin the Docunent
Cat al og.

3. MARK Lock Formin the Docunent
Catalog Menu. It nay be necessary to
mark Detail to see Lock Form The title
of the formin the Docunent Catalog will

now be italic. It is now a "read-only"
docunent .
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4. QT

When you CGer the form it will not be titled, and the
only places in the docunent you can insert or edit
text is in the formfields designated by angle
brackets. To use the form

1. GET the form docunent

2. PRESS and RELEASE t he Next key.
The caret is now positioned inside the
first unlocked formfield, ready for data
to be filled in.

3. PRESS and RELEASE the NexT key to
proceed to the next formfield.

When all the unlocked fields have been filled in,
print the form Note: the angle brackets will not
appear when the formis printed.

A | ocked form may be unl ocked. To unlock a form

1. SELECT the title of the formin the
Docunent Cat al og.

2. MARK Unl ock Formin the Catal oge
Menu

The title of the formin the Docunment Catalog wll
change fromitalic back to standard type. It is a
standard docunment again and all fields may be
edited. Following is an exanple of a menp form
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Inter-OFfice Menorandum

From <nane> Dat e: <dat e>

To: <name> Subj ect: <subject>

<meno body>

In the above exanple the words From, Date:, To:
and Subject: may not be changed if the formis

| ocked. However, the words inside the angle
brackets (nanme, date, nane, subject, nmeno body) may
be changed by the user.
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CHAPTER 15 | NTRODUCTI ON TO ABBREVI ATl ONS

The EDITOR al l ows you to use predefined abbreviations in typing or editing a
docunent. An abbreviation is a (usually short) sequence of characters that has
been predefined to stand for sone | onger piece of text called its expansion
Repl aci ng the abbreviation with its expansion is called expanding the
abbreviation. There is no limt to the Iength of an expansion: it may be just
one or two words long, or it may be one or nore paragraphs.
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THE ABBREVI ATI ONS CATALOG

Basi ¢ ConcePT The list of abbreviations that have been previously
defined is called your Abbreviations Catal og and
can be displayed on your screen for inspection or
nodi fication. You nmmy inspect, define, delete or
undel et e abbrevi ati ons by marki ng commands t hat
are shown on the Abbreviations menu.

To Get MENU MARK Abbrevi ati ons in the System nmenu.

EFFECT The Abbrevi ati ons catal og appears in a w ndow at
the top of your screen, headed by a nenu
cont ai ni ng commands applicable to the
abbreviations in the catal og. The cat al og cont ai ns
a list of abbreviations currently defined, displayed in
al phabeti cal order across the screen, three on each
l'ine.

THE ABBREVI ATI ONS CATALGOG

Abbrevi ati ons nenu Def abbr < > Delete Undelete Det ai
Apply

Depar t nment Di vi si on

Recd Report
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Def abbr cownrnp To define a new abbreviation:

1. In a docunment wi ndow, select or type
the text that is to be the expansion of
t he new abbreviation.

2. On the Abbreviations nmenu above the
wi ndow, fill in the Def abbr blank with
the nane of the abbreviation you are
def i ni ng.

3. MARK t he Def abbr command on the
Abbrevi ati ons nenu. The new
abbreviation is defined, with the selected
text as its expansion.

Del et € cowanp To del ete an abbreviation fromyour catal og:

1. MARK t he abbreviation nane to be
del eted in your Abbreviations catal og.

2. MARK t he Del ete command on the
Abbreviations nenu. A line will be
drawn t hrough the abbreviation.

3. MARK Apply in the Abbreviations nmenu.

Warning: Once you have conpl eted the above
steps your abbreviation is permanently deleted from
your di sk.

Undel et e cowanp To undel ete an abbreviation fromyour catal og:

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

1. MARK t he abbreviation to be undel eted
i n your Abbreviations catal og.

2. MARK t he Undel ete conmand on t he
Abbrevi ations nenu. The |ine through
t he abbreviation will be renoved.
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Detai|l cowanp

Mar ki ng the Detail command on the Abbreviations

menu will allow you to inspect the expansions

defined for each of the abbreviations. This causes
the expansions to be displayed along with the
abbreviations thenselves. 1In this format each
abbreviation occupies a full Iine of the abbreviations
wi ndow (or nore if the expansion is especially |ong).

To get back to the undetail ed catal og, MARK Det ai l
on the Abbreviations nenu agai n.

To CLOSE ABBREVI ATI ONS IMENU

RELATED TorI CS

XERoX DOCUMENT SYSTEM

MARK on the Abbreviations nenu.

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

MARKI NG MENU COMVANDS

EDI TI NG A MENU BRACKET
SELECTI NG TEXT

I NSERTI NG TEXT

EXPANDI NG AN ABBREVI ATl ON
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EXPANDI NG AN ABBREVI ATI ON

Basi ¢ ConcePT Abbrevi ati ons nmay be expanded "on the fly," as you
are typing text into a docunment, or a word sel ected
fromthe text of the docunent and expanded as an
abbrevi ati on.

PROCEDURE To expand an abbreviation while typing text into a
docunent :

1. Type the abbreviation as part of the text
you are inserting into the docunent.

2. Il medi ately after typing the
abbrevi ati on,

TYPE: ocovm x (for "expand")

(That is, type the letter "x" while holding
down the cov key.)

To expand a sel ected word as an abbreviation:
1. Sel ect the word you wish to expand.
2. TYPE: com x (for expand)

(That is, type the letter "x" while hol ding
down t he comv key.)

EFFECT The abbreviation is replaced on the screen by its
predefi ned expansi on.
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RELATED ToPI CS See the follow ng conponents for further
i nformation on rel ated topics:

SELECTI NG TEXT
I NSERTI NG TEXT
THE ABBREVI ATI ONS CATALOG
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CHAPTER 16 I NTRODUCTI ON TO QUI CK COVIVANDS
BAsl ¢ CONCEPT The system all ows you to bypass marking nenu
conmands by using "Quick Commands". Thus,

many settings that are changed with menus can be
changed with a Quick Command. Quick Commands
are used by pressing the cov key or the Lox key in
conjunction with a keyboard key.

QU ck CowaNDs TO OPEN MENUS

To open the Display node nenu:

PRESS and hold the com key while typing: d

To open the Print nenu:

PRESS and hold the cov key while typing: h

Qu ck Comwnps To Posi Tl oN THE CARET

To position the caret to the right of a character,
wor d, paragraph, or selection:

PRESS and hold the cov key while typing: a
To position the caret to the left of a character, word,
par agr aph, or sel ection:

PRESS and hold the cov key while typing: i

To position the caret at the top of the screen:

PRESS and hol d the cov key while typing: |
(This is the letter, not the nunber 1.)
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To position the caret in the Find bracket (when the
Main menu is visible):

PRESS and hold the covm key while typing: f

To position the caret in the Get title bracket (when

the Main nenu is visible):

PRESS and hold the cov key while typing: g

To position the caret in the Subst bracket (when the

Main menu is visible):

PRESS and hold the cov key while typing: s

QU ck CovwvaNDs WHEN | NSERTI NG TEXT

During type-in, you may change the "l ooks" of
characters and fonts with Quick Commands. This is
done by pressing Lox key while typing a letter on
the keyboard. Al text typed following this
conmand will take on the "l ook" specified by the
conmand.

To change character styles during type in:

PRESS And Type Ef f ect

LOX key b bol d

LOX key [ italic

LOK key - (hyphen) underline

LOK key = (equal) sti-kethreugh

LOK key u superscript 4 pts

LOK key d subscript 4 pts
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To cancel "l ooks" and return type-in to "normal":
PRESS SI MULTANEQUSLY And Type

LK key SH FT key b

LOX key SH FT key i

LK key SH FT key -

LOX key SH FT key =

LK key SH FT key u

LOK key SH FT key d

To change fonts during type in:

PRESS And Type Ef f ect

LOXK key 1 Ti mes Ronman 8 pts.
LOXK key 2 Ti mes Roman 12 pts.
LOXK key 3 Ti mes Ronman 18 pts.
LOXK key 4 Hel vetica 10 pts.
LOXK key 5 Hel vetica 8 pts.
LOXK key 6 Hel vetica 12 pts.
LOX key 7 Hel vetica 18 pts.
LOX key 8 Elite 10 pts.

LOXK key 9 Synbol s 10 pts.
LOXK key 0 Ti mes Rorman 10 pts.

To cancel any font and return type-in to "normal":

PRESS S| MULTANEOUSLY And Type

LOK key SH FT key 0

UsING QUi ck ComvanDps To EDI T EXI STING TEXT

XERoX DOCUMENT SYSTEM

After type-in, you may change the "l ooks" of
characters and fonts with Quick Commands. This is
done by selecting the text to be changed and
pressing the Lox key while typing a letter on the
keyboard twice.
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XERoX DOCUMENT SYSTEM

To change character styles after type in:

SELECT the text to be edited and...

PRESS

LoK Kk
LOX k
LoK k
LOX k
LoK Kk
LOX k

To cancel

PRESS S| MULTANEQUSLY

LOX k
LoX k
LOX k
LoX k
LOX k
Lo k

ey
ey
ey
ey
ey
ey

ey
ey
ey
ey
ey
ey

"] ooks"

And Type

bb
i

Ef f ect

bol d
italic

- - (hyphen) underl i ne

== (equal)

uu
dd

SHI FT
SHI FT
SHI FT
SHI FT
SHI FT
SHI FT

key
key
key
key
key
key

strikethrough
superscript 4 pts
subscript 4 pts

SELECT the text and...

And Type

To change fonts after type in:

PRESS

LOOK
LOCK
LOOK
LOCK
LOOK
LOCK
LOOK
LOCK
LOOK
LOCK

CHAPTER 16:

key
key
key
key
key
key
key
key
key
key

And Type

11
22
33
44
55
66
77
88
99
00

EDI TOR VERSION 5.1
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Ef f ect

Ti mes Roman 8 pts.
Ti mes Roman 12 pts.
Ti mes Roman 18 pts.
Hel vetica 10 pts.
Hel vetica 8 pts.
Hel vetica 12 pts.
Hel vetica 18 pts.
Elite 10 pts.
Synbol s 10 pts.

Ti mes Rorman 10 pts.
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To cancel any font and return type-in to "normal”
SELECT the text and...

PRESS SI MULTANEQUSLY And Type

LOX key SH FT key 00

UsiNG QUi ck CovvaNDs TO FORMAT PARAGRAPHS DURI NG TYPE- | N

During type-in, you may change the fornmat of

par agraphs with Qui ck Conmands. This is done by
pressing the Lox key while typing a letter on the
keyboard. Al text typed follow ng this conmand wl |
take on the "l ook" specified by the commuand.

To change paragraph fornat type in:

PRESS And Type Ef f ect

LOX key I flush left margin
LOK key r flush right margin
LOK key c centered paragraph
LOK key ] justified margin
LOK key n nest ed paragraph

(I'ndents the left margin of the
par agr aph one-half inch. My be
repeated as many times as you

wi sh, noving the left margin in by
hal f an inch each tine.)

LoK key o} open par agraph

(Adds 1/6 of an inch of |eading
above the paragraph.)

LK key q open par agraph

(Adds 1/12 of an inch of |eading
above the paragraph.)
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To cancel

To cancel
"normal ":

right, left,
select an alternative option (right, left,
during type-in.

n,

or centered "Il ooks"

you nust
or centered)

o and g "looks" and return type-in to

PRESS SI MULTANEQUSLY

LOK key
LOK key
LOK key

SH FT key
SH FT key
SH FT key

And Type

UsI NG QUi ck CowwANDS TO FORMAT PARAGRAPHS AFTER TYPE-I N

XERoX DOCUMENT SYSTEM

After type-in,

you may change the fornat of

par agraphs with Quick Conmands. This is do
sel ecting the text to be changed and pressing the
LooK key while typing a letter on the keyboard

twi ce.

To change paragraph fornat after type in:

SELECT the text to be edited and..

PRESS

LOK
LOK
LOK
LOK
LOK
LOK
LOK
LOK
LOOX

CHAPTER 16:

key
key
key
key
key
key
key
key
key

And Type

[
re
cc
i
nn
00

aq

Ef f ect

flush left margin
flush right margin
centered paragraph
justified margin
nest ed paragraph
open paragraph 1/6"
open paragraph 1/12"

ne by

.. (period)ppercase (al pha only)
,,» (comma) ower case (al pha only)

EDI TOR VERSION 5.1
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To cancel

PRESS S| MULTANEQUSLY

LOK
LOOXK
LOK
LOOXK
LOK
LOOX
LOK
LOOX
LOK

OrHER QUI K COMVANDS

key
key
key
key
key
key
key
key
key

"] ooks"

SHI FT
SHI FT
SHI FT
SHI FT
SHI FT
SHI FT
SHI FT
SHI FT
SHI FT

key
key
key
key
key
key
key
key
key

SELECT the text and..

And Type

Il
rr
cc
i
nn
00

aq

To select everything in the document:

PRESS

cov key

To | ocate where the next page of the docunent will

begi n:

PRESS

cov key

To automatically activiate the Save all conmand:

PRESS

cov key

XERoX DOCUMENT SYSTEM

CHAPTER 16:

And Type

And Type

And Type
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MASTERY HI NTS

XERoX DOCUMENT SYSTEM

To automatically activiate the Quit conmand (used
when the session is finished and the docunent has
been filed with the Save all command):

PRESS And Type

cov key q

To automatically activiate the Exec command (used
when the session is finished and the docunent has
been filed with the Save all command):

PRESS And Type

cov key u

When using Qui ck Commands, be careful to type

the letter code (o or I, for exanple) and not a

nunber (1 or 0). Nunbers are only used when
specifying different fonts with a Quick Conmand.
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CHAPTER 17

| NTRODUCTI ON TO
LONG DOCUMENT PRI NTI NG

Basi ¢ CoNCEPT

PROCEDURE

XERoX DOCUMENT SYSTEM

Al t hough the maxi num si ze of a docunent is 60, 000
characters (or 20 pages of typed text), it is possible
to print several docunments together as one |ong
docunent using the Long Docunent Printing
feature.

CHAPTER 17:

In the docunent wi ndow, create one
paragraph with the nanes of all the
docunents to be printed as one. The
docunments should be in the order in which
they should print. The first page of the
second and subsequent docunents will be
positioned appropriately on the | ast page
of the previous docunent. |If you wish to
override this feature and have one of the
docunents in the list print on a new page,
then you nust apply a page break Before
or After (Paragraph nenu). Pagination
may al so be controlled with the Docunent
Profile (Chapter 16) or a Division Style
(Chapter 27). The paragraph shoul d | ook
like this:

File: FirstFile
File: SecondFile
File: ThirdFile
File: FourthFile

And so on. You may nane up to 30 files.

Note that this is one paragraph. Each |line

i s ended by pressing SHFT and RETURN.

Sel ect the paragraph and PRESS the cov
and Lox keys to display the Paragraph
nenu.

MARK Detail to display all comuands on
t he Paragraph nenu.
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EFFECT

RELATED TorI CS

XERoX DOCUMENT SYSTEM

5. Wth the paragraph still selected, MARK
Profile on the M sSc. line of the Paragraph
menu. A small grey square marker will
appear at the left of the file names. This
mar ker indicates that this paragraph has
sone particular property attached to it,

such as Profile or New page: Before After.

6. MARK Appl y.
7. Di sni ss the Paragraph nenu.
8. Assign the group of files atitle (in the Miin

menu title brackets) to indicate what they
represent. For exanple, if the files were al
budget nenos, then sonething |ike

Budget Menps. | ong ni ght be appropri ate.

MARK Save all.

9. MARK Print in the Main nenu to display
the Print menu.

10. Sel ect the desired print comuands and
mar k Apply.

The docunent is conbined and transnmitted to the
xerographic for printing as one | ong docunent.

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

| NTRODUCTI ON TO THE DOCUMENT PRCFI LE
I NTRODUCTI ON TO STYLE SHEETS
DI VI SI ON STYLES
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CHAPTER 18

| NTRODUCTI ON TO THE DOCUMENT PROCFI LE

DESCRI PTI ON

A Docunent Profile is a special block of information
pl aced at the begi nning of a docunment to contro
the formatting of the docunent as a whole. The
Docurent Profile must always be placed at the very
begi nni ng of the docunent, before the first

par agr aph of the docunent itself. The profile
consi sts of one or nore paragraphs, each having
the Profile conmand fromthe Paragraph nenu
applied to it, to showthat it belongs to the
docurent profile and is not part of the docunent
itself.

DoCUMVENT PROFI LE OPTI ONS

XERoX DOCUMENT SYSTEM

The options are:

Page nunbers
Mar gi ns

Col ums

Li ne Numbers
Page Headi ngs
Qdd Headi ng

N o & W NhoE

Even Headi ng

Each category of the Docunent Profile options
(page numbers, margins, and so forth) begins a
new |l ine of the docunent profile. The line nust
begin with a | abel (for exanple, Page nunbers:) to
identify the category of options; the rest of the line
contains the options thensel ves, which may appear
in any order. Any option may be omitted, causing
the standard options to be used for that category
(i.e., there would not normally be line nunbers
assigned to a docunent unless stated so in the
Docunent Profile).
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SAVPLE DOCUMENT PROFI LE

Page nunbers: Yes Horizontal: 527 Vertical: 0.5" First Page: 15 Roman Not-on-first-page
Li ne numbers: Yes First line: 221 Mdulus: 10 Page-relative

Margins: Top: 1.3" Bottom 1" Binding: 5

Colums: 2 Edge Margin: .75" Between Colums: 4.0"

Headi ng: Not-on-first-page

Docunent Headi ng not to appear on first page of docunent
Qdd Headi ng: not - on-first-page

Docunent Headi ng on odd pages. Heading not to appear on first page
Even Headi ng:

Docunent Headi ng on even pages

SPECI FYI NG DI STANCES |N THE DOCUMENT PROFI LE
In nbst cases where you are expected to specify a
di stance measurenment in the Docunment Profile, you
may give the neasurenent in any of a variety of
convenient units. Distances are conmonly
neasured in points; however, they may al so be
specified in inches or centineters. The follow ng
tabl e shows how to specify distances in any of these

uni ts:
Uni t Met hod of entry
Poi nt s 24
I nches 2.5"
Centineters 1.2 cm

VWHAT THE OPTI ONS MEAN
Page numnbers

Page nunmbering is controlled by a line in the
docunent profile beginning with the | abel

Page nunbers: Yes
or

Page nunbers: No

XERoX DOCUMENT SYSTEM EDI TOR VERSI ON 5.1 REVI SI ON 11/ 01/ 80
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If you have typed "No" then no page nunmbers wil |l

be printed on your docunent and the rest of the

Page nunbers line (explained below) wll be ignored.
If this line is left out of the profile, page nunbers
will be printed, using the standard options expl ai ned
bel ow.

If you have typed "Yes", then the Page nunbers |ine
continues with the options

Hori zontal: and Verti cal

Speci fy where page nunbers are to be placed on

the page. The horizontal distance specifies the
pl acenment of the page nunber as neasured across
fromthe left edge of the page. The vertica

di stance is neasured upward fromthe bottom of the
page to the top. Ei t her nmeasurenment nay be given
in points, inches, or centineters.

If this option is left out of the profile, page nunbers
will be placed at the standard horizontal position, 8
inches fromthe | eft edge of the paper (1/2 inch
fromthe right edge) and 10.5 inches up fromthe
bot om edge (1/2 inch down fromthe top edge).

First page
I ndi cate the page nunber to appear on the first
page of the docunent.

Not - on-fi r st - page:

No page nunber will appear on first page. The first
page of the docunent will still be nunbered
appropriately, but the number will not be printed.

Roman

Page nunbers are ordinarily printed in arabic
nunerals. To print themin | owercase ronan
nuneral s, specify Roman. To print page nunbers in
upper case roman nuneral s, specify Uppercase

Roman.
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XERoX DOCUMENT SYSTEM

Li ne nunbers

You can request |line nunbering in your docunent
by including a line in the docurment profile
begi nning with the | abel

Li ne nunbers: Yes

The rest of the line contains options to control the
printing of line nunmbers. |If this line is omtted from
the docunent, no line nunbers will be printed.

When |ine nunbers are requested, they appear

along the left margin of the page when the

docunment is printed; they are not displayed on your
wor kst ation screen while you are editing the
docunment. Only lines in the body of the docunent
itself are nunbered, not the extra |ines occupied by
page nunmbers or headi ngs.

To control the frequency of |ine nunbering,
conti nue the Line nunbers line wth:

Modul us:

Controls which lines are nunbered. |f you want
every fifth line nunbered, enter the nunmber 5 after
Modul us: .

First line:

To begin line nunbering at sonme nunber other than
1 (in a docunent that has been broken into parts,
for exanple). Type the nunber at which the Iine
nunbering shall begin after First line:.

Page-rel ative

To request that line nunbering start over from1l for
each new page of the docunent. |If the Page-relative
option is onmtted, lines will be nunbered
consecutively throughout the documnent.

Page nargins
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The page margins for a docunent are controlled by

aline in the profile such as

Margins: Top: 1.5" Bottom 2" Binding: 5

Al margins are nmeasured inward fromthe
correspondi ng edge of the paper. They may be

specified in points, inches, or centimeters. |f any of
these options is onmtted, a standard nmargi n of one
inch will be used at the top or bottom

Bi ndi ng:

If a docunent is to be printed on both sides of the
paper and bound into a book, allowance nust be

nmade for the portion of each page that will be taken
up by the binding. This nmeans that adding a small
amount of extra width to the inside nargin of each
page. To do this, include on the Margins line the
opti on:

Bi ndi ng: 12

Al text will then be displaced the specified distance
(12 points in the exanple) to the right on odd-
nunber ed pages, to the left on even-nunbered

pages, to allow for the binding.

Col umms

You nmay request multiple colums within your
docunent by including a line in the docunent
profile beginning with the I abe

Col umms:

The nunber of columms follows this |abel. The rest
of the line contains options to control the col umms.

Edge Margin:

To control the right and left page nargins specify
the di stance of white space fromthe page edges.
Edge margin may be specified in points, inches, or
centi nmeters.
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XERoX DOCUMENT SYSTEM

Bet ween Col umms:

To control the distance between the I eft margins of
col ums specify the distance in points, inches, or
centinmeters

Page Headi ngs

The profile may include a heading to be placed on
each page of the docunent. Page headings are

i nserted only when the docunent is printed; they
are not displayed on your workstation screen while
you are editing the docunent.

The heading is introduced by a line of the profile
begi nning with the | abel

Headi ng:

If present, this line nust be the last line of a

par agraph in the docunent profile. (That is, it mnust
end by pressing the RETURN key. It is inmmediately
followed by the heading itself, which nmust be a
separ at e paragraph. For exanpl e:

Headi ng:

Narme of Heading

The heading is always a single paragraph, but may
contai n any nunber of l|ines separated by pressing
the RETURN and sHFT keys simultaneously.

The heading may be given any "l ooks" you wish. It
nust be given the Profile | ook and nust have
vertical placenent assigned to it (Paragraph menu).

You may place the heading at the bottom of the

page instead of the top (with vertical alignnment), but
you may not specify two separate headi ng

par agr aphs, one for the top of the page and one for
the bottom
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To suppress the page heading on the first page of a
document (for example, at the beginning of a
chapter), use the option

Headi ng: Not-on-first-page

Nane of Headi ng

The heading will be printed on all pages except the
first.

Qdd and even headi ngs

If a docunent is to be printed on both sides of the
paper, you may wi sh to use different headi ngs on
the left and right pages. You can do this by using

two lines in the docunent profile, one beginning
with the | abel

Qdd headi ng:
and the other with
Even headi ng:
Each of these lines must end by pressing the
RETURN key (end- of - paragraph) and nust be
foll owed by a separate paragraph containing the
heading itself. For exanple:
Odd headi ng:
Narme of Odd Heading
Even headi ng:
Nanme of Even Headi ng
The paragraphs contai ni ng the headi ngs t hensel ves
are governed by the sane rul es given above for
singl e headings: they may be given any "l ooks"

you wi sh, and nust be given the Profile |look and a
vertical position (Paragraph nmenu).
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How To CREATE A DOCUMENT PROFI LE

RELATED Torl CS

XERoX DOCUMENT SYSTEM

At the beginning of your docunent, type in the
Docunent profile. [Include the options of your
choi ce.

End each category line by pressing the sHFT
and RETURN keys (except for headings).

End each headi ng category line (and the line
containing the heading itself) by pressing the

RETURN key.

Di spl ay the Paragraph nmenu. MARK Detail to
di splay all comands.

Sel ect the first paragraph of the Docunent

profile and MARK Profile in the Paragraph
Menu.

MARK Apply.

Sel ect the first Headi ngs category.

MARK Apply.

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

| NTRODUCTI ON TO DOCUMENT CREATI ON
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CHAPTER 19 DOCUVMENT TRANSFER
BETWEEN LOCAL WORKSTATI ONS
BAsl ¢ CONCEPT The ability to transfer docunents between | ocal

wor kstations is provided. This feature mght be
useful when several people are working on a

conmbi nation of files to be integrated into one |arge
docunent. O, perhaps one workstation user begins
a docunent but is not able to conplete it and can
then transfer it to another workstation for

conpl etion. Docurent transfer between

wor kst ations can only be acconplished with the
partici pation of both workstations.

TRANSM TTI NG A DOCUMENT TO A LocAL WORKSTATI ON

XERoX DOCUMENT SYSTEM

CHAPTER 19:

1. In the System nenu, MARK Documents to
di splay the Document directory nenu.

2. In the Docunent directory nmenu mark Detail to
di splay all avail able commands on the nenu.

3. If you are at the receiving workstation:
MARK Receive. No further steps are necessary
until the transfer is conplete. After the
transfer is conplete, PRESS the canceL key.

4. If you are at the transmitting workstation:
SELECT the docunent to be transferred in the
docunent catalog. (It should be underlined.)
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5. In the brackets following Transmt to enter the
name of the workstation you are transmtting
to. If the workstation has no nane, then the
nunber of the workstation nust be entered
preceded by the ETHERNET networ k nunber.

Here is an exanple of Transmit to with a
wor kst ation that has a nane:

Transnit to <Gol den>

Here is an exanple of Transmit to with a
wor kstati on that has a nunber:

Transnit to <#00#157#>

Here, the ETHERNET networ k number is 00 and
the the workstation nunber is 157. Note that
the transm ssion using the workstation nunber
nmust include a pound sign (#) following the
ETHERNET networ k nunber and the the

wor kst ati on nunber.

6. MARK Transmit to.

If the workstation you are transnmitting to

al ready has a docunent with the sane title as
t he docunent are attenpting to transfer, you
nmust use the Copy to command on the

Docunent directory nenu. This conmand

makes a copy of the received docunent to the
new docunent nanme supplied in the brackets
following Copy to. |If Copy to is not used the
docunent being transferred will overwite the
exi sting docunent of the same nane. The
procedure is the sane as above, except that
Copy to instead of Transmt to is marked. See
Chapter 5 for information on renaning
docunents.
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EFFECT A copy of your docunent is now stored on the
receiving workstation. |If you are the receiving
wor kstation: the name of the transmtted
docunent will appear in your Docunent catal og.

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

MARKI NG MENU COMVANDS

EDI TI NG A MENU BRACKET
DOCUMENT TRANSFER TO REMOTE
WORKSTATI ON
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TH' S PAGE LEFT | NTENTI ONALLY BLANK
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