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TERMS AND CONDITIONS OF SALE AND LICENSE OF TANDY COMPUTER EQUIPMENT AND SOFTWARE PURCHASED FROM RADIO SHACK COMPANY-OWNED COMPUTER CENTERS. RETAIL
STORES AND RADIO SHACK FRANCHISEES OR DEALERS AT THEIR AUTHORIZED LOCATIONS

LIMITED WARRANTY
I. CUSTOMER OBLIGATIONS

A. CUSTOMER assumes full responsibility that this computer hardware purchased (the "Equipment"), and any copies of software included with the Equipment or licensed separately (the "Software") meets the specifications, capacity, capabilities,
versatility, and other requirements of CUSTOMER.

B. CUSTOMER assumes full responsibility for the condition and effectiveness of the operating environment in which the Equipment and Software are to function, and for its installation.
II. LIMITED WARRANTIES AND CONDITIONS OF SALE

A. For a period of ninety (90) calendar days from the date of the Radio Shack sales document received upon purchase of the Equipment. RADIO SHACK warrants to the original CUSTOMER that the Equipment and the medium upon which the
Software is stored is free from manufacturing defects This warranty is only applicable to purchases ol Tandy Equipment by the original customer from Radio Shack company-owned computer centers, retail stores, and Radio Shack
franchisees and dealers at their authorized locations. The warranty is void if the Equipments case or cabinet has been opened, or if the Equipment or Software has been subjected to improper or abnormal use. If a manufacturing defect is
discovered during the stated warranty period, the defective Equipment must be returned to a Radio Shack Computer Center, a Radio Shack retail store, a participating Radio Shack franchisee or a participating Radio Shack dealer for repair, along
with a copy of the sales document or lease agreement. The original CUSTOMER'S sole and exclusive remedy in the event of a defect is limited to the correction of the defect by repair, replacement, or refund of the purchase price, at RADIO
SHACK'S election and sole expense. RADIO SHACK has no obligation to replace or repair expendable items

B. RADIO SHACK makes no warranty as to the design, capability, capacity, or suitability for use of the Software, except as provided in this paragraph. Software is licensed on an "AS IS" basis, without warranty. The original CUSTOMER'S
exclusive remedy, in the event of a Software manufacturing defect, is its repair or replacement within thirty (30) calendar days of the date of the Radio Shack sales document received upon license of the Software. The defective Software shall be
returned to a Radio Shack Computer Center, a Radio Shack retail store, a participating Radio Shack franchisee or Radio Shack dealer along with the sales document.

C. Except as provided herein no employee agent franchisee, dealer or other person is authorized to give any warranties of any nature on behalf of RADIO SHACK.
D EXCEPT AS PROVIDED HEREIN, RADIO SHACK MAKES NO EXPRESS WARRANTIES, AND ANY IMPLIED WARRANTY OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE IS LIMITED IN ITS DURATION TO THE DURATION OF

THE WRITTEN LIMITED WARRANTIES SET FORTH HEREIN.
E. Some states do not allow limitations on how long an implied warranty lasts, so the above limitationls) may not apply to CUSTOMER.

III. LIMITATION OF LIABILITY
A EXCEPT AS PROVIDED HEREIN, RADIO SHACK SHALL HAVE NO LIABILITY OR RESPONSIBILITY TO CUSTOMER OR ANY OTHER PERSON OR ENTITY WITH RESPECT TO ANY LIABILITY, LOSS OR DAMAGE CAUSED OR ALLEGED TO BE

CAUSED DIRECTLY OR INDIRECTLY BY "EQUIPMENT" OR "SOFTWARE" SOLD. LEASED. LICENSED OR FURNISHED BY RADIO SHACK, INCLUDING, BUT NOT LIMITED TO, ANY INTERRUPTION OF SERVICE, LOSS OF BUSINESS OR
ANTICIPATORY PROFITS OR CONSEQUENTIAL DAMAGES RESULTING FROM THE USE OR OPERATION OF THE "EQUIPMENT" OR "SOFTWARE." IN NO EVENT SHALL RADIO SHACK BE LIABLE FOR LOSS OF PROFITS, OR ANY INDIRECT.

OR "SOFTWARE."
NOTWITHSTANDING THE ABOVE LIMITATIONS AND WARRANTIES. RADIO SHACK'S LIABILITY HEREUNDER FOR DAMAGES INCURRED BY CUSTOMER OR OTHERS SHALL NOT EXCEED THE AMOUNT PAID BY CUSTOMER FOR THE
PARTICULAR "EQUIPMENT" OR 'SOFTWARE" INVOLVED.

B. RADIO SHACK shall not be liable for any damages caused by delay in delivering or furnishing Equipment and or Software.
C. No action arising out of any claimed breach of this Warranty or transactions under this Warranty may be brought more than two (2) years after the cause of action has accrued or more than four (4) years after the date of the Radio Shack sales

document for the Equipment or Software, whichever first occurs.
D. Some states do not allow the limitation or exclusion of incidental or consequential damages, so the above limitationls) or exclusion(s) may not apply to CUSTOMER

IV. SOFTWARE LICENSE
RADIO SHACK grants to CUSTOMER a non-exclusive, paid-up license to use the TANDY Software on one computer, subiect to the following provisions:
A. Except as otherwise provided in this Software License, applicable copyright laws shall apply to the Software
B. Title to the medium on which the Software is recorded (cassette and or diskette) or stored (ROM) is transferred to CUSTOMER, but not title to the Software.
C. CUSTOMER may use Software on one host computer and access that Software through one or more terminals if the Software permits this function
D. CUSTOMER shall not use. make, manufacture, or reproduce copies of Software except for use on one computer and as is specifically provided in this Software License. Customer is expressly prohibited from disassembling the Software.
E. CUSTOMER is permitted to make additional copies of the Software only for backup or archival purposes or if additional copies are required in the operation of one computer with the Software, but only to the extent the Software allows a backup

copy to be made. However, for TRSDOS Software. CUSTOMER is permitted to make a limited number of additional copies for CUSTOMERS own use
F. CUSTOMER may resell or distribute unmodified copies of the Software provided CUSTOMER has purchased one copy of the Software for each one sold or distributed The provisions of this Software License shall also be applicable to third

parties receiving copies of the Software from CUSTOMER.
G. All copyright notices shall be retained on all copies of the Software.

V. APPLICABILITY OF WARRANTY
A. The terms and conditions of this Warranty are applicable as between RADIO SHACK and CUSTOMER to either a sale of the Equipment and or Software License to CUSTOMER or to a transaction whereby Radio Shack sells or conveys such

Equipment to a third party for lease to CUSTOMER.
B The limitations of liability and Warranty provisions herein shall mure to the benefit of RADIO SHACK, the author, owner and or licensor of the Software and any manufacturer of the Equipment sold by Radio Shack.

VI. STATE LAW RIGHTS
The warranties granted herein give the original CUSTOMER specific legal rights, and the original CUSTOMER may have other rights which vary from state to state
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preface
This manual explains how to use the PFS:FILE program to help organize and
manage the information you use every day. If you are not familiar with the
general operation of your computer system, read through the manual that
came with it before beginning to use the PFS:FILE program.

To use PFS:FILE, you need a Tandy Model 1000 Personal Computer system
with at least 128KB of memory and the MS-DOS* operating system. You also
need a printer, the PFS:FILE program diskette, and a supply of blank,
formatted diskettes.

This manual provides step-by-step instructions on how to get started and how
to use each FILE function. Each chapter proceeds through one function in
detail. The manual works with the same major example throughout to allow
you to use your computer and experience FILE as you are reading about it.
The best way to learn FILE is to read the manual and follow along with the
examples.

The appendices contain information on error messages and recovery, setting
up the FILE program to use with different configurations, estimating how
many forms will fit in a file, useful MS-DOS commands, a summary of special
keys and commands and instructions on setting up your printer to work with
your Tandy 1000. A glossary explains words that may not be familiar to you,
and there is an index.

If you have not already done so, please take a moment to complete and mail
the User Group Enrollment Card. Enrollment in the PFS User Group entitles
you to receive product update information, new product announcements, and
tips on using the PFS Family of Software.

*MS®-DOS is a registered trademark of Microsoft Corporation.



Protecting Your PFS Data Files
By the time you have created a PFS file and entered the information in it, you
have invested a good deal of your time. To avoid losing the data stored in that
file (and the time you've spent entering it), follow these guidelines:

1. Never remove a data diskette or turn the computer system off unless the
PFS:FILE Main Menu is displayed on the screen. IF YOU DO, YOUR FILE
MAY BE PERMANENTLY DAMAGED.

2. Use only high-quality, double-density diskettes.

3. Always keep at least one extra, or "backup" copy of each PFS file. See our
backup recommendations below.

4. Handle your diskettes carefully. Store away from heat, sunlight, and
devices with strong magnetic fields (TVs, diskette drives, etc.).

5. Print a copy of your files from time to time. See Chapter 5 for instructions.

Recommended Backup Procedure
1. Back up your data files on diskette or hard disk on a regular basis. If you

update them daily, then back up daily. If you update less often, then back
up whenever you update.

2. After creating a new data file, make two backup copies. Thereafter,
alternate the use of them. The first time you back up, use the first
diskette; the next day, use the other diskette; and so on. This way, if a
problem develops while making a backup, you will still have the data on
the other backup diskette.

3. Use the MS-DOS DISKCOPY command to back up your files (see
Appendix D for instructions on how to use DISKCOPY).

4. If you encounter problems with a file or get an I/O ERROR message,
discard the diskette at once and use the backup diskette (make a copy of
the backup diskette first). If the problem recurs with the backup diskette,
ask your computer dealer for help.
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After you have designed the blank form, you can recall it to the screen, fill it out
with the information you want to keep, and then store the filled-in form back in the
file. You can enter data in any order you like and FILE will find the information
when you need it. Diskette storage is very compact. Depending on the number of
pages there are in the form, how many items there are per page, and how much
data is entered in each item, you can store up to 2500 simple forms. See
Appendix C, Diskette Storage Capacity, to learn how to estimate accurately
the number of forms that will fit in a file.

filled in
form

blank
form file

Once you store the information in the file, you can retrieve it in a variety of
different ways. Using a retrieve spec form, you indicate what information you
want to find by filling in retrieve specifications. You can ask for all items that
exactly match a given set of characters:
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Getting Started with PFS:FILE
This section provides basic information about starting to use the PFS:FILE
program. It talks about your computer system, loading the program into your
computer, FILE'S Main Menu, and the special keys used in FILE.

What You Need to Use FILE

To take full advantage of all the features of the FILE program, you need the
following equipment:

• a Tandy Model 1000 Personal Computer, with

—at least 128K of memory

— a video monitor

— two diskette drives

— a parallel or serial printer, properly connected to your computer

• the PFS:FILE package, including

— the PFS:FILE program diskette

— the spare copy of the PFS:FILE program diskette
Note: You cannot make a backup copy of the program using the MS-

DOS DISKCOPY or COPY commands. Instead, this copy is
provided in case something happens to damage your original
program diskette. Store it in a safe place.

• blank, high-quality diskettes on which to store information

Using FILE with a Single-Drive System

While it is possible to use FILE with only one diskette drive, you will not be
able to use the COPY or Change Design function. To make the most
effective use of the program, you need to have two diskette drives. This
manual assumes that you do have two drives. (To copy your PFS file with
one diskette drive, use the MS-DOS COPY or DISKCOPY commands.)
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Making the FILE Program Diskette Self-Loading

Before you begin using FILE, you should modify the program diskette so that
it is self-loading, i.e., so that you can load FILE without first loading MS-DOS.

To modify the diskette, follow the instructions below, depending on whether
your computer system has one or two diskette drives.

For a double-drive system:

1. Turn on your computer system, insert the MS-DOS diskette into drive A,
and press RESET.

2. Enter the date (and time if requested) when MS-DOS asks you to do so.
When the MS-DOS prompt (A>) appears, place the FILE diskette in drive
A and the MS-DOS diskette in drive B. Type

INSTALL

and press the ENTER key.

3. When the computer displays the message

A> echo off
Place DOS diskette in drive "B",
leave PFS series diskette in drive "A"
Strike a key when ready . . .

press any key. You will see a series of commands and the in-use lights of
the diskette drive will come on alternately for the next few moments as
information is copied from the MS-DOS diskette to the FILE diskette. When
the MS-DOS prompt reappears, you are ready to begin using PFS:FILE.

For a single-drive system:

1. First, turn on your computer system, insert the MS-DOS diskette into the
drive and press RESET. Enter the date (and time if requested) when
MS-DOS asks you to do so.

2 When the MS-DOS prompt appears, place the FILE diskette in the drive,
type

INSTALL

and press the ENTER key.
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3. When the computer displays the message

A> echo off
Place DOS diskette in drive "B",
leave PFS series diskette in drive "A"
Strike a key when ready . . .

press any key to continue.

4. When the computer displays the message

Insert diskette for drive B and strike any key when ready

insert the MS-DOS diskette in the drive and press a key.

5. When the computer displays the message

Insert diskette for drive A and strike any key when ready

insert the FILE diskette in the drive and press a key.

6. Continue inserting the FILE diskette when the computer asks for a
diskette for drive A, and the MS-DOS diskette when the computer asks for
a diskette for drive B. When the MS-DOS prompt reappears, you are
ready to begin using PFS:FILE.

Setting Up FILE to Run with Your Computer

FILE comes set up to work with an IBM compatible parallel printer, and to
automatically use the diskette in drive B as a work diskette to store
information temporarily when sorting forms for printing or when changing the
design. If you are using a serial printer, or if you want to use a diskette in a
different drive or the hard disk as the work diskette, you will need to run the
SETUP utility program provided on the FILE program diskette before using
the FILE program. See Appendix B for instructions on how to use SETUP.

If you have a printer that is not IBM compatible (Tandy daisy wheel and dot
matrix printers listed in Appendix F), follow the instructions in Appendix F to
make your printer work with FILE.
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Using FILE with a Hard Disk

You can use the hard disk with PFS:FILE in two different ways:

• You can store your PFS files on the hard disk. This greatly increases the
maximum number of forms you can store in a file, and also speeds up the
search and sort operations.

• You can install the FILE program on the hard disk. This speeds up the
process of starting FILE, and eliminates the need to use the diskette each
time you start the program.

If you have a Tandy model 1000 with a hard disk, you will work with the FILE
program in a slightly different way than this manual describes. This manual
gives instructions assuming you have two floppy disk drives (A: and B:). See
Appendix B for specific instructions on installing FILE on a hard disk.

Starting the FILE Program

Once you have configured FILE to run with your computer system, you can load
the program and begin to use it. The procedure for loading the program is slightly
different depending on whether or not the computer is turned on:

—if the computer is turned off, turn on the computer. Insert the FILE
diskette in drive A and press RESET. Enter the date and time when
requested, and FILE loads automatically. You hear the diskette drive
as the program loads into memory.

—if the computer is turned on, simply exit from whatever program you are
using. When the MS-DOS A> prompt appears, insert the FILE program
diskette in drive A, type FILE, and press the ENTER key. FILE loads
immediately into memory.

After loading FILE, remove the program diskette from the drive and put it back in
its protective envelope. You won't need it again until you want to exit from FILE.
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Removing it at other times may damage the data in the file

introducti< in 1*11
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Keyboard Control Keys

The list below shows the special control keys you use most often when working
with FILE. Others are explained throughout the manual. They are all
summarized in Appendix E.

Function

Escape. Use this key at any point while using FILE to
cancel the current operation and return to the Main Menu.

Continue. Use this key to begin or continue the specified
function.

Help. Use this key to display quick reference information
appropriate to the function you are performing.

Tab. The Tab key moves the cursor from one item to the
next on a menu or FILE form. With SHIFT, it moves the
cursor back to the previous item.

Backspace. This key moves the cursor one space to the
left and removes any character in that space. Use this key
to correct mistakes made when filling in items on the
screen.

Enter. This key moves the cursor to the beginning of the
next line.

Next Page. This key brings up the next page of the form,
or an attachment page if the page on the screen is the last
page of the form.

Previous Page. This key recalls the previous page of the
form to the screen. You can review it and make changes if
you wish.

ENTER

PG UP

ESC

Key

F10

F1

TAB

BACKSPACE

PG DN
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Erase Page. Use this key to clear all entered information
from the menu or form, and to move the cursor to the top
left-hand corner of the screen.

INSERT

DELETE

Insert Characters. This key switches back and forth
between normal and insert mode. In insert mode (shown
by a rectangular cursor), FILE inserts typed characters at
the cursor position, moving other characters on that line to
the right to make room. If the line is full, nothing happens.

Delete Characters. This key deletes the character at the
current cursor location, moving other characters on the line
one location to the left to fill up the space.

Using FILE with MS-DOS

You can store your PFS files on any MS-DOS compatible disk device that is
properly connected to your computer. Before using a diskette or a hard disk,
you must format it with MS-DOS.

If you plan to store PFS files on diskettes, we recommend that only one file be
stored on each diskette, since files tend to get large over time and cannot be
continued on another diskette.

PFS File Names

To the computer, PFS files look just like other files. The conventions for naming
PFS files are the same as for other MS-DOS files. These conventions are
briefly summarized below. For a complete description of file naming, see the
MS-DOS manual.

A file name usually has two parts: the name of the drive on which the file is
stored, and then the name of the file. The two parts are separated with a colon
(:). For example, the file name A:STAFF refers to the file named STAFF on the
disk in drive A. If you use the name of the file only (e.g., STAFF), FILE
assumes the file is on the diskette in the default drive.

File names can be from one to eight characters long. You can use the letters A
through Z, the numbers 0 through 9, and some special characters. Here are
some sample file names:

TARGET82 SALES PATIENTS

F4
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A file name can also have an optional extension of a period and one, two, or
three more characters. If a file name has an extension, you must always use
the extension with the name in referring to that file. Some file names with
extensions are:

TARGET.JAN SALES.PFS CLIENTS.$$$

FILE also recognizes file names that contain volume labels instead of drive
names, or complete pathnames that utilize the tree-structured directory
capability.

For example, if you store PFS files on a hard disk, you can specify the name of
the disk or directory as part of the filename; e.g., C: \PFSDAT\ BUDGET
refers to the file named BUDGET in the directory PFSDAT on the disk named
C:. If the directory has a long name, you can use the MS-DOS CHDIR (Change
Directory) command to set a default pathname before loading FILE. See your
MS-DOS manual for details.

When You Need Help

Help screens are available when designing a form; when searching through the
file; when copying, removing, or printing forms; and when changing the design
of an existing file. Simply press F1 and FILE displays quick reference
information to help you remember what to do.

Summary
PFS:FILE is a computer program that helps you store and retrieve
information in a way that is familiar, fast, reliable, and powerful.

Make backup copies of your data files to prevent the loss of valuable data.

Use only high-quality diskettes.

cancels the current operation and returns to the Main
Menu.

F10 begins or continues the specified function.

ESC
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F1

TAB

displays a help screen when filling in forms to perform
FILE'S functions.

moves the cursor from one item to the next on a menu or
form. With SHIFT, moves to the previous item.

moves the cursor one space to the left and removes any
character in that space.

ENTER

PG DN

PG UP

F4

INSERT

DELETE

NUM LOCK

moves the cursor to the beginning of the next line.

move the cursor one space in the direction shown by the
arrow. No characters are erased.

brings up the next page of the form, or an attachment
page.

recalls the previous page of the form to the screen.

clears all entered information from the menu or form, and
moves the cursor to the top left-hand corner of the screen.

switches between normal and insert mode,

deletes the character at the current cursor location.

switches the numeric keypad to the right of the main
keyboard between numbers and the PG UP, PG DN, and
END keys.

WARNING

Do not remove the diskette containing your data file from the disk
drive unless the FILE Main Menu is displayed on the screen.
Removing it at other times may damage the data in the file.

BACKSPACE
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Decide how to arrange the information you wish to store in your file.

Choose names that best describe each section of information.

Determine approximately how much space you should leave for each section
of information.

Each section set aside for information (and later the filled-in section) is called an
"item". As you are designing your form, keep in mind these important points
about items:

Leave plenty of space for each item. This does not take more space on your
diskette and is important because your form is used for both storing and
retrieving information. When you use it to retrieve something, the format
necessary to retrieve the information may actually require more character
positions than the data itself. For example, an item named PAGE may be
expected to store a maximum of three digits. If you design your form with only
three spaces following PAGE, you cannot ask for all pages less than 100,
because the necessary format would look like this: PAGE: <100.

Make the first item in your form the one you will look for most frequently. This
provides the fastest possible retrieval. When FILE is searching for the first item
on a form, it can go directly to the desired form in the file. When FILE is
searching for other items in the form, it searches through each form in the file
from the end of the file forward, which takes longer.

When FILE prints out information from your files, it prints items in the order in
which they appear on the form. Design your form with this in mind. For
example, suppose you want to print mailing labels from a file. Your forms must
be set up in the order of a standard mailing address (name, address, city,
state, zip), or you will not be able to print a mailing label with the items in that
order. Note that the items you choose for printing do not have to be adjoining,
just in the proper order on the form.

If you would like to have the same information stored in two different ways for
different purposes, set up two items with different names. For example, have a
LAST NAME item for searching and sorting customers by last name, and have
a NAME item for keeping names in the format you would use in a mailing
address.

Terminate each item name with a colon. Any character entered on the screen
during the design process is part of some item name, and the colon identifies
characters as item names for the FILE program. For example, suppose the
form from the PATIENTS file mentioned in the Introduction looked like this:
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SS# is an item name, and so are AGE and DATE. The line of dashes inserted
between the first and second lines of the form are a part of the NAME item.
(Every character entered after the colon ending the DATE item and before the
colon ending the NAME item is a part of the NAME item.) Knowing exactly
what characters an item name includes is very important if you want to change
the design of your form after you enter data in it. Information is not copied
unless the item names in both the old design and the new design match
exactly (see Chapter 9).

Entering Your Design on the Screen
When you are ready to enter the design for your form on the screen, the following
keys allow you to move the cursor to different positions on the screen so that you
can enter item names wherever you choose:

moves the cursor back one space.

moves the cursor forward one space.

moves the cursor up one line.

moves the cursor down one line.

moves the cursor to the beginning of the next line.

moves the cursor to the top lefthand corner of the screen.

ENTER

HOME
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You can make changes to the item names you enter by typing over them, or by
using one of the following keys:

switches between normal and insert mode. In insert mode
(shown by a rectangular cursor), FILE inserts typed
characters at the current cursor location, moving other
characters to the right to make room. (This allows you to
insert an item to the left of an existing item.) If the line is full,
nothing happens.

DELETE deletes the character at the current cursor location, moving
other characters on the line to the left to fill up the space.

Note that each page of the form can contain a maximum of 100 items.

Multiple Page Forms
Your form can consist of more than one page, though the screen can show, at
most, only one page at a time. If you need more than one page for a form, you
can create up to 31 additional pages. Then you can move back and forth
between pages, like turning pages in a book, by using these keys:

brings up the next page of the form on the screen. When
designing a form, it brings up a blank page. You can
continue to enter more item names.

recalls the previous page of the form to the screen. You can
review it and make changes if you wish.

As you move through your multi-page form, the current page number is
displayed in the message area at the bottom of the screen. An asterisk (*) to the
right of the page number indicates there are additional pages in the form.

Erasing a Page
You can press the F4 key to erase the currently displayed page of the form
that you are designing. Other pages remain unchanged. Pressing this key
does not remove the page from the form, however; it merely turns it into a
blank page. For example, if you design a four-page form and decide to erase
page two, you still have a four-page form with a blank page two. To remove
the blank page, use the Change Design option (see Chapter 9).

INSERT

PGDN

PGUP
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Storing the Form Design
When you are satisfied that your form has all the right items in the right
places, you are ready to store it in the file on the disk. To do this, press the
F10 key. FILE stores the form and returns to the Main Menu.

FILE is now ready to accept another function selection. The cursor is
positioned in SELECTION NUMBER. The FILE NAME remains unchanged,
however, because FILE assumes you are working on the same file until you
enter a new name.

WARNING

If you press the ESC key while designing a form, that form is not
saved in the file. You must press the F10 key to save the form in
the file.

Leaving the DESIGN FILE Function
If at any time you want to terminate the DESIGN FILE function, you may do
so by pressing the ESC key. If you press ESC while designing a form,
however, the form design is not saved and the file is erased from the disk.
You must press the F10 key to save the form design in the file.

Example of Designing a File:
By following along with this example, you will create a file to store typical
personnel information for six sample employees. The personnel form that you
want to duplicate as the form for the file looks like this:
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Notice that the SELECTION NUMBER item has been cleared—at this point,
you can enter another function selection. The FILE NAME item remains the
same, since FILE assumes you are working with the same file until you enter a
new name.

Summary
The DESIGN FILE function has two options:

1. Use Create File to create a new file.
2. Use Change Design to change the design of the form from a file that

already exists (see Chapter 9).

A file name (not including volume names, drive names, or extensions) must
be between one and eight characters in length.

Give each file that you create a different name.

The first item in your form should be the one you will look for most frequently.

Place a colon at the end of each item name.

Leave plenty of space for each item.

A page can hold a maximum of 100 items.

A form can have a maximum of 32 pages.

An asterisk to the right of the page number means there are additional pages
in the form.

TAB moves the cursor to the next item on the menu. With
SHIFT, moves to the previous item.

moves the cursor one space to the left.

moves the cursor one space to the right.

moves the cursor up one line.

moves the cursor down one line.

moves the cursor to the beginning of the next line.ENTER
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HOME

PG DN

PG UP

F4

F10

ESC

moves the cursor to the top lefthand corner of the page.

brings up the next page of the form.

recalls the previous page of the form.

erases the page displayed on the screen.

stores the form design and returns to the Main Menu.

stops the DESIGN FILE function and returns to the Main
Menu. The form is not saved.
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i n ( . h . i p l i •! I y i m i M I . ' i ' i i ' . h i m i d I i i i > k h k o t h i s



l o ; K i d t o a d i l f c t c n t f i l e i T I t e i i t ' , n a m e i n I h e I I I I N A M I i t e m . i n c l u d i i n j , i ( I I I V I '

[ l , 11111 • i f t h e d i s k I f I ; 11 ( : ( ) n t ; 1 1 1 1 : , t h e f i l e s m i l i n t i n 1 ( 1 < • I , i u 11 d n v i •

w h e n y o n h; iv f©f i l led i n t h 6 m o n t i , press t h s I 1 0 k o y i n i b i Q i n s t h 6 A I M )
f u n c t i o n by disptsyino i h s f o r m f r o m tin • dii • i or e x a m p l e , ii v o n wore using th8
S I A I I t i l e y o u r s c i o o n w o u l d l o o k l i k e t i n : ,

Y o u f i l l i n t h i s l o r n ) w i t h I h e i n f o r m a t i o n y o u w . i n t t o s t o i c 1 N o t i c e t h . i t t i n 1 I n n

n . i i n i ' s . i r e h i g h l i g h t e d ( d . n k c h a r a c t e r s o n , i h ( ] l i t h . n k ( ] i o u u d ) t o e a s i l y

distinguish iin MII from tho inionn.ition you Bnt8i fhsy are also protoctod, so you

cannot i n a d v e r t e n t l y wnt< ; I I V I I I a n d d i ' s t i o y t l i o i n

f II I u s e s t h e m e s s , u ; e a i e a .it t h e l i o t t o i n of t h e s i I I M M I l o I t ' l l y o u

t h e f i le to w i n c h y o u a r e a d d i n i ] f o i m s ( S I A I I )

t he lor in y o u a i e a d d i n g to t h e f i le (I O H M I )

the |>a<)e nurn f )e r (1)

t h e f u n c t i o n k e y s c u r r e n t l y a v a i l a b l e , a n d w h a t t hey d o (I ',' P r i n t , et i )

2-2 pfs:file
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Filling in a Form
Use the TAB key or SHIFT TAB to move the cursor from item to item when filling
out each form. As you are filling in the forms, follow these guidelines:

If you know that your data will require more than one diskette, presort it into
groups according to your needs. For example, if you will want to sort your
forms by zip codes, make sure that all forms from one zip code are in the same
file; e.g., make sure that all forms with zip codes beginning with 0 are in one
file, and all those beginning with 1 are in another, etc.

Enter last names first to have FILE search your files or sort and print them in
alphabetical order by last names. See Chapter 5 for details.

Enter first names first if you want to keep your files in a standard address
format—for printing mailing labels, for example.

Enter dates in the format yy/mm/dd (year/month/day, with two digits for each
part of the date) so FILE can search for them properly. For example, suppose
you want FILE to search for forms dated between December 15, 1981 and
January 1, 1982. This is the correct format:

= 81/12/15..82/01/01

When searching, FILE ignores the slashes and looks at the dates as numeric
values. It sees 811,215..820,101 and can find the forms you want.

FILE can automatically enter the current date in the recommended format. Just
move the cursor to the date item and press F5.

Enter times in a 24-hour format, hh:mm, as in 13:45 for 1:45 p.m. It is
necessary that minutes be two digits, but not necessary for hours.

FILE can also enter the time in the recommended format. Just move the cursor
to the time item and press F6.

Enter numbers so that they are all the same length if you want FILE to sort by
them. For example, if your highest numbers will be in the thousands, enter 9 as
0009. When sorting, FILE looks at numbers as simple character strings; thus,
1,000 would be sorted before 9 and after 0009.
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Multiple Page Forms
You can move through a multiple page form using the PG DN key to bring up the
next page of the form, and the PG UP key to recall the previous page. You can
review the information on previous pages and make changes if you wish. When
adding forms, however, you can also use these special keys to add and move
through attachment pages.

Attachment pages appear after the last page of your form. You can add
attachment pages to a form until you run out of room on the diskette. This feature
allows you to append information to any form. If you need to add some special
information to a particular form, the information can be entered on an attachment
page. If you forgot to include some item when you originally designed a form,
however, use the Change Design option of DESIGN FILE to add it (see Chapter
9).

Correcting Mistakes
If you make a mistake while entering data into a form, you can easily correct it.
If the mistake is in the same item as the cursor, simply use the BACKSPACE key
to erase the last few characters and retype the correct information.

If the mistake is in another item (or on another page), use the TAB key or cursor
control keys (or PG DN and PG UP keys) to move the cursor to that item, then
overtype with the correct information. You can also use the INSERT key to insert
characters, or the DELETE key to delete them.

If you want to re-enter all the items on a particular page, press F4. This
erases all the information entered on the current page and returns the cursor
to the first item. Information on other pages is unaffected and item names
are not erased. For example, you might be entering information in a form and
suddenly realize that you already entered it.

Storing the Filled-ln Forms
When you have entered all your information and are ready to add the filled-in
form to your file, press F10. The current form (all pages) is stored in the file. A
new form (blank) appears on the screen, with the next form number listed in the
message area, and you are ready to fill it in. You can add forms in any order you
like—FILE finds the desired information when you need it.

Back up your file frequently when adding forms to it to prevent the loss of
information. (See our backup recommendations in Protecting Your PFS Data
Files which follows the Preface.)



Leaving the ADD Function
You m a y p ress E S C at any time to terminate the A I M ) Function, bui ii you do

1 I ' i • f < • r i • • , l i m n c ] V 1 1 1 " I n i m H i ' 1 i n f < I I I I I . I I K m y o u e n t e r e d 1111 < > t h . i t I n m i :, n o t

saved. When you finish saving the last form, press ESC to return to the Main
M i ' i i i i I I I 1 r , i i i i w i i ' , l i l y t i i - I ' c i ' p t . i n n l h n f u n c t i o n : . r l r ( t i o n

WARNING

You must complotp tho ADD function and roturn to thp Main Menu
before putting in another data diskette. If you change diskettes
while still in the ADD function, you may damage the data on your
diskette.

Example of Adding to a File:
I 8 t S . I I 111 m i n i i i i . i I n H I I n t i n • ! ; 1 A I I t i l e H i • t i n n I n t h e M , m i M e n u i p n " , ' ,

ESC, if necesi'.iiv'i and i inter a

i n t i n 1 ' A I I < . I I N N [ J l I M I U 1 1 i d ' i n I I y i H I 1 1 , i v i ' h i ' i ' H w m k m i ] w i t h t i n •

> - x . i r M | i l t • I M i • : ; I A I I • . i n I I i i d i . • I I M I I I I I I I l l I N A M l I t i t < ] < >i • • , i m i e n t e r i t

' • I M I I : , i n ' i M I , | n ) | | ; i I i i H 1 1 - l i k i • t i l l ' .

.Kid 2-5
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M . i k t . 1 ' - U H ' t h . l t t h e S 1 A I I d i s k e t t e I S i n I h e c o r r e c t d n v r ,111(1 p i e s s I 1 (1 I t u •

I n i m f r o m t l i c S I A I I t i l e s h o u l d . i p p e . i r o n t h e s c i e e n w i t h I O H M I i n t h e

m e s s , i i | e ; i i ( ' . i S t . u t i n i ] w h e i e t h e c n t s o i p o s i t i o n s i t s e l l i n e , n t i i t e m t y p e ; n

the Informfition contsinsd on th<j fo l lowing sc reen ;

1 ' iess I 10 to s t o i e t h e f o r m in t h e S I A t I f i le A n e w l o n n d O H M ; ' | s h o u l d

appear on your screen

LIU ,'11

Ti l t : STAFF FORM 2
F2-Prmt F3-R«Mvt FS-Ditc F6-T11M

Ptgt 1
F10-Continut



I i n I I u s l i i i i i i . I I i i ' I i • r , : , ( i i i i t . ' , I I I t I I I I I M I , 11 || i l l M i n , 11 I I M I l u : , U M I ' S i M I i ' I I K ' ! > I A I f

I I M I I I o n l y i ( M I I , I I M S m i l ' | ) , i ( ] c , i ( l d ; I M , i t l , i c h i n i ' l i t | ) , i ( ) i ' l o t t h i s u i f i M I I I , i t n n i

I ' l l ' S S I ' ( i I ) N , 1 1 1 ( 1 t i l l 1 l u l l o W I M I ) S C I I ' C M , l | ) ( ) ( ' , I I S

Fill in th6 s& ond f< >rm with Ih8 inforrnstiori shown hsrs

. n i l ] :• /



I V I H ' I N t i n ' . i i l i l l l l i i l l . l l I I i l l ) l I I I , l l l i ) M I l l i ' M l i ' i ' i l ' . I l i i u l d l i m k 11 k i • I h l S

I I v i ' M w . i l i t t i i M ' V i i ' W t l ' i ' n l i i i f 1 1 . i l l i i l I I ' M l i ' i i ' i l I H I t h i 1 | i n " . ; n H I : , | M i ] i ' \ m \ i i , 1 1 1

I I I i ••,' i t 11 • r i i I I I ' k e y i n I I ' t i n 1 1 l o P . I I 1 1 ' 1 . i l t t n I I K | l i y i i i i i , I M ' . t i I I i • t i n 1 l i i l i ' i I i n

form II•! | . inii i". ' . iii which pao6 is displayed <>n the screen. Go ahead and i>ress
I ' ( i I I I ' , i n 1 1 u n t i l i ' t h . i t 11 I I ' 1 1 • i : . , I I I , i • . 1 1 ' 1 1 • • k I n 1 1 1 1 • 111 ] 1 1 1 i i i t i n 1 1 1 , 1 1 ] i • 1 1 u m 1 1 1 • i I I I

M I I n , i t i • H i , i t I h r . I i m i l l u \ , i n , i ( ] ( ] i t i i u i , i l | ) , i i | i •

N < >-vv | H ! • • , ' , I i o . . m i l I n t h [ ) , i < ] ( " , i i f I ( ) H M : ' . i f f s t i H f H i n t i n • s I A I I i i h • F h e

.' , I A I I l i m n 1 1 ' , i | i | i ' •• I I ', w i t h I ( ) H M A i n I h r n n ••.'.. n ] i • . H I M . I I I I I y i > n , n i ' i c u l y

I n t i l l i n I h r i i i ' x l l i ' i m 1 1 ' , I I H ] t i n 1 m i l i i I I I . i l l i H I | i i i ' V i i I i •( I h i ' i i ' t i l l I N l i n n m i n i 1

' > I A I I t i M i i r , a m i , t i m • I h i • r 11 m i t h e i l r . k i ' I t i •

I ( ) | ( M A I i i i p i n v i ' ! ' » 0 1 1 . 2 3 M i i i ' . l ' ' / 0 1 , M

Name Anne Williams
A d d n >\; W ! " , t l , i k c I)11v.•

( :11v h i 1 . A l t i r , S t . i i i ' ( A Z i p : 9 4 0 2 2

. l u l l I t i c M , l l l , l ( | i ' l

Salary ':>:-;'>oo.oo

:' f. [ i l ' . l l l r
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t O H M -i i mployee • : 13029 Mm•<! H O O ; ' O I

Name Miki • Conpci

Address: 907 Sunset Court
City I ' O I I I . I I K ] :;t, i tc o n / i p I ) / : ' O H

,lol) I i l l i ' S , l ie : .pr ison Wi" . t
: ial. i i v ':>1'»00 00

I O H M '. I m p l o y r r a ()/'.:-•. I Hired / / Oti :>9

N.mii' :i,n,i Hiiiwii

Address: 1552 Bay Road
(;11v M i ' i i i i ) i ' .Hi- s t . i t c C A / i p !)•)():'!)

. ) ( i t ) I l l l i • ,' i i ' i : n •!, I I y

S . i l . u y ' i . l l ' O O 0 0

I OHM h I mpliiycr // |O,'|,-I lined 79/10/23

Name: John Andrews
Address: OHM I lypresa i .me
City Dayton St.itc OH / i p -I'.-KH

Job ntle Salesperson-Midwest
Salcir y ':. 1MS0 00

Aiti•! yi HI 11ii in and Scivi • i in' last form, the following scrci)T\ should appeal
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Now press ESC. FILE returns to the Main Menu, ready to accept another
function selection.

Printing a Copy of a Single Form
You can print a copy of a single form when using the ADD function by pressing
the F2 key while the form is on the screen. You might want to use this option to
print a copy of your blank form, or to print a copy of each form that you fill in
and add to an already established file. When FILE displays the print options,
press F10 and FILE begins printing the form, using the default values for those
options. (See Chapter 5 for a description of the print options.)

Summary
Use the ADD function to store information in a file.

You enter data in a file by filling in the form that you designed when you
created the file.

Item names are protected from overwriting.

Attachment pages allow you to add one or more pages to a particular form.

Back up your files frequently to prevent the loss of information.

moves the cursor to the next item on the form. With SHIFT,
moves to the previous item.

erases all the information entered on the displayed page,
but not the item names.

displays the next page of the form, or an attachment page
if the last page is on the screen.

displays the previous page of the form,

prints a copy of the displayed form.

returns to the Main Menu. If you press ESC before you
store a filled-in form, the information entered into that form
will be lost.

TAB

F4

PG DN

PG UP

F2

ESC
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WARNING

You must complete the ADD function and return to the Main Menu
before putting in another data diskette. If you change diskettes while
still in the ADD function, you may damage the data on your diskette.





( i ipy A I

3; copy
( ) i i ( I ' y ( 1 1 1 i M ' . i t i ' , i f i l t ' , n i ( ] h . i v f n l o i i n , i l i o n l i t i t . y o u ( a n c o p y p . i l l o f t h e l i l i 1

o r j u s t f l i c t o m i d ( i c . K | i i I I M I H ] ( ' . ( ) l ' Y . y o u c a n c . t , i f t ; i n e w f i l l • w i t h I t i c •, < i r 11 < '

t i i i n i ( i ( " , u | i i . ' , p h t i i n i 1 l . i i ( ] i ' f i h 1 i n f o t w o : • 1 1 1 ; 1111 M t i l e : . , o i I I I O K ] I ' t w o f i l e i n t o

I t i c ( ; ( ) l ' Y f i n K t n i l l h ; i : . t w o o p t i o n 1 ,

C O P Y I ) | S l ( , N O N I Y , i l l n w \ y o u t o c o p y | U : , t t h e f o i l l l < l i ' \ U | [ l f l o i n t h e f l i c

C O I ' Y ! . 1 I I C M I ) I O H M S , i l l o w s y o u t o c h o o : , e . u n o i u ] t h e I d l e d i n I o n u s

i n y o i n f i l e , i i i ( ] ( o p y t t i i " , i 1 M ' I C I t e d l o i m : , t o , i n o t h ( M f i l e I h i : , i ) | i t i o n d i n "

not copy 'hi' f< iim dssion.

Selecting COPY
t o S c l i ' i t t i n • ( -( ' I ' Y I I I I K In i n . 11 ' t u r n t o t h e M m i M i ' t i n ( p i c , : , I N C if

n r c c , \ , i i y i I i i t i - i , i A i n S I I I C I I O N N U M M I H , i n d t h e n . i i i i o of t h e I ' I S I I I . •

y O U w . m l t o ( i i p v i n I II I N A M I

M . i k i • ' . u n ' t h e f i l l • y o n w . i n l t o c o p y r i n t h e d e l , i n It d n v i • I ' n • : , ' , I 1(1 , i n d I h r

( ) o p y I i m i l i o n M i ' n i l , i| i| I I M r s



A:' p is t i l , -

A t t [ i r , | i i i i n t v 1 H I c a n • .t • l< •(:t b e t w e e n t h e t w o ( : i ) \ ' Y l i n n I n i n s

The Copy Design Only Option
W i t 11 C o p y I ) e u < ] n ( ) n l y y o u c m i o p y j 1 1 ; . t t b e f o i i n d e s u i n o l ,111 e x r , t i n i | I 1 I 1 ' t o , 1

n e w t i l l ' Y o u u s e t l i r , ( u n c t i o n w h e n y o u r t i l e b e i o m e s l u l l a n d y i H I w . i n t t o •, t , u t

,1 new die that uses the s. ime form design You also use it to provide a die with ,1

l o t I I I ( i e s K j l l b e l l i r e i . ( ) p v i l l ( | ' . e l e i l e d I l l l e d n I I H M I ' , t o l l N o t e l h . l t t i l e ( O p y

D e s i g n ( ) n l y o p t i o n d e s i i o y s , m y n l o i i n a t i o n t h . i t e x i s t s i n t h e d e s t i n a t i o n d i e

in suiect Copy Design Only, enter a 1 in SEl ECTION NUMBER on the Copy
I u n c l i o n M e n u I ' u t t h e d i s k e t t e i o n t a i n i n i ] t h e d i e l i o m w h u h y o u w a n t t o i o p y

t h e d e s u j n i n t i n ' i l e t a u l l d n v e a n d t h e d i s k e t t e t o w l m h y o u w a n t t o < o p y | h e

d( " , K ] i i i n a n o t I n ' i d n v e ( u n l e s s , i it c o u r s e , y o u w a n t t o c o p y t h e i l e s n ]i i t o a n e w

li l t • o n t h e s a m e d n v e ) I n t e i a n a m e t h i i t i s d i l d ' l e n t I i u r n t h e o u i ] i i i . i l t i l e n a m e

i n N l W I II I N A M I a n d d o n t l o i i ] e t t o u s e t h e d u v e n a m e I ' l e s s I I 0 . a n d

I II I c o p i e s t h e ( I O S K J I I d o m t h e o i i ( | i n , i l t i l e t o a n e w t i l e t h a t it i l e , i t e s o n t h e

s | ) e c i l i e d d i s k , t h i ' l l l e t u n i s t o t h e M a i n M e n u

It y o u e n t e i t h e n a m e o l a n e x i s t i i u i t i l e i n t h e N l W I II I N A M I i t e m I II I

d i s p l a y s th<• I i i l l o w i n i ] m e s s a g e

II you press f S C , you return to the Main Menu and can start over with another

name. If you press M O . FILE replaces the existing file with a new file containing

the form desicjn you are copying.
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Example of Copying the Form Design:

t ( • I •. 1 1 1 . i k i • , l i i ) 1 1 v i i f i > i i I v ' I n ' I ' 1 1 1 1 1 ( ] ( ' : , i ( ] i ] 1 1 1 1 1 1 ] t l i r S I A I I 1111 • H i • 1 1 1 1 n I n t i l l 1

M . I I M M i M I I I ( | ) K •• , ' , I .' i C . 11 i n • ( < • : , • , , n y I , i f i t J e n t e r , i

i

in the Si I I C 1 K )N NUMHI H lorn II you have been woikiiH) With I he example
tile S I A M '. l iould'. t i l l he in | || [ NAMI If it is not. enlei it Youi si reen should
i )(ik Ilki • this

Make M I I I • the S IAI I I lie is in the del an It duvo, and place another diskette in
dnve H I hen |)iess I Id I he Copy I unction Menu appeals. I ntei

in SI M C I ION NUMHI H ,ind

B: Staff 1

in N l W I II I N A M I | o i a n o t h e r d u v e n a m e if y o u w a n t to c r e a t e t he n e w f i le or

a n o t h e i d u v e ) I h e s i i e r n s h o u l d l ook l i ke th i s
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I ' l I ' S ' , f 1 0 , l ( | . l l l l . 1 1 1 ( 1 I I I I ( . ( i | ) l ( •:. t h e S I A I I ( i >r 1 1 1 i 1< '• , l ( ) t 1 I n , I H e w I l l i • t h a i i t

< :r <'. tii ••, on the disKi -11«• In drive B, named 8TAI i i and returns to the Main Menu.
I lie i.ui M I I is positioned in SI I I C l l( )N NUMHI H. .ind s I At I i emu ins m I II I
NAMI I II I r. ii',uly 10 accept .mothei IIIIK linn selei lion

The Copy Selected Forms Option
I h i 1 ( ) i i | i y S e l e c t e d I o i i n 1 . o p t i o n c i l l i > w s y o u t o i h o o s i • , 1 1 1 1 0 m ] t h e l i l l i ' i l i n t i u r n s

i n y o n t l i l i ' , i n d c o p y s e l e c t e d o n e : , t o . i n o t h e i t i l l 1 Y o u i n i ( | h t w . i n t t o N M l l n i .

O p t i o n w h i ' i i ,1 I 1 I 1 ' b 6 C O m e S t O O I. i n ] o • m i l y o u w , m l t o • , p h t i t i n t o t w o 11I1 ••. 1 >i y i i n

t u n j h l w , m l I11 ' 1 p i it o i l ,1 ',| i t ' ( 1,11 i n t e r e s t g r o u p o l l o i i r t o , i n e w t i l e A M I y o u

1 ,in use Copy S6k 'cted Forms to merge parts of seven ii different files into one
n e w t i l e

I o s e l e c t ( o p y S e l e i t e d I e l m s e l l t i -I , I , ' 111 t h e '. A I I ( I l ( > M N U M I ' . I H I I I ' M I H I 1

t h e ( '.(11 i y I 11 n e t K i n M e n u I '1 i t t h e d i s k e t t e ( o u t , t i n i m | I I n • I ; 11 • 11 0111 w h i ' 11 y o u , 11 e

( ( ) p y 1111 ] I o f 111 s ( t h e s o u 11 e f i l e ) 111 t h e 11 < ' t , IU11 d I I \ e , 111 d t h e 1 i I s k i ' 11 e 1 , 1111, 11111111 ] 11 11

t i l e 11 > w h l i h v o i 1 , 1 1 1 ' i i i p y i i u ] l o r m s I t i n ' d e s t 111,1 t u i l l 11I1 s 111 ,11 l o t h e 1 1 I i r. e

S e l l ' ( ' t e d I o n 1 i s m u s t h e ( o | H I M i t o , I I I e x i s t | [ ) ( | I I I ' ' ( ( M i t , I I I I I I H ] ,1 l o t 111 ' ! i • • . 11 |! 1 "1 1! I

c , i n i n •, i t e , i n e w f i l e h y i o p y i t u ] t h e I i H 111 d e s u ] i 1 u s n u | ( o p y I U •• .11 | n 1 I n l y l u s t 1 1!

y O U c , 111 { o p y t h e s e l o i t e d ( o n u s t o ,1 p , II11,111 y l u l l I l i e ) I n t e l t h e I I , 11 i n 1 >f t h e

d e s l i n . i t 1011 t i l e i n N l W I I I I N A M I 1 d o n I l o i < | e | t h e i n y e n u m e i



i ( i p y A '.

I l i i ' , i v » i i l u l t i n 1 1111 i n s I r o m I I i i ' S O l l 11 <' I l l i ' . m i l t h e < l ( " . I i l l , i t u i n l i l i • 111 M ' ( I i n i t I ) i '

d e i i l n , i l i l l i i 1 i l i ' i i r , c a n b e , i n . i n < | r < l i l i l t e i c n t l y i . h u t t h e i t e m n . i i i n " , m u \ l h e

K I ( ' I l l l i , 11 I I I i ) l 111 ' I 11 11 I I i l l ) l I I I, i t H )l I I n b e c o p i e d I ( ) l e x : l ( t l p i e . 11 y o u I S O U K e f i l e b , i : .

, m i t e m ( , i l l e d I M I ' I M Y I I N A M I a n d t h e e q u i v a l e n t i t e m i n I h e d e : . t i n , i t u m f i l e

r , i a i l e d N A M I ( M I M I ' I ( > Y I I t h e n a m e , o f t h e e m p l o y e e s w i l l n o t h i • i i )| n o d

W h e n y o u t i l l 111 t h e i t e m 1 , ( i l l t h e C o p y I I I I I I l i o n M e n u a n d p u t t h e d I : , k ( ' 11 e •, i n

t h e n p r o p e l d i i v i " , p M " , 1 , I 1 0 a n d a f o i m f r o m t h e ' . o u n e f i l l 1 ( i n t h e d e f a u l t

d l I v e ) a p p e a l 1 , o n t h e ,1 [ e o n U M M I ] t h e , ' i I A I I f i l e , r , a n e x a m p l e t h e : , i I c o n

i i i i k \ lh> ' t i l l 1 ,

Notii 8 thai thi • message area at the bottimi ol th8 screen contain1, the words
Ml I Mi l V I .' >l 'I < '. W h e i ] y o u lil l in ih ' i n : , o n a i e l m 'V( • ' ,pi •( f o r m v> MI I I I •• ,t I i ln '

II i l o i I I I , itn ii i tha t y o u war il I II I to Inn I I II I i r ,e-, t h r , d e ' . o i i p l i o n lo • , e u n h yi m i

f i le a m i In ii I t h e l o i i n 1 , y o u w a n ! In ( '.( )l 'Y. I II I t h e n cop ies I hi " ,e l o i m : . II y o u

l e a v e I h i 1 i o t u e v e '.[ ii '( l o i m b l a n k I II I c o p i e s al l Ihi • 11 H m: , I o i a i o i n p l o l e

description ot using retrieve spec forms, see Chaptei 4

Al le i entering Ihe in lonnat ion u youi ic tneve '.pei loimi. preS' I in and I II I
o | i n " , I h i ' M ' l e i I ( M I Ii i i i n 1 . 11 ' i n i m l H ' i i i i i ] t h e I ( H i i r , a \ it ( ( > p u " , t i n ' i n A • ,< i e o n

a p p e a l ' . I e l 11 M I | y o u I n i v ; m a n y l o i n r , w e i e i o p i e i I A l t e i y o u p i i " , \ I I () , n |, m i

I I I I r e t u r n ' , t o t h e M a n M e n u l e u d y t o , n i e p l a m i l l n " I n i n tic i r 1 • , e l e i l i o n
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Example of Copying Selected Forms:

Lot's copy son ic forms from STAFI to the file named STAFI i tii.it you c reated

earlier in the, chapter using the Copy Desiqn Only option

Return to the Main Menu (press i SC. it necessaiy) and entei

in the SI I I C I ION NUMISI R item and

Staff

in the f II f NAMI item, it necessaiy 1 hen pi ess I 10 When tlie Copy ( unction
Menu appears, enter

; •

in SI I I C I I O N NUMHl R and

H S ta l l i

in Nf W M l I N A M ! Your I-ICKXMI should look like this



copy 3-7

M , 1 k i ' M i l l ' 1 1 1 1 ' I 1 1 ' , k I ' I I I ' ( [ 1 1 1 1 . 111 ] 11 11 ] .' i I A I I I . ' . I l l 1 1 1 1 ' ( 11 ' 1 , 11 111 ( 11 I V i ' . l l n l | ) I 11 11 11 '

i I r . k i ' t l i • i i m l , i l l I I I i i | .' \ I A I I 1 I I I ( i i i v i ' I i I ' n ' s s I 1 0 , n i d t i n ' i i ' t i n ' V i ' ' . | i i M 11 H n i

1 1 1 i i i ,' "> I A I I ( I I I I • ' . i H I 11 i • I i i i • ) , i j 11 I I M I ' . ( H I I I I I • ' . ( 1 1 ' i ' i I Y . 111 . i n ' i I I i w 1 1 ' . u i v t < '

i n I I I , i l l • w l i K 1 1 11 I I I I r . \ i H ; w . m l i 1 1 1 H I ' i 1 S u p p ' ) ' i ' y i H I w . n i l K > i i < •. i l l • . i ' . i '| i , i l , i t < '

I i i i • 11 I I \ i i i I I ( ., i h l i i i i n , i i i l l H i ' • . i ' y o u w , n i l I n i i > | i y I I H ' I i > i 11 r . l o i t f l • • • . ' • i ' I <\\ i l l > v ' ' " •

l<. :MAI I I I u l i ' i

CA

i n t i n 1 .' , I A I I i i i ' i i i Y u u i '.< r e e f i s h o u l d l o i ik l i k i • I h i s

P r e s s I 1 0 , m i l I II I u >pi< " . t i n • . i p p n i p n . i t i • Ii i n u s f r c >ri • S I A I I t o S I A I I I

I I I I '11. t i l l ' II l l l o W I I H ] S( I i ' I 'M . i p p i M l S



Press F10 again, and i n i returns IO the Main Menu.

Splitting a File
W i n M I - i I i l i • M . 1 1 . i | n i w n 1 1 c . 1 / 1 • y i H I i n . l y w . m l 1< > • ,\ i h t i f I | , n i . ,| i | i | n i m . 1 i n ' W

I 1 I 1 ( ) i y i n 1 1 1 1 , l y w . m l l < > • .1 ' p , 1 1 , i h • . 1 • , | n • ( 1 . i l 1 1 I 1 •' 1 " . 1 < ] i ' n i f 1 < i l l i M 1 1 1 •. t i > , 1 i n ' w h ' > •

l i ' , | i h l , 1 f i : i • l i I I I D V V I I K " , c i | i i n l i ' I n n " ,

1 ( . 1 1 1 i y I h ' 1 ' 1 1 1 1 1 1 1 1 1 " . i i ; i 1 ( 1 r , 1 1 1 1 ] ( -111 i y [ ) i " , i < ] i i ' M i l y 1 l > 1 1 n 1 • v v I 1 I 1 •

2 I I y i M l I I I , I I I I 11 • 1 1 I I ' 1 I ( " . I I I I I ( 11 t i l l " I I l l 1 1 1 I I I t i n ' I I I 1 W I l l i ' I 1 M i l l M I I I ) l M 11 ) I- 1 ' I ' I 1 t i l l 1

i t I M 1 I I 1 , 1 1 1 1 1 " . 11 11 ' I I 1 1 1 . 11 ( I I I I 1 11 1 1 V 1 ( 11 ) 11 " , I I I 11 ) 1 I 1 1 , 1 1 1 1 11 I 11 M 11 ' I 1 1 ' . l l l . l t I I . I V ' '

A I I M • ( " . 1 1 f i v .' 11 ' I ' ' i 11 ' i I i m i i r I n .1 ' l i M I . m i 1 1 u p . 1 t i n 11 H i •! I i n t i i i i i r . y i M I w , m l i n t o

y i 1 1 1 1 1 1 1 ' W I 1 I 1 '

• J S c l c i I H 1 1 1 H I M ( ) V I l i n n t m i i h u m t i n 1 M . I I I I M i M 1 1 1 . m i l i r . 1 1 t h i - •,. j 1 1 1 . • i t - t i n • v < •

' , [ > ! ' ( i f K . i t l u l l I n 1 I I ' l i ' l i ' I I I ! ' ( . 1 11 i l l • ( ! I u i M r , h u m t i n • 1 1 M i 1 , n , 11 I l l i ' I • , n • ( . 1 1 , 11 i l l M 6 )

,!;••; p K i i i , .
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Merging Files
At some time, you may want to combine two PFS files into one file, or parts of
two or more files into one new file. For example, suppose you have two customer
files (A to L and M to Z). You want to form a new file containing information for
customers that have not made any purchases for the last 3 months. You can
copy the form design from your present customer file, or design a new form that
uses only some items from the present file. (Items that you do not use are not
copied.) Then, you can copy the filled-in forms (and the items) you want into the
new file from the other two files.

To merge files, follow these guidelines:

1. Use a file that already has a form design, or create a new file by copying a
form design or designing a new form. If you do not want some items to be
copied to your new file, do not include the names of those items in the new
form design. Make sure that item names are identical for items that you do
want copied.

2. Use Copy Selected Forms to select and copy the filled-in forms you want into
your new file.

3. Before merging files, make sure you estimate their combined size so that you
do not exceed the storage capacity of the diskette used (see Appendix C).

Leaving the COPY Function
If at any time you want to terminate the COPY function, press ESC. If you do so
while FILE is copying, however, the destination file receives only the information
transferred from the source file before you pressed ESC.
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Summary
COPY has two options:

1. Use Copy Design Only to copy the form design of a file to a new file.

2. Use Copy Selected Forms to copy selected filled-in forms from a file; this
option is particularly useful for splitting or merging files.

Items must have identical names to be copied from one file to another, but they
do not have to be in the same location on the two forms.

Before merging files, estimate their combined size so you will not exceed the
storage capacity of the diskette (see Appendix C).

Selected forms must be copied to an existing file containing a form design. The
file can contain existing forms as well as the design.

With Copy Selected Forms, you select forms to be copied based on the filled-in
information.

ESC returns to the Main Menu. The file is copied only to the
point where ESC was pressed.



' . I ' . II ( 11 III)(I, ill ' 1 I

search/upda te
A f t e r y o u s t o l e i n f o i m a l i o n i n a f i l e , y o u i . a n u s e t h e S I A H U I U I M > A M

f u n c t i o n t ( i s e a l e h t h i o u < ] h y o u i f i l l • < n u l f i n d f o i n i ' , t l i . i t . i n • o l i n l i M I ••,! l o y o u

I I I I c m ' . i M i i h l o i l i m n ' . I i i i : . i ' ( I o n t l i i ' c o n t e n t : ; o f a n y p a < ] e I I K I I H I I I K )

a t t a c h m e n t p a < | e s ( ) n < e y o u l i m 1 a p a i t n u l a i l i m n , y i H I I , n i 11 ' v n ' W i t u p < I. i t i •

i t p i l l i t i t o l |< ' I I H > v e i t f l ( n i l t h e f i l e

Selecting SEARCH/UPDATE
l o s e l e i I S I A M C M I JIM )A I I . n • t in n t o t h e I I N M a i n M e n u ( p i e s s I S C . if

n e i e s s a i y i I n l e i a -I i n S I I I ( : I I O N N U M H I H a n d t h e n a m e o l t h e f i l e y e n

W i s h t o s e a l e d t h i n i i < | h in I II I N A M I ( m i l u d e t h e d n v e n a m e il t l i e f i l e i s n u t

in t h e d e f a u l t d t I V I •)

M a k e s u r e t h e f i l e y o u n a m e d in I II I N A M I is in t h e d e l a u l t d n v e i m a n o t l i e i

s p e c i f i e d d n v e l 1 ' i i ' s s I 10 a n d a l i m n l i o r n t h i s l i l c a p p e a l : , w i t f i t h e w i n d s

H I I M i l V I S I M (.'. i n t h e m e s s a g e a r e a at t h e h o t t o r n I h i s l o i i n is l e f e u e d t o

a s t h e i i ' t u e v e s | i e ( f o r m I h e S T A I I I l i e i c t i l e v e s p e i l< n m l o o k s l i k e tt u s
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Using Retrieve Specifications
With SEARCH/UPDATE, you describe the forms you want FILE to find by filling in
items on the retrieve spec form. The items that you enter on this form are called
"retrieve specifications". You can enter a retrieve specification in as many items
of the form as you wish. Only those forms in the file meeting all the specifications
are found. If no retrieve specifications are entered, FILE retrieves every form in
the file.

There are five categories of retrieve specifications: the full item match, partial
item matches, numeric item matches, the numeric range match, and the "not"
match. The following sections describe these five categories.

1. Full item match

For the fastest possible retrieval, use this type of retrieve specification. If you use
a full item match in the first item of your form, any form can be found in 3-5
seconds.

In a full item match, FILE looks for forms on which the characters in an item
exactly match the characters that you entered in the same item on the retrieve
spec. (A character can be a letter, a number, or a punctuation mark.) To
determine whether there is a match, FILE uses the following rules:

FILE ignores spaces before the first character and after the last character.

FILE treats multiple spaces within the items as a single space.

FILE ignores the difference between upper and lower case.

For example, suppose you want to recall the John Andrews form of the STAFF
file to the screen. If you enter this retrieve specification,
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NAMI Jo ln i AndH'W, will be n in.i l i h

NAMI John A n d i r w . will (>>• ,1 in,itch

NAMI JOHN ANDHI W > will !).• .1 m.ili h

NAMI Mi John A n d i c w . will in it he .1 m.ih li

NAMI John And i i 'W , Ji will in it he ,1111,it( h

NAMI Ji )lin will in >t he ,1 m,tt< li

NAMI A n d i r w . Jolwi will not In • ; i m , it( h

NAMI J i i h i iA i i d i cws will not tic , im , i t i h



•1 -1 [it', I lk

2. Partial item matches

U s e . 1 p . i l t l . i l i l i ' i n l i i d t i h i l y o u d o M I i t n ' t i n m i l n n c x . n l l y l u i w , m i t i m i ' i l

I I i t i i f ! 1 1 , i t K n i r , < ' i i t t ' f ( ' ( I i n , i l i l i 1 . i H i ! y c n i W i n i l t o f i r l c J ( H . i i J i \ < ' i n < " . o l S \ t ( ' ' 1 1 1 (

[ i i i ' i i " , i l l i n l i H i n , i t K i n i n y i m i l i l i " , I l i c i c . i n • t w i > k 11 u t . i i t | i , u t i . i l i t i ' i n m , i t i I n " ,

t i n • i n , i t i . l i . H i d t h e '•' m . i t c h

Ths ..i i Mti 11 LJS681 ither two or four dots with a won I or Qroup of words (numboi
I H ( ] t i n i p i l l i m i n l i i ' i : , ) t n M M i c h t i n , i i i i x : < i l l I I ' i n i • n l ' i ' i I , i m n i l i n m , i t n n , w i t M m , H I

i l l M i l I t w i I I k 1 , l i k e t i l l ' ,

W i n d t c l K I I I I I n i q i i i n i ' w h . i t r v o i i I I , I I , K l e t ' , m i i n h i ' t o i o

Wind

W o l d 11 ' I I ' . I I I I t o i g n o n ' w l l , i l l ' V i M i 11, i i . i i t i m , i n : c i n , i t t i ' i W i m l

. . W o r d . . l i ' l l : , I I I I I n i ( | i i i ) M ' w l i , i t i ' V i ' i I . I M I , I I l e i 1 , i H i i n l u ' l i m ? i n

, i t t i n W i n d i r . I n l o o k t i n W i n d , n i y w h i ' i i ' i n t i n ' l i n n

11 • 11 •, I I I I t i i 111 I < I , 111 11 n 11 I • w i t h , i I I v ' 11,11, i ( t i n 1 , i n I t i i ' . 11 < M i l

I H I I ' x . i i i i p l c M i p p n M 1 y o u w . i n t I n M ' c i l l . l i ' l t ' ' t i l l i l i i n ] ' , p i ' i M i n i i c I I m i n h i t i n 1

! , i i i ' i n i , 11 ' I t •. l u l l i ] , l i n e i \ , 11 ' I l i c y S I I I h i m i j , , ) i , m d y n n d i m I k m i w c x . n l l y h o w

t i n 1 i i . i n i i ' w , n . i m t i n c d i n t h e l i l c U M I H | 11 u • i i i , i t i : h t h r u ' ; I I C I I I U M ' w . i y . y i n .

i , n i l i i u l J i ' l t ' . l i m n I I y o u i ' i i t i ' 1 I h i s I C I M C V I 1 . p i I i h c a t l O D .



NAMI M i ' ;tul'Inii i will I " ' ,i u: , itt li

NAMI I ': I I lll',l I M ( , will h r ,i m,il, li

NAMI IV)i J i ' l l ' ,liililiii{| w i l l h i - ,i i n , i l i li

NAtvii S a r a Striblii"i will b " ,i m.iii ii

N A I V I I Ji'fl ! ,liil)liiii| ,li will i m l I )i' ,i M L ih ti



• l i i p i s l i l i •

II v " I i 'Mi l 'I I t i l " , K ' l [ H ' V ( ' s j ) ( ' ( : i l i c , i l l i )l I

NAM1 Ml Jel l StnbliiK] .li

NAMI ,11 I I HI Y S1HIRI INC.

NAMI h im Stnhl ing Ji

W i l l < i l l I I I ' I t l , l t ( I I I " .

N i i w • . 1 1 1 1 | ) ( ) ' . c y o u w , i n t t o l o o k , i t t h e l o i i n s o l . i l l t h i • i ' i i i | i l o y ' ( " . w h o h . t v i ' w o i k

i ' X | ) i ' i i i ' i K i ' i n I u f O p e Y o u k n o w t h . i t t h i s i n l o i i n . i t i o n w . i : . I ' l i t o i c d , i S . i n

, i t t ,K:l I I iHMit p8Q6 II you ontot this ic tnovt ! specification,



• .i M M I ] l i p d . l t l • -1 ,'

both (>i th6 f< ill( iwiii j i w II match:

A I I A ( : l I M I N I I l . r , I i . i d t w o y i M I - , I i l I I I K i p c . i n > - * p i - M I > n c e

A I I A ( : i I M I N I W ( i i k c d i n I i n . )| ) c l o t t w o y e n s

I h e ' m , i t i h u s e s t h i ' i | i i i " , t n H I i l l , i l k , r , , i w i l d ( . a i d i . h . n . i i I n t< i \ i M M h I i H

i i i ' i n - , t h , 1 1 . i n 1 . i i n n i i , i , i n i - x . K I i n , i t i h I h r , - , y i n l m l c , i n I K ' i M i t i ' K M l i n t i n ' 1 1 ' i n e v e

• ,| » •( 11 i i n i 111 11 ' | I I i " ,i ' i i l . I I i y - , i i i i | I t ' ( : h i u . i i I t ' i W i n M I I I I ! - ,i M i c h i " , it , K (•( ' | i l ' , , m y

i h , I I , i i I i -I i n t h . i t ' . . i n n ' | i i I ' . i l n i n , r , , i m a t i h

I I I I i ' X . l l l l | i l l ' . ' , U | l | I' I N I ! t h l ! S e c o n d l l l l j l t I I I ,1 p . l l t M U l n h t ' l I M l l l C . l t c S i t ' , C l l l d l ,111(1

y i I I I w , m l t i i i t ' t i I I ' V i ' . i l l I i I I n r . l( i i , i i :t ' i I ; I I i i p ; I I I i t ' ( ] . m i l l " , ' , ( i l i t 1 , c< >li n

I ' A H I N U M H I I i i ' / l I

will retrieve sll forms listino tin - psrt

A1 , , i n o l t i c i ( 'x , in i | ) l t • M i p p i i:.c y o u k n o w that t h c i c , l i e t w o | ) co | ) l o in t h e S 1AI I

t i le w h o w o n ) l i n e d in J u n e o l I 1 ) / / , a n d y o u w a n t to f i nd t h e n l o m r . You w o u l d

use the following retrh (vs spocificstions



•1 ;•< p i ' , I l l r

3. Numeric item matches
There are two ways, to us© numbers as information One way to use the
number as a set of characters ti i it identifier in item. In this case, th* i numbei
h a : n o ' n , i • : • • [ ! ! v , i l l H • i M i l • n u m t i i ' i i \ i n > l l y p u i l l v I h u i j , j l i l n l , i \ M I ] I •< I N • . i n . i l l i •

than any other. Phone numbers, part numbers, and social security numbers are
i ' • , I T 1 1 ) | i •' . M I M i l l I 1 1 < M ' , I I ' , ( ' ( ] , I 1 , 1 1 1 1 ' I l l l l l l '! ' , I I I I 1 1 I ', l l l I I I I • ! I I 1 1 I I I i i M ' . I ' • 1 1 V ; i i l l i ' J

1 1 1 \ 1 1 , 1 , v i M 1 1 M I , i i i v ' , l i i i 1 1 l i t i i 1 1 M i l i l y n H ] i ' H i M • \ i > u i r , i • i - i l l I I ' i , i f u l l i l i ' i i 1 1 1 , i t i h i •'

one of the partial item mate hes to look tor such a number.

For i ixample, if you warn to search through the STAR f le for employee number
1 3 0 2 ' ! t i n 1 l i ' l l l i ' V i ' - , t >< - ( i f l t , | | | ( M I W i i l l l i l l i i o k i k i 1 1 1 1 ' ,



, i M K h u p d . i t i • • ) ( i

I I I ! 1 I i l l | i '! W . I V i ' • I ' ' U ' .1 ' I ' H I I I I I I l l H ' [ I n I I ' I i l l " .1 ' I 11 . I 1 1 1 I ' l l ! ' I K V , i l l 11 ' ' . I K i l l ' I I I I M l |

that has a meaning of larger or smaller associated with it. Numbers associated
,\ 1111 1 1 1 1 , 1 1 1 1 ' I \ ( M i i ) •, I , 11 < i • • , 1 1 1 1 1 1 1 1 ' , u I 111 j 1 1 1 1 ) ( • i ' . i r > i ' 11 l u 11 ' 1 1 1 1 • • , i • 111 , 1 1 1 1 h 1 1 1 1 • I M

. . l l l j i " . ' v V h i ' l l . ' ' , 1 M I 111 i i ] l h l n u i | h l i M l t r , l i i f ' . I K l l . 1 M l J I i r u ' l 11 I ' . | i t i ' , ' , i l i l l ' 1 M ( u > h

for all items less th&i i greatei than or 6C|ual to thai given number. The reii it iv< i
, [ I I M 11 i i , i t i ' i i i 1 1 r i •. I •. t •. i ' I i n n 1 1 1 : t i n i ' i ' , [ ) i ' ( i , 11 . y m b o l s ( . . • I I I I I i I M I K i V v i ' i I I >\

! h < - 1 1 . " , i n ' i I i i i I I M l I I •! n d e l i ' m i n i m i | t i n ' V M I I H • i l l , i i I I I I i l l H ' i I I I I 1 1 ' . i " , t h e

I M I I . I W I I I . I M i l l " ,

M i l I | M i i l l " , . i l l I t l . l l . l l 11 ' I ' , c t i l ' ' I t i l , 111 . 0 I . ' . ' . ' A . - 1 . 1 ' ) . ( i , l ' , H . ' . ) ( H i ' • . U K ' 11 i M M '

I I I M M i i l i i l i i i I i . i t h t i I h . H I I n v . i ' l I r i M ' I . , i l l ( I t h e M U m h r l 0 M M I t h e i ' t t i ' 1 i i i

A i n n i i K • , i i | i i i i , 1 1 1 | ' i •, I I n K ] I M ' I i H I • t h e I n : , I i I n | i t < H , i f l i ' i I h i • I . i •, 1 m , i k i ••, I h i

v , 11111 • 111 • 1 1 , 1 1 1 v i ' I I I I 11 ] I I M 1 1 " 1 1 1 1 1 1 1 1 1 1 1 1 ' m i n u s S i g n s

I I I I I I " ' i n i I I I I i d M ' , m i | l | i | i l i ' 1 1 1 ' ( i n , 11 1 1 ( H i l l s ( 1 11 I I ] t u i n " . < i l l I n i t t i n 1 l i r . t



• 1 1 0 | ) t \ I l l l •

B e l O W , 1 1 1 ' M M i l l ' i ' > . , | | | | | ; | ( " , ( i | 1 0 W I I I I , 1 ' . M l 1 1 I 1 . , 1 1 1 . I l l l 1 1 1 I K ' I I I y , i l l l l ' t i ' I I l l I ' l l l i l "

which Follows i n i l ' 11 I IK" . ( • c . ymbo ls ( < , > , or = ) i

I t . ' I l l V . l l l l c

: • . i . , ' u i . :':• i 0 6 . 2 2 i n i Ignores Ihe ';> and

1 i M A Y 1'iHH i:-; l !)H() I II I i i j M o i r : , M A Y

^0-06-29 / * ( ) ( ) ( , : " I t o h i H K ' i ] , i ! i v i ' , i i n i n i r . M I ] I I i n i i ' . t , i [ i [ i r , i r t i c d i i i '

I h i • 1 1 1 • . I (111 ]11 i ) i i ' i I t i • i t h i • I, i • . I ( I 111S l S 3 C ( > 1 1 v i ' 1 1 1 1 ' 1 1 1

w . i y t i ) I U I I I K ' i n , i l l y K -| i n " .i ' i l l 1 1 , i d •• , )

20l45 • ' ( ! • ! ' ) I l l l i i | n i )i i ".• t i n ' i i )l i " i l I h i ' . r . , i i i )i i v ' " iK ' i it w, r ,

|i > n u i n i ' i i i . 111 v I I '[ H I v . i ' i l l l i n n " , i

FIVE 0 I l l l I I i M I I I i " . 11 ' t t i ' i ' . l l i I I 1 1 i n ] i i ' . . I I i • l i H n ' i i t i n 1

V . l l l l l ' I 1 . / ( ' I d

I i i i t • A , i n 11 i l l ' • . u | ) | i i ! • . ( ' y w u w , i l i t t i > • , i ' , i n h t h 1 1 i t I I ] h t i n 1 ' . 1 A I I t i l * 1 ( i u i l l t \ n p

( : l i i | i l l l y i • ( " , w i t h :., l l . l l K " , ( ) l ( ' , i t ( ' I 1 1 1 , i l l ' • > ' . ' { ) ( ) ( ) ( ) ( ) I I K • 1 1 ' t i n ' V i • : ,| H ' i I I n , i l u u i • . I n n i l . :

l ( i n k l i k e t h i s
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4. Numeric Range Match

I h e n u i n e u e i , i i H | c 1 1 1 , i t c h . i l l o w : . y o u t o s e . u e h l o t n u m e r i c v . i l u c : . w i t h i n ,1

C e r t a i n i . i n i ] c l o d o I h l S . I I M : . i n e < | i i , i l : . : , K ] n f o l l o w e d h y t h e l o w c . ' . t o l t h e

n u i i i c n c v a l u e : , t w o d o t s . , i n d t h m t h e h i g h e s i n u m e r i c v a l u e I h e d o t d o l

w i t h t h e o ( | i i , i l ' , c , K ] n m i ' , i l l ' , t h i n i u j h

I i n i ' x , i n i p l i •. t o l i n d . i l l t h e ( M I i|)l< i y t •( •:. i n t i n 1 S I A I I f 111 • l i n e d h i ' t w c c n

. l . m u . i i y I 1 ' ) / H , I I H 1 I ) i ' i : i ' i n l i i ' i M l . t ! ) / ( ) t h e r e t r i e v e • ,p< M 11 K :, it i< H 1 s h o u l d

l( i o k l i k i ' t h i s

N( ) I I Yon can put spaces ; my where except between the dots

5. The "Not" Match

Any ot the dif teient typos of rstriove specificatiens c m h.ive its intent rsversed

hy pii 'cc'di iK] it with ,i slash ( ) I or example1.



• i i : 1 p i s t i l e

I m i I 1 , , i l l t h o s e v a l u e s w i n - h a r e N ( > I i ' i ] i i , i l t . - :•; I

I m i l s i i l l t h e i s c i l l ' i n s H i . i t . i r e N ( ) I , l ( ) l I N

I m i l s ; i l l t h o s e i t e m s l h . i t i Ic > N ( ) 1 h e i ] i n w i t h H

h i i ' d s ; i l ! t h o s e i t e m s l h . i l < I n N ( ) I e n d w i t h i I

I i d s . i l l t h o s e i t e m s l e s s t h a n '•'• I H I i j i c i l e r 1 1 1 , i l l U K )

I i i ( I s . i l l t h i i s i ' i t i M i r . t h . i t i r e 11| . i n k

I 0 1 c X i ' i r n p l c . s u p p o s e y o u w a u l t i i s c a n . h t l i i n u i | h t h e S l A I I t i l e l o t a l l

employees with salaries less than $1500.00 or more than $2000.0) fhe
K'tnove specification would look 11k«• this!

/=3.1

JOHN

IB..

/..er

/=31 100

/..

Starting the Search
W h e n y o u h a v e o n l e i o d a l l t e t n e v e s p e i i l n . I I K U I S . p i e s s I 1 ( 1 . a m i I II I

s e a r c h e s for t he d e s i r e d forms, staetino with the mos1 re< snl toi m sddeo w in 1 '
F ILE is search in i ) . the Bcreen is blank excep t for t he m e s s a g e area ai the
b o t t o m w h e r e t h e l o r m n u m h e i s c h a m j e a s I II I i h e i k s e a i I i l o t m i n H i e l i l t

W h e n I II I I I I i d s a l o u n m e e t i n i ] t h e i c t u e v e s p c i . i l u . a t l o n s it d i s p l a y s it i i n th> •

s i i c e r i a n d p a u s e s Y o u c a n d o a n y o l t h e l o h o w i n i j
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1. Ufxlate tht? Form.

V i m i , i n i n . i k i - , i i i v ' 1 1 , 1 1 H ] ( " . t i ) I M I I i i m , i t n i l l ' . t i i l i ' i i i n t i n ' I O I I I I I > y p i r . i l u m i n i | t ' l c

i U T S O l i n ' I n 1 l l i ' i n v n I w , n i t I n i 1 1 , I I K J I • , i l i ( l i ' i i t i ' i n n | n e w i n t < H i n , i t h i n I I 1 1 M I

[ l i e s ' , I I I I . m i l I I I \ S t O r O •'• t t i i 1 1 1 [ K I , i l l ' ( I l i u i i i I I I t i n ' I l l c , I I K ! ( i H i l n I U I " . i t 1 .

search

2. Review the Form.

Y ( H I i , I I I t i n i w . i ' I h i c u i i | h I h i • I i ' i n i . i r . n i i ] t h e I ' ( i I I N , i n d l ' ( , 1 ) 1 ' h ' V ' i l y H I

1 1 , I V I • m u l t i p l e p , K ] i " , V V I i i ' i i y e n l i i i i ' . l i p i c 1 . ' . I I I ) , I I H I I I I I i i i i i l i n u i " , i t ' , M M K M

3. Print the Form.

Yi ) i ; i , I I I p u n t t i n 1 11 11111 I • I; I [ ) , i ( ) i • s ) 11 y p i c •,'. 111 < | I '.' A111 • I I > • v I • • w 111 ( ] , i 11 > 1111 p r Q S S

F2, and the print options form appears. Press F10, and FILE prints a copy of
t t i i ' f i i i m U ' . I I K ] I h i 1 i l i ' l . u i l l v . i l i n " i n t i n 1 p u n t ( i p l i i n r . i S c c ( h > 3 f ' t ' • i ' > t i n i

( I t " ,( U [ i t | ( M 1 i l l 11 I t ' p i 11 11 ( i p l l ( 1 1 1 ' 1

4. Remove th(; Form.

V i i i i , 1 1 1 i i ' i n i i v i ' t i n 1 l i ' i i n i , i l l | I , K ] ( " , I l i i n i i t i n 1 l i l i ' h v p i i " , ' , i i i i | I i I ' l i ' l i u Q t h e

I l H I M I 1 , n ' 1 1 1 ' I V I ' ( I t i l l • I i i l l ' I V V I I K I , ( K ' C M , l p p i M l 1 ,



• I I I p i ' , t i l e

It y o u H i i M i i t w . l l l t t o i r m o v r t h i s l o i l l l ( y o u m . i y h . i v i 1 p i r ' . ' . r i l I 'A h y m r . t . l k r ]

p r s s s t h 6 s p s c e b a r , a n d F i i i returns t i n • f o r m to t i n 1 s< r©6n it y o u w s n t t o
t e m u v i ' t h e l o r 1 1 1 . 1 1 | ( •;, ' . I 1 0 . , l l l d I I I I M ' l l i n v i " , t h e l o i l l l , 1 1 1 ( 1 i i ) | l l n i l H " , i t ' ,

ssarch. (S@6 Chap'1 ' (> foi oth©i rsmovsl capsbilitiss i

Example of Searching through a File:

S u p p i i i ' y o u w , n i t t i i ' I I M K h l h i i ) i i i ] l i t i n 1 S I A I I l i l r l o i . i l l i ' i n p l i i y i ' i " . i n ' . . i l l " ,

w i t h c . . i l . i i i i " . m i i n • t h . m $ 1 H ' I O 0 0 1 h i ' K • . i n • t w o i t i M i r . y i H I . i n • n l i M I " , t i M I i n

,I()H M i l I .mi l SAI AMY

i usi. return to th6 M.UM Menu (press I SC or load t l v proQrsm it nacessary)

,11 I I I I M i l l M

I

i l l S I I I ( M I O N N U M H I H II y o u h . i v c I H M M I W I M K I I K ] w i t h t h e I ' X . m i p l i ' l i l c
S I A I I ' . h o i i l i l r e m a i n in I II I N A M I II it d m " , m i l e n t € i it Y o u i M n m ' . h o i i l i l
I i i i i k l i k e t i l l ' ,



1 .1 ', I ' I I I I l | M ] , i l l ' 'I I ' •

Press t in-i 10 key .mi! tin retrieve spe< fromSTAFI appears on your screen.
Use the TAB key to move the cursor to the JOB i n n Item Since you want
any person in sales, enter

Sales..

, n ' i I I I I ! . M i l i i | i i i i i i • . i i i y ( h , I N n 11 • i •. , i l l t M t h e w i m l - , , i l i " , w h ' • 11 J M I h i m ] M i > v i •

the curse to the SALARY item and entei

> 1850.00

Your screen shoul i look like this

I ' l l 1 : , 1 , I 1 0 , I ( ] , I I M , I M I I I I I I h ( ' ( ] i i i ' , ' , ( ' , i n : h i r i ( | I h c i c , n t ' t w o i ' i n | ) l i i y i ' i " > m

sales whc> sain more than $1 • '•'^^ 00. As the first of it <• forms Is Pound, FILE
display 11



• 1 1 1 - p i ' , t i l l '

Assume there is an BITOI in the date thai Mike ( toopei was hired it should be
I I H / m i l I I I M Y o u i . , m l i p d . l t i ' i t f l i ' l r I ' M " , ' , I A h t o I l l o v r I I u • U I I ' ,• >l I . i t i n •

I 1 1 1 \\ I ) 1 1 1 ' 1 1 1 1 1 11 ' M [ ) I I " ,' , t i l l ' I I ( ] I 1 1 , 1 1 I I I V V I 1 I ' V ' , I ' V I ' I 1 1 1 1 I 11 " , I I I 1 1 11 ) V I ' t i p ' ' I M ' - ( 11

n v i ' i l i i t i n - I w i t h i u i l i t i " . I n i y n i ( ] , i n v " I t N i ' i i i i c ' d i I I . H . I I t * •' •. I v p * '

;

t i i i t i , i i u | i ' t h e ( I . l i e I l l i ' l l | ) r < • • . - . I 1 0 I h e i i | i i I , i l l ' i 1 I n i i i i r • . t n i c i i , n n l I I I I

continues its sear < 11

I I H ' I I I ' > I I I I ' 1 1 1 I I 1 , I I I l l l ' I ' I ' , t i l l ' I I ' I I I I ' V ' l ' ' > | H ' I I I I I , I I H H I I p | I I ', I I 1 ,



I h i ' i r . t i ' i r . k ( I c i l t c i t i n p . i < | e n u m h i ' i I I H I M , i t e s t h e i e . i r i ' m o i e 11. i < j < " > i n I h l S

l o m i l i i ' . ! • ( • t h e ' . ( • ( i i i u l p . i ( ] i ' p i c : . 1 , t h e I ' ( i I ) N k e y A l t c t y o u I C V I C W t h i : ,

l i m n p i c 1 , I 1 0 , i i i ( l t h i ' l( i l l i n v i n i | : , ( [ e c u , i | ) ( ) c , i i ' ,

I ' M " , 1 , I | o O I K c m o i i ' . m i l I I I I l e t u i i r , t o t h e M . u n M e n u I h e i u i s o t i : ,

p o M t i o i i c d i n S I I I ( : I l ( ) N N U M H I H a n d S I A I I r e m a i n : , H I M l I N A M l M i l

l ' , i c i d y I. i , i i i e p t , i n i > t l i i M l u l l ' t h i n ' , c l c ( l i o n

sesrch update 4-17
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Leaving the SEARCH/UPDATE Function
You can terminate SEARCH/UPDATE at any time by pressing ESC. FILE
returns to the Main Menu. If you are updating a form when you press ESC,
however, the changes to the form may not be recorded in the file.

In SEARCH/UPDATE, any changes you make to a form are actually written in
the file when the updated page disappears from the screen; that is, when you
press either PG DN, PG UP, or F10. If you make changes to a form, but press
ESC before the page disappears, those updates are not written in the file.

Summary
Use the SEARCH/UPDATE function to search through files, find desired
forms, and display them on the screen.

You tell FILE what forms you want to find by filling in a form called a retrieve
spec.

FILE can search for forms based on retrieve specifications you enter in any
combination of items on any page of the retrieve spec form.

Retrieve specifications must be constructed as follows:

characters (letters or numbers) FULL ITEM MATCH

..characters PARTIAL ITEM MATCH-ignore beginning

characters.. ignore end

..characters.. ignore both

matches any filled-in item

? matches any single non-blank character

<number NUMERIC ITEM MATCH-less than

>number greater than

= number equal to
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= number1..number2 NUMERIC RANGE MATCH-inclusive

/retrieve spec NOT MATCH-not equal to retrieve spec

/.. matches blank items

For fastest possible retrieval, use a full item match in the first item of your
form.

If no retrieve specifications are entered, FILE finds and displays every form in
the file.

To update a form, enter any changes when the form is found. Then press
F10 to store the changes and search for the next form.

F2

F3

ESC

prints a copy of the displayed form,

removes the displayed form from the file.

returns to the Main Menu. Any updates not yet saved are
lost.





5: print

Selecting PRINT
| , i • . < ' | < . , I I ' H I N I . 1 1 ' 1 1 1 1 1 1 t o t h e M . i m M e n u ( p i e s s I • > ( ' , I i n ' < t ' s s . n V ) I n t O I 8

' , i n : ; i 1 [ ( : l l ( ) N N U M H I H . i n i l l h i ' n . i i n c ( i l v ' u i d i e i n I I I [ N A M I

( : h i •( . k t n I I I , i k e M i l e t h e d i s k e t t e i :i m l , l i n n K | y u u r f l i c I ' , i t l t h e ( o r i d t i l n v i •

I I n ' i i p r e s s I H i , I M I ] I I H • I ' i i n t M i ' r i u . i p i ' i M I 1 '

A t t i n 1 , i I I H I i t y i I I i i , I M , i •(( ' i I I n I I 11 t i n 1 I w i > I ' H I N I n | i t I I u r . I ' i I I i t I i I I i i r • , n i l I I >« • 11 ' i • •

i 'MMi Spec.

[ H i n t '. I

I || | ( | i v i " . y u i i t h i ' . i t ) 1111 v l ( 1 I 1 " 1 1 ' s e l e c t e d I I I M I I S o i [ ) ( H t u H ) : . i i f ( o n u s I K H I I , i

I ' ( , S t i l l • , n i : i H I l i i I I ] t i i , i 11 i i i n , i t t h , i t y o u '. i H ' c i t y ( I h i s I i H I M , i t i n n | h t M I I H I I I •

p i i n t i l K ) t i l l ' t i i l i n s i n s i i l t i ' i l n i i l i ' l l o i r x . l i n p l c . I l l , l l p h , i h c t i c , i l m i l e i t i n a n l e m

. , i l l . . ( | ( :| I Y I Y n i i i , n i . i l ' . n s t d i i ' - i t i n 1 1 1 , i t t i n [ H i n t m i i t n u s e , i t , i , i l e i t i i n i '

W i l t i t i n • I ' H I N I l u i n I n i n y i i n I I I I I n ; i t i • w h i c h l o r m s y o u , n o i n t i ' M " . t i ' i l i n . w h u h

i t e m ; i i t t i n • I i n i n y i H I , i n • n t e i o s l e d i n . , m i l h o w y o n w . i n t t i n ' s i • l o i n s p u n t e d

I || I s e . i K t i e s t h l i H I ( | h t h e t i l e , I l l t i n i l , i t l i , l l l y [ ) l i n t l l l ( | , l l l s e l e i t e d l l l f i H 1 1 1 , i t l i i n



The Print Forms Option

Filling in the Retrieve Spec
Y o u i n d i c a t e w i n c h f n n n s t o p r i n t b y l i l l i m j i n t h e r e t r i e v e s p e c f o i m w i l l )
S p e c i f i c a t i o n s ] i i s t a s y o u d i d i n t h e S I A H ( ',\ I U l ' I ) A M I u n c t i o n ( S i •< • ( i h . i p l i ' i -1
l o r , i d e t a i l e d d o s c i i p t i o n o f l e t u o v e s | ) ( ' ( : l f i c a t i o n s | II n o r c t i i c v i ' s p e c i f i c a t i o n s
a i c e n t e r e d , I II I l e t n e v e s a n d [ H i n t s e v e r y l o n n i n t h e t i l e

W h e n y o u l i n i s h f i l l n u j i n t h e l e t u e v e s p e c , p i e s s I 1 0 ,\\)i\ t h e s e c o n d l o n n t h e

p r i n t o p t i o n s f o r m , a p p e a r s

5-2 pis file

Cunt I o n u s le ts y o u c h o o s e w h i c h f o r m s y o u w a n t to p u n t , w l i u h i t e m s f i o m

e a c h f o r m y o u w a n t to f >rir11. a n d h o w y o u w a n t to pr in t t h e s e i t e m s Yon s u p p l y

th i s i n f o r m a t i o n by f i l l im ; in t h i e e l o r m s

l o s e l e c t t he C i m l I o n u s o ( ) t i o n . c n t c i a 1 in t he S L L l C I I O N N U M I i l H i t e m o n
t h e Cun t M e n u C r e s s I I 0 . a n d t h e fus t l o u n t h e l o t u e v e s p e i a p p e a l s I h e

S l A l f f i le r e t r i e v e s p n f o i m l o o k s l i ke th i s



punt .') :(

Filling in the Print Options
I l i r , M ii M ' i i , i p p < ' i i i ' . w l i i ' i n ' v i M I II I '. , i h (n i t to s t . i r i p r i n t i n g s o n n ' t i n n < ] It a l l o w s

y o u ti) c u n t m l t h e l( K in , it l yp< ' t in • d e s i r e d v a l u e fur e,K h o p t i o n o v e l t h e d e t a i l It

v a l u e s h o w n o n t h e \< i e e n . 01 [ ) i e s s I 10 to p u n t your l o n n I I S I I K ] t h e d e f a u l t

V, l l l l l " i

I 'H I 1)1 I INI I) I ' H I N I M 'I (; (Op t i ona l ) II y o u previously def ined a pr int

•,pe( i l ic, it ion a n d ' . to ie i I it. y o u i an e n t e i its n a m e h e i e , , m d f II f bet (ins p r in t i ng

i m m e d i a t e l y I I S I I H ) th is s p e c i f i c a t i o n II y o u d o not h . ive ,1 p i e d e l i n e d pnnt

sp i u itic, I IK m. Ii •, IVI • t ins i tem hi , ink

I ' UN I I I I M N A M I S i Y N) I his i tem s; IOCI t ies whe t he i 01 not the i tem n a m e s

are to be p r i n ted a lon i ] w i th the1 i n f o i m a t i o n in the i t ems II y o u do not wan t the

tern n a m e s p u n t e d , t ype N o v e i the Y

I ' l i l N I l ( ) T h i ; , i t em a l l o w s y o n to c h o o s e the d e v i c e to w h i c h the ou tpu t is

sent I n te i I ' H N lo i a pa ia l l e l p u n t e i A U X toi a s(>u,il [ ) i in te i . 01 the n a m e o l

a d isk ti le

N. JMHI H O l ( ; o i 'II S I his s p o c i l i e s h o w m a n y c o p i e s I II I p u n t s o l ca t h f o r m

II you spec i f y m o i e t han o n e copy. I II I p u n t s all c o p i e s ot t he first l o r m , t hen .ill

i o p i o s l it the si '( o u d lo i m. et(



' • • 1 I »f- - f l l . -

I I N I s l ' l l i I ' A ( ',1 1 l i r , i l ( M I I • , ( ) ( • ( t i e s I n i w i n , i i i y I n n " , v ' i i w a n t t < > h . i v e

b e t w e e n 11 i t ' l i r , ! I I I I I 1 11f i n 1 1 ' 11 n 111 . i i i i j f i r , I h i i i ' ' ) I I h i ' i M • x I 11 >i 111 I f i t ' 1 1 » • 1 , 11111 v a l u e

i i t t i h i ' , I l i r l u l l s i z e i l l , i i i o i i n . i l p n n t e i | ) , i i | ( ' Y o u c m , u l | i r , l I l i r . v . i l n e I n

, n i i H I I I i n I I I , i d ' 11 u • ' , I / I • n l y i I I I I | i n n l i ' i 1 1 , 1 1 i i ' i . 11 I I • s i / i ' n l v ' i n l i I I m , I I I I 1 t i n 1

M i i m l i i ' i n l I n n " , y o u w . n i t t n h . i v e b e t w e e n l i m i r ,

I m i ' x ; u i i | i l i • l l y o u w ; n i t t n p i n i l o n e l o i n i p e l p i n i l c i | >. u ] i • , n i ( ] h . i v e p u n t e i

p . i | ) c l w i t h b ( i I n i i ' : , . l e . i v e t h e h n i " , | i c l p , l ( | ( ' ; i t ( i d I I y o u w . i l l l I w i i l u i l i r , p e i

p i i i i t i ' i p , i ( ] i \ i : h , i i i ( ] ( ' t h i ' l i n i " , p c i | ) ; i ( ] < . • I n '.VA I h e n i i i n t i r i y m i I ' l i l i ' i s h o u l i !

divid<11'viMiiy into the totsl nurnbsi oi linos on youi pnntei pii<)6, o r y o u wi l l
pr int OV( II t in* ps i l i di i tn >M

I ' A N S I H I I W l I N I ' A ( ,1 S ( Y N i I I y i H I I ' i i t i M N l o r t i n - , i t i M I I I I I I p . i u ' . c ; , a f t e r

p i i i i l i i u ) i M I I i | ) , i i ] i ' l i i l n l n l i i i i l l , i l i i i n ( , i : , ( l i ' l i i i i ' d b y I I N I S I M \\ I V \ ( i l ) M I y i H I

I , I M H I M ' I I ,1 111 ' W s h e e t i l l | ) , 11 l l ' I I I I I S , I I I I ) W S y o u I n p i II l l l i i l 11 i s ( H I M l l i ] l i ' s h e e t

s t . i l i u n e i y i n p u n t i i M i h n i ] . i i i t l n " , s e s n n m i l i v n i l I, i l i M i v e l i i p e s

I I I I l e i 11p i I I , i i i l y s t i i i e s i n y i h , m i ] i " , t h , i l y o u i n , i k e i n t h e p u n t 11 | i t n > n s I h e n e • I

l i m e y i H I s t , n t l l i e p r o g r a m I h e i l e i , m i l v , i l m • • - w i i l , K | , H M b e i n e t t e i t | h e p i m t

i i p t n i n s i , i n b e 11 | i i I, i t e i ] , i t , m y t i m e

W h e n y o u f i n i s h w i t h y u m p u n t o p i u m s , p i e s s I 1 0 . , n n l I h e t h i n l l i m n t o t i l l i n

appe. I B with ths words PRIN1 SPI C in the Message area at the botiom fhis
I1 m i l is 11 ' l e i i ei I ti i , is the p u n t sp i 'i l o i i n I he S I A H lih ' pi n it sp i 'i lo i in looks

l ike th is
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Filling in the Print Spec
On the print spec form, you choose which items you want to print and how you
want to arrange them (on the same line, or different lines, etc.). If you leave this
form blank, each form is printed exactly as it appears on the screen, using the
print options you just selected. To select items for printing, use these two
characters:

X print this item, then advance the printer to the next line.

+ print this item, but do not advance the printer to the next line after
printing it—skip 2 spaces instead. (This allows you to print more
than one item per line.)

In addition, you can print the forms in a particular order by combining the
following character with the X or the + :

S sort the printout based on this item. Using the first ten characters
in this item, FILE sorts the printout into ascending order. You can
sort on one item only.

Letter sorts: If FILE sorts an item that consists of letters, the forms
are printed out in alphabetical order according to that item. For
example, if you place an S next to an X or a + in the CITY item of
your STAFF file, the forms are printed out alphabetically by city.
The CITY item does not appear first on the forms, however; the
items in each form are always printed in the order in which they
appear on the screen.

Number sorts: FILE treats numbers as characters strings for the
purposes of sorting. Just as AZ is sorted before Z, 19 will be
sorted before 9. For this reason, sorting the printout into
numerical sequence is not feasible unless all the numbers are the
same length, as with zip codes. To sort numbers of different
lengths, enter zeros to the left of the numbers to make them the
same length. For example, 09 will be sorted before 19 not after.

NOTE: Remember, an S does not automatically cause an item to be
printed. It must be used with an X or a +.
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[ x a m p l o of F>rintiruj M a i l i n g 1 a b e l s f r o m F o r m s :

Let's use the Pi UN i function to generate mailing labels for everyone in the
STAFF file.

To begin, return to the Main Menu (press ESC, if necessary) and nter

-

t I h ' - ' . l l i ( I I ' ) N N l I M I i l H i l i ' i i i I I \ m i t i . i v i - l i c i - n w i > i l - I I H ] w i l h I I ) , i r r . f > ' . » •

file, STAFF should still t» 11 MI I NAMI If it is not > nhjr it. Your screen should
l O O k l i k e t i l l - .

P r e g ' I M l . i i i ' l I h i • I ' m i l M i i i u , i p | » - . i " . I i i l i M

•

M S I I [ ( . I K ) N N l I M I ' . I H Y( n i ' -.( r e e n ' . h m i l d l o o k 11 k i • I h r ,



Press i lOsgsin and ths retrieve spec appears. Since you w,mt .1 Isbol foi esch
1 ' i n p l i i y i •( • 111 I I K • 11I1 •. 11 M v i • I I11 • : i ' I i n ' v i • s p e c 111, i n k I ' I C : . 1 , ! I 0 . , m i l I I I I d r . p l . i y s

t h i ' | u n i t i i p t i o n s 11 I I y i H I 111 f i l l i n i I h i ; o p t i o n : , s h o w t h e 1:1111 c u t d e l . i u l t v , l i n e s )

T o s e l o i t t h e d e s i i e d 1 m i l l n p t i o t r . . p i e s : , I A H , m i l s k i p t h e I ' M ! I >l I I N I I )

I ' I ( I N I S I M C i t e m t h e n m o v e t h e c m s o i t o t h e C H I N I I I I M N A M I S i t e m

S i m e y o u w o u l d n o t w , i n t i t e m 1 1 , l i n e s o n m . i i l n u ] L i b e l s o h . i i i ( ] e t i l e Y t o N

I ' i e s s I A H c Kjc i l l 1 . i f x l e n t i i t h e d e v i c e n < l l l l e t o i y o u I p i i n t e r M o v e t o t h e n e x t

I e m A t t h i s p o i n t , y o u n e e d t o 1 l e t e i m i n e t h e s p , i o i n < ] h e t w i ' e n t h e I I K I I I I I K ] I, it i d s

, i n d m a k e s i n e t h e l . i h e l s , u e p t o p i . ' i l y i n s e d e d i n t h e p n n t e i ( I I y o u h . i v e

111 l e s t i o n s i l I I n i t l o , i d l i u ] [ ) , i | ) e i 0 1 m ; i l l l l l ( ) I. i h e l s . l e l e i t o t h e | ) l i n t e i m . i n u . i l 0 1 s e e

y o u i d e . i l e i ) l o d e t e i m n i e t h e p r o p e l ; , p ; i c i n i ] , c o u n t t h e n u i l l b e i o l l i n e s

I e t w e e n t h e t o p i i l o n e m . i i l n x ] I d b e l , m i l t h e t i i | > o l t h e i n ' x t I h i s i s t h e n u m b e i

y o u w , w i t t o e n t e r i n t h e I I N I N I ' l M I ' A ( i l i t e m

i , l i n e s

punt ') i
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I i n I l i e m. i i l i tu j l a b e l : , in II n:, e x a m p l i \ I h e r e . i n ' t l i n e . I r < > f 11 I I I ' • •. t. i r t < >\ < > r i < • labSl

in th© st3rt of th© nGXt. l y pe

(»

a n d <i ' . p a i e t o w u t e o v i M t M o d e l a u l t v a l u e o l h i . I i \ I V I ' N i l M l i l I { ( ) l ( :( l l ' l l ' i

a n d I ' A U S I H I I W l I N I V \ ( l l S a : , t h e y a r e . u n l i ••.:; y o u w . i n t t o p i i n ! i m >n • H i , i n

o n i ' ( o p y Y I I I I I s i i i ' c n ' , M o u l d l o o k l i k e t l i r ,

W l i c n v o n l i n r . M e n t e r i n o v o u i i n i n l O D t l O n s i n < • • , : , I I I ) a n d t i n 1 p i I I i l c a I I •( l i m n

a p p < , i i ' I M i • i t i M i r , t l i . i t y o u w a n t t o s e l ( ' ( I l o i p i i n t i i u | v o u i n l a i l u i i | l a l n ' K , u i •

NAMI . A D D R E S S , CITY, STATE and / i i ' Usethe FAB key to move the cursor

to NAMI and enter

>

Also entei

x

i n A D I ) H I : . S I M e ( : i I Y a n d S I A I I t i M i r . e . n , M i e ( i - i v e a M C J I I I I > \ m l I I K M I H H I

t i n • ' . . i i i i i • l i l t • M o v e H i e ( . u c . < H t o / I I ' a n d e n t e i

SX
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' , [ ) ( ' ' f ( ) f [ 1 1 J O O K S l i k © t n l S i

Press F10 again, and FILE prints the m i in-1 labels. They look like this:

pun! ', -I



Aft©r th6 last form is printed, th8 followin<] message Bpp©ars

I ' l e s s I 1 0 o n e m i l i e t u n e I II I l e t u m s I n t h e M i n i M u m l e . n l y l o , K i (•[ it

; m i i l l K M t i n K .In i n ' . i 'l( ' c t n i n

The Define Print Spec Option
T h e Define Pr inl Sp6C op t i on a l l ows y o u to spec i fy the wav y ( ) | j w. mi to print
t o n i i : . l i o m , i [ ) , I I I K : u l ; I I t i l e , ( j i v e .1 n . i m e t o t h . i l ' , c l o l s p e i i l i c i l i t i n 1 . . m i l

[ i ' i I I ' . i t i ' < l l y u s e t h e s p © C l f l C a t l O i i s l o p r i n t ( n u n : , b y ' . i m p l y r < • f < • i < • 11 < u i ( | t i n 1

n . u i i r Y o u c m s t o i c c i ( ) h t ( H i n t s p e c s i n ; i 1 I 11 • . i t i n n 1 t i m e

l o s e l e c t O e t i n e I ' n n t S p e c , e n t e t , i ; ' i n t h e S I I I ( ; I |( ) N N U M H I H i t e m o n

t h e I ' t i n t M e n u a m i p t e s s I 1 0 I h e l o l l o w i n i ) s c i e e n , ' i p p e a r S

!) i o pis hie
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I r i t i ' i , i I I . I I I K 1 1 1 > r i • • h ' I ' M i h a i . i i I ' M ' . i I n i t i n 1 | i i i n I ' . p i ' i i l n a l u m H i , i t ^ i i n w a n ! [ 0

define. Press F10, and B prim ipe< form from youi File appears. Indicate the
i l i M i r . v ' ' ' i i w a n t p n n l < 11 t > v M11 f 11 < j I I K M M i n w i t h , I M X <n , i A h u • • i I t <' r , i n ' . i l

y O U w , 1111 t ' l ' . i i i l v ' ' 11' ; M i M 111111

W i n M i y i i i ' I I i r . I i | n i • • . ' . I 11) I i n ' | i t u 1 1 ' . | ) i ' ( 11M , I I H i n a n d i t 1 . M , I I i i i , I I i • c . i i I I i • ( l i n

the file to use for future printings. FILE then returns to the Mam M mu ready for
, i i n ' w I I I I M t n i n M ' I i -i I I M I I

f- xample of Defining and Using a Print Spoo:

Let's define a print spec ifi< itun lor doing mailing labels and call it M A I I AMI I

I I I ' , I I I ' t l j l l I 111 t i l l ' M . 1 I M M ' M i l l I | 111 " . ' . I S ( ; , it M C I I " , ' , , I I V I ' I I II I I M i l l M

'»

III si i I i; I ION NUMMI H I nlei

SIAI I

i n t h e I I I I N A M f i t e m i l i i c c i ' : , : , , i i y I ' l l " , : , I I I ) . a n d t h e I ' n n t M e n u . i p p r a r s

Enter

: •



' > l i 1 p i ' , l i l t '

in S I I I C I I O N N U M H I \\ , i n d |>ress I 10 .i<|;nn

I h i 1 ' , ( , [ ( ' [ ' [ ] i n i l i c i i l i i i ( | t i n ' c u n i ' t i t | > i«• d r l n i r d p n n l • . [ >• •> •. . i | >p> ' . i f . i n t e t

M . u l . i l i c l i n I h c I ' M I N I S C I C N A M I i t e m , i s S h o w n l n ' l u w

Press i IG and the print spei form from your STAFI le appears. Indicate the
i t e m 1 . V1 1 1 1 " ' •• ' in l p u n t e d I iy l i l l i n i ] i n t h r I m i n I n I- H M - ! h i ' .



P r e s s I 1 ( 1 o n e 1 1 1 1 >f i • l i n n 1 . , m i l I l i i ' p n n t ' . | ) ( • ( : i I i t < i t u i l l , i n d i l 1 . n . u n i ' H i ' s t o i o i l i n

t h f S l A f f f i l e t o u s e I I I I l u t u i e p n n t i M ( ] s I II I l e t u i n s t o t h e M . i m M e n u

N o w l e t ' s II V U M M I | M A I I A M I I Y o u , l i e I I I t h e M . l l l l M e n u , s o e n t e l ,1

i n S I I i C l I O N N U M M I I r i n d p r e s s I 1 0 t o l e t i i m l o t h e I ' l i n t M e n u I l i t e r . i

h i c , i ' l e i i t h e i ' i i i i t 1 1 i i i i r ; o p t i o n , a n d p ress i 10 v V h e n th© ro t r love spot t o i m
app< irs . H i' mi press i i o sim 8 /on w.int EUI th6 forms in tho file I*h6 print
o o t i o n s f ( n i i i BDD8&rs noxi I u te ii II

MA II.ABEL

H I t h e I ' M l I X I I N I I ) I ' M I N I M M ( • i t e m I h e o t h e i i t e m s m i t h e l i m n s h o u M

a l r e a d y b e < m i e c I | H o v i i i i n i | V M " h . i v e n o t l e s t . n t e d t h e p t o i j i . n n s u n e t h e

changes you enten H In the print it ons are still stored in i II i

i 11 ">s F10, and FILE immediately beoins printino ih< • inailing labels without
d i s p l i i y m i ] t h e p n n l s p e i l o i m . s u n e t h e p u n t s | ) e i i l i c i t i o n s , n e d e t i n e i l b y

M A I I A M I I A l t e i it l i n i s h e s t h e l o l l i i w i n i ] m e : , s , i ( ] e , i | i | i e , u s



1 ' i !•',-, I 1 1 ] , 1 1 ] , i i n , i i i i I I I I I M ' t i n i r , 11) I I i t • M . i n i M i M I U I h i • i i i r . n r i s p O S - i t . n r u ' i :

i n S I I I C l l( ) N N U M B E R , i m l S I A I I i r m . i i i r . i n I II I N A M I I II I r . i r . n l v f m

, I I H i t h i M l i n n I K M I • , ( •!( ' i t u i n

Changing or Removing a Pre-Defined
Print Spec
l o i : h , i n i ] r m I I M M I I V C , i p i c i l c l i i i c d p u n t ' , p i ' ( y o u , r l i ' i I l i c l i n i 1 I ' I I M I S p c i

I I I M M t h e I ' l i n t M e n u I h i • •,< I C I M I t h . i t ( l i ' . p l n y . t h e n . m K ••. <>l , i n y p u n t •, p i M •.

t h . i t y o u h . i v r i l l i c i t l y I t " , i ( ] i n i t I i i p p c i r .

;) M p i ' , ! l - r
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lo chan i je a p i c def ined print ' .pec, enter its n.irtie in Hie CHIN I SCI C
NAME item Cress I 10. and I II I d isplays t in1 stored print spe< ideations on
ttie screen You can make charu jes by typinc; ovei any entnes on ttie form
or yon can press I -I to erase all the entnes on that pacje of the punt spec

and start over.

lo remove the print spec Irorn the tile, entei its name in the? CHIN I SCI C
NAMI item Cre.ss I 10. and when I II F displays the s to ied print specif icat ions
on the screen, press I ,') A wami iu ] screen appea ls , (jiviru] you an o|)|)ortunity
lo ct iaruje your mind
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If you change your mind and want to keep the print spec, press the space bar.
The print spec appears on the screen again. Now press F10, and FILE returns
to the Main Menu. The print spec remains in your file.

If you want to remove the print spec, press F10. FILE removes the print spec
from your file and returns to the Main Menu.

Reviewing Forms before Printing
If you wish to review each form before printing it, use the SEARCH/UPDATE
function (see Chapter 4). When printing with SEARCH/UPDATE, all items on
the form are printed, unless you have pre-defined a print spec that selects
certain items, and have entered that print spec name in the print options form.
In that case, only the selected items will be printed.

Leaving the PRINT Function
If at any time you want to terminate the PRINT function, press ESC to return
to the Main Menu. If you press ESC while FILE is in the middle of printing a
form, it finishes printing that form before it leaves the function.

Summary
Use the PRINT function to copy some or all of your information to a printer
or disk file.

PRINT has two options:

1. Use Print Forms to print a copy of all or part of a form.

2. Use Define Print Spec to create a set of print specifications and store
them for repeated use (maximum eight print specs per file).

To print a form, follow these three steps:

1. Fill in the retrieve spec form to tell FILE which forms in the file you
want printed. (See Chapter 4 for a detailed description of retrieve
specifications.)

2. Fill in the print options form to tell FILE how you want the information
printed. If you enter the name of a pre-defined print spec in the print
options form, the print spec form (step 3) does not appear.
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3. Fill in the print spec form to tell FILE which items in the form to print,
whether to put items on the same or a different line, or whether to sort
the forms according to a certain item.

Use these characters to fill in the print spec form:

X print this item and advance the printer to the next line.

+ print this item but do not advance the printer to the next line - skip 2
spaces instead.

S sort printout based on this item.

If you do not enter any print specifications, FILE prints forms just as they
appear on the screen.

FILE always prints items in the same relative order in which they appear on
the form.

To review a form before printing it, use the SEARCH/UPDATE function with
the F2 option.

F3

ESC

removes the currently displayed pre-defined print spec

returns to the Main Menu after FILE finishes printing the form it
is currently printing.





remove 6-1

6: remove
With the REMOVE function, you can delete forms you no longer need from
your file. You indicate which forms you no longer want, and then FILE
searches through the file, automatically removing all appropriate forms. (If you
want to see each form before it is removed, use the SEARCH/UPDATE
function and the F3 key, as explained in Chapter 4.)

Selecting the REMOVE Function
To select the REMOVE function, return to the Main Menu (press ESC, if
necessary). Enter a 6 in SELECTION NUMBER and the name of the file from
which you want to remove forms in FILE NAME.

Make sure the diskette containing the file is inserted in the drive indicated in
the file name. Press F10, and a retrieve spec form from this file appears on the
screen.

Removing Selected Forms from a File
You are now ready to indicate which forms you want to remove from the file by
filling in the retrieve spec form with retrieve specifications. (See Chapter 4 for
a detailed description of retrieve specifications.) When all retrieve
specifications are entered, press F10. Removing a form involves erasing
information from your file. Before FILE removes any forms, it displays the
following screen, giving you the opportunity to change your mind:
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I ' M I I 1 1 , I V I • t v \ / i i i I n H I i ••, ( K - n • I I y < H I | i n ••.'. I S ( : M l I K • t u m c t o I I n • M . u n M i i n

r j o l i i m r , , i i i ' n ' i i H i v i M ] I ! y o u p i o v . 1 1 0 M M i c i n o v i " . , i l l f o m i ' , I I I I M ' I I M I ] y o u i
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n • m i I V I M I . I I I I d r , p i , l y , t i n 1 I O I I O W I I K ] i M i " , ' , , i < | i ' . m d i c i t i n i ) I l i c n i i m h c i o l l o r m s
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I ' [ I - , 1 , I 1 0 ,K | , in i I I I I r e t u r n s tu t he M i n n M e n u . r e a d y to a c c e p t . i n o U i c i

l l l l K I I I 111 M ' | l '( ' t l ( II I

( J i n i 1 , i l o i m i ' . i i ' i i i i i v i ' i l t h e i l r . k s p a c e p i i ' V K u i s l y o c c u p i e d h y t h e l o m i i s

, H i t o i n , itu . i l ly re u s e d a s M I U I I a s I II I s t o i c s a n o t h e r l o i m H o w e v e r , t he l o m i

i ii I I nl )i 'i is in 'Vi 'i u s e d , iq. i iM II y o u w a n t to r e n u m b e r the remaiMinu, l o r n is in y o u i

l i l r s i) t h i ' y , i i i ' i H IM it ii 'M •( I ( o i i s o o u t i v e l y . u s e t h e ( ' h a n i j o D e s i g n o p t i o n Ol

I )| S l ( ,N I II I ( s o o C t i . i p t c i '))

Example of Removing Selected Forms:

I I 'I s s u p p o s e y o u h a v e C M M t c d a s e p a r a t e f i l e fo r t h e ; O h i o s a l e s o f f i c e , a n d n o w

y o u w a u l t o l e m o v e a n y O h i o e m p l o y e e s f r o m t h e S l A f I I l i e \ l i s t , l e t u r n t o t h e

Main Menu (press ESC, if necessary) and enter

in SI I I CI ION NUMIil H I nter

Staff

n the I II 1 NAMI item it necessary, and make s ine the diskette containing

M A I I is in the detai l It drive Youi scree MI should look like this
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( ) H i n t i n ' S I A I I i t e m W h e n i t l i n i s h i •:,, I I I I < l i : , p l , i y , t h r I i > I I U W I I H | I I H • v , , i < | c

I >t (>•,:, I i n . m i I I ii I H i ' p i , i y , t h e f o l l o w i n g s c r e e n g i v i m i y ' u i h i • 11| i p i >\ t u m i v i< >

i h , i i i ( | i • y m i i i n i i u l h c l o i c it i c i n o v i " . a n y I n n i i s

I ' l l " , 1 , I 10 . II Ii I t h e I i 'I I U ' V i ' : , | x •( l u l l 11 I I I n i l ,') I A I I , i p | I I •, I I ' , i i n y i H I I ,i 11 -i •[ i

I I M I i i ] t i n • I A I i k e y . m i i v i ' t i n • i . i i i ' , D i ti i t i n • ; 1 I A I I id ' i n I l i t ' ' i ( )l M i i i d i ' i i t i l y

wh11 h i'111111nyi • i ' f()1111c, y1111 w , i M t I n 11 • ni< i v i • I h ' • l . ( 1 1 ' t ' I I ' . I u n1111 I( n ih 11 1M ' t h i s

h I | ) l ' , lilc
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Removing All Forms from a File
If you want to remove all the forms from a File leave the Btrieve spec blank.
Press i i ( i and the fol lowino 111c • • •c • • i<i <• ap pears i

1111ii ive 6"5
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If you change your mind at this point, press ESC to return to the Main Menu.
Otherwise, press F10, and FILE removes all the filled-in forms, leaving only the
form design.

Note that even if you remove all the forms from a file, the file remains on the
disk, occupying as much space empty as it did when full. To remove the file,
exit from PFS:FILE and use the MS-DOS ERASE command. See your MS-
DOS manual for details.

Leaving the REMOVE Function
If at any time you want to terminate the REMOVE function, press ESC, and
FILE returns to the Main Menu. If you press ESC while FILE is in the middle of
removing a form, it finishes removing that form before returning to the Main
Menu.

Summary
Use the REMOVE function to remove any unwanted forms from a file.

Indicate which forms you want to remove by filling in a retrieve spec form with
retrieve specifications.

To remove all forms from a file, leave the retrieve spec form blank.

If you want to see each form before it is removed, use SEARCH/UPDATE and
the F3 key (see Chapter 4).

ESC returns to the Main Menu after FILE finishes with the form it is
currently removing.
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> 'M u s s th6 S E T U P P R I N T E R fun< l ion i' > sond spot ial i hsn inters o r c<« i< •• •
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m i i j f i t w . i n l I n [ u 11 it V M N I f , > i m \ i n i o m i e n s e d D i h o l d t V ! >' • it V " i n p ' i n t e l

• .1 j | i | I I H I ' I h i " .1 ' ' ,| I I ' i L I I I I i ) i I i " ,

I I y O U l p n i i l i i . 1 1 | i [ I I ' I ' I M \ s p e i i . i l | I M M I I I H ] m o d i " , t i n • v w i l l I " ' l i s t e d i n t h e

< ) ) n ' i . i l i o i r M . i n u . i l I M | t i n p n n l i ' i l y p i < • i l l v t h e M i . i n i M l i ' I I I n ' I i n s t i m I 1 v < • i - 1(

send special characters (such as ESC CTRL-T) MI theAS< II numbei thai
i i I I I I •' , p ( < I 11 i • , I M I I I I '' , i • I \ I , I I , | ( 11 " • . i ' , 1 1 1 I 1 , I ' , I I I I • I H I I I I I I I ' I I 5 1 I I I i ' ' i l I I I I 1

I ' I i l N I I \\ 1 1 I I H 11 M I . I i i M I i n i I I i d . i t n n r . I m i l l i I M l , I i t i ' I ' . , H i d A S ( I I I M l I I I I I I I ' I : .

Selecting SET UP PRINTER
I l i s t I C I I I I I I t o H I M M . I I I I M I I I I I p i c , ' , i S C if M I M c s s a i y ) . m d . T tt< T I ,' i n

' >l I I ( : I K ) N N l I M l ' . I I i Y o n ( I M K I I I I t o n i l o i , i l i l i • n . i i n o i n It I M I II |

N A M I i l l M t i I h o M l o o n l o o k , ' i k e t h i s

P r e s s I I I I . m i l I I I I d r , p l , l y s , i i i n r , t i 11< l i o n s i r e e n w i t h . i n , n e , i l o t y "U 10 G n t 6 l

t h e i I M l , I i I ' ' I s i n A ! >( Ml I |l i l l i h e l s l l l . l t V1 HI W . I I I ! I M s e n d t o y i i l II I HI I I l e i
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Entering Characters
To enter a character, simply press the key on the keyboard that corresponds to
the desired character. FILE echoes the character on the screen, so you can verify
that you pressed the correct key. If you need to enter a control character, such as
CTRL-B, press CTRL and, while holding it down, press B. The cursor
automatically moves to the next line on the screen as soon as you press a key.
To send several characters in a row, just press the keys in the correct sequence.
When you have entered all the characters, press F10 to store the characters and
return to the Main Menu. FILE sends the stored characters to the printer just prior
to printing forms the next time.

NOTE: FILE sends the characters to the default printer or the printer whose
name you entered last in the PRINT TO item of the print options screen.

If you should enter a wrong character by mistake, press F6 to return to the Main
Menu without storing any characters, then start again.

Example of Sending a Control Character:

For example, let's send the characters necessary to set the DMP-500 into
condensed mode. The required character sequence is ESC, then CTRL-T. First,
return to the Main Menu (press ESC, if necessary) and enter

7

for SELECTION NUMBER. Press F10, and FILE displays the instruction screen,
with a colon next to which you enter the first character. That screen looks like
this:
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C T R I I p n " . ' . I M i ' ( '• \ I ( I h ' y . i i u l w M i l i • M i i l d i i K ] i l i l l i w n p i < " , \ I N i > 11 < i • H i , i l

I I I ! I • ( I n ) l ••, I h i • i I ] , 1 1 , 1 1 I ' M 1 , I ) l ' t i l t ' M I I • ( M l

Sine*1 those • i i | 1 th6 only i harai ters needod foi this BXI nMI:le, press F10, and
I I I I . I ' M l ' I l l r i r 1 . 1 1 . I < 1 1 • t • , I M l i i c l l l l l l ' , I I i \ \ \ < M . l l l l M l M H I



Sending ASCII Numbers
II y o l i i p n n t i ' i m a n u a l l i s t s A S C I I ( d e c i m a l ) n u m b e r s r a t h e r H i , i n i < > r 11 r < > I

characters, you csn 6nt8r thos© instead Jusl pr6< 806 ni6 numbsi with .1 l©fl
p a i e n t h e s i s , (, , i i i ( ] p i e s s I N i l H t o i n d i c a t e Hit • r i i i l i il t h e n u m b 6 l II v* * ' ' w i s l 1

y o u < : ; I M e n t e r a c o m b i n a t i o n o l c o n t r o l c h a r . i c t e r s • I I H I A S C I I n u r t i l n M S

Example of Sending an ASCII Number:

1 g t ' S '.( M K I t h e A S C I I n u m b e r s t h . i t c o r r e s p o n d t o I S ( ', (.', I H I I , i ( ) , i i n s e l l u u ] t i n

D M T ! ) ( ) ( ) i n t o c o n d e n s e d t y p e H e t u r n t o t h e M . i i n M e n u , i n d ' . e l e c t S I I i l l '

I ' H I N I I H , i s h e l o r e W h e n t h e i n s t r u c t i o n s c r e e n u p p e . n s , t y p e ,1

I

then typ©

:v

( the AS( )ll n i i m b e i co i ies | )ond i r i ( ] to I S C ) . i nd p r e s s I N i l H He pi M I th.it

S e q u e n c e but th is t ime type

:•()

( the AS( ,\\ n u m b e r co i r e s p o n d i n g (0 C I HI I i i n s t ead Notu e tha i lor < M I I I

n u m b e r I II I p i ; i ces p a i e n t h e s e s a i o u n d the [ l umber to r e m i n d y o u I hat il is an

A S ( 'A I n u m b i 'i

/ -1 p is fi le
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Terminating Special Printing Modes
To terminate a special printing mode, you can either send the character or ASCII
number that turns off the printing mode or, more simply, just turn your printer off
and back on.

Leaving SET UP PRINTER
You can leave the SET UP PRINTER function at any time to return to the Main
Menu by pressing F6. However, any characters or ASCII numbers that you have
entered will not be stored and later sent. To store the characters, you must press
F10 to complete the function.

Summary
SET UP PRINTER allows you to send special characters or the corresponding
ASCII number to your printer to initiate or terminate special printing modes.

To enter a character, press the corresponding key.

To enter an ASCII number, type a left parenthesis, then type the number. Press
ENTER after typing the number.
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Selecting EXIT
To select I x 11 return to the Main Menu (press ESC, if necessary) and enter 8

i i t i n • S i I I ( : I K ) N N l J M H I H . t r m Y n u M i n i m i l I ' l i l n i l i h • 1 1 , H I M • i n I I K • I 1 1 1

N A M I ' I r n i I I n • M i ' ' i ' i i J m i i ' i I i m l - h k i • t h r ,

Press F10 and the screen clears it the message Insert COMMAND COM
disk in drive A" appears, insert the program (oi the MS-DOS) diskette and
•. 111 k f • , m y k r y Y o u a i r i n > w i m l ' 11 I h e I I I I p i o i | i , n n . m i l i n n I r i M S I ) ( > S

( o n t M I I M r M S [ ) ( ) ! > | i n i m p i , i p p r . i i ' , i H I t h r s i r e e n

I I I , l V i i l i l W r , | M I H | i i l l l t h e I I I I ( l l ' - k r l l r . y u l l i , m , l t t i l l ' , p r i n t 1 1 1 ' . r | | , m M ' i

I ) ( ) S ( I f . k r l l i ' I I I | I i ' I 11 i t 111 , I I l y i i I I M i l l , I I I I I ' , y o u W l ' . l l I S r r A | 11 i r l 11 11 • I ) I I I 1

I I I ' , 11 I I I 111 11 I ' , I 11 I 1 1 1 ' ' M S I ) < ) S I i 111 111 I . I l l ( I ' . V I 11 I , 1 1 1 ' 1111 i ' . I I k r I y t r I I ' . r W l l 11 r

using FILE.)

l i i 11 ' t u n I I r t h r I I I I | I I i i i ] i , i n i , i l l i - i u M I I I | M S I ) ( ) S y o u v v n i l l I I r , n I t h r

I I I I p i i H i n m i d i s k e l l i ' i n i I M V I • A , K | , m i . l y p r I I I I . , I I H I p i i ••.•. t h r I N i l I i
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Summary
EXIT allows you to leave the FILE program and return to MS-DOS.

You do not need any entry in the FILE NAME item of the Main Menu when
you select EXIT.

To return to the FILE program from MS-DOS, simply type FILE when the
MS-DOS prompt is on the screen and press ENTER.
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9- change design
After you have created and used your file, you may want to redesign the form
to suit your needs better. With the Change Design option of the DESIGN FILE
function, you can add more items, delete some items, or rearrange the items
on your form, whether your file is empty or contains data. Always be sure to
make a backup copy of your file before beginning.

Selecting Change Design
To select Change Design, return to the FILE Main Menu (press ESC, if
necessary). First, enter a 1 in SELECTION NUMBER to select DESIGN FILE.
Then, enter the name of your file in FILE NAME, and make sure the diskette
containing your file is in drive A. Press F10, and the Design File Menu
appears. Enter a 2 in the SELECTION NUMBER item on this menu to select
Change Design.

Using Change Design with a File
Containing No Data
If your file does not contain data, simply insert the diskette that contains it in
the specified drive. When you select Change Design from the Design File
Menu and press F10, the form appears immediately for you to edit.

The item names are no longer in inverse video and protected from overwriting.
You can type in new items, delete items by typing spaces over them, or move
items by removing them from their original locations and typing them into new
locations. Using the cursor control keys (see Appendix E) to move the cursor
around the screen, make all the desired changes in the form. Press F10, and
FILE stores the redesigned form in the file and returns to the Main Menu.

Using Change Design with a File
Containing Data
When you change the design of a form from a file that contains data, FILE
assumes that it will find temporary work space on the disk in drive B. If you
want to use a disk other than the one in drive B for this temporary work space,
run the SETUP utility program found on the FILE program diskette (see
Appendix B for instructions).



9-2 pfs:file

When changing the design of a form from a file that contains data, there are
several things you need to know:

1. First make a backup copy of your file (use the MS-DOS DISKCOPY or
COPY command) in case you change your mind later, or inadvertently
damage the file during the redesign process.

2. Insert a blank, formatted diskette in drive B for FILE to use as temporary
storage space during the Change Design process.

3. The item names in the old and new designs of the form must match exactly
in order for the data to be copied. If they do not, FILE does not transfer the
data belonging to the item to the redesigned form, and that data is
permanently lost. For example, if the NAME item on the patient's form
mentioned in Chapter 1 is moved to a new location during the redesign
process, the line of dashes which is a part of the item name must also be
moved, or the data belonging to that item will not be transferred. (FILE
ignores leading and trailing blanks when matching names, and treats more
than one blank between words as a single blank. See Chapter 1 for a
complete explanation of item names.)

4. You can move items to different places on the form, without affecting the
data for those items (as long as the names match exactly).

5. The redesigned form can have more or fewer items than the original form.
When you delete items from the form, however, the data for those items is
not copied. It is permanently lost from the file.

6. Leave enough space for the information in the item on the original form to
fit into the item on the redesigned form. (See When the Data Doesn't Fit
into the New Design in this chapter.)

7. Only four pages (maximum) can be redesigned at one time. (See Changing
Forms with Multiple Pages in this chapter.)

8. It may take a long time for FILE to reorganize your files. Depending on the
complexity of the file and the amount of data in it, the reorganization can
take from 5 minutes to a few hours.

9. The forms in your file are renumbered in reverse order during the redesign
process.

After you select Change Design from the Design File Menu and press F10, the
following screen appears:
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Fxamplo of Changing the Form Design:
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Using Change Design to Renumber Forms
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option. When FILE displays the form from youi file foi you 'o redesign, press F10
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( I h , ir I I | e I ) i ' S K | ( l t i ) I e l i l l m l ) (M I i ) l 111! , l e v e l s e s t h e n o f d e l I I I t h e f i l e I I t i n s i s n o t

, i c o e p t , i b l o l o r s o m e I I M S O M ( p c r h i i p s y o u s e . i i c h t h e m o s t r e c e n t l y e n t e i e d

l o n n s m o 1 , 1 n l t e n . , u i d h . i v i n i | t h e m . i t t h e b c i j i n n i i K ] o f t h e f i l e s l o w s d o w n t h e

s e a r c h p r o c e s s ! , u s e ( ; h , i m j e I ) e s i < j i i t o n M i u i n h i M t h e m , i i j . n n I h i s w i l l i j c l t h e m

I ) , t( k 111 t h e n ( i | Ii ) l l l , 11 o l d e l

( h . l l l i | e d e s l i i n ' ) !>
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Changing Forms with Multiple Pages
You can change only four pages of a multiple-page form at any one time. Thus, if
you want to change six pages, you have to change four of them first, complete
the Change Design function, then repeat the operation for the other two pages.

When transferring data, FILE looks for the item name first on the equivalent page
of the new form, then on the other pages consecutively, so the data is transferred
regardless of the page the item appears on. For example, in the redesign shown
in the diagram below, the data in ITEM 3 now appears on the second page of the
new form, while the data in ITEM 1 and ITEM 2 remains on the first page.

OLD DESIGN NEW DESIGN

Page 1

Page 2

Using Change Design to Remove
a Blank Page
When designing or redesigning a form, if you remove all the item names from a
page, the page (now blank) continues to exist. To remove the blank page, use
Change Design and retype the items from pages following the blank page so they
fill up the empty space. (If the blank page is the last page in the form, FILE
removes it automatically during the Change Design process.)

ITEM 1:

ITEM 2:

ITEM 3:

ITEM 1:

ITEM 2:

ITEM 3:

ITEM 4:

ITEM 4:
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When the Data Doesn't Fit into
the New Design
vvi ii i i 11 msferr ing data fron i th6 original form to the redesigned f( rm, if the
ntiHi nation in -in iii'i11 does noi i't Into HHJ space foi that 110m on the

redt -IIJin'i 1 Form 1 11 1 stops Bnd displays the following message!

<ou have twi 1 choices. If only me form has an tem thai s too long, it is
I H I > ! 1 . 1 ! i l , : I I ' H i •' t 1 \ M i ' ' l i ' i i t i n • I I ' M M I I , 1 I 1 1 H I 1 1 1 l l i . i l 1 I 1 ' i n M 1 H i . i t i l l i l ' n t M > ' r 1 • - v \

design (or, if the form is not vital to the new file delete It)

If you press F10, the form with the overlong data item appears with the cursor
la ated at the firsi 1 harai tei th il does not Rl Into the redesigned form. You can
then edit the Information in the ovei ong item. When you finish, press F10 again
to continue transferring data.

II n i ny of the forms in the file have an item tî at is too long for the redesigned
t ( 1 f 1 1 1 , 1 ' 1 1 1 1 1 ; 1 ] 1 1 1 i v , 1 M ! i i • . U K 1 • I 1 1 1 1 ' 1 1 [ ) 1 ' 1 , 1 1 \( > 1 1 1 1 1 1 1 ' 1' 1 1 1 • ' . 1 1 ] 1 H i * 1 1 1 ' 1 r . 1 1 1 , 1 1 1 1 I . '

11 1 O n i n 11 1 1 1 , i d • H I M 1 1 , 1 1 . 1 W i n M I y o u ( n < • • . - , I \ A \ n \ i n • l i n n t o t i n M , n r I V V l i u

FILE does not save the redesign 1 form fhe file remains in its original state,
and you ">ust begin again.
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Entering Data in Redesigned Forms
Y o u i : , m i i ' . t • I t i t ' ! 11 A I U '. M I ) I ' I ) A I I l u n c l i c n i I n i • n t i •• i r 1 f < >i H I , I I H M I I I I , i< i i t i • 111 H i , i l

y o u l i d d e d t o i l i i i i n i n t h e i e d e : , K | M p i o i ( " . ' ,

A l t e i e i i t e i i i i ( | S I A H C H U I ' D A I I l e . i v e t h e l e t n e v e ' . p e i l o i n i h l i i i t - .< t l i . i l

I I I I r e t n e v e ' , e v e r y f n i m 111 t h e I l i e A ' , c ' a C h l o r m a p p e a r s O n l h < i I e i '11 ' • r 111 • r

t h e n e w i n f o r m a t i o n i n t o t h e n e w i t e m . m i l p i ( • ' . ' • I 1 0 t o • , t i I I I • t h e i j p d . i t I ' d f o r m

i n t h e t i l l '

H e p e . i t t h i 1 , p i o i . e d u i e u n t i l e v e r y l o i m i n t h e d i e h a s h e i ' i i u p d . i l e i l A l l e i y i u ;

s t o i c t h e l , r , I ft >i t i l . I I I I d i s p l . i y s ,1 : , ( l e e n t o l e i ; y o u h o w i n . i n y l o m r , I l i n i n d

I ' l e 1 , : , I t o o n e m o l e t i m e I I I I l e t u u r , l o t h e M . i i n M e n u l e . i d y t o i . n i o t h e i

d i l u t i o n : , ( ' l e ( : tK i l l

Example of Entering Data in a Redesigned Form:

I e t 1 , . i d d i n l o i i n . i t i o n i n t h e I X l ' l ( i l l N C I i t e m y o u . i d d e d w h e n y o u

i e d e M < ) l i e d I t i e t o i m lo r t h e S 1Af I t i l e

I i r , I . l e t u i n t o t h e M . u n M e n u ( p r e s s i S C . il n e c e s s a r y ) . H i d e n t e i a

• 1

i n S I I I C l I O N N U M R I H S i n c e y o u | u s l r e d e s i . j n e d y o i i i S 1 A ( I f o i m S l A I I

s h o u l d s t i l l l i e i n I I I I N A M I . .11 i d t h e d i s k e t t e < o u t , 1 m i n i ] S l A I I s i i o n I d s t i l l h e

i l l d n v e A I ' l e s s I 1 0 , i n d t h e l e t n e v e s p e i I K H I I S l A I I . i p p o . i i s



NAMI I XI'I Ull Ni .1

.ii'ii ' i i i i i)iuit| Metal fusion

,li 'Ml Illi 'I Y( 11 H Ii | M l 'I III iMIl | I. II I' .

International Sales

Anne Wiiii.niv. Division Management

M i k i • ( l i i i ) [)( ' i M. 11 hitH • h » i h

: 1,11,1 H n i w i i I x i ' i u l i v i •

,li i h i i A n d i i ' W . ( : O I M | I M I ( •! Ii •! 11 IU I. I I •.

W h i ' M y ( n i l i n i ' . h t i n 1 I . e . I I m i i i . i i u ) p i i " , 1 , I 1 0 . I h i ' l i i l l n w i n i ] ' . i i i ' i ' i i . i p p c i M ,

I ' M . ' . ' , ' . I 1 0 o u r I T K M i • t l l l l i ' . , i n d I I I I M ' t U I M . ' , t o t h e M . l l l l M e n u

1 , i t i i e v ' " , h , r . i • I I i l l i i i : 1.11H ' i i 11 i ' l i t i M i n 11H • I X I ' I M i l N ( .1 i t i ' i n ' 11 > M I ' i ' M A I I

form /ou want to leave the retrieve spe< blank Press F10 again, and the first
u | y e n 11 ' M A I I t o r n i 1 . . i p p > M M . m i t h e M t < •< • 11 U M I A I •', t o i m •••. > • ! ' > • i i n , 0 1 10

the I KPI ((ii NCI item andentei tin1 appropriate information from the list
below. After you finish with eacii form press 1*10, anil the nexi form appears.
( . i 1 1 1 ! 111 u i • i • M 1 1 ' 11 i i 11 1111 ' 1 1 1 1 1 1 1 1 1 ) r 1 1 M 1 1 1 v i ' 11 1111 v i • I J 1 1 1 i . 1 1 1 ' 11 . i l l 1 h i ' 11 1111



9-10 pfs:file

Leaving the Change Design Option
If at any time you want to terminate the Change Design option, press ESC to
return to the Main Menu. If you press ESC, however, FILE does not save the
redesigned form. The form remains in its original state.

Summary
Use the Change Design option to change the design of the form from a file.

You can change the form of an empty file or of a file that contains data.

If changing the form of a file that contains data, remember these guidelines:

1. Make a backup copy before you change the form.

2. Insert a formatted diskette in drive B for FILE to use for temporary
work space. (To use another drive for this work space, run the SETUP
program to change the work drive from drive B.)

3. Item names in the redesigned form must match exactly the item names
in the original form, but can be in different places on the forms.

4. Leave enough space for the information in an item on the original form to
fit into the item on the redesigned form, or edit the information to fit.

5. Only four pages of a multiple-page form can be changed at one time.

6. Forms are renumbered in reverse order.

ESC returns to the Main Menu. FILE does not save the
redesigned form. The form remains in its original state.
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A: appendix
Messages
| || | i I r ,| i l , i y , , i m i " ,c,, K ] I • w i n ' i n 'Vi 'f it r n c o u n l e i ' . , i n i 'f n i l c o n d i t i o n ( . e i t ,

i 'i t o i ' , , i n ' I t i e n " . u l t o l m i ' . t , i k i " . m a d e w h e n y o u r n t e t i n l o n n . i t i o n ( I I I I I I K ] I

I t n ' M . n n M i ' i n i i t e n i ' , I ' H I N I 01 ( ) ( ) l ' Y I n n e t i o n : . . 01 i c t i i r v i ' s p i ' c i t i c . i t i o i r

l t n " , i ' m i " . ' , H ( ] i " . a n 1 ( l i ' . p l . i y i ' d i n t i n - m e s s a g e a n - a a t t h o h o t t o m o f

the screen:

I ) lh i 'i i M [i ) i ' . a i r It I I ' n " . l i l t of p h y s i c a l l i m i t a t i o n s or p i o h l r m s w i t h c e l t a id r l i ' i n c u t : ,

o l y o u i i o i n p n t i 'i s y s t e m I h< •• . r m c s s . u j c s a i c d i s p l a y e d o n a s e p a r a t e si u r n

that Ii II 1k1. l ike th is
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When you encounter one of these messages, simply locate the messagr in the
11 ) 11! i W I f H [ I' . I i IM ( I I ( 11 l O W I I I ! ' I f 1' , I ! I I! 111 H 1' , I I I t h ! ' f i 11 I ! ' ( 11V t • A t 111 M I ( u 11 11 I 11 I | M

i i " , I , u t M I i m i , 1 1 I l l I i i p i I , I I K i n . p r e s s I ' > < : I i > i i i I W I M < i •• t i n • ic , t < it I I I I e r r o i

messages, arTang<<i in alphabets al ordei

MESSAGE DESCRIPTION CORRECTIVE ACTION

BAD F ii i You entered an illegal file Make sure the file name
N A M I nanic begins with a letter and does

not conts 1i spai( (see the
11111 oduction or yoii[ Model
1 ( II i() ( )wi II 'i ' . M, II in. il Ii H

details).

( - A N 1 I I N I ) M l I •.< M I ( h e , 11 n I i l i " , i n I I i i ' ( . I n -i - k t i ) I I M K I ' M I I I • y i H I

I I I I i l i ' l , i u l l ( I i i v i • I I M I I " . 1 , y i n i r i i t i ' i i ' i l t h i ' i i . i i i H 1 i l l t i n 1 l i l c

include \\u • drive name as correctly ni nn • i n i N A M I
[ ) , H i i it t h e l i l f i K i m c i l l M II t h e I I I ' ' y e n W . I M I I n

use is in a diivi i othei thaii
t i l l ' i 11 ' 1, 11 111 I 11 IVI ' 11 11 ' 1111 '

i i . i i i i i ' 1111 r . t h i ' p 11' i t ' i i i ' 11 h y

,i drive name Also make
M i l l t h i 1 ( 1 1 ' , k i ' 111 ' t l l . i t

contains the file is HI the
i . iH11M i i l i i v e
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MESSAGE DESCRIPTION CORRECTIVE ACTION

CANT FIND The disk in the drive is not
FILE (Continued) formatted.

The file name you entered is
not the name of a file
created by PFS:FILE.

Format the diskette before
attempting to use it.

Enter the name of a PFS file
and try again.

CANT FIND There is no pre-defined print Check to make sure you
PRINT SPEC spec with that name. entered the name correctly.

DIRECTORY You have too many files in
IS FULL the directory on the diskette.

If you have some
unnecessary files in the
directory, use the MS-DOS
ERASE command to
remove them. Or, use
another directory or disk.

DISK HAS The diskette containing the
BEEN PFS file has been removed
CHANGED from the drive.

Re-insert the diskette with
the PFS file.

DISK IS FULL FILE attempted to write
some information on a
diskette and found that there
was no room left.

If you have some
unnecessary forms in the
file, you can create some
space by removing them
(see Chapter 6). If the
diskette has an unneeded
file, you could use the
MS-DOS COPY command
to copy it to another
diskette, or remove it
using the MS-DOS ERASE
command.

You can also use the COPY
function to copy the form
design from the current file
to a second file, then
continue adding information
to that new file.
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MESSAGE DESCRIPTION CORRECTIVE ACTION

DISK IS
WRITE-
PROTECTED

FILE cannot use diskettes
that are write-protected.
FILE uses certain areas of
the diskette to store
temporary information, even
when you select a retrieve
function.

Remove the write-protect
tab. To protect the data
that could now be over-
written, use the MS-DOS
COPY command to make a
backup copy of your file.

DRIVE ISN'T
READY

The disk drive door is open. Close the door.

FILE CANT
PRINT TO
THE
CONSOLE

You have entered CON: on
the print option form in the
PRINT TO item.

Either use the default
PRN:, which sends the
output to a parallel printer,
enter AUX: to send the
output to a serial printer, or
enter the name of a diskette
file (see Chapter 5).

INVALID You entered a number for
SELECTION the SELECTION NUMBER
NUMBER item of a menu that is

invalid.

Re-enter a number that is
shown on the menu.

I/O ERROR There is a physical problem
with either the disk drive, the
disk controller, or the
diskette. Some possible
causes are:

Disk drive door open.

Malfunction.

Diskette inserted incorrectly.

Close the door.

DO NOT USE THIS
DISKETTE AGAIN. Make a
copy of your backup disk,
then use that copy. If I/O
ERROR persists, take the
disk drive to your dealer for
testing.

Remove the disk, then re-
insert it properly.
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MESSAGE DESCRIPTION CORRECTIVE ACTION

Unformatted diskette.

Worn out diskettes.

You must format the
diskette using the MS-DOS
FORMAT command before
using it with FILE.

After 40-50 hours of use, the
diskette may need replacing.
Try using a different diskette.

MUST GIVE A
FILE NAME

You have left the FILE
NAME item of the Main
Menu blank. Every FILE
function, except EXIT and
SET UP PRINTER, requires
a file name in this item.

Enter the name of the file
you want to use.

MUST GIVE A
PRINT SPEC
NAME

You have tried to define or
modify a pre-defined print
specification but have not
entered a name.

Enter a new name or one of
the names listed on the
screen.

NEW FILE The NEW FILE NAME item
MUST HAVE A of the COPY Function Menu
DIFFERENT contains the same name as
NAME the FILE NAME item of the

Main Menu.

Re-enter a different file
name.

ONLY 4 You have tried to change the
PAGES form design on more than
CAN BE four pages of the form at
CHANGED one time.

Complete the Change
Design process for no more
than four pages of a form
design at one time. Repeat
the process for each
additional four pages.

ONLY 8 PRINT You have already defined
SPECS ARE eight print specs for the file.
ALLOWED

Remove one of the print
specs, then define the new
one.

PRINT SPECS You entered a name that is
CAN HAVE longer than 10 characters.
ONLY 10
CHARACTERS

Re-enter a name with 1
10 characters.

to
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MESSAGE DESCRIPTION CORRECTIVE ACTION

PRINTER FILE cannot access the
ISN'T printer you named in the
READY PRINT TO item.

Check to make sure your
printer is plugged in, turned
on, on-line, and has paper.

SEARCH LIST The retrieve specifications
TOO LONG will not fit in FILE'S internal

storage area.

Specify fewer requests in
the retrieve specifications.
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B: appendix
Setting Up the PFS:FILE Program
S i H I K ' I n i n " . y o u w i l l i n M •( I t o < J I V I • I I I I s p e i I, i l l i s t i n e t u H I S , I i i '| )i M it l i t u ] o n t i n '

i ' X , u 1 (.( m i l l ( i n , i l i i i n o l y o u i ( : o n i | K i l l ' I s y s t e m I h o s e s p e c i a l m s t i u c t i o l i s I, i l l i n

t h I e e <:, 11 e ( j o M e s

s e l e c t i n g , i w o l k d n v i •

configuring FILE to work with 8 ssrisl printoi

H i s t , i l l i i K | I I I I ( I I i y i I I I I h , i n I ( l i s k

I h e I II I I Moi ] [ , m i i l i sk i ' t i e m i : l i i ( l e s ,i u t i l i ty p i o i | i , m i i i , l i n e d S I [ I J l ' th ; i t y o u

i . i n u s i .• . i s I i e i ' i 11 ' i I l i i 111 v i ' I I I I t h e s e s | ) e ( I.11 m s l i l l i . t l o t i s I I l l s , i p p i ' l i d l x

i l l ' S I l l h l ' S t i l l ' , p l O I J M I l l

Starting the SETUP Program
I n u s e t h e ' i l I 1)1 ' I ' i o i | i , i m . i e m o v e t h e w u t e p i o t e c t t ; i h l i o m t h e I II f

| H O I j l . I m d i s k e t t e n i s e i t I h e d i s k e t t e III i l l i ve A . , l l l d ex i t Id Hi) w h , i l e v e l p u x ] i ,u

y o u h, i v e h e e l I u s i u i ] W h e n t h e M S I )( )S p rompt a p p e a r s o i l t h e s c i e e n t y p e

SI I I Jl ' , Hid p i e s s t in • I N i l M k e y I he f o l l o w n li | l l l e n u is i l i sp l , l y e d
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You have 4 options: select a work drive, set up a serial printer, install the
program on a hard disk, and exit from the SETUP program. Each procedure
prompts you for the information it needs. If you make a mistake while using
SETUP, press the ESC key to return to the SETUP menu. You can then either
try again or exit SETUP.

Type the number of the option you want (for detailed instructions for each
option, see the appropriate section in this appendix). When you are done with
the SETUP program, remove the FILE program diskette from the drive and put a
write-protect tab back on the diskette.

Selecting the Work Drive
When you change the design of a form that contains data, or when you sort
forms while printing, FILE needs temporary workspace at least as large as the
size of the file. Unless you indicate otherwise by selecting another drive with this
function, FILE assumes that the diskette in drive B is to be used for this purpose.
If you want to use another drive, select this function before starting FILE.

To change the work drive, enter 1 for Selection and press ENTER to continue.
SETUP asks you for the name of the drive you want to use:

Work drive name:

Enter the drive name and press ENTER to return to the SETUP Menu.

Using a Serial Printer
If you have a serial printer, you will need to give information about its settings
before FILE can print correctly to that printer. SETUP stores the information on
the FILE program diskette and FILE uses it whenever you choose the PRINT
function. If you change to a different serial printer, run SETUP again to enter the
new information.

To set up your serial printer, enter 2 for Selection and press ENTER to continue.
SETUP displays the following prompts, one at a time:

Baud rate
(110, 150,300,600, 1200,2400,4800,9600):

Parity (odd/even/none):
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Byte Length (7 or 8):

Number of Stop Bits (1 or 2):

XON/XOFF Protocol (Y or N):

Check your printer manual for the correct values for these prompts. When you
have entered the correct information, press ENTER to return to the SETUP
Menu.

Installing FILE on a Hard Disk
You can run FILE from the hard disk if it has already been installed using
SETUP; if you use the MS-DOS COPY or DISKCOPY command, the program
will not run. Also, you are only allowed to install the program five times; after the
fifth time, if you attempt to install the program again, an error message will be
displayed.

To install FILE, select option 3 from the SETUP Menu, then press the ENTER
key. SETUP displays some instructions, and asks you for the drive name of your
hard disk. Type the drive name for your hard disk drive or the drive and directory
name for the part of the hard disk where you want the program located (for
example, C: or C:\PROGRAMS). To install FILE in a subdirectory, you must
type the complete name of the subdirectory, starting at the root directory.

After typing the drive or directory name, press ENTER. Both the FILE program
and the SETUP program are copied to the drive or directory you specified. You
see the OK message and then the SETUP Menu again.

Leaving the SETUP Program
When you have finished with SETUP, enter 4 in Selection and press ENTER to
exit from the SETUP program and return to MS-DOS.





appendix C-1

C: appendix
Diskette Storage Capacity
A standard diskette can hold up to 2500 very simple forms, assuming there
is only one file on the diskette. The actual number depends on how many
pages there are in the form, how many items there are per page, and how
much data is entered in each item. For example, the form for an average
mailing list would only allow about 1250 forms on one diskette, assuming the
PFS file was the only file on the diskette.

A file is divided into blocks of 128 bytes (characters) per block. Some of
these are used to store the form design, directory information and other
internal FILE data structures. 2500 of these 128-byte blocks are used to
store data on a standard diskette.

Each page of every form stored in a PFS file uses at least one 128-byte block,
even if the page is blank. The actual number of forms that you can fit into one of
your files is a function of how much data is entered in each individual form.

Use the following rules to estimate how many bytes are used by a page of a
form:

FILE uses the first 14 bytes of every page.

Each item name entered on a page takes 5 bytes (FILE internal parameters).

Each character entered in an item takes one byte.

Each blank space in a filled-in item takes one byte, but no blanks are counted
at the beginning or end of an item.

A string of 3 or more blanks inside a filled-in item takes 3 bytes.

Example: NAME: Jeff Stribling 1970
Length = 5 + 4 + 1 + 9 +3 +4 = 26 characters

A blank item takes 6 bytes (5 for the FILE internal parameters plus 1 blank
character).
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Example:
>' I ' , 11 ( ] i i f i ' t i p ' 1 1 M 1 1 1 b i ' I ' i t 1 1 y 11 •' , i J ' , i ' i i 1 1 v t h e t ( 1 1 1 < i w i f i ( | i ' x , 1 1 1 1 1 } 1 1 ' i 11 , i 1 1 ' 1 1 ' 1 1 1 H 1 1 1 1 '

dire1 imv i(>• m

A l t * ' I f I I J U M I l ( | t i l l ' l ( ) t , l l I I I ! l ! l | >( ' I I I I I ) , ' l e s M S I ' ( I b y o , I I I I I I , I I ] i ' I 11 , i 11 ) | | | I U 1 , i ' t h i " , l •

s t i ' I > ' . I ( ) i " i l i m , i l l ' l i i i w i l l , i i i y l i m n s w i l l I I I i n , i l i l i •

I I ) i v u 11 • t i n ' I i i t , i l i I I I I I I I I I ' i i l l I > y t i •• t i n , i 1 1 , i i | t • I i y \ ' , ' H

. ' H i ) l I M i i U | i t i ' t i n - M i • > ! , 11 ( ] i '• . t W i n ) l r M M I l i b e l I 1 h i s i ] I V e s v i H I t h e n u m b e r o f

I ; > H h y t i • N o i k s I i s e i I I ' V t i n • p . n | i • )

i A i 111 t i n ' M l I I I I I ) i ' I n l I ) l c ) ( k s 11 i l , i h | ) , ic | ( ••. ( ) l t h i 1 11 i d 11 1 1 ) ( j i v ' y t H I t h i ' I i t , 11

i i i i i n l I I ' i n l I i l n i k s 1 1 ' ( ( i i t i i ' i I ' o r , I M , i v i ' M I I J I ' l o i i n
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14—FILE uses the first 14 bytes on a page

35—7 items using 5 bytes each (FILE internal parameters)

19—Michael Badagliacca = 18 characters, 1 space

12—408-258-0841 = 12 characters, 0 spaces

1—BUSINESS PHONE: empty item = 1 space

18—19502 Foot Hill Av = 15 characters, 3 spaces

8—San Jose = 7 characters, 1 space

2—CA = 2 characters, 0 spaces

5—95132 = 5 characters, 0 spaces

114 TOTAL number of bytes used by this completed form

114 /128 = .89 Step 1. The total number of bytes for the page divided
by 128.

.89 = 1 Step 2. Round .89 up to the next largest whole number,
which is 1.

1 Step 3. Since this form has only one page, there is nothing
to add to the 1. This form will require one storage block.

2500/1 = 2500 Step 4. Since one form requires only one storage block,
you can probably fit 2500 of these forms in one file.

If you put more than one PFS file on a diskette, they will compete with each other
for space until the diskette is full. When a file is initially built, it takes 128 blocks of
128 bytes each, for a total of 16384 bytes. When that space is used, it takes space
64 blocks at a time, as it needs more room. To find out how much space is
available on a diskette:
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1. Insert the MS-DOS diskette in drive A, and the diskette that contains your
PFS file in drive B.

2. Exit from PFS:FILE. When the MS-DOS prompt appears, type

CHKDSK B:

and press the ENTER key.

MS-DOS displays a summary of how many files currently exist on the
diskette, the space occupied by those files, and the amount of free space
available in bytes.

Hard Disk Storage Capacity
The maximum size of a PFS data file on a hard disk is 4 megabytes, or the
amount of available space, whichever is smaller. Also, there cannot be more
than 32,000 forms in the file.

The calculations explained in the previous section will also work for a hard disk.
To arrive at the approximate number of forms you can fit on your disk, divide
32,000 by the total number of blocks.

Note: If you have a large file on your hard disk, and you want to sort all of the
forms for printing, you need to have free space available on your disk at
least equal to the size of the file.
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D: appendijc
Useful MS-DOS Commands
There are three MS-DOS commands that you might want to use when working
with the FILE program. These commands are:

FORMAT for preparing diskettes for use

DISKCOPY for copying one disk to another

DIR for listing files on a disk

This appendix describes how to issue each of these commands.

Formatting Diskettes
You must format new diskettes before they can be used in the computer.
Formatting makes magnetic tracks on the diskette that will store the data later.
We recommend formatting a supply of diskettes at one time and marking them
on the label so you know they have been formatted.

To format a diskette, use the following steps.

Single-diskette drive:

1. Exit from FILE and insert the MS-DOS diskette in the drive.

2. When the MS-DOS prompt appears on the screen, type

format

and press the ENTER key.

3. When MS-DOS displays the following message:

Insert new diskette for drive A:
and strike any key when ready

remove the system diskette, insert a blank diskette in the drive, and press
any key.
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4. A series of dashes appears on the screen. These dashes change to dots as
the diskette is formatted. When complete, you are prompted:

Format another (Y/N)?

5. Remove the diskette from the drive. You can go on to format other diskettes
or type N to return to the MS-DOS prompt.

Double-diskette drive:

1. Exit from FILE and insert the MS-DOS diskette in drive A.

2. When the MS-DOS prompt appears on the screen, type

format B:

and press the ENTER key.

3. When MS-DOS displays the message:

Insert new diskette for drive B
and strike any key when ready

insert the diskette you want to format in drive B and press a key. The screen
will display a message while it is formatting (Formatting..) and then this
message when formatting is complete:

Formatting..Format complete
Format another (Y/N)?

4. Remove the diskette from drive B. You can go on to format other
diskettes, or type N to return to the MS-DOS prompt.

Copying One Diskette to Another Diskette
To copy a diskette to another diskette, you need a blank formatted diskette and
the source diskette (the diskette you wish to copy).

Single-diskette drive:

1. Exit from FILE and insert the MS-DOS diskette in drive A.

2. When the MS-DOS prompt appears on the screen, type
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diskcopy

and press the ENTER key.

3. Insert the source diskette in drive A and press any key to begin the copying.
Then insert the target (blank formatted) diskette when instructed. You will be
prompted to switch the source and the blank diskette a number of times. Do
so when instructed, until the entire content of the source diskette is copied to
the blank diskette.

4. When the copying is finished, the following prompt appears:

Copy complete
Copy another (Y/N)?

5. Press N to end the session or Y to make more copies.

Double-diskette drive:

1. Exit from FILE and insert the MS-DOS diskette in drive A.

2. When the MS-DOS prompt appears, type

diskcopy A: B:

and press the ENTER key.

3. Insert the source diskette in drive A and the blank formatted diskette in drive
B. Press any key to begin the copying.

4. When the copying is complete, the following prompt appears

Copy complete
Copy another (Y/N)?

5. Press N to end the session or Y to make more copies.
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Listing Files
There are times when you want to see a list of the files stored on a particular
disk. The DIR command gives you such a list, including the file name (and
extension, if applicable), the size of the file (in bytes), and the date the file was
last updated.

To list your files on a diskette, follow these steps:

1. Exit from FILE and insert the MS-DOS diskette in drive A.

2. When the MS-DOS prompt appears on the screen, replace it with the
diskette whose files you want to list.

3. Type

dir

and press ENTER.

The screen displays the names of the files you have on the diskette, plus
their extensions (if any), and the last time and date they were updated. The
MS-DOS prompt will appear below the last entry in the list. At this point, you
may enter another command, reload FILE, or run another program.
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E: appendix
Special Control Keys
Cursor Control Keys

ENTER

TAB

Move the cursor to the left one space.

Move the cursor to the right one space.

Move the cursor up one line.

Move the cursor down one line.

Move the cursor to the beginning of the next line.

Move the cursor forward to the next item on the form or menu.

Move the cursor back to the previous item on the form or menu.

FILE Control Keys

F1

F10

PGDN

PGUP

F4

F2

F3

F5

F6

Display a help screen appropriate to the function you are
performing.

Begin or continue with the specified function.

Display the next page of the form.

Display the previous page of the form.

Erase all entries from the currently displayed page.

Print the currently displayed form (all pages).

Remove the currently displayed form.

Enter the current date at the current cursor location.

Enter the current time at the current cursor location.

SHIFT TAB
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Return to the FILE Main Menu.

Switches between normal and insert mode. When in insert
mode, a typed character is inserted at the cursor location,
moving other characters on the line one location to the right to
make room.

Delete the character at the cursor location.

ESC

INSERT

DELETE
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F: appendijc
Configuring Your Printer to Work
with Your Tandy 1000

Before you run the PFS:FILE program, you must configure your printer to work
with your Tandy 1000. If your printer is IBM compatible, it is already set up to
work with your computer. If, however, your printer is not IBM compatible (listed
below), you must set it to work with your computer as shown below.

If your printer is one of the following:

LPVIII
DMP120
DMP200
DMP400
DMP420
DMP500

DMP2100

set the NL/CR switch on your printer to CR.

If your printer is one of the following:
DWPII
DWPIIb
DWP410
DWP210

run the LPINST program as shown below:

1. Make sure the MS-DOS diskette is in drive A and the A> prompt is on the
screen.
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2. Type

LPINST

and press ENTER. The program asks you

Does your printer automatically linefeed
after a carriage return?

3. TypeY

The MS-DOS prompt appears on the screen. Now, each time you turn on or
reset the computer and run FILE, the printer will automatically be configured to
work with your computer.

Note that besides the four daisy wheel printers listed above (DWPII, DWPIIb,
DWP410, and DWP210), there may be other printers that automatically linefeed
after a carriage return. If this is the case with your printer, run the LPINST
program as shown above, to make the printer work with your computer.

Configuring Your Printer Each Time You Run FILE

Running the LPINST program (see above) creates a file that automatically
configures your printer to work with your computer each time you turn your
computer on, or each time you reset it. There are times, however, when you
may want to configure your printer each time you run FILE.

For instance, you may want to print a rough draft of your data file on a dot matrix
printer (the DMP series listed above) for review, and then print the final draft on
a letter quality daisy wheel printer (the DWP series).

If you use the LPINST program (explained above) to do this, you would have to
go through the following procedure each time you want to print your file on a
different type of printer.

First, you have to run the LPINST program. This means that you have to
type LPINST and press ENTER. Then type Y for daisy wheel and N for dot
matrix printers when the prompt

Does your printer automatically linefeed
after a carriage return?

comes up on the screen. Finally, you have to reset the computer.
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An easier method of doing the same thing would be to use the mode command
as shown below.

1. Exit from REPORT.

2. Type LF and press ENTER.

3. Do one of the following:

—Type mode Ifoff (for line feed off) to use a printer that does automatic
linefeed (the DWP series listed above).

—Type mode Ifon (for line feed on) to use a printer that does not do
automatic linefeed (the IBM compatible and the DMP series listed above).

and press the ENTER key.

The mode command sets your printer up to work with your computer as you
specified, until you turn off or reset the system. At this point your printer goes
back to its configuration before you used the mode command.
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G: glossary
byte the space taken up by one character in a computer's memory

or in a diskette storage area.

character a letter, number, or symbol

cursor a marker on the screen, in the form of a blinking rectangle or
an underline character, that indicates where the next
character typed will appear.

default value a value that is automatically assigned to something if no other
value is chosen to replace it.

disk/diskette a removable magnetic recording media used to store
information. Diskettes can contain programs (the PFS:FILE
program diskette) or data (your PFS files). Diskettes should
be treated with care.

file a collection of forms that are of the same type. (In FILE, it is
the form you design, along with all the forms that you fill in
with data.)

form any combination of items arranged in a chosen order, and
created to store information about one particular thing,
person, or subject area. (In FILE, you design a form then use
it to store and retrieve information. Forms are kept in a file.)

format the general layout or arrangement of something, such as the
design of a form.

inverse video the reverse of the normal display of characters on the
computer video monitor. Usually, characters are light on a
dark background. In inverse video, the characters are dark on
a light background.

item the basic element of a form. An item consists of a name and a
colon, highlighted on the screen (in inverse video), and
followed by an area where information is entered.
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load the process of transferring a program from a diskette into the
computer's memory.

menu the list of functions that you can choose at a given time. (The
Main Menu appears when you first load the FILE program.)

write-protect to prevent a diskette from being written on. A diskette is write-
protected by placing an adhesive tab over the small notch on
its side.
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indejc
A

ADD function 2-1
add items 9-1
adjoining items 1-4
advance the printer 5-5
alphabetical order 2-3
amount of space per item 1-4
append information 2-4
arrange information 1-4
arrow keys . . . see cursor movement
ascending order 5-5
ASCII numbers 7-1
asterisk 1-6, 4-17
attachment pages 2-4, 4-1, 4-6
AUX: 5-3

B
backup copy of data file . . . 2-4, 9-2,

D-1, D-3
BACKSPACE key 1-12, 2-4
baud rate B-3
blank items 4-12, C-1
blank page 1-6,9-6
bold face print 7-1
byte G-1

c
Change Design option . 1-2, 2-4, 9-1
change design

file with data 9-1
file without data 9-1
forms with multiple pages 9-6

change item names 1-6
change pre-defined print spec .. 5-14
change work drive B-2
character G-1
colon 1-4
combine files 3-9

condensed printing 7-1
configure FILE I-9, B-1
control keys ...'.'.".'.'....'.. 1-12,1-13
COPY command (MS-DOS) . . . . D-1
COPY DESIGN ONLY option . . . 3-2
COPY function 3-1
COPY SELECTED FORMS

option 3-4
correct mistakes 2-4
Create File option 1-1,1-2
cursor G-1
cursor movement 1-5, 2-4

D
dates 1-10, 2-3
decimal points 4-9
default

drive 3-2
printer 7-2, B-3
values 5-3, G-1

Define Print Spec option .. 5-1, 5-10
delete

characters 1-13
forms 6-1
items 9-1,9-2

DELETE key 1-13, 1-6,2-4
design a form 1-3
DESIGN FILE function 1-1
DIR command D-1
disk/diskette G-1
DISKCOPY command

(MS-DOS) D-2
diskette storage capacity I-3,

2-1, C-1
DOS commands D-1
dot-dot match 4-4
drive name 1-11,1-13
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E
edit data to fit new design .. 9-2, 9-7
enter

ASCII numbers 7-4
control characters 7-2
data in redesigned forms 9-8
dates 2-3
design 1-5
numbers 2-3
times 2-3

ENTER key 1-12, 1-5
"equal to" match I-5, 4-9
erase page 1-13, 1-6
error messages A-1
ESC key . . . 1-12, 1-7, 2-5, 3-9, 4-18,

5-16,6-6, 9-7, 9-10
exact (full item) match 4-2
examples

of adding to a file 2-5
of calculating disk space

required C-2
of changing the form design .. 9-3
of copying selected forms . . . . 3-6
of copying the form design . . . . 3-3
of defining and using a print

spec 5-11
of designing a file 1-7
of entering data in redesigned

forms 9-8
of printing mailing labels 5-6
of removing selected forms . . . 6-3
of searching through a file . . . 4-14
of sending a control character . 7-2
of sending an ASCII number .. 7-4

EXIT function 8-1

F
F1 key 1-12, 1-15
F2key 4-13
F3key 4-13
F4 key 1-10,1-6,2-4
F5 key 2-3
F6 key 2-3, 7-4
F10key 1-12
fastest retrieval 1-4, 4-2
file G-1

file name 1-13, 1-14
extension 1-14
item 1-11

fill in
data in form 2-1,2-3
print options form 5-3
print spec form 5-5
retrieve spec form 5-2

form G-1
blank I-3
filled-in I-3
layout 3-5
print spec 5-4
retrieve spec I-3, 4-1

FORMAT command (MS-DOS) . D-1
formatting diskettes 1-13, D-1
full item match 4-2
function keys 1-3

G
getting started I-7
greater than match I-5, 4-9
guidelines

for changing design 9-2
for designing a form 1-3
for merging files 3-9
for splitting a file 3-8

H
Hard disk

using FILE with 1-10
installing FILE on B-3
storage capacity C-4

Help key 1-11, 1-12
highlighted items 2-2
HOME key 1-5

I
insert characters 1-13, 1-6, 2-4
INSERT key 1-13, 1-6,2-4
Installing

FILE on a hard disk B-3
inverse video G-1
item C-1
item names 1-4, 9-2, C-1
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J/K
keyboard 1-12

L
less than match I-5, 4-9
LINES PER PAGE item 5-4
list files D-1
load FILE 1-10
lowercase letters 1-8

M
mailing labels 1-4, 2-3, 5-11
Main Menu 1-11
maximum

number of pages 1-6
pages redesigned 9-2
number of print specs 5-10

memory requirements I-7
menu G-2
merge files 3-1,3-9
message area 1-3
messages A-1
minus sign 4-9
move items 9-2
move cursor 1-5
MS-DOS 1-8

commands D-1
using FILE with 1-13

multiple page forms 1-6, 2-4

N
negative values 4-9
next page 1-12, 1-6
"not" match 4-11
NUMBER OF COPIES item 5-3
numeric item match 4-8
numeric range match 4-11

o
order

alphabetical 2-3
print 1-4
search 4-12

P
page number 1-3
parallel printer 5-3
partial item matches 4-4
pathnames 1-11,1-13
PAUSE BETWEEN PAGES item . 5-4
PG DN/PG UP keys .. 1-10,1-6,2-4
PRE-DEFINED PRINT

SPEC item 5-3
presort data 2-3
previous page 1-12, 1-6
print

copy of single form 2-10
envelopes 5-4
form 4-13
format 5-3
modes 7-1
options 5-3
order 5-5
portion of forms

screen 1-12
specifications 5-3
to a disk file 5-3

Print Forms option 5-1,5-2
PRINT function 5-1
PRINT ITEM NAMES item 5-3
print options form 4-13, 5-3
print spec form 5-4
PRINT TO item 5-3
Printers

Tandy F-1
protected items 2-2

Q
question mark match 4-7
quick reference

information 1-13, E-1

R
re-enter items 2-4
re-use of disk space 6-3, 9-5
remove

all forms 6-5
blank page 9-6
form 4-13
pre-defined print spec 5-14
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selected forms 6-1
REMOVE function 6-1
renumber forms 3-5, 6-3, 9-5
required equipment I-7
retrieve spec form . I-3, 3-5, 4-1, 5-2
retrieve specifications 4-2
review form 4-13, 5-16

s
search order 4-12
search speed 1-4
SEARCH/UPDATE function 4-1
select items for printing 5-5
selection number 1-11
serial printer 5-3, B-3
Set

Printers B-2, F-1
SET UP PRINTER function 7-1
set up FILE I-7, B-1
SETUP program B-1
SHIFT TAB key 2-3
single sheet printing 5-4
slash character 4-11
sort

alphabetical 5-5
numerical 5-5

spaces, treatment of 4-2
spare copy of program I-7
split a file 3-1,3-8
start FILE 1-10

store
filled-in forms 2-4
form design 1-7
information 2-1

TAB key 1-12, 1-1, 2-3
Tandy

Printers F-1
terminate an item 1-4
terminate printing mode 7-5
times 2-3
tree-structured directory 1-11

u
update forms 4-13, 9-8
uppercase letters 1-8,4-2
User Group Preface
Using FILE

with a hard disk 1-10
with MS-DOS 1-13

v/w
volume labels 1-14
warnings 1-11,1-7,2-5,2-11
"wild-card" match 4-7
work drive/diskette I-7, B-1, B-2
work space 9-1,9-2
write-protect G-2


