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CHAPTER 20

ERROR RECOVERY

Basl ¢ CONCEPT

PROCEDURE

SCAVENGER

XERoX DOCUMENT SYSTEM

In the event the system mal functions, the screen will
go bl ack, then white, and a | arge bl ack bar will

appear in the nmddle with a nessage to you that a
system mal functi on has occurred. |If the malfunction

is considered serious, the nessage will instruct you

to contact your on-site analyst. If the malfunctionis
not considered serious, you may usually recover by
proceedi ng as foll ows:

1. PRESS t he spAacE bar. This will begin the
systemreplay. A replay of the entire session
will begin automatically. (A session is
considered to begin at the point of the |ast
Save all.) The replay will run through the
entire session, stop at the point just before the
mal function, and all ow you to save your
docunent .

2. To stop the replay: PRESS the space bar

3. To proceed with the replay at normal speed
after you have stopped it with the space bar
PRESS t he NexT key.

4. To ternminate the replay: PRESS the CANCEL
key. Once the replay is term nated, save your
docunent by marking Save all in the System
menu, return to the Execurive and begin a
new sessi on

If the system nal function has been serious, it is
advi sable to run the ScaveNcerR program fromt he
EXecuti VE.  SCAVENGER Wi | | search the disk for errors
and correct them
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SCAVENGER PROCEDURE

XERoX DOCUMENT SYSTEM

At the EXecutiVvE
1. TYPE: Scavenger.
2. PRESS t he RETURN key.
ScAvENGER Wi | | now di splay the foll owi ng nessages
that require a yes or no response.

Do you want to change di sks?
TYPE y for Yes or n for No. |If you type "y" you
may unl oad the disk and re-load another disk to be
scavenged. Cccasionally a disk may mal function to
the point where you cannot reach the Execurive and
in this case you can begin the SCAVENGER pr ogram
with a healthy disk and then load the nal functioning
disk to be scavenged. In this case the systemwil]I

pronpt you with the question

Is the new di sk ready?

If the rReapy light is on, type y for Yes.

Is this a two di sk systenf

This question is only displayed when the workstation

is equipped with two disks. Type y for Yes.

May | alter your disk to correct errors?

Type n for No if hardware problens are suspected.

O herwi se, type y for Yes. In nost instances, Yes is
a proper response.
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EFFECT The nmessage will now read:

Proceedi ng with Scavenge

and a snall Scavenge cursor will track back on
forth on the screen. There will be noticeable disk
activity during this process whil e SCAVENGER
attenpts to correct any errors on the disk.

When this process is conplete, SCAVENGER Wi | |
return to the ExecurivE and di splay the nessage:

You have a beautiful disk!

I f any other message is displayed by ScCAVENGER
(including nessages that require a response),
contact your on-site adm nistrator.

A script of this process will be automatically nanmed
Scavenger Log and rmay be viewed at the Execurive

with the Type instruction. The Scavenger Log may
also be viewed in the EDTOR by filling in the Title
bracket in the Main nenu with the nane

ScavengerLog and marking Get. The ScavengerLog

may be printed fromthe EDTOR or fromthe

Executi VE usi ng the EMPRESS program

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

EXECUTI VE
SAVI NG A DOCUNMENT

EMPRESS
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TH' S PAGE LEFT | NTENTI ONALLY BLANK
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CHAPTER 21

| NTERMEDI ATE PRI NTI NG

Basi ¢ CoNCEPT

PROCEDURE

EFFECT

MASTERY Hi NTS

RELATED TorI CS

XeErRox DOCUMENT SYSTEM

PREVI EW

The ability to preview an entire document page- by-
page as it will be printed is provided with the
Previ ew command appearing on the Print menu.
Preview differs froma Display Mode (Chapter 6) in
that it will show vertical alignments, page
boundari es and f oot not es.

MARK Preview on the Print menu with the M DDLE
nouse button. PRESS the NexT key to preview the
next page, or CANCEL to end the preview.

The display will turn white and the status w ndow at

the bottomof the screen will read "Formatting page
1". The first page of the docunent w |l appear
exactly as it will when printed.

Preview is | east effective in displaying a docunent
designed for Signature or Two-up printing since it
wi Il show only one page inage at a tine. For

Landscape, it will not show the right 2 3" of the

page.

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

LANDSCAPE
S| GNATURE
TWO- UP
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TI ME STAMP

Basi ¢ ConcePT The ability to place a "tinme-stanmp" at the bottom
ri ght-hand corner of each page is provided with the
Ti me stanp command appearing on the Print nenu.

PROCEDURE MARK Time stanp on the Print nenu with the LEFT
nmouse button. When all other options have been
sel ected MARK Apply.

EFFECT Each page of the printed docunment will include a
"stanp" at the lower right corner of each page
showi ng the name of the docunent and the tinme
and date of printing. For exanple, the tine stanp
for this document would | ook like:

Septenber 1, 1980 3:21 PM
C21- I nternedi atePrinting. ED

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

BASI C PRI NTI NG
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LANDSCAPE PRI NTI NG

Basi ¢ ConcePT Landscape printing is the ability to control the Iayout
of the docunent on paper so that the |ong
di mensi on of the page is horizontal

PROCEDURE When creating a docunent to be printed
Landscape, margi ns may be changed so that the
text appears across the width of the page. Up to 10
3/4" of an 11" page may be used for text.

Hori zontal Scrolling You may scroll the margin bar horizontally to aid in
setting the margins for a Landscape docunent. To
scroll the margin bar horizontally, position the
cursor to the left of the margin bar so that it

appears as a double arrow like this: . PRESS

and HOLD down the covm key. The arrow wl|

change to a horizontal double arrow. By pressing

the LEFT or R GHT npbuse buttons, you may scroll the
margin bar left or right in 1/2" increments. Text in
the display wi ndow may be scrolled in this sane
manner .

APPLI CATI ON Set the margi ns of your document. Exanple: To
get margins that are equal on each side of the page,
set the right margin at 612 points. The left margin
is pre-set at 90 points (even though it indicates zero
on the margin bar). Wen printed, your docunent
will have a left and right edge of 90 points.

PRI NTING A LANDSCAPE DOCUMENT
Open the Print Menu. MARK Landscape. Sel ect
ot her conmands as appropriate. MARK Apply.
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MASTERY Hi NTS

RELATED TorI CS

XeErRox DOCUMENT SYSTEM

Al'l positions given vertical tabs, page numnbers,
mar gi n headi ngs, etc. are in reference to the

| andscape page di nensions. See the chapter on
Division Styles for nore informati on on page nunber
posi ti oni ng.

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

BASI C PARAGRAPH FORVATTI NG
ADVANCED FORVATTI NG
DI VI SON STYLE
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SI GNATURE TWO- UP PRI NTI NG

Basi ¢ CONCEPT

PROCEDURE

XeErRox DOCUMENT SYSTEM

Si gnature and Two-up are special forms of |andscape
printing. Both assune that the page size is 5.5" by
8.5". To get an idea of how a docunent printed
Two- Up woul d | ook, take two pieces of paper and
hol d them si de-by-side. Two-Up will print the two
pages as one page in | andscape node. One page

wi Il appear on the left side, and the other on the
right. Signature assunes that there are four or a
multiple of four two-up pages that, when folded in
hal f horizontally, become a bookl et having the
proper page nunmbers attached to each fol ded side

Two-up is used to print a proofreaders copy of a
docunent that will eventually be printed in Signature
form Each right and | eft page will be nunbered
sequentially, as if the docunent were not to be
folded in half horizontally.

Bef ore a docunent can be created in Signature or
Two- up node, the nmargi ns of the docunent nust be
changed to reflect the | andscape page boundari es.
The maxi mum | ength of the text for each side of the
| andscaped page is 5-1/4". Additionally, the
Division Style must be changed so that page

nunbers are positioned correctly. See the chapter
on Division Styles for nore information.

To create a Two-up docunent:

1. Set the margins of the entire docunment. For

this exanple, use the right margin of 216
poi nts.
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2. Page nunber position is governed by the
Division Style. Change the Division Style so
that the page nunbers will appear 1/2" from
the top (Page nunber: position: horiz.: -36). A -
36 will indicate that the page nunber will be
positioned 1/2" fromthe right margin (mniddle)
of the page whereas 36 (no mnus indication)
woul d indicate that the page nunber would
appear 1/2" fromthe left edge of the page.

If the page nunmber position is not changed
and an attenpt is nmade to print the docunent,
the nmessage "Attenpt to print off of the page;
check page nunbers, nmargins, etc. for bad
positions. Press DOto continue, or else
CANCEL" wi |l appear in the bottom w ndow.

3. On the Print menu, mark Two-up. Mark Apply.

To create a Signature docunent:

1. Set the margins of the entire docunent. For
this exanple, use the right margin of 216
poi nt s.

2. Page number position is governed by the
Di vision Style. Change the Division Style so
that the page nunbers will appear 1/2" from
the top (Page nunber: position: horiz.: -36). |If
t he page number position is not changed and
an attenpt is made to print the docunent, the
message "Attenpt to print off of the page;
check page nunbers, margins, etc. for bad
positions. Press DOto continue, or else
CANCEL" will appear in the bottom w ndow.

3. On the Print nmenu, mark Signature. The
nunber in the bracket follow ng Signature size:
i ndi cates the nunber of pages printed in the
signature group. For exanple, the nunber 16
in the Signature size: bracket equals 4 actua
pi eces of paper that will come out of the
printer (two pages to a side). The snallest
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XeErRox DOCUMENT SYSTEM

nunber that may be entered is 4, since
Signature may only be used with docunents
nore than 4 actual pages.

On the Print nmenu, nmark Signature and Dupl ex.
When all other options have been sel ected,
mark Apply. A signature docunent is typically

printed duplex, or two-sided. |f the signature
docunent is printed sinplex, or one-sided,
there will be a blank left or right side on each

page of the signature docunent.

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

LANDSCAPE
| NTRODUCTI ON TO STYLE SHEETS
DI VI SI ON STYLE
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TH' S PAGE LEFT | NTENTI ONALLY BLANK
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CHAPTER 22 | NTRODUCTI ON TO FOOTNOTES

The EDI TR provides facilities for inserting footnotes in a document. A footnote
is text which tells the source of the basic text and/or provides suppl emental

i nformati on on the subject treated in the paragraph where the footnote is
referenced. Each footnote nust consist of one or nore separate paragraphs,
formatted with whatever paragraph | ooks (nmargi ns and spacing) they are to

have in the printed copy of the docunent. |In particular, each paragraph of the
footnote nust be given the footnote text look to identify it as part of a footnote.

Every footnote nust correspond to a footnote reference in the text of the
docunent. The footnote reference is the superscript nunber that refers the
reader to the footnote text. The nmobst common formof footnote reference is a
superscript number, but any conbination of characters may be used, including
| etters, punctuation narks, or special characters such as asterisk (*) and so
forth. Footnote references are identified by a special character |ook, the
footnote reference | ook.

Al'l footnotes to a paragraph nust inmediately follow the paragraph itself in the
docunent. The footnotes will appear on the display screen follow ng the

par agraph containing the footnote reference, but will appear at the bottom of
the page in hardcopy. Each footnote nust begin with an identical copy of the
correspondi ng reference, which nust also carry the footnote reference | ook
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FOOTNOTE REFERENCE LOCK

Basi ¢ ConcePT Al footnote references, both in the body of the text
and at the beginnings of the footnotes thensel ves,
must be given the footnote reference | ook. This
| ook can be applied while typing text into a
docunent or by selection of an existing passage in
the document. Both methods are di scussed.

PROCEDURE To enter text into a docunent as a footnote
reference while typing text into a docunent:

1. PRESS the Lox key while typing f

What ever you type will be inserted in the
docunent with the footnote reference
| ook.

2. PRESS the LoxX key while typing F

This will cancel the footnote reference
| ook. Any subsequent text you type wll
be inserted w thout the footnote
reference | ook.

To identify an existing passage as a footnote
reference:

1. Sel ect the passage

2. PRESS the Lo key while typing ff

The sel ected passage will be given the
footnote reference | ook.

OR

Hol d down the cowanD key and PRESS
the Lox key. O, you may MARK Looks
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XERoX DOCUMENT SYSTEM

in the Main menu. (This will cause the
Character nmenu to appear.)

MARK t he Footnote option on the
Char acter menu.

To cancel the footnote reference | ook
for the sel ected passages:

PRESS t he Lox key while typing FF

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

I NSERTI NG TEXT
SELECTI NG TEXT

MARKI NG MENU COMVANDS
I NSERTI NG FOOTNOTES
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FOOTNOTE TEXT LOCK

Basi ¢ ConcePT Every paragraph of every footnote rmust be given the
footnote text | ook.

PROCEDURE To identify a paragraph as part of a footnote

1. PRESS t he Lox key while typing t

If you are typing text into the docunent,
t he paragraph you are currently typing is
given the footnote text look; if one of
nor e paragraphs are selected, the

sel ected paragraph(s) are given the
footnote text | ook.

oR

1. Sel ect the paragraph with the MDDLE
nmouse button, hold down the cowanD
key and PRESS the Lox key. O, you
may sel ect the paragraph and MARK
Looks in the Main menu. (This wll
cause the Paragraph nmenu to appear.)

2. MARK t he Footnote option Start on the
menu. (Marking Start gives the next
par agraph footnote text properties.) |If
the footnote text contains nore than one
par agraph, every paragraph except the
first one should be nmarked Cont using
t he Footnote option on the Paragraph
nenu.

To cancel the footnote text | ook for a
par agr aph

PRESS the Lok key while typing T
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If you are typing text into the docunent,
the footnote text look is canceled for the
paragraph you are currently typing; if

one or nore paragraphs are sel ected,

the footnote text |1 ook is canceled for the
sel ected paragraph(s).

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

SELECTI NG PARAGRAPHS
MARKI NG MENU COVIVANDS
I NSERTI NG FOOTNOTES
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| NSERTI NG FOOTNOTES

PROCEDURE To insert a footnote in a docunent:

1. Insert the footnote reference at the
appropriate point in the docunent.

2. Apply the footnote reference |ook to the
ref erence.

3. Insert the footnote itself into the
docunment as one or nobre separate
par agraphs, follow ng the paragraph
containing the reference. The footnote
nmust begin with an identical copy of the
correspondi ng reference.

4. Apply the footnote reference look to the
copy of the reference at the beginning
of the footnote.

5. Apply the footnote text | ook to every
par agraph of the footnote.

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

I NSERTI NG TEXT
FOOTNOTE REFERENCE LOOK
FOOTNOTE TEXT LOOK
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RENUMBERI NG FOOTNOTES

Basi ¢ ConcePT A common problemin editing a document
containing footnotes is that your editing throws the
footnotes references out of order. The EDTOR will
automatically renunber the footnotes in your
docunent .

PROCEDURE To request the renunbering of footnotes

1. MARK Detail on the Main nmenu to
di splay all avail abl e conmands on the
nenu.

2. MARK Print or Index on the Main nenu
(This will cause the Print nenu or the
I ndex nenu to appear.)

3. If you marked Print t MARK Detai l
on the Print menu to display all avail able
options; otherw se proceed to the next
st ep.

4, MARK t he Foot notes option Renunber.

5. MARK Save all on the Systenms nenu to
save the changes nade in the
docunent .
EFFECT Al footnote references in the docunent are

renunbered in ascendi ng sequence. The new
footnote references are given the sane character
| ooks (font, offset and so forth) as those they
repl ace.
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RELATED ToPI CS See the follow ng conponents for further
i nformation on rel ated topics:

MENUS
MARKI NG MENU COMIVANDS
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CHAPTER 24 | NTRODUCTI ON TO STYLE SHEETS

A style sheet is a nechanismfor defining standard typographical styles for a
company, departnent, or group. It allows convenient creation of high quality
docunents in the specified style. Appropriate formatti ng does not have to be
recreated for each docunent by nmarking nenu itens or copying Loxs. Wth a
singl e keystroke, a conbination of formatting properties can be applied to a
sel ecti on.

Style sheets also provide i medi ate and conplete reformatting of an entire set

of docunents. If it is desireable to change the stylistic formatting for a group of
docunents, this can be done sinply by "sharing" another style sheet. No other

text mani pul ation is required.

This chapter presents the relationship between styles and nenus, explores the
capabilities of styles, and delineates the procedures for applying paragraph
character, division, and Page heading styles to a docunent.

Sonme of the terns used in this section may be unfamliar to you. Listed bel ow
are sonme of the ternms you will need to know

DerFAaULT The word "default” refers to properties that are
applied to text if no other properties are specified.
When you first typed a paragraph using this system
text was displayed with defined margins, tabs,
characters, |eading, and paragraph spacing. |If you
printed what you typed, page nunbers appeared at
a specific place on each page. These were the
default properties in the system
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DI SPLAY SUMVARY

FORMATTI NG PROPERTI ES

GENERI C

STYLE

SUBSTYLE

XeErRox DOCUMENT SYSTEM

The styles in a style sheet, and their defined
formatting properties, are visually represented in the
Styl e Sheet Display Summary.

The formatting properties of text are its
typographi cal or stylistic characteristics. Formatting
properties specify where text will appear on the
printed page, and how it will look. The chapter title
on the precedi ng page has the foll ow ng character
formatting properties: Bold type, Helvetica face, 12
poi nt size, and Upper case.

The term"generic" refers to a general grouping or
class, without regard to particular differences. As
used in this document, generic styles are those that
are to be used for sinilar purposes (such as
formatti ng paragraphs) but do not yet have specific
properties defined for them

"Style" is the name given to a set of formatting
properties. A set of formatting properties that can be
associated with a paragraph is called a Paragraph
style.

A substyle is a style that is defined within another
style. A Character style can be defined within a

Par agraph style as a substyle, and a Page headi ng
style can be defined within a Division style as a
substyl e. The substyles nmay have a different set of
properties for each style they are defined wthin.
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OVERVI EW

Basi ¢ ConcePT A style sheet is simlar to alist of all the formatting
properties that exist for a docunent. |nmgine that
every time you open a nmenu, make changes in the
nmenu, and apply the changes to text, the changes
are renmenbered and associated with a keyboard
character. The next tinme you wish to reproduce a
certain set of nenu properties for selected text, you
need only PRESS the key that has been assigned to
the desired conbinati on of properties. For exanple,
suppose you wi sh to indent (or nest) an entire
par agraph by a specified nunber of points, with a
particul ar anmount of |eading between lines and a
speci al character face and size. Assunme the desired
conbi nati on of properties has been naned "nested
1" and associated with the character "n". You need
only sel ect the paragraph and PRESS Lox n to
apply the above properti es.

In reality, it is even easier to assign properties than
the exanpl e above inplies. Using nmenus, an anal yst

has al ready specified conbinations of properties for
the types of docunents you will be creating and

listed themwi th Lok characters. Al you need to

know is the name of the style sheet that has the
properties required, and the Lox character for the
style with the desired properties.

DESCRI PTI ON There are four types of styles. Paragraph styles,
Character styles, Division Styles, and Page headi ng
styl es.
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Par agraph styles determ ne properties that are
associ ated w th paragraphs, such as margins,

i ndentations, tabs, and spaces between lines (the
sane properties that are visible in the Paragraph
nmenu.) The properties of a particul ar Paragraph
style include the definition of the "normal"
Character style for that paragraph, and may incl ude
the definitions of other Character styles.

Character styles deternine the appearance of
characters in a character string. A character string
is conposed of a type, face, size, and case.

Di vision styles determ ne properties that are
associated with chapters, indexes, tables-of-
contents, glossaries, and other divisions of a
docunent. Division properties specify the position
and kind of page nunbers, headi ngs, footnotes,

col ums per page and ot her page nmake-up
paraneters. Division styles replace docunent
profiles.

Page heading styles define the page position of a
page headi ng, and on what pages they will occur.

Nanes of styles, and the properties defined for each
style, are displayed in the Style Sheet D splay
Sunmary.

XeErRox DOCUMENT SYSTEM EDI TOR VERSI ON 5. 1 REVI SI ON 11/ 01/ 80
CHAPTER 24: | NTRODUCTI ON TO STYLE SHEETS



209

CHAPTER EXAMPLES When readi ng exanples or following instructions in
this chapter, it is inportant to renmenber that your
di splay sunmary may contain different style nanes
and Lox characters. Your style sheet has been
tailored especially for your application needs, and
may only resenble the style sheet used to style this
docunent. Do not be alarnmed if an exanple uses a
nanme not found in your display sunmary. Just use
the styles that are sinilar to the styles in the
exanples. In other words, if the topic is Character
styles, use Character styles, not Paragraph styles, to
conpl ete the exercise
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