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MODULE 6 DOCUMENT  CREATI ON

In this nodule you will create and save a docunent.

VWhen you cone to the indented paragraphs with a check mark, follow the instructions.

PREREQUI SI TES

Conpl etion of Mddule 5: TEXT IMANI PULATI ON.

OBJECTI VES

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

How to create a docunent.
How to define a paragraph.
How to assign a title to a docunent.
How to save a newly created docunent.

How to end short lines within a paragraph.

o o & W d e

How t o sel ect paragraphs.
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DOCUMVENT  CREATI ON

You have been working with docunents which were created previously and saved in your
document directory.

To create a docunment, enter the Editor. The docunent wi ndow will be enpty, and the
blinking caret will appear in front of a small, black triangle. This triangle is the
end of docunent marker; it is your cue that this is the end of the docunent.

You renenber that the blinking caret indicates where text will appear when typed into t
docurrent window. This is also true when the docunment wi ndow is enpty; any text you
type will appear in front of the blinking caret.

TYPI NG PARAGRAPHS

The Xerox Docunent Systemis paragraph oriented. This neans that text is separated

i nto paragraphs and each paragraph is recogni zed as a separate unit. One paragraph

may have different left or right nargins, indentations and/or spacing than any other

par agr aph, or you have the option for all paragraphs in the docunment to | ook alike.
Par agr aphs nmust be defined as separate units. To define paragraphs, press (and rel ease
t he RETURN key once when you have finished typing the paragraph

A RETURN tells the systemthat several |ines are grouped within a paragraph. The system
automatically provides single spacing between all lines within a paragraph and doubl e
spaci ng between all paragraphs; therefore, do only one return between paragraphs.

It is not necessary to type a RETURN at the end of a line. The systemw || determ ne whe
to end each line within a paragraph and will automatically bring any overflow down to t
next |ine.

If you nmake a nistake, backspace (with the BS key) to erase the incorrect characters an
continue typing the correct characters. |If you wi sh to backspace words, hold down the
COM key and touch the backspace (BS) key.

The shift lock is to the left of the shift key. Wen the Shift LOCK is down, all al pha
characters are capitalized. However, the nunber and punctuation keys are still in | owe
case. |If you want to type a synbol, you nust Shift.

) Insert the disk into the processor and start the system

) Enter the Editor.
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) Begin typing the two paragraphs provided below. Watch the lines end

automatically and text nove down to the next line on the screen

) ReEMeMBER Do not type a RETURN to end a line; type only a single RETURN
to end each paragraph.

I was unable to stop in time and ny car crashed into the other vehicle. The driver
passengers then left inmrediately for vacation with injuries. (Since this is the las
sentence in the paragraph, define the end of this paragraph by typing a single RETURN

As | approached the intersection, a sign suddenly appeared in a place where no stop
sign had ever appeared before. | was unable to stop in tine to avoid an accident.
(Since this is the |l ast sentence in the paragraph, define the end of this paragraph
typing a single RETURN.)

VWen you have finished typing the two paragraphs above:

) Position the caret in front of the endof docunent marker and press the DO
key.

Pressing the po key will repeat the insertion of the two paragraphs you just typed. Yol
shoul d have four paragraphs on the screen

It is tine to save the docunent you just created. Before you can save this docunent, y
must assign it a title.

DOocUMENT TI TLE GUI DELI NES

When assigning titles to docunments, assign a different title to each docunent.

You may use any al pha characters (upper or |ower case) or nunbers in the docunent
title. However, no nore than 20 characters/nunbers is advisable

The only punctuation recogni zed by the systemis the period (no nore than two) and the
hyphen (as many hyphens as you like). Spaces and any other punctuation or synbol
shoul d never be used in assigning titles to docunents.
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Exanpl es of system recogni zed docunent titles are:

DOCUMENT- PROPCSAL 1 Docunent - Proposal -1
Docunent . proposal 1  docunent - proposal 1

Keep docunent titles short, yet descriptive enough to be recognized easily in the
docunent directory.

Titles are grouped al phabetically, left to right, in the directory. Organize your docu
titles by a project related key word. 1In addition, it is good practice to end your doc
with a couple letters to indicate what system fornat the docunents are in. For exanple
docunents created in the Editor (BravoX) would end with .bx (O gReport.bx), docunents
created in Draw woul d end .draw (OrgChart.draw), and docunents that have been nmade

into Press files would end . press (OrgReport.press).

ORGANI ZING TI TLES IN THE DOCUMENT Di RECTORY

Thi nk of the docunment directory as a file drawer containing folders. Each document tit
represents the label on a folder in the docunment directory.

) Take a nonent to ook at the titles in your docunent directory.

Titles in the docunment directory are read fromleft to right and are organized
al phabetically. Docunent titles containing a nunber as the first character will appear
bef ore the al phabetical |isting.

Organi ze your docunent titles as though you were putting the titles onto a fol der |abe
and filing the folder in a file drawer. Using key words or initials as the first part
allows you to group related docunments together

Group docunent titles by using task related key words. An exanple of key word titles i
provi ded bel ow

126 127 135

APS 1. bx APS 2. bx APS 3. bx

BLT LETTER 2 80. bx BLT MEMO2 80. bx BLT PROPOSAL. pr ess
CHOCOLATE CAKE. bx CHOCOLATE CREAMPI E. bx CHOCOLATE PUDDI NG. bx
CORP LETTER2 80. bx CORP MEMO2 80. bx CORP PROPCSAL 1. dr aw
LEMON MERI NGLUE. bx LEMON MOUSSE. bx LEMON SOUFFLE. bx

and so on ...
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ASSIGNING A TITLE

For each docunent that you save, follow the title convention bel ow

To conpl ete these exercises, begin each title with your initials followed by a
hyphen (no spaces) and a title of your choosing.

By using your initials before each docunent title, you will organize your docunents in
central location in your docunent directory. To assign atitle to this newy created
document :
) Position the insertion caret in the Title: < > brackets in the Main nenu
) Type your initials, a hyphen and a title (title this docunent -crREATION). It is an
Editor file, so add .bx to the title. (Your title should | ook sonething like this
xx-creation.bx ) Confirmthat the title appears in the Title: < > brackets in the
document nenu.

) Mark the Save all conmand in the system nenu.

) \When the screen returns to nornal, open the docunent directory to confirm
that the document was saved. The title should appear in al phabetical order

Save any docunent every half hour. Docunents are always saved in their present
condition (their condition at the time the Save all command is marked).

ADDI NG TO A NEWY SAVED DOCUMENT

After saving a docunent (by marking the Save all comand), you nay need to add nore
text to it or edit what has been typed. To add to or edit a docunent:

As soon as the screen returns to normal, position the caret.
After editing for another half hour, update the docunent by marking the Save al
command. The docunent will be saved in its present condition under the sane
title.
Continue editing and updating until your docunment is conpleted.
Even though you Save all every half hour, you assign a title only the first tine you sa

document. The title remains in the Title: <> brackets on the Main menu. Saving a
docunent under the sane title will update the docunent.
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ENDI NG SHORT LINES WTH N A PARAGRAPH

Sonetimes you will need to have short lines within a paragraph. You may be wondering
how you can nmake text nove down to the next line within a paragraph w thout having too
much space between I|ines.

The exanpl e bel ow contains three lines within a single paragraph. This neans that ther
is something which is typed at the end of each Iine to nove it down to the next |ine an
not have extra space between |ines.

Your Name

Your Address

Your Town, Your State, Zip Code
To end a line short of the right margin, hold down the sHFT key as you type the RETURN
key, then release the sHFT key. A SHFT RETURN tells the systemto drop whatever is typec
next down to the next line within a paragraph. This is how you would type your nane an
addr ess:

Your Nanme SH FT RETURN

Your Address SH FT RETURN

Your Town, Your State, Zip Code RETURN
Fol I ow the instructions bel ow while typing a paragraph containing your nane and address

) Position the insertion caret before the endof docunment nmarker in the
docunent you just created (scroll to the end of the docunent if it is not visible)

) Type your nane.

) Hold down the sHFT key while you press and rel ease the RETURN key, then
rel ease the SHFT key.

) Type your address.

) Hold down the sHFT key while you press and rel ease the RETURN key, then
rel ease the sHFT key.

) Type your town, state and zip code.

) Type a RETURN to end the paragraph.
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The paragraph on your screen should | ook |ike the exanple above (w thout the words
SH FT or RETURN). There should be three lines of text. Since you have added some text t«
your newly created docunent, you need to update your file:

) Update the docunent on your screen Save all.

When your docunent has been updated, you will confirmthat the three lines are a single
par agr aph.

) Select the paragraph containing your name and address.

) If all three lines within the paragraph are not underlined, nake a paragraph
sel ection again.

If all three lines are still not underlined, this indicates that you did not end the |i
properly (perhaps you did not hold the sHFT key down when you typed the RETURN).

) If all three lines are still not underlined, follow the next three
i nstructions.

) Type three lines containing your nane and address again follow ng the
procedure for defining short lines within a paragraph

) Save the docunent on your screen
) Sel ect the paragraph again.

Practice selecting paragraphs for review, then continue with the next section.

DOCUMENT SI ZE RESTRI CTI ON

It is inportant to read the status wi ndow beneath the document wi ndow. Wen saving a
document, the status window tells you the title under which the docunment is being saved
and how many characters are in the docunent.

There is a 60,000 character linmt per docunent. 60,000 characters is about 20 pages
of text. When saving docunents, always read the status wi ndow to nake sure you do not
exceed the 60,000 character limt.

You may have a docunment which is close to the 60,000 character limt, yet you may stil
have much to add to the docunent. You will need to separate the | arge docunent into
segnents or chapters.
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Each segment will be a separate docunment in the docunment directory. The procedure for
maki ng segnents is:

Pri

)

Create a docunent (as usual).

Assign a title which indicates that this is Proposal-1 of a two or nore part
docunent. Exanple: Title: <Proposal-1.bx>

Save the docunment which is reaching the lint.

Create Proposal -2 as a new docunent. Wen you save the second part of the
docunent, entitle it: Title: <Proposal-2.bx>.

Continue creating all the segnents which will eventually be printed as one |arge
docurent .

nting |l arge docunents will be covered |ater
Read the review at the end of this npdul e.
Continue with the next nodul e.

If you intend to continue with the next nodul e i mediately, do not quit and do
not renove your disk.

If you intend to continue with the next nmodule later, quit and renove your disk
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Create a docunent......... Begin. typing into an enpty docunment w ndow.
Define paragraphs.......... Type .a.si.ngl.e RETURN when you wi sh to end a
par agr aph.
End short lines............ Hal.d .dawn .t.he .sHFT key while typing a single
RETURN
Assign a Title............. Pasi.t.ii.an .t.he .i.nsertion caret in the Title: < > brackets

in the docunent nenu and type your docunent title.
Save the docunent.......... Mark .the.Save all conmmand.

Editing and Updating...... Add t.o or. edit your docunment as appropriate.
Updat e your documnent!

I MPORTANT NOTE . . v v vvnen s Updat e. your. docunent every hal f hour!




