MODULE 2 OVERVI EW  WORKSTATI ON

This nmodule will introduce you to the conponents that make up the Alto workstation
Each conponent is a tool designed for easy operation

As you read through each nodule, you will be asked to performtasks. These tasks are
exerci ses designed to hel p you understand what you have read.

REMEMBER: Anything with a check mark ()) in the left margin is an instruction for you
to fol | ow

Read all passages carefully so you know and understand what you will be doing. Wen
you cone to the check mark ()), do exactly as instructed. Wat you have read w || nake
nore sense after you have conpl eted the exercise

PREREQUI SI TES

Conpl etion of Mbdule 1: Introduction

OBJECTI VES

At the end of this nmodule you will have | earned:

What a disk is.

Where the disk resides.

How to spin up the disk

Where the START button is (to turn on the screen).
How t o adjust the angle and brightness of the screen

How to nove the nouse (which noves the cursor on the screen).

N o B w NoE

How to spin the di sk down and turn off the system



OVERVI EW  WORKSTATI ON

The Xerox Docunent Systemis a systemthat aids in creating, editing and formatting
docunents. Before you can use the system you need to set up your Alto workstation and
it on. You rmay be curious about the equipnment that conprises the Alto workstation

As you read about each piece of equipnment, feel free to touch it, pick it up and use it
described to you

THE Di SK

There is a round, fairly flat (about one inch thick), white plastic sonething near your
wor kstation. This object is a disk. The actual disk |ooks |ike an anmber col ored phonogr
record and is housed inside the white plastic cover. The cover protects the disk from

dust, dirt and scratching.

The disk is where prograns and docunents are stored, nmuch the same as nusic is stored
on a phonograph record. The space on a disk is separated into units called disk pages.
A phonograph record contains grooves which circle round and round. Think of each
groove on a phonograph record as a page on a disk

A bl ank di sk contains about 4000 bl ank pages. Wen prograns are witten onto the disk
they consune sonme of the disk pages. One page of typed information equals about 5

di sk pages. Therefore, if you have 2000 bl ank (free) di sk pages, you have space to
accomodat e about 400 pages of typed information

The top of the disk has a wide bar down the center with a curved and i ndented portion a
one end. This is how you can recognize the top of the disk.

) Pick up the disk by holding the curved and i ndented portion in your hand
(thumb on top, fingers on the bottomof the disk). Notice the disk weighs only
a coupl e of pounds.

) Wiile you hold the disk in one hand, place your free palmon top of the w de
bar in the center of the disk

) Now turn the disk over and rest the top of the disk on the pal mof your hand.
Notice the bottom of the disk

The bottom of the disk has a round netal plate in the center, six wedge-shaped
i ndentations around the outer edge, and a wedge-shaped netal flap on one side. The top
of the disk has the wi de, raised bar down the center



) Turn the disk over and place it on the desk so the bottomof the disk is resting
on the table and the top is facing up.

Now that you are fanmiliar with the disk, you will learn where it resides in your workst
how to put it in the workstation and how to renove it fromthe workstation.

THE PROCESSOR

On the floor by the desk is a large nmetal box. The top portion of the box has a snall
wi ndowed door and a door handle (horizontal bar). The w ndowed door portion of the
processor is where the disk goes. It is called a disk drive. The bottom (nmetal box) i
processor and is full of electronic parts.

Sone workstations have two di sk drives (w ndowed doors) which allow you to use two
disks in the workstation. This gives you twi ce as nuch working space (di sk pages) as a
si ngl e di sk.

DuaL Di sk DRI VES ONLY

I f your workstation has two disk drives, nmake a note that the bottom di sk
drive is nunber zero (#0). The top disk drive is nunber one (#1). Wen
using a dual drive systemwith two disks, it is inportant that you put D sk
#0 in the bottomdrive and Disk #1 in the top drive.

SINGLE Di sk DRI VES

If you are using a single disk system you nust place the disk in the bottomdisk drive
one closest to the processor). The top drive can only be used when there are two di sks
For training you will use a single disk in the bottomdrive.

Bel ow the disk drive is a panel with a LoaD) RUN switch on the left and four small col ore
| anps on the right (LoAD is white, READY is yellow, CHECK is orange, and POAER i s red).
VWhen using the disk in the processor, it will be inmportant to note when a lanp is on or
of f.

When the white Loab lanp is lit, this indicates that the switch on the left side of the
is in the LoaD position. This will allow you to open the w ndowed door and insert (I oad
the disk into the disk drive. |If the switch is not in the LoaD position (flush with the
the white lanp will not be lit.



When the yellow READY lanp is lit, it indicates that there is a disk inside the processo
renove a disk fromthe processor when the yellow READY lanp is lit: Press the LOAD RUIN
switch to the LoAD position and wait for the white LoaD lanp to |ight up before renoving
t he di sk.

) Check to see if the white LoaD lanp is lit (the lanp is located on the right side
of the panel). |If the white LoaD lanp is not lit: Press the LOADDRUIN switch to
the LoaD position and wait for the white load lanp to Iight up before opening
t he door and renoving the disk

) Pull the handle of the disk drive toward you and down. The door will open
easily when there is no disk inside.

) Pick up the disk by holding the curved and indented portion in your hand
(thunb on top, fingers on the bottomof the disk). Be sure the bottom of the
disk is facing the floor and the top of the disk is facing the ceiling.

) Slide the disk gently into the disk drive until it is all the way inside. The dis
will stop when it is in position

) Cose the door to the disk drive. |If the door will not close, the disk is not ins
the disk drive far enough. Open the door and push the disk firmy until it stops.

When the disk is inside the disk drive and the door is closed, press the switch to the
position (flush with the panel).

) Press the LoAD/RUN switch to the RUN position. This brings the disk drive |ock
into position and prevents one from opening the door

You will hear sounds (disk activity) comng fromthe processor. This is the disk spinn
up to speed. It takes about 45 seconds for the disk to get up to the proper speed. Yo
wi Il then hear a clicking sound.

About 15 seconds following the click, the yellow REaDy lamp will light up and the white
LoaD lamp will turn off. This indicates that you are ready to turn on the system (and t
you cannot renove the disk fromthe disk drive).

THE KEYBOARD

Look at the keyboard. It looks |like a standard keyboard with sone special feature keys
Since you are only concerned with starting up the workstation at this tine, the explana
of the special feature keys will be covered Iater.



) GCet the feel of the keyboard by typing sonmething on it. Type your nanme and
address. It feels like any standard keyboard.

Not hi ng was typed on the screen because the screen is not on. There is a special buttol
| ocated on the back of the keyboard which will turn on the screen.

) Holding each side of the keyboard, tilt it toward you so you can see the back of
t he keyboard where two wires connect.

) Notice the small button between these two wires.

This small button is the START button. The START button is used to turn on the system ani
screen.

) Replace the keyboard to its original position.

) Check to be sure the yellow ReaDy lanp is lit. The ReaDy lanmp is |ocated on
t he processor panel.

) Locate the START button by placing your middle finger between the two wires
whi ch connect to the keyboard.

) Press the sTART button. (Wen | say press, press and rel ease.)

After pressing the START button, you will again hear sonme disk activity. 1In a few secon
text will appear on the screen.

THE SCREEN

Look at the screen. It looks Iike a small, rectangul ar television screen. The angle o
screen may be adjusted. To adjust the angle of the screen:

) Place your hands on the sides of the screen and nove it gently left to right until
it isin a confortable position for you.

) Now place your hands on the top and bottom of the screen frane and gently
push it up and down until it is confortable for you to view.

There is a brightness control |ever underneath and at the bottomleft side of the scree
Locate the brightness control lever. To adjust the brightness of the screen:



) Move the brightness lever slowy to the left until it stops. The screen should
appear totally bl ack.

) Move the brightness lever slowy to the right until it stops. Notice the
bri ght ness i ncrease.

) Position the lever at a point where the screen brightness is confortable for you
to view

The entire base on which the screen sits can al so be moved. Try pushing it back slight
or noving it forward.

) Look directly at the screen. You are view ng the Execurive | evel of the system

THE EXECUTI VE LEVEL

The Executive level is where you will be when you first start the system Think of the
Executive |level as a nmanager of the prograns. The Executive level is where you type thi
nane of the programyou want to enter. Since this is an introduction to the workstatio
conponents, you will not enter any program now

VWen you | eave a program you nay return to the Executive level. To |eave the system
fromthe Executive level, you type the word quit or the character q followed by a RETURN
(to confirnm. Do not quit yet.

THE MOUSE

Look on the screen and |l ocate the small black arrow pointing upward and slightly to the
left. This is called a cursor, and it is used to point at things on the screen. It w
shape when using the Xerox docunent system prograns.

The last itemis a small rectangul ar box next to the keyboard. This box is ivory color
with three black buttons on the top and a wire extending fromthe back of the box into
the back of the keyboard. W call this a npuse. The nouse is used to nove the curso
on the screen.

The nouse may be placed on either side of the keyboard. |f you are |eft-handed, you na
want to place the nouse on the left side of the keyboard. It may be picked up and
repositioned on the desktop



) Place your hand over the nbuse so your thunb is on one side and three of
your fingers are on the other. This |eaves your index finger resting on one of
t he buttons.

You use your index finger to easily identify and press the buttons. To use the nobuse:

) Wile holding the nouse in the correct position (above), nove your finger
slowy fromthe LEFT nouse button to the MDDLE nouse button.

) Wthout releasing your hold on the nmouse, press the MDDLE npbuse button
(press and rel ease).

) While holding the nmouse, nove your index finger to the R GHT npbuse button
and press it. Myve your index finger back to the LEFT nouse button and press
it.
Not hi ng wi Il happen when you press the nmouse buttons right now, but they will be used t

select itens on the screen. Take a closer | ook at the npuse itself:

) Turn the nouse over in your hand. Notice the large netal ball bearing in the
center on the underside of the npbuse.

This ball bearing is used to control the position of the cursor. The nouse plugs into !
keyboard; the keyboard plugs into the screen. Wen the nouse is noved on the desk
top, a signal is sent to the keyboard and transnmitted to the screen

) Roll the ball bearing with your finger and watch the cursor nove on the screen
Pl ace the nouse back on the desk with the buttons facing up (upright position

for the nouse).

) Move the nmouse slowy to the right and watch the cursor nmove to the right on
t he screen.

) Mve the nouse slowy to the left and watch the cursor nove to the left on the
screen.

) Pick the mouse up and nove it left or right in the air. The cursor did not nove

The cursor nmoves when the ball bearing on the bottomof the nouse rolls along a
surface. The cursor will not nove if the ball bearing is not noving.

) Mowve the cursor to the top of the screen, then to the bottom Position the
cursor in the mddle of the screen. Release the nouse



TURNI NG OFF THE SYSTEM

To | eave the system you nust quit fromthe Executive level. Do not quit until you are
instructed to do so.

Whenever you are instructed to type sonething, the instruction will be indented, as seel
bel ow. The word(s) you are to type will appear in all |ower case characters and the

keyboard key(s) you nust press will appear in all upper case characters.

) Qit fromthe Executive |evel by typing the character q and pressing the RETURN
key. The ReTURN key confirns your conmmand. (q RETURN )

You could type the entire word quit and press the return key.

After the quit command is confirmed, the screen will turn off (turn black again). Next
turn off the disk in the processor. To turn off the disk and renove it fromthe workst.

) Press the LOAD/RUN switch to the LOAD position.

Wait for the white LoaD lanp to light up. Wen the white LoaD lamp is lit, renmove the
di sk and place it on the desktop.

) Wait for the white LoaD | anp on the disk drive panel to |ight up.

) When the LoaD lanmp is lit, open the door, renpve the disk and return it to the
deskt op.
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SUMVARY  STEP 1: START UP PROCEDURE

LoaD lanp on................ Check .t.a .he .sur.e the white LoaD lanp is on (Il ocated
on the right side of the panel on the processor).

Load disk ................. Open.the .wi.ndowed .door of the disk drive. Pick up
the disk and slide it gently yet firmy inside the disk
drive until it stops.

Cl ose the door to the disk drive.

Spin the disk.up.......... Press.the. Loa0DRUN switch to the RUN position to
spin up the disk.

Y Wen .t.he .yel.l.aw.ReADY .l.anp is |lit, you are ready to
turn on the system

START & vttt e e e Pr.ess .t.he .START .but.t.an .(l ocated at the back of the
keyboard between the two wires).

SUMVARY  TURNING OFF THE SYSTEM

Quit. .. Type.the.character.”q".or the word "quit" and a
RETURN (press the RETURN key).

Spin the disk down........Wen the screen turns black, press the LoAD RUN
switch to LoAD.

WAIT oo Do. not.attenpt.to.remove the disk until the white
LoaD lamp is lit.

Rermove the disk........... When.the.white LoaD lanp is lit, open the w ndowed
door of the disk drive and renmove the disk. Store
t he di sk.
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EXERCI SE ~ START UP PROCEDURE

Load the disk into the processor and spin it up
Start the system (turn the screen on).

Qit.

Spi n down the disk.

Renmove the di sk fromthe processor.

Repeat this procedure until you are confortable with it. Finally, | oad the disk ar
start the system Proceed to the next nodul e.

If you are having a problem first check to make sure you have performed each step
properly (refer to the explanation in the nmodule or the summary). |If you are stil
experiencing a problem ask for assistance.




