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Revision B FILE/80 Software

The discs shipped with this manual contain revision B of FILE/80 software. Revision B is the new international
version of FILE/80. These capabilities are only offered with revision B FILE/80 software:

®  User entry of a multi-character currency sign during file creation. The maximum lengtk is four characters. ,

e  Choice of unique or non-unique primary keys.

e Use of (LIST) and (PLST) keys to print any record or group of records accessed with a search.

Any files created with earlier versions of FILE/80 can be used with revision B software. Note that revision B
files can be accessed with earlier versions only if they have a one-character currency sign and a unique primary
key.
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Overview

FILE/80 is a file management system that is designed for the HP-86 and HP-87 computer systems. By
utilizing the special function key capability of these Hewlett-Packard computers, FILE/80 becomes a
friendly and responsive software solution. FILE/80 is also a powerful tool providing the user with a

variety of file management operations.

From engineering to financial analysis, FILE/80 supports a broad range of applications. You can keep
track of orders, sales, inventory, and a host of other items with FILE/80. If you have an application where

you need to organize, examine, and modify information, then FILE/80 is the tool for you.

Two fundamental concepts of FILE/80 are file and record. A record is a collection of related data. For
example, all the information about a customer constitutes a record. A file is a collection of records. All of

the customer records for a company would comprise a file.

The following diagram graphically illustrates the concepts of file and record:

SAMPLE QUICK
REFERENCE FILE

Record File

Some of the many features of FILE/80 include:

Forms—FILE /80 lets you tailor the appearance of records to match your application.

Searching—FILE/80 gives you the ability to search for either a specific record or for a number of

records meeting specific criteria.
Sorting—records can be output in a variety of ordered sequences.
Output—FILE/80 can print reports, letters, or 1abels based upon information stored on file records.

With FILE/80, you don’t have to be concerned with how records are stored to access them. The system
does all the bookkeeping involved with entering and storing records in the correct locations. The ability to

6
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automatically handle the placement of records into a file makes FILE/80 a powerful tool in managing

your application.

The special function keys and screens utilized by FILE/80 guide you through each phase of file
management. Whatever your application, there are three steps that apply to file management

applications.

a. CREATE: Define and design the master form onto which data will be recorded. Once completed, a

form with data becomes a record.
b. QUERY: Examine or update the individual records in your file.

c. OUTPUT: Choose which records will be accessed and use them to produce reports, letters, or labels.

By combining the familiarity of a conventional filing system with the capabilities of the computer,
FILE/80 offers you a system that is both easy to use and flexible. In addition to the FILE/80 Program
Discs, your package includes this manual, the FILE/80 Pocket Guide, and the FILE/80 Demonstration
Disc. This manual contains many examples that are stored on the FILE /80 Demonstration Disc. These
examples enable you to see many of the capabilities of FILE/80 firsthand as you read about them in the
manual. The FILE/80 Pocket Guide summarizes all aspects of this product and provides other general

information.

Terms You Will Encounter

Character equivalents The fundamental storage unit of a computer. One character equivalent is

identical to one byte of storage.

Control characters Characters obtained by holding and pressing another key on the HP-86/87
keyboard.

Cursor An inverse video rectangle that indicates where information can be entered on the HP-86/87

screen. To make it easy to locate, the cursor blinks if it is over an inverse video area.

Default drive A disc drive that is assigned as the default mass storage location. It can be changed by

executing the 5T 1% command.

Field The basic unit in which FILE/80 stores information. This information can be different for each

record. Each record in a file contains the same fields but the information in each field can be different.

File A collection of records that use the same master form. Each file has a name and password

(optional). In addition, several output formats can be associated with a file.

Flexible disc Also called a floppy disc. A reusable storage medium that can be removed from a disc
drive. There are four FILE/80 Program Discs and one FILE/80 Demonstration Disc. You can store files

on an initialized disc with sufficient space.
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Form A blank copy of the master form that information can be entered on.
Format Refer to Output format.

Hard disc Also called a fixed disc. A mass storage device that uses a rigid rotating surface as a storage

medium. A hard discis hermetically sealed and can normally provide several volumes of storage.

Information window The central 18 lines of any screen displayed by the FILE/80 program. Forms up
to 60 lines long can be scrolled in this window with .

Leading blanks The spaces in a field to the left of the information entered.

Load The process of retrieving a program from disc and placing it into the memory of the computer.

Master form An 80-character by 60-line form the user defines. Each file has one master form. All the
records in a file are identical to this form except that each field will have specific information in it. Each

master form can contain up to 100 fields.

MSUS The mass storage unit specifier. Refer to your HP-86/87 operator’s literature for instructions to
determine the MSUS.

On-line When a peripheral device connected to your HP-86/87 can accept information sent by the

computer.

Output format An output format is a file with the necessary information to output data from the
records in your file to a printing device. There are three types of output formats: reports, letters, and
labels. Up to 100 fields can be included on a format. Each format has a name like a file and can only be

used when accessing the file for which it was defined.

Record A set of information in fields that are added to a file. Each record can contain different

information. You enter or access this information with the =& H i+ screen.

Sort string The combination of fields in the order designated on the SR TED HEFORET, SORTED
LETTER, or R TED LLHEEL screens. These fields are used to arrange records when output is

produced.

Special function window The set of special function keys displayed on the lower portion of any screen
FILE/80 displays on your HP-86/87. Each screen has its own special function window.

Tabstop A field selected on the T FEi % screen. By pressing you can move the cursor forwards to
the next tab stop on the master form. You can move the cursor backwards to previous tab stops by holding

down (SHIFT ) and pressing ( CONT).

Text Any non-control HP-86/87 keyboard characters. These characters are entered on the master form
and appear the same on each record in a file. On output formats, text also appears the same on each

report, letter, or label.

a



Title/feedback window The upper portion of the HP-86/87 screen used by the FILE/80 program. This
window contains a name that identifies each screen. Prompts, messages, counters, and assorted

indicators are also displayed in the title/feedback window.

Trailing blanks Spaces in fields to the right of the information entered.
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File Management—A Perspective

FILE/80 turns your personal computer into a paperless, electronic filing system. The high-resolution

display makes the documents in your electronic file as easy to read as a typewritten sheet of paper. Once

you’ve set up an application that meets your needs, FILE/80 can automatically process information in a

specific file. Your file records are safely kept on discs, a reusable storage media.

SAMPLE QUICK
REFERENCE FILE

The SAMPLE QUICK REFERENCE FILE is
described in section 2. Its records could be
stored in this filing cabinet drawer.

Hewlett-Packard E
Double-sided

Flexible
Minij
Disc

Many paper documents like those
stored at the left can be stored on one
flexible disc. The number of documents
stored depends on how much informa-
tion is stored with each document.

[ 1
ﬂB z‘IE?/\“/T’L:TT-PACKARD
L 1 ) } JdL J L 1 ]1
L 11 10 J{ - 7 ]
& JL JL 10 J L ] |
L 1L 1L JL_ JL _J
@® ~ACLINE [ ] [ ]
e e T T USE HEWLETT-PACKARD APPROVED DISCS ONLY
\_

Many times the number of records stored on a flexible disc can be stored on the Winchester Disc
Drives. A hermetically sealed hard disc inside these units can provide several volumes of storage.
Once again, remember the number of records stored depends on the amount of information stored
with each record. More master forms can be stored on flexible or hard discs when the forms have a

fewer number of fields.
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Using This Manual

This manual uses an integrated approach to quickly familiarize you with FILE/80. The CLIENTS file,
stored on the FILE/80 Demonstration Disc, contains 30 records. All examples in this manual use the

actual records, reports, letters, and labels stored in this file.

The following conventions are used to emphasize information in this manual. Boxes enclose information
that allows you to use specific features of FILE/80. Notes supply additional clarifying information. The
remaining text, diagrams, and screens presented in each section give you the knowledge to use FILE/80—
such as instructions for using the FILE/80 Demonstration Disc.

Section 1 introduces you to the output capability of FILE/80. You can produce reports, letters, and labels
from the CLIENTS file. You can also view actual records in the CLIENTS file on the screen of your
HP-86/817.

In sections 2 and 3, you discover how to use FILE/80 Program Disc #1 to create and access files:

Section 2 explains how a file is created and stored on disc. The entries on the master form, the basis
of the filing system used by FILE/80, are covered. You are instructed to create a file that can be
stored on the FILE/80 Demonstration Disc.

Section 3 instructs you to access specific records stored on the FILE/80 Demonstration Disc.
Examples show you how to add, update, and delete records. You will also become familiar with the

screens and special function keys used to retrieve records.
In sections 4, 5, and 6 you learn how to create output formats with FILE/80 Program Disc #2 and how to
print reports, letters, and labels with FILE/80 Program Disc #3:

Section 4 leads you through the definition and printing of reports. Each type of entry is covered.
Additional entries used on the FILE/80 Demonstration Disc are listed at the end of the section.

Section 5 shows you how to define and print letters. All entries on the letter stored on the FILE/80
Demonstration Disc are listed at the end of the section.

Section 6 covers the definition and printing of labels. Entries used on the FILE/80 Demonstration

Disc are listed at the end of the section.

Section 7 explains how to change files using the i screen after records have been stored in

them. FILE/80 Program Disc #4 is used.
Section 8 covers the use of mass storage commands with the FILE/80 program.

Section 9 explains how to protect your discs by making and using backup copies of your files. The
BACKUP program, stored on FILE/80 Program Disc #4, is used.

Section 10 explains how to restore damaged files with the RECOVERY program when recent backup
copies are not available. (In some cases, the entire file cannot be restored.) FILE/80 Program Disc #4 is

used.
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The FILE/80 Display

The following screen shows a file record that is being accessed. The record on this screen is stored in the
CLIENTS file, on the FILE/80 Demonstration Disc. You will learn how to access this record before

finishing section 1.

TITLE/ /’i

FEEDBACK >

WINDOW ¥¥ QUERY %%

INFORMATION| _ f1°¢0u TEx il -EXEE CHRNEY, WRNN. AND HILL PHONE %% (BB EE N
WINDOW Consulting Engineers

CLIENT QUICK REFERENCE FILE

LAZT MODIFIED oH_%zEE-CR-EB
LAST HAMeBRz DT
FIRST NAME_ % DR

MIDDLE IMITIAL_%%M

comnpany _ s xENPIE

SPECIAL ?ﬂﬂ PE ' NS T
C\l/‘:“g-ga/N SPECIAL FUNCTION KEY LABEL

SPECIAL FUNCTION KEY IDENTIFIER
SPECIAL ] S IS ZHS 2 2 R ZHS Z
FUNCTION » [ «8 ] L kY ] Cw ] L o) ] K12 k13 k14
KEYS "‘},“\,“3\,"‘\.,,"5\,"6\,”\

By holding down and pressing any special function key, a help message is displayed in the
title/feedback window that explains what the special function key is used for.

Notice the display is divided into three sections called windows. When the FILE/80 program is running,

your personal computer always displays 24 lines on the screen. The 24 lines make up the three windows.

%% in the title/feedback window, for example, is identified as the " screen.

Messages, prompts, and various indicators are often displayed in the title/feedback window.

The central window on your screen is the information window. Although only 18 lines are displayed at a
time, records up to 60 lines long and entire reports, letters, or labels can be viewed from the information

window.
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The key can be pressed to scroll the form displayed in the information window. The title/feedback
window remains in place when you scroll the form. When a report output format is displayed in the
information window, you can scroll it horizontally by pressing the (=) and keys if the report exceeds

80 columns in width.

The special function window displays the labels for the special function keys. The special function key
labels displayed on the screen describe the purpose of the special function keys on the computer. The
special function key identifiers, ﬂ through Jf , correspond to the special function keys (k1) through .

The special function keys are only activated when they are useful. If a special function key is disabled, the
associated special function key label is blank. Besides the special function keys, all other keys on the
HP-86/87 keyboard are disabled by FILE/80 when they aren’t needed. When you press a disabled key, the

computer beeps.

Hard-Copy Output

In order to use the FILE/80 file management system to its greatest potential, a printer is required.
Hewlett-Packard offers several models that interface with the HP-86 and HP-87. Depending on your
" application, the quality of printed output may or may not be important. Refer to appendix C for a listing
of printers supported by FILE/80. Instructions are also provided for setting the default printer type on the

{ ™ screen.

On the following pages, samples of the hard-copy output you can produce with FILE/80 are shown.
Instructions for producing each of these documents from the CLIENTS file, stored on the FILE/80

Demonstration Disc, are provided in section 1.
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ACCOUNT _$##MM-OZGF FHONE ## (213 B8S5-2101
CHANEY, MANR, AND HILL
Consulting Enqineers

CLIENT QUICK REFERENCE FILE

LAST MODIFIED ON_## 7/Z0/82

LAST NAME _##Marriot

FIRET NAME_ ##Matthew

MIDDLE IMNITIAL ##L

COMFANY ##Snlar Flanners Unlimited
ADDRESS 1| _##4275 Willis Avenue
ADDRERS 2_##

CITY/STATE ##Van MNMuys, Calitfornia

ZIF CODE ##2140%

ACCOUNT REF_##Mr. Dyer
HOURS LOGGED_## 4 MONMTHLY
LAST CONTACTED ## 7/14/82
FROJECT _#H#0206

CLASSIFICATION ##01--C8

CONSULTING REQUIREMENTE ##Concrete Foundations

FROFITABILITY INDEX ## 1

1. Subtract TOTAL AMOUNT FAST DUE from YTD RUSINERS VOLUME.
2. Divide difference cbtained by YTD RUSINESS VOLUME.

PROJECT FROM _## &/ 1782 TO _##
TATAL HOURS ALLOTTED #4 4

CLIENT SINCE ## Z/14/73

TOTAL AMOUNT FAST DUE_##$ L GG YTD BUSINESS VOLUME_ ##% 120.00
AMOUNT FAID THIS MONTH_##$ 120,00  YTD CONSULTING HOURS_ ## 4
RATE SCHEDULE 1_##$ 30,00 HOURS THIS MONTH 1_## 4

RATE SCHEDULE 2_##% 45,00 HOURS THIS MONTH 2_## ©

Sample Form

This form is 80 columns wide by 60 lines long. You ¢an print one of these documents for each record in
your file as well as a listing of fields entered on the master form (page 56). Instructions are provided in the

next section.



CHANEY, MANN, AND HILL

PROJECT SUMMARY REFORT

Consulting Engineers

8/12/82

15

CLASS FROJECT HOURS VOLUME FAST DUE FROFIT INDEX
Grand Totalss
$141390,00 $3246. 00
CHANEY, MANN, AND HILL 8/12/82
Consulting Engineers
FROJECT SUMMARY REFORT
s AND HILL B8/12/82
CLASS FROJECT HOURS VOLUME FPAST DUE PROFIT INDEX
o1-Cs iz02 320 $10200.00 $.00 1 Engineers
0206 4 £120.00 $.00 1 larky REFORT
0207 7 $210.00 $135.00 35714285714
A 'OLUME PAST DUE PROFIT INDEX
0307 13 $465. 00 $96.00 .79354838709
180 . O $.00 1
1701 11 $345.00 $.00 1 0
[10.00 %.00 1
Subtotals for: 01-CS
355 $11340.00 $231.00
'90.00 $.00
02-MD 1101 210 $6450.00 $200.00 96899224804
hOO . 0O $.00 1
1102 80 $2700.00 $100.00 96296296296
'30.00 $1000.00 93722536095
Subtotals for: 02-MD
290 #9150, 00 $300.00 i25. 60 $.00 1
75. 00 %.00 1
03-61 1201 125 $5250. 00 %.00 1
165 00 $.00 1
0901 30 $1050. 00 $.00 1
P40. 00 4500.00 .96653279785
0902 20 $600.00 $.00 1
57C. 00 $320,00 .43B59649122
Subtotals for: C3-GI
175 $6700.00 $.00 130, 00 $4350.00 .28571428571
03~1G6 0801 750 $23250. 00 $100.00 .99569892473 | =5, 00 $2270. 00
0601 {0 $2850.00 $.00 1
- 340 . Q0 .00 1
1001 i1 $345. 00 $345. 00 [
PCO. 00 %.00 1
Subtotals for: 03-16
851 $26445, 00 $445. 00 o5, 00 Lon i
. 20. 00 %.00 1
04-ME 2202 180 $5700.00 $.00 1
L80.00 ®.00 1
1 565, 00 $.00 1
730.00 =00
2
Sample Report

the sample form.

This report is printed in the order of the .

| fields on
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One of these letters can be printed for all recently contacted clients. Letters can include fields directly

CHANEY, MANN, AND HILL
Consulting Engineers

2250 Camden Avenue, Los Angeles, California 20033

8/12/82

Matthew L. Marriot

Solar Flanners Unlimited
4275 Willis Avenue

Van Nuys, California 91403

Dear Matthew,

Our firm is pleased to be able to offer the consulting
area of Bolar Engineering to our already broad range

of services. Dr. David Alvord, a recent graduate of

the Sclar Engineering program of the University of

Hawaii has recently joined the staff of CHANEY, MANN,

and HILL. We know that vou can benefit from the services
of Dr. Alvord in any new or existing projects that

you consider integrating with solar power.

Your account representative, Mr. Dyer, would be pleased
to provide you with details. To schedule an appointment
with Dr. Alvord, call our offices at 1-800-5355-4T67.

Cordially,

Rill Chaney, Fresident

Sample Letter

from the master form, like the HCCDHIMT R EF field used in this letter.
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Sample Labels

One label can be printed for each file record. You can print mailing labels in zip code order for addressing

envelopes. In addition to the current date, any field on the master form can be printed on labels.
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FILE/80
Demonstration
Disc

O-

FILE/80 FILE/80 FILE/80 FILE/80
Program Program Program Program
Disc #1 Disc #2 Disc #3 Disc #4

O. O. O. O.

I l | i
FILE/80 FILE/80 FILE/80 BACKUP
CREATE FORMS QUERY TABS DEFAULTS OUTPUT REDEFINE
ADD SEARCH UPDATE DELETE REPORT LETTER LABELS

PRINT SPECIFICATIONS

Overall FILE/80 Diagram

RECOVERY



Section 1

Getting Started

Introduction

This section explains how to use FILE/80 with your HP-86/87. You will learn how to display individual

records. Later in this section, the FILE /80 Demonstration Disc is used to print reports, letters, and labels.

To operate FILE/80 properly, you will need the following hardware:

e An HP-86 or HP-87.
e A minimum of 96K bytes of user memory (RAM).
® One dual flexible disc drive, two single disc drives, or a hard disc drive with flexible disc access.

¢ Printer to produce hard-copy output, if desired.

h e Interconnect cables.

Additional memory beyond 96K bytes is not necessary but does shorten the processing time when sorting
records for output or reorganizing files.

Note: For more information about connecting disc drives, printers, and other peripheral devices to

your computer, refer to the owner’s manual or other literature supplied with each device.

It is recommended you make and use working copies of all the discs supplied with this package. These
include the FILE/80 Program Discs and the FILE/80 Demonstration Disc. Place write-protect tabs on the
copies of the program discs. Keep the original discs for archive purposes. Refer to your HP-86/87 owner’s

literature for instructions on copying discs.

WARNING
It can be necessary to change the program media (flexible discs) while the FILE/80 program is running.
FILE/80 will prompt you whenever a media change is required. DO NOT CHANGE MEDIA WITHOUT
BEING INSTRUCTED TO DO SO. Changing media, opening disc drive doors, or turning a disc drive off
without being prompted can result in corrﬁption of your files and possible loss of data. Pressing

RESET ) twice while the program is running can have the same consequences.

19
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Not all the program segments stored on the FILE/80 Program Discs are loaded into your HP-86/87
simultaneously. When the FILE/80 program is running, different program segments are automatically
loaded when they are needed. When this occurs, a message is displayed on the screen explaining that
the system is busy. Wait until the loading process is finished. If the FILE/80 Program Disc containing
the needed segment is not on-line, then a message instructs you to insert a specific FILE/80 Program

disc by its number (1, 2, 3, or 4). The name of the program segment is also provided.

Loading FILE/80

The following instructions are for flexible disc drives. A default mass storage unit specifier (MSUS) of
t LIVEE is assumed. An MSUS of : [i7&i 1 is also assumed. Your system might not have these exact
MSUSs. If you have a different MSUS, simply substitute your own MSUS for the one used in this manual.
Refer to your HP-86/87 owner’s documentatlon for instructions on determining the correct MSUS for

devices connected to your computer. The {155 = command can be used to change the

default MSUS.

a.  Connect disc drives to your computer in the proper manner.

b.  Ifhard-copy outputis to be produced, connect your printer with paper at proper top of form.

Note: Itis recommended different addresses be used for your disc drives and printer.

c. Apply power to all devices connected to your computer.

d.  Turn your computer on.

i and the FILE/80 Demonstration

1 1. Make sure the disc drive doors are closed.

e.  Insert FILE/80 Program Disc #1 into the default MSUS of : i
Discinto MSUS : 1

f.  Enter the following command and press (END LINE ).

fETLE oar

g. Pressthe key.

When the screen with the - = message appears on your display, FILE/80 has
been properly loaded. The POWER llght on your computer should be blinking to indicate a program is
being executed. Some plug-in ROM modules can reduce the amount of user memory FILE/80 can access.

If sufficient memory is not available when is pressed, then a message is displayed.



Section 1: Getting Started 21

Demonstration of FILE/80

Follow the previous instructions for loading FILE/80. After the i+izi. T FILE 25 message

is displayed, you are ready to begin.

Press the special function key and enter the file name CLIENTS followed by (END LINE).
When the password is requested, enter HP and press (END LINE). This gives you access to a file on the
FILE/80 Demonstration Disc. Later on, you can store some of your own files on this disc.

After entering the file name and password, this screen is displayed. Just follow the instructions in the

title/feedback window. For example, if the current date is August 12, 1982:

Press (OBOLRG®®

¥ FILE~-80 X%

1] - L | HiE 4 [ a - | ———]

FILE/80 Display

FILE/80 asks you to verify the device address of the printer and the MSUS of each disc drive attached to your
personal computer. It is important you make sure this data is complete and correct. To change the printer
address displayed in the title/feedback window, press [JJUNEIY. enter the correct address, and press
(END LINE). The (SPACE BAR), (B55), (=), and (=) keys can be used to edit an entry before pressing (END LINE).

The MSUSs of the drives where the FILE/80 Program Disc #1 and the FILE/80 Demonstration Disc are lo-
cated need to be present. At least two MSUSs are required unless a hard disc is on-line. To enter an MSUS,
press [, enter the digits, and then press (END LINE). To remove an MSUS recorded as being on-line, press
BEMENR. enter the digits on the screen, and press (END LINE).

When the printer address and the table of drives on-line are correct, press . When the next screen is
displayed, press to view the individual records in the CLIENTS file.
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Press [OlNIE3

% FILE-20 %x

Flease select a special function key,

2] OUTPUT WEIREDEFIHE SIDEFAULTS T] _CONE ]

FILE/80 Display

You should now have three special function keys on your screen— m , BAREY , and [Ii[YA . Press the
BRREIME special function key. The &
master form used to store each record in the CLIENTS file. (In section 2 you will learn how to create

i.H screen is displayed. You are looking at a blank copy of the

master forms.) FILE/80 requires records to be unique. To access records, you make an entry on the blank
form displayed. For example, to retrieve records in the CLIENTS file for account number MM-02SP, you
look for the i i1 field on the master form and enter (M) (M) (0)(2)(S)(F)in it.

" field is located in the upper left of the information window. Also notice it is

displayed with inverse video. This means the cursor is currently on the i field and you can
enter information into it. The cursor is automatically positioned on the first field of a record when it is

accessed.

You can press to move the cursor to the next field. Or, you can hold down while pressing
to move the cursor to the previous field. Try pressing (END LINE). The name of the next field,
[ field by pressin

FHUME, is now displayed with inverse video. Move the cursor back to the
(SHIFT) (ENDLINE). Then press the keys indicated to retrieve a record for
from the CLIENTS file:

T IY)
(S ] e
i

7
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Press @M@ DEE

%% SEARCH XX

PHONE %% <HIN> NUNN T
CHANEY, MANN, AND HILL
Consulting Engineers

CLIENT QUICK REFERENCE FILE

LAST MODIFIED oN_xzi-HE-HR

LasT nameBz NG

FIRsT HAME_ &«

MIDOLE INITIAL_xzMl

conpany . &=

ST BE CHR B EECETNER B RN

FILE/80 Display

The record for account number MM-02SP is displayed on the Ll screen. You can press the special
function key to see if any other records in the CLIENTS file also have this account number.
Actually, ther¢ are three separate records in the CLIENTS file for account number MM-02SP. These

records are distinguishable by entries in the F R JECT field: S28E, BZ2EY, and 82

3. To display
the FRILIEDT field, press twice. You can view each of these records in succession by
pressing . Many times, it is advantageous to access groups of records that satisfy certain
conditions. You will learn how to do this in section 3. " Co . :

The record you see on the RLIEFR" screen (next page):is just part of a 60-line record that s'vt‘ores‘info,r_rgétvion for
each pioject of the Consulting Engineering firm ,CHANEY, MANN, and HILL. By pressing (CONT) ;r'( SRIFT)
(ROLL), you can move forwards through the file record for account number MM-02SP, Solar Planners
Unlimited. Press (SHIFT) (CONT) or (ROLL) to move in the opposite direction. You can view the 60-line record
through the information window of the LLER" screen. - ' k

Whenéver a file record is displayed on the HLIER' screen as a result of a search, you "c::g;n;ﬁgesé‘ to obtain
a hard copy of it. To print copies of all records accessed with a search, press (PLST). With the current search
conditions, records for projects DEXIS, NN, and [(FARS! can be printed by pressing (P LST).

In the next part of the FILE/80 demonstration, you can produce additional hard-copy output from the
CLIENTS file. To continue with the FILE/80 demonstration, press on the AUER" screen.
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Press [N}

¥k QUERY *x¥%

Please select a special function key.

ACCOUNTEz 2RI

PHONE %% (B> HE-ENER
CHANEY, MAMN, AND HILL
Consulting Engineers

CLIENT ®UICK REFERENCE FILE

LAST MODIFIED oH_zzER-EH-EBE
LAST NAMEBEx :IFrET
FIRST NAME_ 2P

MIDDLE INITIAL_%zM

COMPANY _ & N IS TEEEY
BEETTREE o[ —— W] LUFOATE CDELETE

Flarmners

FILE /80 Display

When the - 1 i

Press [[IVAEETL]

1 screen is displayed, do the following:

¥ FILE~B8O %X

RELEFIHE = | DEFHULTS -] CoHE ]

FILE/80 Display

Whenever output is produced, the name of an output format is entered. This name tells FILE/80 which
report, letter, or label format you want. To print a report just like the one shown in the overview, do the
following:
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Press (RAEEO®OD

¥% QUTPUT %%
N\ FORMAT HAME?

ELNETR B - 1 ae =] HEESE R

FILE/80 Display

FILE/80 will prompt you to insert FILE/80 Program Disc #3. Replace FILE/80 Program Disc #1 with
FILE/80 Program Disc #3. Do not remove the FILE/80 Demonstration Disc. After you have inserted the

new program disc, press [INTERS .

/\ The PROJECT SUMMARY REPORT is printed from the records stored in the CLIENTS file. This
report summarizes each record stored on the FILE/80 Demonstration Disc. If you were to update any
record in the CLIENTS file, then the PROJECT SUMMARY REPORT would reflect this change. (You
will learn how to update records in section 3.) Press the [{JJJIJMIJE srecial function key on the

FRIMT SFPECIFICATIONS screen:

Press JUIBEZIN NN

%% PRINT SPECIFICATIONS k¥ Format:

Please select a special function key.

E HEEEEXEEN FIES ac 1~ FrInT

FILE /80 Display
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T screen. Make sure the

Frirmter tuyps settings are compatible with your own computer

i setting should also be checked.

#:# 1 This should be set to the address of your printer. You can refer to the

owner’s literature supplied with your HP-86/87 or printer for instructions to determine your printer’s

address.
o iimier Tups: Refer to appendix C to determine the correct setting.
e Form sime OlLinss’ ! Thisis preset to 66—the number of lines on standard paper forms. If

the forms you are using are non-standard, enter the number of lines that can be printed on a single

page.

To change items on the default list:

a. Press (END LINE ) or (SHIFT) (END LINE) to move the cursor over the number of the item you wish to

change.

b. Press [(MERINIEA .

c. FILE/80 displays instructions for entering the changes from the keyboard. Make the requested
entry and press (END LINE).

d.  Repeat steps a through c until all items in the list have the settings you want.

e. Press (ISR .

e

f. The FiEIHT

- TOHT IS screen is

After you pi‘ess on the &
displayed. You can begin printing the PROJECT SUMMARY REPORT shown in the overview by

pressing . While your report is being printed the - * {1 T screen is displayed. Each page of your

report is also displayed in the information window as it is printed.

/\\\
1
—
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Frinting record #8
*¥ REPORT XX

Printing Format:

CHANEY. MANN, AND HILL

Consulting Engineers

PROJECT SUMMARY REFORT

CLASS FROJECT HOURS VOLUME PAST DUE PROFIT INDEX
81-Cs 1282 328 $16206.08 $.08 1
8206 4 $126,.086 .00 1
ezav 7 $210. 80 $135.00 .35714285714
a3a7 13 $465 .66 $96 .80 . 79354838769

HE =1 - [ ————] -]

FILE/80 Display

When your report has finished printing, a new special function window is displayed on the FEFOFET
screen. You can press to end the demonstration. To continue with the demonstration, follow these

instructions:

a. Press (1UREEEN] .

b.  Select one of these options:
1. To print 30 file records with a master form summary, press W .
2. To print 12 sample letters, enter the format name LETTER and press .
3. Toprint 12 sample labels, enter the format name LABEL and press (END LINE).

c. TheFEIMT SFEDIFICATIONE screen is displayed.

d. Press to check the current defaults. Use the procedure on page 26 for changing
defaults.

e. Press on the [EFAIIL TS screen.

f. Verify that paper is at proper top-of-form.
Press onthe FrIMT

I ICHT I0MD screen to begin printing.

After the output has completed printing, press to end the demonstration or repeat steps a
through g for additional output.
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FILE/80
PROGRAM
DISC #1

O.
|

CREATE FORMS QUERY DEFAULTS TABS

NAME PASSWORD FORM SELECTKEYS DONE

NEW MOVE DELETE PRIMARY SECONDARY

FIELD FIiLD FIELD
FIELD TYPE LENGTH PUT PICK PUT PICK UNDO UNDO CONFIGURE
NAME

— QS

— OO

ol | OAT

—

e N T

CREATE FORMS Diagram
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Section 2

Creating Master Forms

The master form, which is the basis of the filing system used by FILE/80, is created in this section.
Sections 3 through 6 of this manual explain how to access and process individual records stored with the

master form.

Records in a file are like the paper documents and forms that can be stored in filing cabinets. Examples

throughout this section show you how each record in a file is created. Each record in your file is formatted

according to the master form. With the % special function keys, you and FILE/80

create the master form.

You are instructed to create a master form identical to the master form used on the FILE/80
Demonstration Disc in this section. The master form you will be creating is pictured in the overview.
Instead of being for the CLIENTS file, which is stored on the FILE/80 Demonstration Disc, the master
form you create in this section will be for the SAMPLE file. The operations in this section can be

performed with any of these discs:

e The FILE/80 Demonstration Disc.

¢ Any flexible or hard disc with some extra space. Other files can already be stored on this disc.

® An empty disc that has been initialized.

All discs you intend to use for storing data must be on-line before creating the file.

Introduction

FILE/80 always displays the master form you’re designing on the screen of your HP-86/87. It appears the
same as it would on a sheet of paper and yet you can change it. This enables you to design the master form
as you create it. The ! % screen aids you in the design of the master form by only
providing special function keys that are useful. The master form is 80 characters wide. This matches the
width of the HP-86/87 display screen. It can contain up to 60 lines of information. The diagram on the

. facing page shows the organization of the special function keys used to create a master form.

After the master form has been created and stored on disc it can still be changed. However, changing a
master form already stored on disc requires several steps not necessary during the initial creation. These

additional steps are necessary because data can already be stored in the forms of the original file.

29
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Stariing Forms Creation

Follow these instructions for loading FILE/80:

a.  Connect disc drives to your computer in the proper manner.
b.  Apply power to all devices connected to your computer.

c. Turn your computer on.

and the FILE/80

d. Insert the FILE/80 Program Disc #1 into the default MSUS of ;
1. Make sure the disc drive doors are closed.

Demonstration Disc into MSUS

e. Enter the following command and press (END LINE ).

f.  Pressthe key.

This screen is displayed. To begin the creation of a master form, do the following:

Press [NATHEINZ

¥k FILE-8@ XX

WELCOME TO FILE~-388.

HEW FILE OLD FILEN: ]| — a8 H ———

FILE /80 Display

These special function keys are provided:

AEZIEIR]Y Press this special function key to begin the creation of a new master form. You are
requested to enter the name and password of the new file. You choose both of these.

Press this special function key to access a file already stored on disc. FILE/80 prompts
you for the name of the file and then the password (if one has been designated).
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Press this special function key to exit FILE/80. Your HP-86/87 returns to calculator mode. To
access or create files, you must reload the FILE/80 program and press (RUN). Any information
entered in the current session, such as the file name, password, or date must be entered again.

File Names and Passwords

Each master form you create is associated with a single file. Whenever you access a file, you must supply

the file name and, if applicable, a password. You are prompted to enter the file name after pressing

AT on the F 1

File names can contain any upper or lower case letter or digit and have a maximum length of eight
characters. Do not use the characters periocd, comma, or semicolon in the file name. It is also important
not to use the name of any file currently on-line. Passwords can contain up to 10 characters.

L.E MHME is displayed. To enter the file

After you press AOEHEIL . the prompt i

name SAMPLE, for instance, press the following keys:

®®M @ O E(ENDONE)

The name SAMPLE is displayed in the title/feedback window. This file name must be supplied when
accessing this file in the future.

o
HH

PASSWORDS: When the prompt EHTER THE <L appears, you can enter a password (10
characters or less) and press or just press to override the password option. If you do
enter a password, record it on a sheet of paper for future reference. After the file has been created, it will be
impossible to access it again without the password.

File Configuration

After entering the file name and password, FILE/80 asks you three questions for configuring your file.
These parameters are only entered once. They cannot be changed after your file has been stored on disc.

¢ Ordering of month, day, and year when dates are displayed or printed.
¢ Characters used to separate the month, day, and year when dates are displayed or printed.

¢ A character to be used as the currency sign. This character appears immediately to the left of
monetary amounts when they are printed.

After you enter the file name and password, this screen is displayed for configuring your file.
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% FILE-8B X%

Please select a key to indicate how dates are to be displayed.

MM OO W OO MM WY LR B E HIE

FILE/80 Display

Press a special function key to choose how dates in your file will be displayed. If you press RITINUTERET ,
for example, dates will be displayed in a month day year format. After you select the format, this screen is

displayed:

¥ FILE-B88 *x%

Please select the insertion character you want in the date.

IEEGREEE BETNNEE B EREERERE BNt BE H ———

FILE /80 Display

the appropriate special function key to indicate your choice. To change the ordering of the month, day,
and year, you can press . After you choose the slash, period, or hyphen, this screen is displayed:
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FILE HAME S = MELE ¥¥%¥ FILE-/B@ XX

CURREHNCY SIGH
Please enter the currency sign.

1 [ — at HE 4] BE 7 | ———

FILE/80 Display

You can enter up to four characters for the currency sign. Type in the currency sign of your choice and press
(ENDLINE). The characters displayed beside the CLIRREHC'Y ZIGH prompt determine what currency sign is
used for your file. The dollar sign (fJ) is already displayed in the field. Press to select the dollar sign.

In this manual, all files have the following configuration:

¢ MMDDYY format.

e . insertion character for dates.

e f currency sign.

After these items have been specified for your file, FILE/80 prompts you to enter the current date.

Entering Peripherals

The printer address needs to be entered. FILE/80 displays the default address of in the printer address
prompt. To enter the default address of U], press (END LINE). Next, the MSUS of each drive that contains a
disc to be used by FILE/80 needs to be entered. Unless a hard disc is on-line, at least two MSUSs must be
entered.

If the file you are creating is large, it can span several volumes. The MSUSs for all volumes on which a file is to
be stored must be entered. All these volumes must be on-line whenever the file is accessed. In addition, the
MSUSs of the FILE/80 Program Discs need to be entered. A dual flexible disc drive normally has the MSUSs
(0788 and : 0781, To enter these, do the following:
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Press  (D(0)(©)(ENDINE) JE (D (@ (D) (ENDLINE)

¥¥ FILE~-86 ¥%

“:D70B" ":p7@1"
[~ ] - BEESE BT A GEEREEER

FILE /80 Display

The special function keys on this screen are used for changing the printer address and adding or removing
MSUSs from the table displayed in the information window. To enter the first MSUS, type in the digits and
press (END LINE). For each additional MSUS you enter, the special function key must be pressed once.

GREIUVE Y0 - “ is displayed. Press once to enter an MSUS. After entering the dlglts
press (END LINE).

[l Press this key to remove any MSUS already dlsplayed on the screen. When pressed the

prompt S L LR IVE ME VD WAMT TO s - i
is displayed. You enter the d1g1ts and press . The MSUS you entered is removed from the
table.

LSRN Press this key to change the printer address currently displayed in the title/feedback window. m
When the prompt appears, enter the digits and press (END LINE). ’

ISR When each MSUS on the screen is correct, you press this special function key to continue

creating the master form.

After each MSUS has been entered, check over the table to verify that all MSUSs are correct and that the
table is complete. Then press NCCEP TR This completes the process of entering MSUSs. FILE/80 gives
you the option of updating this table during future sessions.
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The Master Form

Whenever you create a master form, there are two basic types of entries that are made on the form, fields
and text. Use fields for information that can change from one record to the next. Text appears the same on

each file record. Instructions for defining, moving, and deleting fields follow.

A maximum of 100 fields, with a combined length of 1,020 character equivalents, can be placed on the
master form. In addition, you can enter up to 4,800 characters of text. The dimensions of the master form
are 60 lines by 80 columns. The FILE /80 program does not allow you to create a master form that exceeds

these limits. A table of character equivalents is provided on page 55. Text entry instructions are provided
later in this section.

The master form used on the FILE/80 Demonstration Disc consists of fields and text. A list of the entries
is provided at the end of this section. By following the instructions for defining fields, you can “recreate”
the same master form that was used for the sample report, letter, and mailing label shown in the

overview. To place fields or text on a master form, you must press [JUE on this screen.

Press

¥* CRERTE FORMS XX

H A E HEEE

HENTTIEE EIC = ] - | ———

FILE/80 Display

If necessary, you can change the name of your file or its password by pressing the JIZEIN or

'NEIBEMIIEL keys, respectively. Or, you can press [S9H] to return to calculator mode. When [JIINy is
pressed, this screen is displayed:

% CREATE FORMS X%

BE HES 5 ] 51 CounT E TR

FILE/80 Display
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The following special function keys are provided:

m Press this key to define an individual field to be placed on the master form.

[®IIVIN) Press (MIIVAN) to display a message indicating the total number of fields currently on the

master form.

IEATHE Press this key to display the number of character equivalents currently being used by the
fields on the master form. This relates to the 1,020-character equivalent maximum of storage

available on a master form.

Press when all field and text entries have been made on the master form. The
CREARTE FUOREMS screen with the special function key is displayed.

Note the line and column counters in the title/feedback window. These continuously display the location
of the cursor on the master form. To move the cursor across the surface of the master form, the cursor keys
can be used. When the cursor is on the first or last line displayed, the master form is scrolled

automatically with (1) or (3). The cursor stays in the same column. These keys can also be used:

Press this key to move the cursor to column 1 of the next line on the master form.

Press this key to display the next 15 lines of the master form. Successive 18-line segments of the

master form are displayed with a 3-line overlap.
Press this key to scroll the master form.

With these keys, you can also hold down and press the key to move the cursor or scroll the master
form in the reverse direction. Even if the master form is blank, you can verify the location of the cursor

with the line and column counters.

Fields

Fields allow you to enter information which can be different for each individual record. To begin the
definition of a field you press [Jf on the - = screen. FILE/80 prompts you to do the
following:

¢ Enter the field name.
e Select the type of the field.
¢ Enter the field length.

® Put the field on the master form.
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After completing these steps, the new field becomes part of the master form. The field is displayed in the
information window after entering the length or selecting the type of the field. If a field has a predefined
length, it appears on the screen after the type is selected. When displayed in the information window,

each field has the following configuration:

KEY INDICATOR FIELD

\ l

FIELD NAME SEARCH/SORT INDICATORS

The characters you enter for the field name are displayed in the field name segment. In addition to

appearing on the master form, field names can be used for automatic column headings on a report.

The key indicator is blank now. Fields designated for the primary key display the digits i, &, %, or 4,
denoting their order in the primary key. If you designate a field as a secondary key an *: is displayed. A
field designated as both a primary and secondary key only indicates the primary key field number. Both
types of keys are covered under Key Selection on page 49.

The search/sort indicators perform dual functions. They can be used for specifying conditions on the

- screen. This screen locates records in your file based on information you enter into any field on

the master form and is covered in section 3. These indicators are used on the &iiii

. screens also. You can choose the order that file records

FEDD LETTER, and =0ETED LABEL
are accessed for printing reports, letters, or labels with these screens. Use of the search/sort indicators for

producing output is covered in sections 4 through 6.

Entering Field Names

Entering the field name is the first step in defining a field. When is pressed, this prompt is displayed
in the title/feedback window:

HFIME

The cursor is located in the first character position of an inverse video strip. Field names can include any
alphanumeric characters and have a maximum length of 27. Only blanks that are embedded in the field

name are used—both leading and trailing blanks are removed.



38 Section 2: Creating Master Forms

If you don’t want to give the field you’re defining a name, just press (END LINE). The (SPACE BAR), ,
(<), and keys can be used to edit the field name before pressing (END LINE ). To enter the field name
I kiHPME, for example, do the following:

Press MAME

¥%¥ NEW FIELD %%
ENTER THE NEK FIELD NAME

1] HE 1> | — 4 1 — a e

FILE/80 Display

After you press , the labels in the special function window change to allow you to select a field

P LR R
13 )
i

type for the i. T  MHFFME field. These are shown on the next screen.




(’“\
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Field Types

FILE/80 gives you a choice of six field types: character (formatted or unformatted), integer, float,
currency, autodate, and date. Different field types give you a variety of ways to use the information stored

in each field. Field types are chosen with special function keys. You just press the special function key
corresponding to the type of field you want.

If you enter a field name of .

, the following screen is displayed when is pressed.
To select the character field type, you merely press the @ERE special function key. After pressing AL ,
a prompt is displayed in the title/feedback window requesting you to enter the length of the field.

Press [l

¥*% NEW FIELD %x

Select a field type from the special function keus,

=l inrecer Mol FLOAT ]

C sl AT ODATE

FILE /80 Display

You can select any of six different field types by pressing the appropriate special function key:

Press this special function key to select a character field. You can then press [{RENLE to
enter a formatted character field.

LLLLERE Press this special function key to choose an integer field. Computation can be performed
with integer fields although no fractional numbers are allowed.

QRN Press this special function key to select a numeric field that can be stored with a variable
number of decimal places. Only non-zero decimal places are displayed.

[V ENENOY Press this special function key to select a numeric field with a currency sign and two
decimal places.
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Press this special function key to select a date field that automatically registers the last

date when file records were updated or added.
XL} Press this special function key to select a date field that can store any date you enter.

i.Il screen with the prompt

HHME in the title/feedback window. You can change the name of

the field by entering a different name and pressing (END LINE).

The Character Type

Character type fields can contain the letters A through Z (upper or lower case), the digits 0 through 9, or
any non-control characters on the HP-86/87 keyboard. On the CLIENTS master form, the i. FFME
field has a length of 15. Any combination of 15 characters can be stored in this field. The name “Marriot”

would be a good example. Since this name is seven characters long, there are eight trailing blanks in the
= field when the name Marriot is stored in it. The length of character fields can range from 1

to 50 characters.

FIELD

LAST NAMEBR# TSR

T

FIELD NAME

The use of character fields offers you the most versatility for items that don’t require computation. Notice
that character fields cannot be used for calculations, even though digits can be stored in them.
Instructions for using the special function key, which is displayed after [# is pressed, are
provided under Formatted Character Fields, page 46.

The Integer Type

Integer type fields are numeric fields that have no decimal places. Computations are performed with
integer type fields, so only the d1g1ts 0to9can be entered in them. Both positive and negative values can
be stored in these fields. The i | = field on the CLIENTS master form has a
length of 9. If the number 4 is stored in this field, it appears on the right-hand side. The eight leading

blanks are treated as zeros. Integer type fields can range in length from 1 to 12 digits.

~

B

/'\
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FIELD

l

vTo coNSULTING Hours_ NG

f

FIELD NAME

Integer fields are useful for storing values that don’t have a decimal point. The minimum and maximum
values that can be stored in an integer field are dependent upon the length of the field. An integer field
with length 12 can store any number ranging from —99999999999 to 999999999999. When present, the

minus sign is displayed immediately to the left of the number.

The Float Type

The float field is the most versatile numeric field offered by FILE/80. Any number that can be stored in
your HP-86/87 can be stored in a float type field. You can enter numbers into a float type field with a
decimal point and a power of 10 (preceded by the letter E). FILE/80 then dlsplays the number with one
digit to the left of the decimal point and adjusts the power of 10 accordingly. The F
{ on the CLIENTS master form is a float type field. It is eight digits long:

FIELD

/

PROFITABILITY INDEX_%xINIGEEEER

}

FIELD NAME

Because the number entered in this field is less than eight digits long, it isn’t displayed as a power of 10. A
decimal point is only displayed when the value stored is fractional or is displayed as a power of 10. The
number of decimal places that can be stored in a float field depends on the length of the field. Float type
fields can range from 8 to 19 digits.

The Currency Type

Currency type fields are used when monetary amounts are being stored. FILE/80 provides a decimal
point and the currency sign entered when the flle was configured. Calculatlons can be performed with

numbers that are stored in currency fields. The T field on the CLIENTS

master form is a currency field. It has alength of 12:
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FIELD

#
vYTD BUSINESS voLUME_ %% sHIEEEEEDR .[

T

FIELD NAME

Currency fields can range in length from 3 to 12 digits. The maximum amount that can be stored in a
currency field is 9999999999.99. The minimum amount is —999999999.99. The range of values depends on
the field length. With currency type fields, the minus sign always appears on the left side of the decimal
point. On printed reports, letters, and labels, the currency sign is placed immediately to the left of the
leftmost digit in the field or the minus sign, if present.

The Autodate Type

Autodate fields have a fixed length of eight characters. The date entered at the beginning of a session is
automatically entered in autodate fields when records are added or updated in your file. The autodate field
has the format selected during configuration such as MM/DD/YY. The M’s, D’s, and Y’s, stand for the
month, day, and year. The L. 7 i1 field on the CLIENTS master form is an autodate
field:

FIELD

/

LAST MODIFIED OHN_%:ER-EHE EB

FIELD NAME

It is recommended an autodate type field be included on each master form you create. This allows you to

monitor when each file record was last updated. The |.F il field was last updated

during a session when the user entered the date 07/30/82.

The Date Type

The date field has a fixed length of eight characters. Any digits 0 through 9 and the blank character can
be entered into a date type field. The date you enter in the field has the format you selected (such as
MM/ DD/YY) Date type fields can contain a different entry for each record in a file. The . i

FIELD

LAST coNTACTED_#:EH-TB-ER

FIELD NAME
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Two slashes, decimals, or hyphens (selected during configuration) are provided with each date type field so you
don’t need to enter them. Only the digits 0 to 9 and the blank character can be entered into a date type field. A
single digit for a month or day can be entered where either of the two M’s or D’s are placed in date type fields.
Also, blanks can be used in place of zeros.

Note: When date or autodate fields are printed, blanks replace leading zeros in the month or day
positions. If all positions are blank, nothing is printed.

Field Lengths

FILE/80 prompts for the field length only after you have pressed W , entered a field name (optional),
and pressed either,,, or IRy When prompted to enter the length of a
field, you simply enter the length (as a number) and press (ENDLINE). If the length you enter is not
permitted, a message is displayed giving you the range of acceptable lengths. These lengths are
summarized in the Field Length Table, page 44. If you're entering the length for an integer, float, or
currency field, refer to Numeric Field Lengths on page 44.

Note: With long character type fields (formatted or unformatted), it is possible the field itself won't fit

on labels you design. Refer to Converting Dimensions, page 153, for specific column widths.

If you entered the field name L.AZT HHIME and pressed [, this screen is displayed. To enter a
length of 15, do the following:

Press  (D(E) ‘

¥% NEW FIELD %%
ENTER THE LENGTH OF THE FIELD

Hi—— mnt <[ ————W- ] Fcocr W ———

FILE /80 Display
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The following special function keys can be used:

AIEEILS Press this special function key to enter a formatted character field. Instructions are
provided under Formatted Character Fields on page 46. This special function key is only shown

when a character type field is selected.

AL By pressing I , you can change the type of the field you are defining. When pressed,

the screen with the field types in the special function window is displayed.

Numeric Field Lengths

Itis recommended you overestimate each numeric field you define by several digits if you plan to
take subtotals or grand totals of the field for a report. FILE/80 automatically allows two extra
digits. Unless your field with two extra digits is large enough to accommodate the total being

accumulated, the result printed on your report will not be correct.

FILE/80 does give you the capability to increase the length of fields on any master form after it
has been stored on disc. However, because data may have already been entered into the separate
file records this modification can be time-consuming. By choosing field lengths large enough to
hold any totals you can anticipate, you avoid the need to modify the length of numeric fields.

Details on taking grand totals and subtotals are provided in section 4.

A wide range of field lengths are available for most field types. These lengths are entered as numbers
from your HP-86/87 keyboard or numeric keypad. A table of the field types and lengths of FILE/80

follows.

Field Length Table

Field Type Field Length Notes
CHARACTER 1 to 50 characters. Formatting optional.
INTEGER 1 to 12 digits. —
FLOAT 810 19 digits. Floating, fixed point, exponential.
CURRENCY 3to 12 digits. Currency sign, decimal point.
AUTODATE 8 characters, fixed. | Date of last change.
DATE 8 characters, fixed. | —

Note: For more detailed information concerning specific field types, refer to Field Types on page 39.

e
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Putting Fields

After selecting a field name, type, and length, the new field appears in the information window of the

: 1 screen. You use the cursor keys to move the field over the surface of the master form to the
desired location. Then you press the W special function key to place the field on the master form. The
line and column counters in the title/feedback window indicate the position of the leftmost character in

the field name of the field you are moving.

Fields can be positioned anywhere on the master form except over text or other fields already entered on

the master form. If you attempt to put a field over another field or text, the following message is displayed:

When this message is displayed, you must use the cursor keys to move the field to another location on the
master form or press FEALEA . Instructions for moving or deleting fields already on the master form are

provided later in this section. Instructions for changing text entries are also provided.

To position the field on a portion of the master form that isn’t on the screen you move the field to the
correct column with (=) or (=). Then press (1) or (1) until the field is on the correct line of the master form.
When the field reaches either the first or last line of the information window, the master form scrolls

automatically.

This screen is displayed after entering the field length for an unformatted character, integer, float, or
currency field. It is also displayed after pressing FUIIUUELE or MR - In this case, the length of 15 for
an unformatted character type field has just been entered. The line and column counters indicate that the

. is on line 11, column 3. This is the location of the i.
-1l field in this location, press

Press (MU

T HAME ¥% HEW FIELD ¥x%

Foem lame 11

FILE/80 Display
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The following special function keys are provided:
m Press this key to place the field on the master form.

Press this key to change the length of the field selected.

- -«*.{_ i _‘_H"L

Pressing is the final step in defining any field. After [Jf] is pressed, the i
screen is displayed. You can add another field to the master form by pressing [Jf[f again. Fields already

on the master form can be moved or deleted. When the master form is complete, [[[3J[J] can be pressed.

Formatted Character Fields

The choice of a formatted character field is recommended for flelds that must contain the digits 0 to 9in
~i1{1E field on the CLIENTS master form

ield contains numbers in each position.

is an example of a formatted character field. The
Since formatted character fields are defined character-by-character, different combinations of character

and numeric positions can be selected.

When individual records are added to your file, each character entered into a formatted character field is
compared with the pattern defined on the following screen. Only the digits 0 through 9 and the blank
character can be entered into a numeric position in a formatted character field. If you attempt to enter any

other characters, a message is displayed.

After is pressed on the L HEHTE " screen, you enter a field name and select a type for the
field. When you select the character type, FILE/80 gives you the option of entering a formatted character
field by pressing . If you press this special function key, the following screen is displayed. The

i field on the CLIENTS master

following keys are pressed to enter the appearance of the & 1§

form:

(TPPPRNUME RT NUME RT CRINUME R C

¥* HEW FIELD xx%

ENTER THE AFFPEARANCE R

LT B ] = . - ————

FILE/80 Display

N

~—
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The following special function keys can be used:

(K can be pressed to specify a position in the field that letters, numbers, or other non-control
HP-86/87 keyboard characters can be entered into.

AARYE can be pressed to specify numeric positions. Only the digits 0 to 9 and the blank

character can be entered into a numeric field position.

can be pressed to clear the formatted character field. The prompt to enter the length of the
field is displayed.

After entering the appearance of a formatted character field, press (END LINE). The field can then be put on
the master form with the [{Jl] special function key.

Note: It is possible that long formatted character fields will not be able to be placed on labels you

design. Refer to Converting Dimensions on page 153 for the column widths of labels.

Insertion Characters
Formatted character fields can also contain insertion characters. These characters are entered directly
from the HP-86/87 keyboard and appear the same on each file record. Insertion characters are included in

the 50-character maximum length for character type fields.

When individual records are being added to your file, insertion characters are automatically entered into
formatted character fields. They do not need to be re-entered when individual records are updated. The
{7 field on the CLIENTS master form.

following diagram shows the organization of the il

INSERTION , NUMERIC
CHARACTER 1 l l POSITIONS

m - e
CHARACTER T T T

POSITIONS )

-

ACCOUNT Field
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To enter the appearance for this field, the [J[f key must first be pressed. After entering the field name
7, press the special function key. When prompted to enter the field length, press
. Then do the following:

Press IR EUIE O (RS (NANGHS IS SKLS

¥k NEW FIELD %%

ENTER THE RPPERRANCE [HRN-EREEE

z1r coneEllx xRN
HE 4 - < ] H—

FILE /80 Display

/‘\

Notice that the insertion character, —~, is not displayed with inverse video. This is how you can tell

insertion characters from the character and numeric positions you specify in a formatted character field.

After pressing , FILE/80 prompts you to position the field on the master form. After pressing

screen is displayed.

, the

Moving Fields

Moving fields already entered on the master form is simple. You move the field over the surface of the
master form with the cursor keys. First, you press [{AR¥ on the L. - screen. This special /—\
function key is displayed when at least one field has been placed on the master form. e

Next, you press to move the cursor over the field you want to move. The field name the cursor is
EF screen. The name of the field the

over is displayed in the title/feedback window of the i1k F I

cursor is on is also displayed with inverse video in the information window. The cursor moves to the next
field each time (END LINE) is pressed. If you hold (SHIFT) down and press (END LINE }, the cursor moves to the

previous field.
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When the field you wish to move is not displayed in the information window, you can press to
scroll the master form 15 lines forward. By holding and pressing the master form scrolls in

the reverse direction.

When the cursor is over the field you want to move, press . If you accidentally press when
the cursor is over a field you don’t wish to move, immediately press —the field will remain in the

same location.

After picking the field, use the cursor keys to move the field to the desired location on the master form.
When the field is in the correct location, press . The field you choose to move can be put anywhere on

the master form except where other fields or text have already been placed.

Deleting Fields

After placmg several fields on the master form, you mlght want to remove one. To remove a field, press
the special function key on the f
field you want to delete. The cursor moves to the next field each time you press (END LINE). Hold down
and press (END LINE ) to move the cursor to the previous field. After you have positioned the cursor
over the field you want to remove, press . The field you selected is removed from the master form.

screen. Next, position the cursor over the

Text

You can enter text on the master form whenever the - + screen with the I special

function key is displayed. Any alphanumerlc character can be entered from your HP-86/87 keyboard.

Text can also be removed when the . screen is displayed. All characters entered as
text are treated separately. You cannot move text entries with the cursor keys. To be moved, text must be

removed and then re-entered.

o To enter text, simply position the cursor over the location text is to be entered. Type in the characters

from the keyboard. This text appears exactly the same for each record in your file.
e Toremove text, position the cursor over the characters you wish to remove. Then press ( SPACE BAR
or until it has all been erased.

A maximum of 4,800 characters of text can be placed on the master form.

Key Selection

- Keys are fields used for organizing file records in an addressable order. The information you enter in key
fields provides a means of accessing records quickly. Files are organized alphabetically, numerically, or
chronologically depending on the field type. The use of key fields enables the ordering of letters, labels, or

records in a report without sorting. This saves time when producing output.
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There are two types of keys: primary and secondary. FILE/80 requires a primary key for each file. The
primary key can consist of up to four separate fields. The speed of record access depends on the combined

length of these fields. The shorter the primary key, the more quickly records can be accessed.

Up to four fields on the master form can be designated as secondary keys. Although these keys are
optional, they allow you to access records very quickly. Any field on the master form can be used to
retrieve a record, but those fields you anticipate using frequently for accessing records are good
candidates for secondary keys.

The Primary Key

FILE/80 offers you the choice of unique or non-unique primary keys. With a non-unique primary key, records
with duplicate primary keys can be added to a file. A unique primary key requires that the information entered
into it will be unique for each file record. The combined lengths of the primary key fields cannot exceed 50
character equivalents. Refer to page 55 for converting field lengths to character equivalents.

The primary key for the CLIENTS file, stored on the FILE/80 Demonstration Disc, is designated as unique and

consists of three fields. These are the [ANARISEUSNO:RENIL] AASIVERE and [H3NINONE ficlds. For many
records, entries in the [HNARIRENE-REBNIIN and [AJHEIVIA] fields are the same. Since the [FEISNINR field is

different for each file record, the combined data in the primary key fields is unique.

-
-

PROJED

Unique Keys

Duplicate Keys

With a primary key that is designated as unique, you cannot add a record with primary key field entries that
duplicate the primary key field entries of a record already in the file. The record cannot be added because it does
not have a unique primary key. Refer to section 7, Changing Master Forms, to change primary key designa-
tions after a file has been created.

N
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Secondary Keys

Secondary keys are optional. The CLIENTS file uses the & IF ZIE and LAZT MHFE fields as
secondary keys. This allows quick access and displaying of records when a client’s last name is entered.
When the sample letters and mailing labels for the CLIENTS file (shown in the overview) are printed,
they are arranged by the & 1 ¥ {{[1f field. Because this field is a secondary key for the CLIENTS file,

no sorting is actually required when this output is produced.

Designating Keys

= screen. This

special function key only appears after at least one field has been defined on the master form
and has been pressed.

Press

*¥ CRERTE FORMS XX

ACcoun THE R -PEER pHoNEll= % <ETE: CNNY -DOEER
CHAKNEY, MANN, AND HILL
Coensulting Engineers

CLIENT RUICK REFERENCE FILE

LasT nooIFIED ONEE=EN-HEN-I

LasT nanellz N

FirsT nAmEllx NG

MIDDLE INITIALE=zE

c onp AN vl

HEEETER < | ———r-r [~ | ————

FILE/80 Display

The next screen is used to select keys for your file. To designate the primary key as unique, press .
With the cursor on the ACZOUNT field, can be pressed to select it as a primary key field. Numbers
are displayed in the key indicators of any fields designated for the primary key. These numbers indicate the
ordering of the fields—up to four can be designated. Depending on the order of fields in the primary key, a ,

B. B. or ] is displayed.
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JCIEMUNTQUE PRIMARY ACCEPT

R

T *¥ SELECT KEYS XX
PRIMARY 1 RACCOUNT

i - U pPHONER: » (OEA > ENRY -COOPENEN
CHANEY, MANN, AND HILL
Consulting Engineers

CLIENT @UICK REFERENCE FILE

LAasT mooIFIEDn onllz=EE-HR-AR
LasT navell: I
FIrsT NAnERx NN
MIDODLE INITIRLEz:E

comean yllz N
2] et oo Wel ot M| ——nx o] ————— "~ CEFT ]

FILE/80 Display

To select keys, just move the cursor over the desired field by pressing (END LINE) or (SHIFT) (END LINE).
Then designate the keys for your file by pressing the appropriate special function key:

Press this key to add the field the cursor is currently over to the list of primary key fields
displayed in the title/feedback window.

Sl Press this key to designate the field the cursor is over as a secondary key. Secondary key fields
are identified by an B in the key indicator unless the field is designated as a primary key.

W Press this key to clear primary or secondary key fields. The location of the cursor determines
the field that keys are removed from. If the field cleared is a primary key, the order of the remaining

primary keys is shown in the title/feedback window.

SIARRIYS Press this key to designate the primary key as unique or non-unique. The designation displayed
in the title/feedback window when CJHSNRN is pressed will be used for your file.

acceL Press NINOER] to use the primary and secondary key fields indicated for your file. The

After designating your primary and secondary key fields, press E@SR] . When the i
screen is displayed, note the m special function key.
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File Size

The last step in creating a master form is entering the number of records needed for your application. This
is the maximum number of records you’ll be able to add to the file after it is stored on disc. It is
recommended that you overestimate the size of your file by at least 10 percent. FILE/80 does let you
change the size of a file after it has been stored on disc, however. So if you anticipate a file being at all
dynamig, it is recommended that you not use the disc(s) it is stored on for any other files. The maximum

file size that can be entered is 65,000 records.

Fi1% screen. Before pressing

To enter the file size, you must first press QLA on the ? .
[AN[A , verify that all the discs for storing the created file are in drives on-line. When is pressed,

the following screen is displayed. To enter a file size of 33 records, press the following keys:

Press

*% CREATE FORMS x%
ENTER THE MAXIMUM NUMBER OF RECORDS IN THE FILE

1] B Bt Bk A EERGE

FILE/80 Display

After the file size has been entered, FILE/80 displays a tentative arrangement of necessary disc files
(shown on the next screen). Before files are stored, FILE/80 automatically packs the discs that files are to
be stored on. If the disc space on-line is not sufficient for storing the needed files, a message is displayed

giving the maximum records that can be stored.

To reduce the size of files needed for an application, several steps can be taken. The maximum number of

records can be reduced. The (SPACE BAR), ,(3), and (=) keys can be used to change the number. By
pressing [N , you can remove fields from the master form. Or, you can press [HIIRINEKENE to execute
mass storage commands—you could purge unneeded files or initialize another disc, for example. Refer to

section 8 for more information.

The files shown on the next screen are needed to support your application and should not be tampered
with. All of these disc files need to be on-line whenever accessing your file. Press [((I8ER on this screen

to store the master form on disc.
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Press MO NE

¥¥ CREATE FORMS %%

Please select a special function key.

SI_E NAME
SAMPLE R
SAMPLE_A
SAMPLE_t
1 ] Bt =] - 4 ] - At HECEEISE

FILE/80 Display

You can press [JHUR if you don’t like the arrangement of files shown or want to change the file size. The

screen with the prompt to enter the file size is displayed. An explanation of the files on this screen is

presented in section 9. With large files, the last files (ending with =, ...) are stored on several

volumes. These files are used for storing the entries you make on file records.

sections of this manual.

Press [ 40|

¥**¥ FILE~88 Xk

Pleacse select a special function key.

SN BEEETE & EEEERS

FILE/80 Display
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Character Length Equivalents

Field Type Conditions c"a’“‘(‘gyﬁgs‘j“’a'e“‘s
AUTODATE — 6, fixed.
APPEARANCE not pressed. | Same as field length.
CHARACTER
APPEARANCE pressed. Number ofs + Es.
DATE — 6, fixed.
CURRENCY Length entered:
3 2
4 2
5 3
6 3
7 4
8 4
9 4
10 5
11 5
12 6
FLOAT — 8, fixed.
INTEGER Length entered:
1 1
2 1
3 2
4 2
5 3
6 3
7 4
8 4
9 4
10 5
11 5
12 6

CLIENTS Master Form Entries

The following fields and text are present on the CLIENTS master form, stored on the FILE/80
Demonstration Disc. You can make these entries on your own SAMPLE master form. The primary and

secondary keys, as well as the file size are also indicated.
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The following listing of fields is printed when is pressed on the i)
CLIENTS file is being accessed.

T screen when the

Master Form Summary for: CLIENTS
Current Number of Recss I0 Maximum Number of Rece:
FEY  FIELD NAME TYPE LENGTH/ APFEARANCE LINE i,
28 ALCOUNT Formatted CO-MNCT 1
FHONE Formatted CRNNND N MNNN 1
LAST MODIFIED ON Autodate g characters v
g LAST NAME Character 1% characters 13
FIRST NAME Character 1% characters 1E
MIDDLE IMITIAL Character 1 character 15 &
COMFANY Character O characters 17
ADDRESSE 1 Character characters i X
ADDRESS 2 Character 30 characters 21
CITY/STATE (lhé;r acter 20 characters 23 e
] Z2IF CODE Formatted FINPNIMIN 25
ACCOGUNT REF Character 10 characters =8 X
HOURE LOGGED Integer I odigits E0 =
LAST CONTACTED Date 8 characters 3
) FROJECT Formatted BN 4 =
1 CLASKIFICATION Formatted MNN-CC e A
CONSULTING REQUIREMENTS Character 4% characters
FROFITARILITY INDEX Fleoat 8 digits 41 z
FROJECT FROM Date 2 characters 45
TO Date 8 characters 45 a7
TOTAL HOURS ALLOTTED Integer & digits 47 =
CLIENT SINCE Date 8 characters 49 3
TOTAL AMOUNT FAST DUE Currency 10 digits fad A
YTD BUSINESS VOLUME Currency 12 digite 52 4=
AMOUNT FATID THIGS MONTH Currency 10 digits S A
YTD CONSULTING HOURS Inteager 9 dioits a4 47
RATE SCHEDULE 1 Currency S digits =¥ A
HOURS THIS MONTH 1 Inteqger T odigits b 4%
RATE SCHEDULE 2 Currency 5 digits B =
HOURS THIS MONTH 2 Integer X digits 59 4%
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The text entries on the CLIENTS master form are listed with the position of the leftmost character:

Line Col.
2 30
3 31
FILE 5 27
30 22
Ti ¥ i 42 3
43 3
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FILE/80
PROGRAM
DISC #1

O.

FILE/80 ~—

CREATE FORMS QUERY TABS DEFAULTS

ADD SEARCH UPDATE DELETE SETTAB CLEAR CLEAR

CLEAR COUNT CALC BATCH FORM1 FORM 2

RELATION RANGE ?ANY CHR *MATCH

B—1 Losounp HI BOUND

QUERY Diagram
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Accessing Your Records

Introduction

In this section, the use of the i ¥ screen is covered. This screen is used to access individual records in

your file and to add, update, or delete records. Before records can be changed, you access them with the

i1 screen.

FILE/80 offers a choice of several methods for retrieving records in your file. In each case you supply data
in fields of the master form and then access records with similar information. You can retrieve single

records or groups of records for updating or displaying on the screen.

Note: The examples in this section require the use of FILE/80 Program Disc #1 and the FILE/80

Demonstration Disc.

WARNING
It can be necessary to change the program media (flexible discs) while the FILE/80 program is running.
FILE/80 will prompt you whenever a media change is required. DO NOT CHANGE MEDIA WITHOUT
BEING INSTRUCTED TO DO SO. Changing media, opening disc drive doors, or turning a disc drive off
without being prompted to can resﬁlt in corruption of your files and possible loss of data. Pressing
(RESET) twice while the program is running can have the same consequences.

Not all the program segments stored on the FILE/80 Program Discs are loaded into your HP-86/87
simultaneously. When the FILE/80 program is running, different program segments are automatically
loaded when they are needed. When this occurs, a message is displayed on the screen explaining that
the system is busy. Wait until the loading process is finished. If the FILE/80 Program Disc containing
the needed segment is not on-line, then a message instructs you to insert a specific FILE/80 Program

Disc by its number (1, 2, 3, or 4). The name of the program segment is also provided.

File Access

h To access a file already stored on disc, load the FILE/80 program according to these instructions:

a. Connect disc drives to your computer in the proper manner.
b. Apply power to all devices connected to your computer.
c.  Turn your computer on.

d. Insert FILE/80 Program Disc #1 into the default MSUS of :L¥iid and the FILE/80

Demonstration Disc into MSUS : [17£i 1. Make sure the disc drive doors are closed.

59
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e.  Enter the following command and press .

f.  Pressthe key.
g. When the i

i message appears, press [IINUIGE -

File Name and Password

After pressing , FILE/80 asks you for the name of your file. If you're accessing the file
CLIENTS, for example, simply enter the file name CLIENTS and press .

FILE/80 now checks to see that a disc file with the characters _#: appended to the file name you entered

isin a drive connected to your HP-86/87. If this file isn’t on-line, the following message will be displayed:

If your file has a password, you are requested to enter it. To access the CLIENTS file, the password is HP.
Press after entering the password.

After your file has been accessed, FILE/80 requests the current date. Enter it and press .

Verifying Peripherals N

After the current date has been entered, FILE/80 displays the following screen. Check the printer address and -
each MSUS to verify the data is correct. The MSUS of each drive where the FILE/80 program discs and your
file discs are located need to be included. If the data is correct and complete, press .

Press ([0 IE

¥ FILE-S@8 x%

Please make corrections to the list of mass storage unit specifiers.

L | ] —

FILE/80 Display
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If the data is not correct, you can change the printer address or update the MSUS table.

o  Press DINWIER to remove incorrect MSUSs from the table. When pressed, FILE/80 prompts you for the
MSUS you wish to remove. Enter the digits on the screen and press (END LINE).

e To add an MSUS to the table, press . FILE/80 prompts you to enter the digits of the new MSUS.
Enter them and press (END LINE).
f/\ e  Press to change the printer address. When the prompt appears, enter the correct address and
press (END LINE).

¢  When the data is complete and correct, press RIS NRN.

After FIOEH is pressed, the following screen is displayed. This screen enables you to add records to or
retrieve records from your file. After they are displayed, records already in your file can be updated or
deleted.

¥ FILE~-88 %X

Please select a special function key.

B EEESTTS BEEEENER -1 CohE ]

FILE /80 Display

The following special function keys can be used when accessing your file records:
RIS Press this key to add or retrieve records in your file.
h Press this key to set or clear tab stops on fields of the master form.

IR ESNINEE Press this key to automatically enter values into blank fields oﬁ records that are being
added to your file.

Press this key to exit the FILE/80 program.

(I Press this key to access another file—the screen with the [NIIIIRIL and IWINEILE special
function keys is displayed.
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Adding Records

screen. To display this screen, press [(H[MY . When the
i " screen is displayed, press . This screen is displayed:

Records are added to your file with the il

/"\

*¥% ROD Xx

Accoun TR I - T PHONE _sx (N> NN -EEENA
CHANEY, MANN, AKD HILL
Consulting Engineers

CLIENT QUICK REFEREMNCE FILE

LAST MODIFIED oN_%:ER-FB-EB

LasT NAMERz I

FIrsT HAME - zz I

MIDDLE INITIAL_%3Ml

company_ xR

2] counT | ——————] H — -] ACCEFT ]

FILE/80 Display

/\

The following special function keys provide features to help you add records both easily and accurately.
After WM is pressed, the i %" screen is displayed. You can press SHENE] to retrieve the record
you just added.

Press this key to “blank out” all the fields on the file record you are adding. Information is

removed from all fields except those that are autodate.

Press this key to check the number of records currently in your file. This is the number of

records out of the maximum available that are being used to store file records.

Press this key to perform calculations on numbers you enter in numeric fields. This key is
only displayed when the cursor is over a numeric field. Instructions for doing these calculations are

provided shortly.

Press this key to add another record to your file. The record currently on the screen is stored /\
in your file and then a blank form is provided so another record can be added. Instructions for

adding multiple records follow.

TG Press this key to throw away any information you just entered in the record currently

- i7" screen is then displayed.

Press this key to add the form currently displayed in the information window to your file.

The i screen is then displayed.
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To add a record, you just enter information in the fields on the blank copy of the master form. After you
enter the information in each field, press (ENDLINE). You can’t move the cursor off a field until valid
information has been entered in it. Only the digits 0 through 9 and blanks can be entered into numeric

positions of the formatted character fields, for example.

To enter information into different fields you can press to move the cursor to the correct field.
Information is entered into whichever field the cursor is over. If you have set up tabs, you can use (CONT)
to move the cursor to the next tab field. By holding down and pressing either ( CONT) or (END LINE),

the cursor is moved in the opposite direction.

After entering information in the fields of the form, press to add the record on the screen to your file.
If you have specified a unique primary key and the primary key fields on the form match those of a record
already in your file, a message is displayed. In this case you must change the primary key fields so they are
unique before a record can be added to your file.

Note: You cannot position the cursor over any autodate type fields. This is because autodate fields are
automatically updated by FILE/80 whenever a record is added or modified. When you add a record, the
date entered at the beginning of the session is automatically entered in any autodate fields.

Instructions for Using CALC

The special function key allows you to use your HP-86/87 like a calculator when the cursor is over

a numeric field. Addition, subtraction, multiplication, and division operations can be performed.

a. Position the cursor over the numeric field you want the final result in. This can be done with

(ENDLINE).

b.  Enter the first number of the calculation in the field. Do not press (END LINE). If necessary, use
for editing this entry.

c. Press IS .

d. . FILE/80 requests you to enter an operator. Press (+), (=), (¥}, or (7). The operator you enter appears
where the search/sort indicator is usually displayed.

e. After you have entered the operator, FILE/80 requests you to enter the second number of the
calculation. Enter this number from your keyboard. It replaces the first number you entered. You

can use to edit the entry.
f. Press (=). FILE/80 displays the result of the calculation in the field.
g. Toenter the numberinto the field, press .
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How to Use BATCH

The special function key is pressed to add several records to your file. After you enter information
into fields on the form, press to add the record to your file. FILE/80 adds the record to your file

d. Press . The record you entered in step c is added to your file.

e. FILE/80 displays a blank form in the information window of the il
f. Repeat steps ¢ through d until all but one of the records being added to your file have been entered.

Enter the data for the last record.

h. Press .FILE/80 displays the LiEF " screen.

Entering Information Into Fields

Character Fields

When you respond to prompts in the title/feedback window, you are making character type
entries. Mistakes can be corrected by pressing , (&%), (3), or (=). When you enter
information into character type fields on a form, the same keys can be used to correct entries.
Always check to see if the entry is what you intended before pressing (ENDLINE). The same
procedure should be used with date fields.

Numeric Fields

Entering digits into integer, currency, or float fields works differently. When the cursor is over a
numeric field, it remains over the digit on the right end of the field. Also, is the only key
that can be used to correct digits entered into numeric fields. When you press , all the digits
to the left of the cursor move one space to the right. If the first digit entered in a numeric field is
wrong, the entire number must be “backed out” of the field so that the first digit is under the

cursor, where it can be corrected. Always check numeric entries before pressing (END LINE ).

Setting Defaults

Defaults are entered to make the addition of multiple records with identical information in some fields

easier. If you set defaults, whenever you press to add a record, the last values entered on the

defaults for addlng records, press [IINEE on the I I L E & screen. This screen is dlsplayed.
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¥% DEFAULTS *¥

AccounTE: »E - pHonE 2% < (NN -GN
CHRNEY, MANN, AND HILL
Consulting Engineers

CLIENT @UICK REFERENCE FILE

LAST MODIFIED oH_xzER-ER-ER

LAsT NaneB:

FirsT HauE_ g

minoLe IMITIAL _mxll

comp Aty _ xR

- ] B B H2E He= HETEEEEEN

FILE/80 Display

To enter a default value, move the cursor over the desired field by pressing and enter the value
you want. Defaults can be entered into any fields except autodate type fields. The following special

function keys can be used.
Press this key to reset all the fields on the default form to blanks or zeros.
AMOAE Press this key to set the defaults currently entered on the form.

When all the default values have been entered, press . The FILE/80 screen you pressed
LI on is displayed. When you add a record, the defaults you just set are automatically entered
into the fields of the form on the i

screen.

Setting Tabs

Tabs can be set on up to 10 fields on the master form. When tabs have been set, you can move the cursor to

tab fields by pressing (CONT) or (SHIFT) (CONT). The use of tabs is optional. Tabs are provided as a

convenience when adding, retrieving, or modifying records in your file. Once a tab has been set, FILE/80
programs the cursor to only stop at fields you select with the JENNI special function key when

is pressed.
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You can tab forwards by pressing (CONT), or tab backwards by holding down while pressing
(CONT). If the field you’re tabbing to is not currently displayed in the information window, the form
displayed is scrolled so it becomes visible. Regardless of the order you set them in, the cursor moves to tab
fields from left to right and top to bottom on the master form when is pressed.

To set tabs, press the special function key on the F ILE.-Z#A screen. The following screen is displayed.
To set tabs you use (END LINE) or (SHIFT) (END LINE ) to move the cursor over the field you want a tab stop for

and press [SISNERNAYS].

¥ TAEBS %%

RCCoun THE R -EEER PHONE 35 (RN > DD DN
CHANEY, MANHN, AND HILL
Consulting Engineers

CLIENT QUICK REFERENCE FILE

LAST MODIFIED on_zxi-HE-EE
LAST NAnER: =
FIrRST Nane_x R

MIDDLE INITIAL_xxll

compAany _x I
EEEEEEE B Be a Hi= [~ 5o

FILE/80 Display

These special function keys are provided:

I Press this key to designate the field the cursor is on as a tab stop. Once a field has been
selected as a tab stop, the field name is displayed with inverse video on the TFE S screen.

Press this key to remove a tab stop that might be set for the field the cursor is over. If a field

isnot a tab stop, the field name is only displayed with inverse video when the cursor is placed on it.
Press [JI¥IH] when all the tab stops entered on the form are set correctly.

Before pressing (I8, you can press to tab to the next field designated as a tab stop on the
blank form. Hold down (SHIFT) and press (CONT) to move the cursor to a previous tab stop.

After QISR is pressed, the F ILE .- 2 screen is displayed. If you retrieve a record from your file or add a
record, you can press (CONT) or (SHIFT) (CONT) to move the cursor to tab fields on the file record.
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These four fields of the CLIENTS file, stored on the FILE/80 Demonstration Disc, are designated as tab

stops:
o [FICIHINT

gy g g e g e e e g e
o Hiiliplm {.ilaisk Ll
¥ b L B0 80 L

WL LIE

These fields are located on lines 1, 30, 34, and 52, respectively, of the CLIENTS master form.

Record Access

To access records already stored in your file, press the special function key on the F [ l.E &6

screen. This &1 FE"Y screen is shown. To access individual records in your file, you press the GENIINGI

special function key:

(\ Press B

¥¥ GQUERY XX

Please select a special function key.

= ac =T T ——F 1 oo

FILE/80 Display

]/\ After you locate individual file records with the SEARCH screen, they are displayed on the ZUER" screen.
Whenever an actual file record is displayed on this screen, you can press to print a copy of it. If more
than one record is located with the SEARCH screen, pressing prints copies of all records satisfying the
search.

Before any records have been located, the RISN, GENAVBRIIVES [VEERNSY, and PINWMEA special function

keys are not displayed on the HILIERY screen. The information window is blank since no records have been
retrieved from your file. The (LIST) and (PLST) keys are also disabled since no record is in the information

window.
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Comparison of Field Entries

Unformatted Character Fields
When records are located in a file, groups of records that satisfy certain conditions are often
retrieved. If you are comparing information in unformatted character type fields, the following
rules are used:

¢ Thedigits0to9 are considered ‘“less” than the characters A to Z.

¢ Differencesin capitalization are not recognized.

e Multiple blanks between words are treated as a single blank.

¢ Leading and trailing blanks are not observed.

Formatted Character Fields
® The digits 0 to 9 are considered “less” than the characters A to Z.
e Differences in capitalization are not recognized.

e All blanks are considered significant.

Numeric Fields

When numeric entries are compared with integer, currency, or float fields, the value of the field is
compared.

Date Fields

Earlier dates are considered less than more recent dates.

Locating File Records

=i FECH screen is shown below. This is the
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¥¥ SEARCH %%

Accoun TEx =1l - SN PHONE %% (I - N I
CHANEY, MANN, AKD HILL
Consulting Engineers

CLIEHT BUICK REFERENCE FILE

LtAsT mopIFIED oN_#<H -0 -0

LAasT HaMeBxz NN

FIrsT Hane_ xR

MIDDLE INITIAL_ %zl

comnr ANy _ ¥

BEEITHEE B EITEET HETIENEE

FILE/80 Display

With this screen and the special function keys it provides, you can specify up to 10 search conditions. This
is done by entering information in fields on the form displayed and pressing different combinations of
special function keys. The special function keys [NEIELE and SEN®Y provide their own special

function windows.

The entries you make on the form determine which records FILE/80 locates in your file and displays in
your information window. If you don’t make any entries on the form and press , every file record
becomes available. These records are ordered by the primary key fields. For the CLIENTS file, this is the
same order of records in the PROJECT SUMMARY REPORT. When is pressed on the

- screen, this ¥

i
!

< gcreen is displayed.
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¥¥ QUERY X%

Please select a special function ked.

Accoun TE = ¢EE-TIEEN rHONE k% <5IN> EEE-EERE
CHAMEY, MANN, AND HILL
Consulting Engineers

CLIENT RUICK REFERENCE FILE

LAST MODIFIED ot_%:ER-BB-BR
LAST NaveEBx:zEH

FIRST HAME_ xRN
MIDODLE INITIAL_%%@

compANY _ ¥ R _ z
AN BTN DR 0 HETENE GEEEEE &R

FILE/80 Display

Only the special function key is not displayed at first. When you press , FILE/80
searches to see if any other records match the conditions you specified. If there is another match, the next
record is displayed and the special function key appears. If no search conditions were
originally entered, then the next record in the file (according to the primary key) is displayed. The
and special function keys are explained later in this section.

Finding Records With Relation

Any information can be entered on the form displayed in the information window of the o
screen. This information can be complete, or it can be just part of the entry on the file record you are
trying to locate. For example, you can locate all records in the CLIENTS file with an amount of $100.00 or
2 [HIE field. Flrst press m (CONT) three times and then press
(SHIFT) (END LINE) to position the cursor over the PHOLINT ioL field. When the
cursor is over this field, enter the number 100.00 and press :

greater in the T THL FAPMOLIMT
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*¥¥ SERARCH XX

r\ 2,

ToTAL HOurs RARLLOTTED. & =N
CLIENT SINCE_ x4

TOTAL AMOUNT PAST DUE_xxsHENER BB

RATE SCHEDULE 1_zzsiN .0
RATE SCHEDULE 2_xxsHEN.WB

AMOUNT PARID THIS mMoKTH.#xsJNIENN .50

Divide difference obtained by YTD BUSINESS VOLUME.
FROJECT FrROM_x4il-HIR-ER To_::00 -4 10

YTD BUSINESS voLUME_x% « NG N
¥TD CONSULTING Hours_# G

HOURS THIS MOHTH 1_x:ilH
HOURS THIS MONTH 2_xxiN

ISR R BE

4 ] ———

EREREER

FILE /80 Display
(-\ When is pressed, this screen is displayed. To retrieve all records that have the amount of

$100.00 or greaterin the T 0T L. FIOUMT FAST

Press

HLIE field, press PB:

¥¥ SERRCH x¥%

Please select a search relation from the special function kewus.

proJECT FrRom_x5lE-H-AE vo._xxE-HE -
TOTAL HOURS ALLOTTED_ NN
CLIENT sINCE_zx:i- HE TR

ToTAL AMOUNT pPAST DueE_ B «HENEE .CE
AMOUNT PAID THIS MoNTH_ &% <N BN

RATE scHEDuLE 1. sx+sHID .00
RATE SCHEDULE z_xx<iHEN. W

2. Divide difference obtained by YTD BUSINESS VOLUME. N

¥TD BUSINESS voLuME. xS BN
YTD CONSULTING HOURrS. xRN

HOURS THIS MONTH 1_zsilll
HOURS THIS MONTH 2_xzl

e - -l -l N - B[ N[ - | —

FILE /80 Display
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The original set of : - special function keys is displayed after you press . Press to
locate any records in the CLIENTS file with an amount of $100.00 or greater in the
ST (1Ll field. Next, FILE/80 displays messages in the title/feedback window

TOTHL AMOUMT P
indicating that a search is underway. An [JIEII8 key is provided in the special function window for the

duration of the search. It can be pressed to discontinue a search.

If there are any records matching the condition you specified, the first one is displayed in the information
window. For the CLIENTS file this record is displayed. The entry in the TOTHL. FAMOUIHT FHST
[ILIE field is $135.00

*% QUERY %X

Please select a special function key.

2. Divide difference obtained by YTD BUSINESS VOLUME.
PROJECT FrROM_¥:EE-ER-BE T10. % %EE EE B

TOTAL HOURS ALLOTTED- xR

CLIENT sINCE_%:xER-IE- B8

TOTAL AMOUNT PAST DUE_%3sHNEER .CE ¥TD BUSINESS voLUME_%%sHIIIIERNS . G5
AMOUNT PAID THI1s moNTH_%%+HENER B2 YTD CONSULTING Hours_ xR

RATE SCHEDULE 1_%#%<HER.ER HOURS THIS MONTH 1_zxllR
RATE SCHEDULE 2_%%sHER.ER HOURS THIS MONTH 2_%xllR

HEETHEE B B IEEEE ceceve Mol Ccone

FILE /80 Display

To see if any other records satlsfy the conditions specified for the search press . Another search

occurs. If you press while a search is underway, the = - gcreen is dlsplayed You can
change the condltlons of the search and restart it by pressmg IWEEH], or press JIEIE] . For example
s (il field could be changed to $50.00. If 1s

pressed, another search begins. When no records match the conditions of the search, a message is

the entry in the TOTHL  FMOLINT

i1 screen. If you do not wish to enter any other

S

-7 screen.
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Use of INCL

FILE/80 lets you retrieve records with a particular sequence of characters or digits in character fields
(formatted or unformatted) with the special functlon key. To search for records that contain the
character sequence CONCRETE in the ! H : T4 field of the CLIENTS file,
you first press the B special function key on the & screen. This =
displayed. To move the cursor over the i Pl B {75 field, you can press m
twice and then press (END LINE) twice. Next, enter the characters CONCRETE and press [§

screen is

b r-"i
[N R AR S |

Press OOHDOEEDE

*¥ SEARCH *¥

LAST CONTACTED_#:-H -
rroJecCTEz N
cLASSIFICATIOoNA: + I

CONSULTING REQUIREMENTS 3 il
PROFITARILITY IHDEX_&xi

1 Subtract TOTAL AMOUNT PAST DUE from YTD BUSINESS VOLUME.

2. Divide difference obtained by ¥YTD BUSINESS VOLUME.

proJecT FroM_::N-EE-EE To_::E-E0 I

ToTAL HOUrS ALLOTTED_ @«

BEITFEE HEERTEEL BTN -] FClEFT ]

FILE/80 Display

When the special function window changes, press . Then press the [§ [} key. After the search
is completed, the spec1al functlon key can be pressed to dlsplay each record that has the character
sequence CONCRETE in the i i s FEE 2
projects with these entries from the CLIENTS file:

= field. You can retrieve records for

Project Consulting Requirements
1202 Design of Reinforced Concrete Beams
0206 Concrete Foundations
0207 Stress Analysis of Flat Concrete Slabs
1701 Structure for Reinforced Concrete Dock
1201 Stress Tests in Reinforced Concrete Struct.
0902 Concrete Fountain
0401 Concrete foundation for greenhouse
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Mulitiple Search Conditions

You can enter information into any of the fields on the - screen to specify search conditions. The

more entries you make on the screen, the more specific your search becomes. That is, fewer records are

likely to satisfy it. When you enter search conditions into the fields on the = 1 screen and

press [RIMONEN] | only records in your file satisfying all of the conditions entered are retrieved.

After pressing BJFINOE on the ©i1LIE = screen, you can enter multiple search conditions into the blank

form displayed on the

screen. For example, records in the CLIENTS f11e can be retneved when

the entry in the ! field is over 10 and the entry in the L. %Y

later than 06/30/82.

. field and
press (NEWTIRIIY . Then press the i special function key. Before entering this number, you must first

To specify the first condition, enter the number 10 in the

place the cursor over the field. This field is on line 30 of the CLIENTS master form.
You can press once to position the cursor over this field. This is because the i

field on this master form is a tab stop.

To specify the second condltlon press (END LINE) to move the cursor to the next field on the CLIENTS
master form, the .. oo ! i field. Enter the date 06/30/82 and press . Press the
. special function key. To start the search, press . The following screen shows how your display
should look after is pressed:

Press IS NH]

¥¥ SERRCH #x%

conpaNy_ xR
AGDRESS 1 _ xR
ADDRESS 2_x AN
c 17+~ sTATE_ &
z1P coocBx N

ACCOUNT REP_ 2NN
HOURS LOGGED_> MONTHLY
LAST CONTACTED_:> ER-EB-BE

AERCGRT D §EETE O ANETLEEE GECEEAE B N

FILE/80 Display




(\

Section 3: Accessing Your Records 75

After you press , FILE/80 searches for a record matchlng your search conditions. The first
11 field is 35 hours. The entry

record retneved is for client J ohn Stark. The entry in the i

inthe .F=T COMTHITED fieldis 07/14/82.

If you press , another record is retrieved (if present) that matches your search conditions. For the
CLIENTS file, the record for client John Marks is retrieved. The H -[1 field shows 52. The
i.i field displays the date 07/28/82.

L0

LFE

These are the records retrieved by entering the previous search conditions and then pressing (ISR :

Last Name | Hours Logged | Last Contacted | Project

Stark 35 07/14/82 0902
Marks 52 07/28/82 0801
Berry 25 07/24/82 1001
Goodman 35 07/29/82 2203

Note: When the LiLIE®Y screen is displayed, (CONT) can be pressed to display four 15-line

segments of the file record being accessed.

Finding Records With Range

If you’re looking for a particular group of records, range searches can be helpful. You enter the lowest and
highest “bounds” as entries in a field after pressing [[ER®® . This is different than searches with
SENNBNL where you make the entry in the field before pressing special function keys.

Hi L H screen is

To display the SE R H screen, press SEEEE on the LIEF Y screen. When the =
displayed, press to position the cursor over the field you want to specify low and high bounds

for. Next, press FRINES .

For example, you might want to look at records that have a balance of $4,000 to $10,000 for the
s WG UME  FIELD. First you need to display the HEHF
tothe ¥ T BUSIMESS WILLIME field by pressing (CONT) three times. When the cursor is over this
field, press . Then press these keys:

EUSTHE: i screen. Next, tab the cursor
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Press olokoeo] ' islelelololo

¥¥ SEARCH *x

2. Divide difference obtained by YTD BUSINESS VOLUME.
PROJECT FrOM_uxill-H - To_x:-HN-E0

TOoTAL Hours arLLoTTED- & =NNEEN

CLIENT sINHcE_ (- -HR

TOTAL AMOUNT PAST DuE_x:+ N . B ¥YTD BUSIHESS YOLUME_C1$
AMOUNT PARID THIS MONTH. %z <IN . BN ¥YTD CONSULTING HOURS_ %=

RATE SCHEDULE 1_xxsHE.NN HOURS THIS MONTH 1._%xi
RATE SCHEDULE 2_zx+HN . 0N HOURS THIS MONTH 2_zx
IEEFEETYF BINEEERTE B HEETTEER (7] ACCEFT |

FILE/80 Display

Note the m characters in the search/sort indicators of the ' 71l 1 1L LHTE field. These
appear after (JIIENINNN is pressed and indicate that a range has been selected for the field. Before

ACCE P T pressed you can press |WINETINNIT or FTENTIIINN to display the bounds entered for the ' 7 Li
e TR M field.

REMRY

After FIS6A] is pressed the search starts. Any records in your file that have a value between $4,000.00
and $10,000.00 in the ¥ Ti1 [ R field are made available to you. If more than one
record matches these conditions, you can press Il to display the records on the il

Finding Records With ?PANY CHR

The key can be used to locate file records by field entries when you aren’t sure of exactly what
the spelling is. Also, groups of dates can be conveniently retrieved. You press for any missing
character. The field type must be date, autodate, or character. When you press , a question
mark is entered into whatever field the cursor is on. These question marks are interpreted on a character-

by-character basis when records are retrieved. You can use this key with G0 or H for relation searches.

EAAEORIE makes it easy to selectively retrieve records by month, day, or year. This feature is a real
convenience when you want to review, for instance, the records of each project started during a specific
month. To review the projects started in June, press B[IN#®I and position the cursor over the

FROUJEDT FRO field. This field has a MM/DD/YY format. You can press two times and then
press four times to position the cursor over this field. Next, press these keys:
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Press (@O RCCLP

*¥ SEARCH %%

r\ LAST conTACTED_ x5 A -
FroJecTEx
cLAssIFICATI o -0

CONSULTING RERUIREMENTS _ g
PROFITABILITY INDEY_§#

1. Subtract TOTAL ARMOUMT PAST DUE from YTD BUSINESS WOLUME.
2. Divide difference obtained bu YTD BUSINESS WOLUME,
ProJECT FrRon_z:ER-ER-BE To_:+HH-HH-M0

TOoTAL HOourS ALLOTTED_ NG

ACEIE BT AR

CHRNG | ————— o] FifM ] (7] GCCEFT ]

(\ FILE/80 Display

File records with &% and &

7 in the month and year positions, respectively, of the
field are retrieved. When FI0@ &l is pressed, the first record matching these conditions (in primary key

order) is displayed in the information window of the ©ii i' screen. You can examine this record by

pressing or holding down and pressing (ROLL). Press to see if any other projects
were started in June of 1982. Records for the following projects can be displayed:

Project Project From
0206 06/01/82
0207 06/01/82
1204 06/06/82

r\ If no projects had been started in June, an appropriate message appears in the title/feedback window.

Should this be the case, the form you entered the search conditions on is displayed with the

screen. You can then enter conditions for a second search.

To review the previous month, modify the month to 05 and press ({0WIE FILE/ 80 initiates a search
Y screen with the

for any projects started in May. Or, you can press GIRILI] to display the i
SaAIME , and [INJ special function keys. Press [IA -if you're finished using the i
i screen is displayed. You can press QIR a second time to access another file or

7 screen. The

press to return your computer to calculator mode.
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Finding Records With *“MATCH

You can enter search conditions with EIJRRLI®E when the ending letters, digits, or other characters in a
field of a record you wish to display are unknown. The EIZEZLI#E special function key is only displayed

when the cursor is on character fields (formatted or unformatted).

First you enter the starting characters in a field on the ! 1.1 screen. To do this, just move the cursor

to the field you want to locate the record with. Next, enter the particular combination of characters the /’\
record you want to locate starts with. Then press . FILE/80 places an asterisk in the field. Any —
other search conditions can now be specified on the form. Finally, press . A message in the
title/feedback window indicates that a search is in progress. If a record is found matching your search

T screen.

conditions, it is displayed on the i1

Locating records with EIXZLI8X is easy. The keys you need to press to locate the records of companies

with zip codes that start with 91 are shown on this : - screen. To display this screen you press
ESEINEY . To move the cursor over the =2 I {IiiLiE field, you can press and then press
two times. This screen shows what your HP-86/87 display should look like after GJEEINOY is
pressed.

Press EERR 1N TCHEACCE P

¥¥ SEARCH %%

coneany _ ¥
aboress 1 _ &G
apprese 2_p AR
¢ 1 7v - sTATE _ % N
z1ip copeBx:EREEE

ACCOUNT REP _ & =N

HOURS tOGGED_%¥lll MONTHLY
LasT conTRcTED_ #:HE - -
HBETINE HETITEE 7] ACCEFT /\

~,

FILE/80 Display
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For each of the records retrieved, the entry in the

Company City/State Zip Code
Irrigation Consultants, Inc. San Fernando, California 91343
Solar Planners Unlimited Van Nuys, California 91403
Marks Swimming Pool Supplies | North Hollywood, California 91601
Stark Medical Associates, P.C. Los Angeles, California 91607

Note: Several companies in the CLIENTS file have more than one project with CHANEY, MANN, and
HILL. Therefore, you can retrieve several records with the same entries in the L 0MFFAMY,

LITY-25TATE and £1F  COIE fields when pressing APREVIOU

Alternate Search Conditions

Pressing [JIINEIF4 lets you specify an alternate set of search conditions for locating a record. This means

you can use two different forms on the : 21:HH screen to enter the conditions of a search. Records

satisfying either or both of the conditions are retrieved. A total of 10 search conditions can be specified.

First, specify one set of conditions on the form displayed in your information window. You can include
any of the options described in this section. Then, press . A blank form is displayed and the
i special function key changes to . You can enter a second set of search conditions on
this blank form.

When you press , FILE/80 searches for records that satisfy the conditions on one form or the
other. You could have obtained the same records with two separate searches. However, when is
used you can look at the records satisfying either condition together, by pressing or .
It is also possible to specify two different search conditions for a single field.

You have the option of displaying the first form you entered conditions on by pressing . When
you press , FILE/80 displays the original form. The special function key reappears
where used to be. You can make any changes to the first form, or display the second form by
pressing [IINEIM again.

When both forms have the proper search conditions, press [Z[O8El . You can press [J@EEAJ when either
the first or second form is displayed—it makes no difference in the search. You can use

the [SYWRIREY . CONEE . ER0NEKORE . or BRIEEME special function keys with JIEEENE / GOEEEEE . Or,

you can simply enter information into fields on both forms to retrieve records equal to entries made on

either or both of the two forms.

Here’s an example of combining two searches in one by pressing (GG with the CLIENTS file.
Records with over 40 in the HILIES LOGEED field or records with a date later than 07/25/82 in the
LHZST COMTACTELD field are retrieved. After the search, you can press and [ENE2E0IE to
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display all the records that satisfy these conditions in the CLIENTS file. The following steps enable you
to retrieve these records from the FILE/80 Demonstration Disc.

a. Press ENRNEE to clear any previous search conditions.

i field by pressing .

.1 field and press [IANEIEELY -

b.  Move the cursor over the |

c. Enter the number 40 in the H.

d. Pressl.

e. Press . This special function key should now be .

f.  Press to move the cursor over the L 3

Enter the date 07/25/82 into the i..F

b Press .

i Press i .

j. Press .

The following records satisfy either or both of the conditions just entered.
Last Name | Hours Logged | Last Contacted | Project
Marr 4 07/30/82 1101
Marks 52 07/28/82 0801 /\
Robinson 42 06/12/82 1203
Goodman 35 07/29/82 2203 ~
Brady 2 08/01/82 0403
Johns 9 07/29/82 0306

Updating File Records

The special function key is on the LI ' screen. When you want to modify a record already in
your file—to change the information in some of its fields, you first locate the record with a search. When
% screen, press [IIRUAL if you wish to modify it. Position the cursor

the record is displayed on the i

over any field you wish to edit.

The usual keys can be used to change the information in each field. For character fields or date fields you

can use (SPACE BAR), ,(2), or (=). To edit numeric fields only can be used.

In unformatted character fields, any entries are valid. But for numeric positions in formatted character or /\
date type fields, only the digits 0 through 9 and the blank character are allowed. Numeric fields canonly . _.

contain numbers that are valid for the specific field type.

Note: You cannot modify autodate type fields. The date you enter at the beginning of a session is
placed into these fields automatically on records displayed in the information window of the LIFF [T iz

screen.
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The following special function keys are provided on the LiF [IFH TE screen:

EOENINE Press this key to display the record the way it was before any changes were made.

Press this key to add, subtract, multiply, or divide numbers. This key only appears when the
cursor is on numeric fields. Refer to Instructions for Using CALC on page 63 for more

information.

GBS Press this key to display another record already stored in your file with the same primary
key as the record you just updated. Unless your file has a unique primary key and you have “duplicated”
the primary key of another record, this key is not displayed.

TSI Press this key to view the record you just updated after displaying a record already in
your file with the same primary key. This key is only present after pressing SRITINNNE .

B Press this key to display the HLIE R screen and leave the record on the LiF*[{H TE screen
unchanged.

TEHAR] Press this key to enter all changes made to the record being accessed onto the disc where
the record is stored.

To change records in your file, you must first access the records with a search. Any records to be changed
must be displayed on your HP-86/87 screen. FILE/80 Program Disc #1 and all discs containing the files
you wish to update must be in disc drives connected to your HP-86/87. Load the FILE/80 program as
usual. Check to see that a FILE/80 Program Disc is in the default drive and press (RUN). Follow the
procedures at the beginning of this section for accessing a file already stored on disc with .

If you retrieve a group of records, theJ[Ff] and [NINIEIE keys can be used to display each record
satisfying the search conditions. You can examine a group of records this way and then decide which

ones you want to change. Whenever a record is displayed on the i ‘" screen, you can update it by

pressing (IHUTHTE .

To update the record for project number 1202 in the CLIENTS file, press J[JI§ on the FILE -2
screen. Then press on the [HLIERY screen. When the Sk H screen is displayed, do the
following:

IECT field. To do this, you can press twice.
T field by pressing (1)(2)(0)(2).

a.

b.  Enter the digits 1202 into the I
c. Press .
d.  The record for project number 1202 in the CLIENTS file is displayed on the 11" screen.

e. Press (IHURHN to make changes to this record.
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Press [UMURRED

¥k OUERY ¥¥%

Please select a special function keu,

LAST CONTARCTED. 4+ER-HR- BB
FROJECTRES
CLASSIFICATIGHNE

()

COMESULTIHNG REQUIREMEHTS_ &g

PROFITABILITY INDE%_ xR
1. Subtract TOTAL AMOURT PAST DUE from YTD BUSIKESS VOLUME,
2. Divide difference ocbtained by ¥TD BUSIHESS VOLUNE.

proJECT FrROoM_¥:ER-FIR-BB To_53

FILE/80 Display

-~ screen is displayed. Notice the date entered at the beginning of the session is

f. This
R
automatically entered into any autodate type fields. In this case, the date 08/12/82 has been
automatically entered into the i. .
¥t UPDATE %%

Accoun TR »HE -FIEER PHONE_#% (NN EHEE-EERR

CHANEY, MANN, AND HILL

Consulting Engineers

CLIENT QUICK REFERENCE FILE

FIRST NAME._ oS N
MIDDLE INITIAL_&x® ——

- ] HE 4 ] a CENER

FILE/80 Display
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Position the cursor over the field you wish to update and make changes as desired. The following
i field has been updated:

screen shows the 1

¥% UFDRTE *x¥

ACCounTH: =R -FIEER PHONE s & <IN EEE-ENEE
CHANEY. MANN, AND HILL
Consultina Engineers

CLIENT @UICK REFERENCE FILE

LAST nMopIFIED oN_%:sEE-N8-ER
LAST HAMER=:ER
FIrsT HNaME_ 5T
MIDDLE INITIAL_zzf

< | -] S CCEFT ]

FILE /80 Display

When all the desired changes have been made to the record that was accessed, press on the

FILE/80 displays the #LiEE"Y screen. The record you just updated is in the information window.
You can look over the record by pressing or holding down and pressing (ROLL).

You can press or GEAZIIEE to display other records retrieved by the search or press
(STAEINWY to initiate another search.

' screen, press YA . The - 1L

When you are done using the i £t screen is displayed.

You can press to return your HP-86/87 to calculator mode or press [HIIN[{ if you want to
access another file.
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Unique Primary Key Entries

When updating a record in your file, it is possible to change the entries in its primary key fields so they
match another record already stored in your file. This is only allowed in files with a non-unique pri-
mary key.

In a file with a primary key designated as unique, the following occurs if you should duplicate the
primary key of another record:

e A message is displayed in the title/feedback window of the UF[IATE screen when you press

nccerT)

o The EINAMVS special function key is displayed.

Press to view the record in your file with the same entries in the primary key fields. This
record, however, cannot be modified since it is not accessed with the SERRLCH screen. The
special function key alternates with the key depending on which record is
displayed. After noting the duplicate record, you can press to display the record you
attempted to update.

If the primary key is designated as unique, the record on your screen cannot be placed in the file until
its primary key is unique. You have the following options:

e  You can change the primary key fields of the record so that it doesn’t match any other records in
your file. Once the primary key fields are unique, pressing XSS will update your file with
the entries currently on the file record.

¢ You can press EBSISINM to leave the file record unchanged.

Deleting File Records

Once you have located a record in your file with the & MR T H screen, it is displayed in the information
window of the [1LIEF " screen. To delete the record, you press [IG[MSIE . After this, FILE/80 displays the

JR— . JR——

HELETE screen. Two special function keys are provided on the [1FL.F TF screen:

Press this key if you decide the record should not be deleted after pressing . When
you press , the [1LIE " screen is displayed. No record is deleted from your file.

[OAE Press this key to delete or remove the record displayed from your file. However, after you
press FILE/80 gives you another chance to save the record with the special
function key.

()

N

e
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Use of UNDO

Before a record is deleted, it must be displayed in the information window of the IELETE
screen. This gives you an extra level of protection from accidentally deleting a record. After you
press on the [ii.E TE screen, the [{LIER " screen is displayed. However, the special
function key usually labeled changes to .

If you press WINAIN , the record you just “deleted” is put back into your file. If , IOEEI |, or
INIY]Y are pressed, the record you deleted cannot be retrieved. Also, this record cannot be
retrieved if you press {8} or [ENIZLUIR and a different record is displayed.

To delete a file record, follow these instructions:

Access your file by pressing (INUNIEIEY and supplying the file name. After entering the current
date, verify the MSUSs and press (KSR

Press SIlIME% on the - I
Press @MEEME on the i

Perform a search by entering information in one or more of the fields on the blank form of the

Rl screen to help you locate the record in your file. If necessary, press or
[ANBITIINS to display the record you want to delete on the i Y

T screen, press [N -
- screen, press [RIGSEaA] .

screen. You can press [JINIIJ to retrieve the deleted

When the record you want to delete is displayed on the i

When FILE/80 displays th
FILE/80 displays the following

record.

¥k QUERY ¥¥

Please select a special function key.

NEEFFEEE HESEIEEE 3 ] < | — HEFEE

FILE/80 Display
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h. Press (I when you are finished accessing records in your file.

i The - | screen is displayed.

j. If you are finished using your files, press [S3ESH] .

SEARCH Screen Summary

The special function keys listed in this summary appear on the

i screen. This screen can be

screen, FILE/80 displays the
! i - screen is displayed when you press J6SNM
Individual records that satlsfy the search are not available to you. They are accessed by FILE/80 when

reports, letters, or labels are produced.

In each case, entries are made on a blank master form in the information window of the :

Each entry is a search condition. You can specify up to a total of 10 search conditions on th
screen. When you have specified what records are to be accessed, you press the [JIKONE special function
key.

Press this key to specify records with the indicated relation to information entered in any
field on the master form. The cursor must be over the field when is pressed. The special
function keys listed below are displayed. Records satisfying the conditions you enter are accessed. You
can specify these conditions for any fields on the master form.

[ Press this key to access all records with an entry equal to what is entered in the field the cursor is

over.
Press this key to access any records that don’t have the entry in the field the cursor is over.

Press this key to access any records with entries greater than what is entered in the field the

cursor is over.

Press this key to access all records with entries greater than or equal to what is entered in the
field the cursor is over.

Press this key to access any records with entries less than what is entered in the field the cursor is

over.

Press this key to access all records with entries less than or equal to the entry in the field the

cursor is over.

()
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Press this key to access all records that contain the sequence of characters in the field the

cursor is over.

You can choose upper and lower bounds for specific fields by pressing this special function key.
First you move the cursor to the field you want to use. Only records falling within the upper and lower
bounds you specify for this field are accessed. When the cursor is over the field you wish to enter bounds
for, press . Prompts for entering lower and upper bounds are displayed in the title/feedback

window.

(WNIVTINRRTE Pressing this special function key clears the range for the field the cursor is over. The
.- H special function keys are displayed.

original

LI Press this special function key to enter the lower bound of a range. If the higher bound
has been entered, you can press to display the lower bound. Once the range has been
entered, this special function key only appears if the upper bound is on the screen.

mPress this special function key to enter the upper bound of a range. If the lower bound is
currently displayed, you can press ([T to display the upper bound.

MALLERREL: Press this special function key to specify a single character position for any letter, special
character, or digit. For each of these positions, FILE/80 enters a question mark in the field. Records are

accessed regardless of what character appears in these positions of the field.

AN When you want to access all records starting with a certain sequence of characters, you can use
this special function key. First enter the characters and then press FRIRKBE . An asterisk is placed after

the last character you enter.

(IINYI Pressing this special function key gives you a second master form to enter conditions on for
accessing records. When pressed, the [JUISEIE special function key label changes to [JINEEE]l. Records

satisfying conditions on either form are accessed.

(NI This special function key is displayed after is pressed. It takes the place
of while the second form is displayed. Press to display the original form.

{IEIEY] Press this special function key to display the &iLIE " screen. Any conditions you entered to

select records with are cleared.

[AIMWNEN Press this special function key when you are finished entering search conditions. The
conditions entered on the master form determine which records are accessed. When no conditions are

specified, every record in your file is accessed.

You can reduce the number of records accessed by entering multiple conditions on the master form. If you
specify an alternate set of conditions on the second form by pressing [IISZ¥ , the number of records
accessed can increase. When the alternate form is used, records satisfying conditions on the first form, the

second form, or both forms are accessed.
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SEARCH Summary Table

The time required to locate specific records in your file depends upon which fields search
conditions are entered in. When one of the fields search conditions are entered in is a secondary
key or the first field designated for the primary key, the search is very efficient. Searches on key

fields are much faster than searches on non-key fields.

However, searches using or BENSEEIE conditions in the first character positions of
fields are considerably slower than searches specified with other special function keys even if key
fields are involved. When [JILZIF4 is used, searches can take longer when conditions are entered

in different fields than those on the original form.

Search Screen Field Types
Condition | Indicator Char | Integer | Currency | Float | Date | Autodate
RELATION | < >, <>, X X X X X X
<=,>=,=
INCL i X
RANGE (1 X X X X X X
?ANY CHR ? X X X
*MATCH * X
An X indicates a search can be specified.
Search Efficiency
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DEFINITION PRINTING
FILE/80 FILE/80
Program Program
Disc #2 Disc #3
oO o.
FILE/80 /—\
A
OUTPUT
I
REPORT LETTER LABELS
LAYOUT SORT BREIAKS TREINDS DONE
! H 1
L I ]
FIELD :PAGE# IDATE DELETEl MOVE PRINT
SELECTION : FIELD :FIELD FIELD : FIELD SPECIFICATIONS
i |
1 1 | I
PICK COMPUTED PUT PUTI PICK 1PICK PUT
FIELD FIELD FIElLD FIELD: FIELD :FIELD FIELD PRINT DEFAULTS SEARCH EDIT
| : ' l M
1
PICK I SHOw I —
FIELD CONSTANT :COMPUTED 1 REPORT
: ! !
' PiCK | 1
: FIELD 1 1 PAUSE ABORT
: 1 |
: ! {]
SORT i CONTINUE DISPLAY PRINTER ABORT RESTART
1 1
i |
1 1
ASCEND DESCEND 1
I |
UNDO  UNDO ! :
'
BREAKS :
1
1
I
CONTROL PAGE i /-\
]
1
UNDO UNDO TREINDS

GRAND sus MEAN MIN/MAX

UNDO  UNDO UNDO UNDO

REPORT Diagram
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Generating Reports

In this section you learn how to produce printed reports comprised of the information currently stored in

your files. You will learn how to design reports and how to specify totals and other statistics for them.

Besides this, you can use the & -| screen to select which records are included in reports, and you can

choose the printing order of these records. Once defined and stored, a report can be generated at any time.
The following are required for the examples in this section:

e FILE/80 Program Disc #2

e FILE/80 Program Disc #3

o FILE/80 Demonstration Disc

The disc(s) containing the file for which a report is specified must be on-line when the report is defined,
edited, or printed.

Use of FILE/80 Program Discs

It is not necessary to have both FILE/80 Program Discs in drives simultaneously. Use FILE/80
Program Disc #2 if you are defining a report or editing one already stored on disc. Use FILE/80
Program Disc #3 if you are printing copies of file records or reports already stored on disc. Any
FILE/80 Program Disc can be inserted when the LRI “F I LE.-ZE" command is issued. If

FILE/80 cannot perform the operations you request, it will tell you which Program Disc to insert.

Introduction

Creating a report is similar to creating a master form in many respects. The layout of text and fieldson a
report is defined in much the same way. And as on the master form, you always have the option of
changing any attributes of a printed report. Instead of being called master forms, the specifications for
printed output are called output formats. Any number of output formats can be defined for each file you

create.

In sections 5 and 6 of this manual you’ll learn how to produce letters and labels for individual records in
your file. These types of output are specified by formats also. Format types are designated by pressing the
special function keys » S  or (EEYEE on the CLITFUT TYFE screen after entering
the name of the format. Each format has its own set of specifications.

In addition to instructing FILE/80 on how your printed reports should look, report output formats also
contain information about when totals should be printed and the order in which the records should

91
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appear. The capability to define these conditions is a major advantage of choosing a computerized filing
system like FILE/80. As the information in individual records changes, your reports reflect this new

information and no modifications need to be made to the output format itself.

With a single report, the relevant fields from each record can be presented along with subtotals for groups
of records and averages for other selected fields. Reports can provide you with a condensed document that

reveals pertinent information about your file records.

In this section you’ll find out how to sort records, find averages, print minimum/maximum values, and -~
specify grand totals for selected groups of records in your file. You can also specify when subtotals are to
be printed—this can include starting a new report page. You'll learn about the ease of making copies of

each file record with the [[EIZIIETEN special function key. Pressing [IUEIEMEMN causes FILE/80 to print
a copy of each record in your file with a master form summary.

Report Definition

The first step in defining a report is to display the {ii!’
program and press . Use FILE/80 Program Disc #2. If you intend to print copies of your file
records first, use FILE/80 Program Disc #3 instead and make sure your printer is turned on. Press
, enter the file name, and verify the MSUSs of the disc drives connected to your HP-86/87.

Press [[IIIIKH when the i 1 L.E ikl screen is displayed. /_\
Press [IIIIINY] —

¥¥ FILE~88 %X

Please select a special function key,

BETENE HEFEITE < | DEFS.T:] B

FILE/80 Display

/\

IIN[R to display the screen with the [(IWUNBUN and SOTEOREIN special function keys. If you press
NIVREERI] , the next screen is displayed.

Note: Do not enter a format name if you wish to obtain copies of your file records or a master form
summary with the [JIXTHIIIIY key. Refer to Use of DUMP ALL, page 94, for instructions.
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Accessing Output Formats

A format name is needed to identify your reports, letters, or labels on disc. Output format names
can contain any upper or lower case letter or digit and have a maximum length of eight
characters. Whenever you enter the name of a report output format, FILE/80 checks if a disc file
beginning with that name and ending with the characters _ * is on-line. If the disc file is present,
(‘\ then the F i

are provided under Printing Reports on page 115. When you enter the name of an output format
not on-line, FILE/80 displays the LiliTFLIT T

i = screen is displayed. Instructions for using this screen

= screen for defining a new format.

The name PROJECT differentiates this output format from the output formats already stored on the
FILE/80 Demonstration Disc. To enter an output format named PROJECT, do the following:

Press (EROWEOCO

)

¥ OUTPUT *x
FORMAT NAME? LEEEISNES

= HE et ac | —————

e

FILE/80 Display
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Use of DUMP ALL

You can print and/or display records for the file being accessed with the EENNEENE key. A
master form summary (see page 56) is printed first. When you press [UISZNINE on the

CHITFLIT screen, the FREIHT SFECIFICATIOME screen is displayed. To start the process
of printing your master form summary and file records, you press . The master form /-\

summary includes the following information:

e Filename.
o Number of records currently stored in the file.
o Maximum number of records that can be stored in the file.
¢ Primary keys.
e Secondary keys.
e Name, type, length/appearance, and location (line, column) for all fields.
If you only want the master form summary, then press after it is printed. Otherwise, the

file records are printed after the master form summary. Both are displayed on the LiLifiF  FHi.L.

screen as they are printed.

When printing is completed, the special function window on the LILiF FHi.i. screen changes.
You can press to display the il
SPECIFICATIONE and the REFL
Printing Reports.

~i1T screen. Instructions for using the i ii7T

" screens are provided later in this section under

To begin the definition of the PROJECT report output format, press J{lEUM - Notice the new format

name is displayed in the title/feedback window of this screen.

Press (NEMII4]

*¥ OUTPUT TYPE *x

Please select a special function key,

BENSEEE BEEEENEE B B e i ———

FILE/80 Display
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Press this key to display the screen with the il - prompt. This allows you to

re-enter the format name when misspelled or when the file is not on-line.

This screen is displayed when you press [NEEI) on the

N

¥k REPORT FOREMAT X% Format:

Please select a special function key.

HEESSEE BECEETE = | ————— il T

FILE /80 Display

i | special function window is used to define many aspects of your report:

T screen. You can pick fields from the

(\ Press this key to display the i

master form, enter text, and decide on the headings and footings for your report.

Press this key to designate up to five fields on the master form as sort fields (optional). These
fields are used to determine the printing order of records in your report. If no fields are selected, your

report is printed in primary key order.

BNMICEE Press this key to des1gnate when the next report page or subtotals are to be printed. When

you press BINNILSE , the

the next page can be printed whenever information changes in break fields. These are chosen on the
¥ = screen. Refer to Sort Fields, Breaks, and Subtotals, page 112, for an

screen is displayed. On your report, subtotals and/or

explanation.

Note: The |HNERLSF special function key is not present until at least one sort field has been
r\ designated on the master form.

LARIE Press this key to specify totals and other trends for summarizing numeric fields on your
report. Up to 15 grand totals, five subtotals, five averages, and five minimum/maximum trends can

be used.

Note: The HINEMEE special function key is only present after at least one field has been placed on

your report with the HEFIET LAYOUT screen.
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AIEOI] Press this key to display the 1L T LiT screen and clear the current output format.

Press this special function key after defining your report to store the output format on disc.

be printed.

Note: The HAINA special function key is only present when at least one field has been placed on

your report.

To define a report, you first specify its layout by pressing on the i1 FLUREMAT screen.
Next, printing order can be selected with the special function key. To designate when the next
report page or subtotals are to be printed you can press . After this, you can press [INIEIDE to
specify totals, averages, and minimum/maximum values for your report. Finally, you press [IIIIN]§ to

store your output format on disc.

Report Width

When you define your report, up to 132 columns can be used. The (=) and keys can be used to
scroll the report horizontally on your display. The range of columns currently displayed on your
screen is indicated in the title/feedback window. If any text or fields are entered past column 80,

then your report is printed in compressed mode with 132 columns.

Designing Reports
You can pick any combination of 18 lines for the headings, body, or footings on a report. For

example, if you used six lines for the report body, the heading could be nine lines long and the
footing could be one to three lines long.

With the REFCIRET EDY screen, you select the body of the report—the portion that is printed
with each record. The lines above the body of your report are treated as headings and the lines
below the body become the footings. The headings, body, and footings for the PROJECT
SUMMARY REPORT are shown in the Sample REPORT Diagram, on page 113. The use of
the BEFIET EODY screen is explained under Headings, Body, and Footings on page 104.
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Report Layout

The screens and keystrokes that follow show you how to enter the layout of the PROJECT SUMMARY
REPORT, shown in the overview. The fields on this report are selected from the CLIENTS master form
that is stored on the FILE /80 Demonstration Disc. Two types of information for your report are speciﬁed
with the REF{RET LHAYDUT screen, ﬁelds and text. To specify the layout of a report, press on

Facl gl ok |x'|"i"

LA g

7 {1117 screen is then displayed.

Line B Column B

BNEEEES DEETE I SCECEEE

FILE/80 Display

(-\ The following special function keys are provided:

m Press this key to display the master form on the f T 1ii screen. You can
pick fields off the master form and place them on your report. Field names are placed directly above

fields as text on your report when m is pressed.

Press this key to place a page number field on your report. FILE/80 will automatically
number the pages of your report starting with number one. The page number field is three digits
wide and can be placed anywhere. When you press , the page number field appears
instantly on your display. You position it with the cursor keys and press m .

(ALY Press this key to place a date field on your report. This field is eight characters long and has
the same format as specified in section 2. On a report, the date field shows the current date on each

page.

UL Press this key to display the DELETE
placed on your report. Simply position the cursor over the field you want to remove and

press [MEWS .

[} screen for removing fields already

Note: (K on!y appears when at least one field is on your report.
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Press this key to move fields already placed on your report. When pressed, the iii
i 111! screen is displayed. You position the cursor over the field you want to move and press
. Move the field to the proper position and then press . (If you had pressed
accidentally, simply press without moving the field.)

Note: Any trends selected for the field moved must be re-entered. Also, {INll only appears when

at least one field is on your report.

[RIEIAA] Press this key to erase your report.

ACCIE PT ThlS spec1al function key can be pressed after the layout of your report has been specified.

1 screen is displayed to select the body of your report.

Report Fields

The fields on a report are selected from the master form. The information window of the |
LHYULIT screen alternates from the master form to the output format as you choose fields from the
master form and put them on your report. To place a field on your report, you first press m on the

Note: A maximum of 100 fields can be placed on a report.

Picking Fields
The i~ I L0 SELECT

screen. If you intend to use a field name as a column headlng on a report, it should be less than or equal to

the length of the field. As a column heading, the field name appears directly over the field.

The Huito bigading 18 OMH/OFF setting determines if the field name will also be placed on the
report. This setting is changed with the [JEIIIIE key. The default setting is Mii, but if the setting is
changed to ™'

, it will remain on for the current session.

When the field name contains fewer characters than the length of the field, it is centered. When the field
name is longer, rightmost characters in the field name are removed. The field name is aligned with the
left side of the field.

Before picking a field, verify that the heading indicator is properly set. To change the indicator, press
.To plck a field for your report move the cursor over the field you want on the master form
and press X . To pick the il Fi: “TURTION field on the CLIENTS master form, press
(END LINE) to move the cursor over the field and do the following.

N
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Press IIGIUNE

Form lines E-ER ¥%¥ FIELD SELECTION %% Format: RIS

Autc headina is

After choosing a field on the i

LAST CONTACTED_ & +ill-H -1
FROJEC T +IEEEE

SISl AT el ]

CONSULTING REQUIREMENT S _ & xiEE

PROFITABILITY INODEX_ s

1. Subtract TGTAL RMOUNT PAST DUE from YTD EUSINESS VOLUME.
2. Bivide difference obtained by YTD BUSINESS VOLUME.
PrROJECT FrOM_¥xill-H - To_x:N-WN- -0

TOTAL HOURS ALLOTTED_ %S

AN BEECETE Bt T I ————

FILE /80 Display

You can use the following special function keys:

Press this special function key to include the field the cursor is over in your report. Af-
ter pressing , you can position both the field and field name on your report with the
' screen.

OLIENIIET Press this special function key if you want to do arithmetic on numeric fields for each
record in your report. Any numeric field on your master form can be used. Besides numbers you
enter, the results from other computed fields can also be included. The operators (+), (=), (), (1),
and (=) are used. Press (=) to end the expression. Refer to Computed Fields on page 101 for
instructions.

Press this key to change the Fiiiq |
title/feedback window.

I indicator in the

1031 Press this key to display the
auto heading setting is not changed.

" screen and leave your report as is. The

Putting Fields

i screen or specifying a computed field, the
! screen is displayed. The report you are defining is displayed in the information window.

Use the cursor keys to position the field on your report and then press .
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For example, to place the 1. HT 11iM field so that the first character of the field name is in
line 9, column 6, press the cursor keys until that location is indicated in the title/feedback window. Then
press m . When m is pressed, the field name becomes text on the report. If desired, it can be removed

with the (SPACE BAR) or keys.

Note: The line and column counters display the location of the upper leftmost character position of
the inverse video box. /'\

Press m -

Columns !ﬂ X% FUT FIELD ¥
Field:

Line Column B

o ——— - —————— [ ————— - [ - ]

FILE/80 Display

The following special function keys are provided:

Press this special function key when the field is in the correct location on the output format. /\
The cursor keys can be used to position the field. The inverse video box around the field name
disappears when [HIA) is pressed—it turns into text. -

(LI Press this special function key to display the FiFiiiET LAY HIT screen. You must press

MLENI 22ain to add a field to your report.

It is suggested you allow at least three spaces to the left of each numeric field you anticipate taking grand
totals or subtotals for. Refer to Report Trends on page 112 for more information.
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Computed Fields

FILE/80 lets you include fields on a report that are the result of an expression you enter. Constants you
enter, as well as fields on the master form, can be used in the calculations. Depending on the fields used, a
currency or float type field of length 12 is used for printing the result.

The expression you enter is evaluated according to the arithmetic hierarchy, as defined in the HP-86/87
owner’s documentation. Briefly, this means (») and (7) operations are performed first. Then any (+) or (=)
operations are performed. In each case, expressions are evaluated from left to right. Computed fields can
contain up to five operators— (x), (), (+), (=), or (=). Up to five constants or fields can be entered in the
expression. Each constant or field is separated by an operator. After entering the last constant or field in
the expression, press (=).

If a currency type field is used in the expression, then a currency type field is used for the result. This will
include a floating currency sign and two decimal places. If the computed field expression does not include
any currency fields, then a float type field is used. The float type field is also used when division is
performed between two currency fields in the expression. A field length of 12 is used for all computed
fields.

To enter an expression for a computed field, you first press onthe FEFORT LHYOUT screen.
When the FIELD SELECTION screen is displayed, press . FILE/80 displays the
COMPUTED FIELD screen shown on the next page. A maximum of five computed fields can be used
on a report. In addition to constants and fields on the master form, you can also use the results of other

computed fields in the expression you enter.

Sample Problem

A computed field is needed to measure the fraction each project of the firm CHANEY, MANN, and HILL
contributes to overall profitability.

1minus TOTHL AMOUNT FPAST DUE dividedby v TD BUSIHESS WOLUME
=PROFIT INDEX

To enter the constant 1, press , (1), and (ENDLINE). Then press (=). Next, move the cursor
over the TUTAL AMOUNT FAST [DUE field and press on the COMPLITED FIELD
screen. You can hold to move the cursor over this field. Press (/) to specify division. Next, move
the cursor overthe "' TD! EBLSIHEZE WILILIME field. Then press .

Finally, press (=) to end the expression. After (=) is pressed, the FiLiT F IEi {1 screen is displayed for
placing the computed field on the report. This computed field is a float type field of length 12 because a

ratio of two currency fields is used in the calculation.
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Press MIIIY (D (ENSTNE) O [HEEN @ [HEEN ©

Form lines EXS-EHE ¥*%¥ COMPUTED FIELD *x% Farmat:

[ To EJZ IME]
Please enter an operator. (+-¥r=1

ToTRL HOurS ALLOTTED. % sHNNENE
CcLIENT since_x+N- 1 48

ToTAL AMOUNT pAST DUE_x k<IN I TC EilnES: o tE_ sk o W]
AMOUNT FARID THIS wonNTH_#u <R . ¥To coNsuLTING Hours_z:HEEEGEE
RATE SCHEODULE 1_xx<jNN. .00 HOURS THIS MONTH 1_%:0

RATE scHEDULE 2_xzsHE . IR HOURS THIS MonNTH z_zyR

NECEEE BE i HEEIEEE O B B ——

FILE/80 Display

With the following special function keys, you can specify calculations that can appear with each record
on your report or separately in its heading or footing. As you enter the numbers and operations, FILE/80
builds a picture of the expression in the title/feedback window. The following special functions keys are

used to enter computed fields:

YK Press this key to use a field on the master form in a calculation. You position the cursor over
the field and then press . FILE/80 then asks you to specify an operation by pressing (+), (<},
&, D, or(®.

Press this key to enter a constant from your HP-86/87 keyboard or numeric keypad.
Any digits can be entered including decimals (1.234) and numbers in exponential format
(1.2345E40). Then press to indicate the number has been entered.

Press this key to use the results of other computed fields in the present expression. All the

P L

.1 screen. Move the

computed fields you have defined so far are shown on the ZiHiiid i
cursor over the field you need to use and press . You can use (END LINE) or (SHIFT) (END LINE } to
position the cursor. FILE/80 then asks you to specify another operator by pressing (+), (=), (), (7)),

or(=).

AIGICT Press this special function key to remove the last constant, field, computed field, or

operation entered. The field or operation is then removed from the title/feedback window.
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BRI Press this special function key to clear the current computed field. The

i screen is displayed. Any computed fields you could have defined earlier are

unchanged.

When (=) is pressed, the i} ii screen is displayed. Move the field with the cursor
keys so indicators in the title/feedback window read line 10, column 64. This is the location of the leftmost
h position in the field. Then press .The P

T screen is then displayed.

Deleting Computed Fields

It is possible to use the results of one computed field in calculating other computed fields.
Therefore, FILE/80 only allows you to delete the field which was defined last. This would be the
field with the largest number. For instance, if five computed fields have been defined, only
can be deleted. If you attempt to delete any other computed fields, a message is
displayed.

Moving Fields

Fields already placed on your report can be rearranged. The current auto headmg setting (page 98)

determines if the field name will be placed above the field. First, the

(\ displayed. Press (MEAEIA} on the &

displayed, do the following:

i screen must be

a. Press (XA . The

i screen is displayed.

b. Press to move the cursor to the field you wish to move.

c.  Press .The ¥ i screen is displayed.

Note: If you press QUL instead of , the I'" screen is displayed.

d. Use the cursor keys to move the field to the correct location. The field name is text, so it remains in
place when the field is moved. Press [ . You cannot place the field over fields already entered on

a report.

Note: If you press RIEIIINI instead of [@HNl , the field you selected in step ¢ is removed from your
report. The i

i screen is displayed.

e. The
step d.

i screen is displayed. The field you moved is in the position you selected in

Note that after moving a numeric field, any trends designated for it must be re-entered.
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Deleting Fields

' screen is displayed.

a. Press m .The

b. Press to move the cursor to the field you wish to delete. N

c. Press .

Note: If you press [JIIIINY] instead of [EYS. the
fields are removed.

LIT screen is displayed. No

d. Thei
report. However, the text of the field name is still displayed.

LIT screen is displayed. The field you selected in step c is no longer on the

Entering Text

Text can be entered anywhere on your report. To enter text, the LAYT screen must be
displayed. Simply move the cursor to the desired location and enter the text directly from the keyboard of /\

your computer. You can remove text with (SPACE BAR) or (&% ).

For example, to enter the title of the report on your screen you could do the following.

a. Movethe cursor to line 6, column 30.

b. Enter the characters PROJECT SUMMARY REPORT from the keyboard.

Headings, Body, and Footings

The body for a report is designated on the REFIET 1% gereen. This is done after entering the
layout of a report on the REFIET LLFY{LUT screen. The report body is the central portion of a report.
The headings and footings appear above and below the report body, respectively. Because of this, you
only have to select the report body—entries above and below the report body are used for the headings /\
and footings. The Sample REPORT Diagram, page 113, points out the headings, body and footings

used for the PROJECT SUMMARY REPORT.

The report headings include the title of the report, a date field, and the column headings. The body of the
report is made up of information from each record and subtotals, if specified. Depending on the number of
lines printed with each record, more or fewer records are presented on each report page. Notice the only
footing is the page number. The lines below the last field or text entry in the footing are not included in the
report.
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When your report is printed, the Fmrm mizs ClLimes! and the Frinted lines

1]

13

P o items on the DEFFILIL T E screen (explained later) are used to center your report. Equal margins
are left at the top and bottom of each page. The heading starts after the top margin. Then one line is
inserted between the heading and the report body. The report body is printed for each successive record in

your report. Then the footing is printed above the bottom margin. The headings, body, footings, and

margins are indicated in the Sample REPORT Diagram, page 113.

If additional records remain, FILE/80 prints the same heading on the next page and prints the report
body for each remaining record. The number of pages printed depend upon several factors, including the
number of records in your report and the length of the report body. The same headings and footings

appear on each page of your report.

To display the HEF{iFET B screen, press on the REFIORET LAYOUT screen. This
FEEFORET LAYOLUT screen shows the completed format for the PROJECT SUMMARY REPORT:

Press [Sl6(GI MK

columns B-HR ¥¥ REPORT LAYOUT x¥%

Line H Column H
Please select a special function key or enter text,.

a CHANEY, MANN, AND HILL

Consulting Engineers
PROJECT SUMMARY REPORT

CLASS PROJECT HOURS VOLUNME PAST DUE PROFIT INDEX

FILE/80 Display

When you press [[S@#8&] on the FEFET LAYLLUT screen, the next screen is displayed. The position
of the inverse video bar indicates that only the line with the fields is to appear with each record. This

means that everything on the screen down to the column headings is used as the report heading. When
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printing occurs, FILE/80 inserts one extra line between the last line selected for the report heading and
the first record in the report body. Any text or fields on the screen below the inverse video bar are used for

the report footing.

MCITRACCE P

Colunns A-ER £%¥ REPORT BODY %%

CHANEY . MANN, AND HILL

Consulting Engineers
FROJECT SUMMARY REEFQRT

CLASS PROJECT HOUF S VOLUME

FREOFIT IHOEX
Ho = F H 1 By o

Coompated]

FAST DUE

SEEIEES B ag < | ——— - ]

FILE/80 Display

I SAs A Press this special function key to make the inverse video bar longer, so more
information can appear with each record in the body of your report. Each time you press this special
function key, one line is added to the bottom of the bar. You can expand the bar to a length of 18

lines.

RIAGNYT Press this special function key to make the inverse video bar shorter. This means fewer
lines get printed with each record on your report. When the bar first appears, it has a length of one /\\

line.

(1) Press this key to move the bar up the screen.

Press this key to move the bar down the screen.

(=) Press this key to scroll the report horizontally to the left.

(=) Press this key to scroll the report horizontally to the right.
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Press this key to display the i

to the fields and text on your report can be made.

1 screen. With this screen, modifications

GIOEAA] Press this key to designate the body of your report. The inverse video bar should exactly
cover the lines you want to appear with each record in your report. The !
is displayed.

}”-x‘sW§!i screen

f-\ Ordering Your Report

The = 1 screen is used to specify the printing order of records. This is so similar records
can be grouped together. You can choose up to five fields on your master form to order the report. These

fields are designated as ascending or descending. They do not have to be included in the report.

Pl
bk HE}
LR S W W6

Note: Itis only necessary to specify sort fields for reports printed in primary key order when you wish
to designate when new pages or subtotals are to be printed with the R[J#FIE special function key.
Refer to Designating Break Types, page 109.

The = screen is displayed when you press on the F BT screen.

The numbers displayed in the title/ feedback window are used to specify the order of the sort fields. To

SIFTOATION field as an ascending sort field you move the cursor over it and
press GEMEL . Press to move the cursor. After all sort fields have been specified, press

Y 1
Press

designate the /1.7

Form lines FR-EB ¥%¥ SORTED REFORT  x¥ Format:
1. CLASSIFICA

LAST CONTACTEC il R W
PROJEC THx T

CONSULTIHG REQUIREMENTS &=,

FROFITABILITY INDEX_¥
1. Subtract TOTHL AMOUNT PAST DUE from YTD BUSIHESS WOLUME,
f-\ 2. Divide difference obtained by YTD BUSINEES YOLUME.

proJecT From_xx-H-E To_x: A -0
ToTRAL Hours ALLoTTeD_ &SR

AT DT £ <[ SRR

FILE/80 Display
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FILE/80 displays your master form in the information window of the SR TED REFIRT screen.
Using the same process you did when picking primary and secondary key fields, you can choose up to five
ascending or descending sort fields from the master form. Just move the cursor over the field(s) and press

the appropriate special function keys:

/ \WSHEEN Press these special function keys to designate the field the cursor is over as
the next sort field. These fields display an(f or [J in the search/sort indicator. The field names
appear beside the next number in the title/feedback window.

Note: The sort field beside the smaller number in the title/feedback window determines the overall
ordering of records. You can refer to Comparison of Field Entries, page 68, to determine the
ascending or descending order for different types of fields.

W Press this special function key to clear the sort field the cursor is over. FILE/80 updates the
list in the title/feedback window. Whenever any field but the last one is removed, the remaining sort
fields move up one place—there are no gaps in the sort field list.

[N Press this special function key to clear all sort fields and display the # &R T FORMAT

screen.

Press this special function key when you’ve defined all the sort fields necessary for your
report. The KEFUET FOREMAT screen is then displayed. When your report is printed, each record
included in it appears in the order of the sort fields you just defined.

Sort Fields

The fields you choose for sorting determine whether or not time is required for sorting when your
report is produced. When the order you specify is the same as key fields for your file, then no time
for sorting is required. If a secondary key field is used, it should be the only sort field designated.
If primary key fields are used, one through four of the primary key fields can be designated.
However, one of these orderings is needed.

¢ Primary key fields 1, 2, 3, and 4.

® Primary key fields 1, 2, and 3.

¢ Primary key fields 1 and 2.

¢ Primary key field 1.

In addition, the primary key fields used must be designated as all ascending sort fields or all
descending sort fields.
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When time is required for sorting, the combined length of all fields designated as sort fields
influences the amount of time needed. When the combined length of the sort fields is small, less
time is required for sorting. When the combined length is greater, more sorting time is required.
Refer to appendix B for specific information regarding the length of sort fields.

Once an output format has been sorted, the specific ordering of records can be used again with
the Feuse =orted 11zt default. The sorted list kept for each file can be used by any
output format defined for that file. Refer to page 119 for details.

Designating Break Types

After you have designated at least one sort field, the special function key appears on the
REFORET FOREMAT screen. When you press , the BEREME FIELDY screen is displayed.
This screen gives you a way to analyze the information stored in your file. Sorted data can be grouped
with subtotals or printed on separate pages. When data changes or “breaks” in a sort field designated on

the BEREFE F IELLDIS screen, this sequence occurs:

a. Any subtotals are printed.

b.  If the break occurs in a page break field (explained shortly), your printer advances to the next page

and prints report headings.

c. The next record is printed.

Breaks occur when records are being printed on reports. When the information changes in a sort field you
designate on the B M. F IEL IS screen, a break occurs. You can only designate sort fields that were

specified on the =R TED =T screen. If no sort fields have been chosen, no break fields can be

designated.

This portion of the PROJECT SUMMARY REPORT indicates the occurrence of breaks. When subtotals

are specified they are printed just after a break occurs, before the next record is printed.
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Break Field Subtotal Field
CLABS  PROJECT HOUFS
R o S W S + N

CYE0E &}

CYOREYEF

QLT 1A

BREAK SGubtotals:

-0 113 S

13102 30

Break Diagram

Breaks occur when the information in any break field changes. Specifically, a break occurs when the

information in a break field on the next record isn’t equal to the information in the same field of the record
L3t field to verify N

currently being printed. You can examine the information in the i}

that a change occurred—this is indicated in the Break Diagram.

There are two types of break fields, control break fields and page break fields. The break shown in the
Break Diagram occurs in a control break field. With page break fields, the next record is printed at the

top of the next page (after the headings) instead of being printed on the same page.

If you specify subtotals for your report, they are printed whenever the value in a break field changes. If
the field changing is a page break field, then a new report page is started after the subtotals are printed.
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When you press EH#TEE | this screen is displayed. To designate the I
control break field, press IINLEE :

Press

¥¥ BRERK FIELDS %% Format:
Field_name Break_tuype
EXEXKEERKX (333333333

1. CLASSIFICH

SBEETFEE HENTEFEE a8 -] SCCEFT

FILE/ 80 Display

The list of fields on the

window of the

screen is identical to the one displayed in the title/feedback

[ screen. The cursor always appears in the & 1 & column.

Because break fields are designated in sort field order, you can only move the cursor forward in the list
after designating break fields. Use (END LINE) or (SHIFT) (END LINE) to move the cursor to different break
fields.

SINIEO]E Press this key to specify that a break should occur when the information in the sort field
opposite the cursor changes. If you have specified subtotals, they will also be printed at this time.

Note: The fields that subtotals are printed for are specified on the I screen.
[J3[®13 Press this key if you want records after the break to start on the next page.

(WM Press this key to clear the last sort field you designated as a break field on the screen. The
cursor needs to be opposite this field when you press [IQJIl] .
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ELDBLY] Press this key to clear all the sort fields designated as break fields. The REFI
FURMAT screen is displayed.

GINNEE Press this key after designating all break fields. The FEFOHT FIEFAT screen is
displayed.

~

Sort Fields, Breaks, and Subtotals

The number of sort fields you designate as break fields depends on how often you want subtotals to be
printed on your report. All subtotals you designate are printed whenever the information in a break field

changes. The field causing the break determines what records are included in each subtotal.

When a change occurs in the first break field, all the records printed since the last change in this field are
included in the subtotal, for example. If changes occur in several break fields, the break field with the
lower order determines which records are included in the subtotal. On the Sample REPORT Diagram,
arrows indicate which records are included when breaks are caused by changes in the
IR IOAT IO field.

Note: Atthe end of this section, all the sort fields, break fields, and subtotals specified for this report
are listed.

Report Trends

/‘\

The EEFIRT

subtotals, averages, and minimum/maximum values for numeric fields appearing on your report. To

THEEMIIS screen is used to make your report more useful by providing grand totals,

summarize your report with any of these items, press [[[SIRE on the F=EF T 4+ T screen.

To specify subtotals for the 111 EiLiZIHESS
press . You can press (END LINE) or (SHIFT) (END LINE ) to move the cursor. When all other trends have
been entered, press .

WL LIME field, move the cursor over this field and
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Press I

¥¥ REPORT TRENDS ¥x Format:
sus 3. 4.

CHANEY . MANN. AND HILL 17

Consulting Engineers
PROJECT SUMMARY REFORT

CLASS FPROJECT HOURS VOLUME PAST DUE PRDFIT INDEA

[+ ¢ 4|

HEEYEEE BENETNE ODEEGEEE B ETEGE 0 SCCEFT ]

FILE/80 Display

FILE/80 displays a listing of trends selected for the field the cursor is over in the title/feedback window. Any
fields on your report with trends are indicated by the character [ in the leftmost position. To see what trends
are selected for a field, simply press (END LINE) or (SHIFT) (END LINE ) to move the cursor over the field. Trends
can only be specified for integer, currency, float, or computed fields. With the exception of subtotals, all trends

are printed at the end of your report.

Up to four different trends can be specified for a single field. Grand totals can be specified on 15 fields of

your report. Five subtotals, five averages, and five m1n1mum/max1mum values can also be specified.
2 WCHLLITE field on the PROJECT

Grand totals and subtotals are specified for the ' {1 iz i
SUMMARY REPORT.

When the cursor is over a numeric field, you can select trends for it by pressing these special function

keys:

Press this special function key to designate totals including each record on your report.
Move the cursor over any field you want a total for and press . If the total is three or more
digits over the field designated, the amount printed as the grand total will not be correct. FILE/80

prints an asterisk in the rightmost position of the field to indicate that an overflow has occurred.

Press this special function key to specify subtotals for the field the cursor is over for your
report. Subtotals are printed when breaks occur and will not be printed unless you specify at least
one break field on the BEREFE F [ EL 15 screen. If the value for a subtotal is three or more digits

()
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larger than the field, FILE/80 prints an asterisk in the rightmost position of the field to indicate an

overflow has occurred. This means the amount printed is not correct.

Note: You shouldleave three blanks to the left of fields with subtotals and/or grand totals to provide

room for this overflow. If necessary, refer to Moving Fields on page 103 for instructions.

Press this special function key to include an average for the field the cursor is over at the end
(-\ of your report.

SIYEERGE: Press this key to include the minimum and maximum values occurring in the field the

cursor is over. These values are printed at the end of your report.

W) Press this key to clear all trends for the field the cursor is over.

BTN Press this key to clear all the trends specified for your report. The
screen is displayed.

When you’ve entered all the trends needed to summarize your report, press .
FILE/80 displays the Fiz i {if T ]

17T screen.

Note that if you move a field with trends—identified by the character E—all trends for the field must be re-
entered.

Storing Reports

i1 screen to store

When you are finished defining your report, press on the
your report format. The format disc file is stored in the first empty space large enough on-line. The
number of output formats that can be stored is only limited by the amount of disc space available. Printed
reports can only be produced from formats that have already been stored on disc. Once your format is

stored, the & 1§47

CIFIOHT IS screen is displayed.

Printing Reports

i LM
% screen is also shown if you enter a name of an output format that is on-line when

I'T screenis dlsplayed.

Note: If you press [LILIZEETEE on the [iLiTLiT screen, the I R

screen is displayed. However, only the [IISGINTIRES , FI3IAAT |, and [HAENN) special function keys are
present. Instead of the F

screen, the LILIFF Fii.l. screen is displayed after
pressing (RN . Refer to Printing With the Report Screen on page 119 for instructions on using the

QM- i1 screen.
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¥ FRINT SPECIFICATIOHS ¥ Format: [EEEiaeys

Flease select & special function kewu.

EciT  Woloerauc TGl ceqrcH Mal = ]- FRINT

FILE/80 Display

. screen:

There are five special function keys on the i

Q] Press this special function key to make modifications to your output format. A message is
displayed requesting you to enter the name of the new output format. If you enter a name different
than the format currently being accessed, an additional format (with your revisions) will be stored

on disc. If you enter the same name, your original output format is modified.

After entering the new format name, the screen is displayed. Making /'\
changes to an existing report is easy because you use the same special function keys to edit a report .

as you do to create one. Refer to Changing Reports on page 122 for instructions.

[ENENWE Press this special function key to display the output specifications for the current output
format. Instructions for changing these parameters follow. Once set, defaults for each output format

remain in effect from one session to the next.
Note: |f (UNSTREENE was pressed, you will have to reset the defaults.

IR Press this special function key to select a group of records for printing in a report. This key
is identical to the INIIS#E key on the !

1" screen. For example, if you only wanted records for a

specific client on a report, you could enter his name in the i. - field. Once you enter the
search conditions and press , the i* = screen is displayed.

For more information, refer to the SEARCH Screen Summary on page 86. /-\

(RN Press this special function key to start the processing and printing of the records selected

for your report. If sorting is required, the %1351 screen is displayed while it is performed. Otherwise,

the F :T screen is displayed. Before pressing (B , make sure FILE/80 has the correct
address of your printer by pressing IHIGHNEE .
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Report Defaults
After pressmgmon the |

: screen is displayed. There is a different list of default items for each type of output format.

screen, this

To implement a change, position the cursor over the number beside the appropriate default and press
WIS . You can press (END LINE) or (SHIFT) (END LINE) to move the cursor. When you press [EGIN#A , a
prompt for the new default is displayed in the title/feedback window.

Frimter ado

cimum reoords per P

defaults are present. Settings for these items are explained with the other report defaults.

For example, to change the £ | i Nat:¥: NIy @m0 o1 5 report default from 1 to 0, press
repeatedly until the cursor is on the number beside this item. Next, press [SFFIXI#E W followed by

the digit 0 and (END LINE). Make all changes necessary, and then press [J[SRg] -

Press  (EUNAE (O (ENDLIE)

¥%¥ DEFAULTS *x% Format: EENEEE

1. Printer address: HEHR
Printer type: B

Number of copies: B

Stop between pages: HEHR
Form size ‘Lines>»:
Printed lines per page:

Blank lines between records.

o Bl o v s WM

Reuse ordered list: EE

T ————— - — R ————R- | ——— - ——— W -

FILE/80 Display
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When you press , the setting for each item is changed to whatever is displayed in the list and

then the i I HT

as follows:

PR ICHT I0HE screen is displayed. The valid entries for each default item are

Frirte # 1 The default setting is 701.
Frimiter fwups: Refer to appendix C.
Mumber of copiss: 1to99 copies are permitted. The default setting is 1. If you specify

multiple copies, one complete report is produced. Then the copies are printed.

miop betwsen p YES, NO. The default setting is NO. If you select this item, you
can press [(IITFRIVE on the =L+ 0k T screen to resume printing of your report after each page is

printed. This enables you to use non-continuous paper forms for printing.

Form size (LirngzX: 1 through 99 are permitted. This is the number of lines that are
printed on a page before a page eject is sent to your printer. The default setting is 66. This is the
number of lines on standard size paper forms. If you are using shorter or longer forms, you’ll need to

change this item.

-+———Top margin, 6 lines.

A
Heading —‘r
Body
. Body
Form size, Body Printed lines per page, 54 lines.
66 lines. Body
Body
Footing Y
L -«————Bottom margin, 6 lines.
Frimted lines per p i 1 through 99 are permitted. The default setting is 54. Your

report is centered on the page according to this default A six line margm is prov1ded at the top and

bottom of each page with the preset defaults for F ozttt =izs and Frimied lines per
oA,
Note: Youcannotenterasettingfor Frimtead limes per pags

current it =1 T4 setting.

()
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Blank limes between records: O through 9. The default setting is 1. These lines

are inserted after each record is printed.

Fouze zoritsod l1izt: YES, NO. The default setting is NO. If you change this item to
YES, no sorting is performed. Instead, the order of records is determined by a sorted list of records

used for a previous output format. Any current sort fields or search conditions are disregarded.

You must set this item to YES each time you want to use the sorted list. When you change this item

to YES, a message is displayed giving the number of additions, updates, and deletions in your file

since the sorted list was generated. If a valid sorted list doesn’t exist for your file, then the s

zorisd 11s1 defaultis not present.
The sorted list is generated whenever the default setting is NO and the output format being printed
has at least one sort field. Depending on the sort field(s), the sorted list can be generated at two

different times:

® A sorted list is generated when the ™=

e If the =t
initial printing while the FEF {1[< T screen is displayed.

I screen is not displayed after pressing , a sorted list is generated during

Note: If [JBAIM is pressed on either the = I screens while a sorted list is being

generated, the list becomes invalid.

; : p@r page; This item is only present when [IIZIEMIINE is pressed
I" screen. The default setting is YES—multiple records per page. If you change the

setting to NO, then one record is printed per page.

Printing With the REPORT Screen

r-\ To start printing a report press on the F
displays the following - i£ 7 screen. As your report is pnnted it is also dlsplayed on the HiF

screen. You can turn either the display or printer off (but not both) by first pressing J and then

pressing either IJEEENEN or (MBMNE . Then press BUXIBENINY .

......i

Note: If sorting is required for your report, the %L1 screen is displayed first. When sorting is

complete, the F 1T screen is displayed.
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Printing record #8
¥¥ REPORT ¥

Printing Format: LIRSS
PROJECT SUMMARY REPORT
CLASS PROJECT HOURS VOLUME PAST DUE PROFIT INDEX
81-CS 1282 3ze $162p06.00 $.00 i
P2BE 4 $1208.00 $.88 1
ez2ev 7 $210.00 $135.088 . 35714285714
e3av7 13 $465.00 $96 .00 . 79354838789
1701 11 £345.080 $.00 1
Subtotals for: @1-cs 355 $11340. 0686 $231.00
=HE HE = EE at — e

FILE/80 Display

If you press [[IIIA , the special function window on the [ E F{1# T screen changes. The same window is

displayed after the last record of a report has been printed.

BOREBINY Press this key to resume printing.

Press this key to display the HEFIRET FOEMAT screen. Refer to page 122 for details.

Press this key to display the FF IMT ZFECIFICATIOMS screen.

displayed.

Press this key to return your HP-86/87 to calculator mode.

()

/'\
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If you press , the following screen is displayed.

Printing record B
¥¥ REPORT xx%

Printing Format: EEEEISN)
8206 4 s12¢.00 $.080
e207 7 $210.00 $135.80 35714285714
0367 13 $465.00 $96.08 793548387689
17e1 11 $345.00 $.00 1
Subtotals for: ®1-CS
355 $11340.00 $231.00
92-MD 1101 218 $6450 .00 $2060.80 .96899224806
1102 se s27@0.00 £190.00 .96296296296
Subtotals for: 82-MD
290 £9150.08 $300.08
HE 2 ] HESTTER HEEEELER
FILE/80 Display
These special function keys are displayed when printing is paused:
BUNARINEE Press this special function key to resume printing your report.
[DENENEY] Press this special function key to change the [ I ZFi.HY [% (OM/0FF indicator in

the title/feedback window.

15 (RH/0FF indicator.

EENINMNE Press this special function key to change the i~ F

ARs[iRAN Press this special function key to display the [IRERIENIVIS, [SREE, SIS, BIVANCAVEN, and

special function keys. These are covered on page 120.

[NESIIER] Press this special function key to start printing the report over again. The FEFIRET
screen with the [KIIE and [ keys is displayed.
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Changing Reports

If you wish to make changes to a new or existing output format, you can press the NI special function

key on the F & L1471

= screen. This key is also displayed on the =E i T screen

after a report has finished printing. Perhaps you wish to change the tltle of your report After you press

318}, a prompt is displayed in the title/feedback window of the

screen for a new format name:

e If you enter a different name than the output format currently being accessed, a separate revised
format is stored on disc when you finish changing the report.

o Ifyou enter the same name as the format being accessed, the original version is modified.

After you enter the new format name and press (END LINE }, FILE/80 displays the F

screen.

¥k REFORT FORMRAT ¥ % Format:

Please select a special function key.

SEEEOE T B —— HEEETE.

FILE/80 Display

When you are finished modifying the output format, press [IIX[A on the £ [ screen.If
you entered the original name for the output format, only the new version is accessible after pressing

IO . The FE1HT ZFECIFIOAT IOMY screenis displayed after you press AL , as usual. Refer
to Report Definition on page 92 for instructions on using the Fi 1k

FRMAT screen. Any

changes except the format type can be made to an output format.
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CLIENTS File Output Format: REPORT

Fields
The location of the field is indicated by the line and column counters on the | LAY OHET screen.
Line Col.
Date field obtained by pressing 1 68
- CHT 10 (with auto heading) 9 6
10 14
10 21
10 33
""" 10 50
= divided by 10 64
Page number field obtained by pressing 13 39
Text Entries
1 30
3 31
6 30
9 13
9 25
9 41
9 54
9 64

Headings and Footings

On the HEFURT E

immediately after the column headings. The bar should have a width of 1 when is pressed.

17 screen, place the inverse video bar over the line that contains all the fields,

Sort Fields

Move the cursor over the i FILHT I field and press [RHISOIRIL -

Break Types
Press when the cursor is positioned beside the

press [al0GIEAY .

FICHTION field. Then



124 Section 4: Generating Reports

Trends

Defaults

The following defaults are set on the

i % screen, after pressing
F{IFEMAT screen. To enter defaults, press [HIANELE on the PHT & .

Set this default to your printer address.

Frimter tups Setthis default to your printer type. Refer to appendix C.

£ However, if you are using non-standard forms, this item should be

Form size Ching

changed to the number of lines on a form.

Frimted linses par p This setting should not exceed the previous default.
&1 ani LI - 1
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Notes
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DEFINITION PRINTING
FILE/80 FILE/80
Program Program
Disc #2 Disc #3

O. O.

PAUSE ABORT

e
FILE/80
|
OUTPUT
REPORT LETTER LABELS
1
LAYOUT SORT DONE
— T
FIELD DATE DELETE MOVE PRINT
SELECTION FIELD FIEILD | FIELD SPECIFICATIONS
PICK COMPUTED PUT  PUT  PICK | PUT  PicK I I I
FIELD  FIELD FELD FIELD FIELD | FELD FIELD PRINT DEFAULTS SEARCH  EDIT
| | |
SHOW |
SR CONSTANT COMFUTED
LETTER
PICK |
FIELD |

CONTINUE BACK SKIP  DISPLAY PRINTER ABORT RESTART
!

ASCEND DESCEND

UNDO UNDO

LETTER Diagram
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Generating Letters

In this section you learn how to generate letters. The sample letter shown in the overview is defined and

printed in this section. FILE/80 uses a different record in your file to print each letter. Letters can be up to
60 lines long and have a width of 80 columns. Computed fields can be used on letters. You can also select
which records in your file to print letters for, and then specify the printing order. To define and print the
sample letter, you will need the following:

¢ FILE/80 Program Disc #2

¢ FILE/80 Program Disc #3

¢ FILE/80 Demonstration Disc

Discs containing the file for which a letter is specified must be on-line when the letter is defined.

Use of FILE/80 Program Discs
Only one FILE/80 program disc needs to be used at a time. Although you can load the FILE/80

program from any disc, it is recommended you do the following:

® Todefine or edit a letter, use FILE/80 Program Disc #2.

¢ To print letters, use FILE/80 Program Disc #3.

Whenever a disc not on-line is needed, FILE /80 prompts you to insert it.

Introduction

Letters can be printed for every record in your file or for specific groups of records. With the ' -
screen, you can choose groups of records from your file. Only those records satisfying the conditions you
enter are used for printing letters. The LETTER output format for the CLIENTS file only prints letters

for clients contacted later than 06/30/82, for example Letters can be produced in a specific order, such as

by zip code, when designated on the = LETTER screen.
The definition of a letter starts when you enter a format name on the LI TFLIT screen, such as MEMO,
and press [WBIEE on the JLITFUT TYHE screen. You can enter text anywhere on the letter. Fields

are selected from the master form on the i.! LHYOLT screen. You can position the field
anywhere on the document by pressing the cursor keys.

127
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FILE/80 displays the letter being defined on the !
exactly how the letter looks before it is printed. Because it is displayed in final form, the design of each

{ screen. This enables you to see

letter is a paperless process. Enter text or fields on your screen the same way you want them to appear on

the hard-copy letter.

Letter Definition

To define any output format, the file used to produce the letters must be accessed. To do this, you must
first load FILE/80 and press (RUN). A FILE/80 Program Disc needs to be in the default drive when
is pressed. To participate in the examples in this section, the FILE/80 Demonstration Disc should be
on-line. When the i~ | screen is displayed, press and enter the name of the file you
wish to produce letters from. To define the letter shown in the overview, the name CLIENTS should be
entered. The password is HP. After pressing JI8Waal] to verify that the list of MSUSs is correct, this
screen is displayed. To begin the definition of an output format, press :

Press [UNREEY

¥%¥ FILE~“ZG *¥%

Fleacse cselect a special function key.

BENENE BEEEEE =] DEFRULT S T

FILE/80 Display

Accessing Output Formats
A format name is needed to identify your reports, letters, or labels on disc. This name can contain
any upper or lower case letters or digits and has a maximum length of eight characters.
Whenever you enter the name of an output format, FILE/80 checks to see if a disc file beginning

with the name entered and ending with the characters _ 1 is on-line.
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The output format described in this section is identical to the LETTER output format stored on the
FILE/80 Demonstration Disc. Since this disc must be on-line, a different name must be used. Any upper
or lower case letters or digits can be used for a format name—maximum length is eight characters. To

enter the name of a letter output format calied MEMO, press these keys:

Press mEM™MO)

**¥ OUTPUT x%

FORMAT HAME?

as =t 4 ] - ac i ——

FILE/80 Display

a5

T% I screen to start

f *%¥ LETTER FORMRT %% Format: RIS
1

BEECEE I =1 [ ———

FILE/80 Display
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These special function keys are provided:

NIV Press this key to enter fields and text on your letter. The |. LHYOUT screen is

displayed.

Press this key if you want your letters printed in a certain order. Up to five fields on the
master form can be used to determine this ordering. When no order is specified, your records are
printed in primary key order.

Press this key to clear the letter and display the [i! iT screen.

Press this key to store the letter. The

: FIOATIONS screen is displayed.
This key doesn’t appear until at least one field has been placed on your letter.

Letter Layout

Letters are designed on the screen of your HP-86/87. The layout you choose depends on your application.
In most cases, text suitable for everyone receiving the letter is entered. Fields can be placed on the letter
for a personal touch. Either computed fields you define or fields directly from the master form can be used.
FILE/80 provides a current date field also. By choosing the correct combination of fields and text you

design a layout that makes each letter personalized and informative.

Fields can be placed anywhere on your letter. You can place a maximum of 100 fields on your letter. Text
can be entered anywhere on your screen. Up to 4,800 characters of text can be used. A listing of all the

fields and text used for the sample letter shown in the overview is provided at the end of this section.

To enter fields and text on a letter, press [JIXEUIEM on the ! '[MHT screen. This screen is

displayed:

¥ LETTER LAYOUT %% Format:
Line Column

H————— BTSN fC = | —

FILE/ 80 Display
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It’s easy to design specific letter formats with the L.z T TER L#Y{iLiT screen. You enter text where you
want it to appear on the printed letter from the keyboard of your HP-86/87 and use the screen to design
the layout. You can select fields for your letter from the master form.

These special function keys are available:

Press this special function key to add a field to your letter. When you press , the

T 11 screen is displayed. Any field can be chosen from the master form

with or you can begin definition of a computed field by pressing [MUEVIFNT .

Note: When positioning fields on your letter, you should consider how FILE/80 justifies letters
when they are printed. Details are provided under Use of Justify Mode, page 136.

Press this special function key to include a date field on your letter. The FLiT .
screen is displayed so you can place the field in the correct location on your letters. If you put this
field on your output format, the current date is printed on each letter.

Press this special function key to remove any field on your letter. FILE/80 displays the

ETE FIELLD screen. You move the cursor over the field you wish to delete with (END LINE)
and press . If you press this key accidentally, press QLR on the DIELETE FIELD
screen.

Note: Details on removing computed fields are provided under Deleting Computed Fields on page
103.

@ Press this special function key to rearrange fields on your letter. The 134X F I EL.11 screen
is dlsplayed Position the cursor over the field you wish to move and press . When the

T FIELD screen is displayed, you just move the field to the desired location with the cursor
keys and press

Press this key to clear the layout of your letter.

WA Press this special function key when you are finished defining the letter’s appearance. The

LETTER FORMAT screen is displayed.

After pressing , you can choose the printing order of your records with , OF yOou can press
to store the new letter output format on disc. FILE/80 prints your letters in primary key order
unless you specify otherwise with . Since the printing order is included with your output format,
this decision should be made before pressing .
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Text

When the blinking cursor appears in the information window of the i i screen, you
can place text on your letter. Any non-control HP-86/87 keyboard characters can be used. Simply position
the cursor where the text is to be entered and type it in. Text can be erased from your letter by moving the
cursor over it with or . Text is also removed when a field is placed over it on the

i 1 EL.[1 screen.

FILE/80 indicates the pos1t10n of the cursor by dlsp]aylng line and column counters in the title/feedback

window of the | { and il [ screens. The line counter ranges from 1 to 60.
The column counter ranges from 1 to 80. Besides (1) and (1), the following keys can be used to scroll the

letter. When the letter is scrolled, the cursor moves with it but always stays on the screen.
Scrolls the letter. The cursor stays in the same column.
Displays the next 15 lines of the letter. The cursor stays in the same column.

Note: If you hold (SHIFT) while pressing these keys, the cursor and/or letter moves in the reverse

direction.

The closing paragraph of the sample letter contains one field. This paragraph begins on line 42 of the

letter. Since this field is 10 characters long, 10 blank spaces are left for it.

Location

Text Entries Line Column
Yo ¥ = 42 15
10 SPACES for field. 42 44
42 54
1 43 15
..... i i3 R 44 15

A screen with these entries is shown on page 134.

During the design of your letter, the size of the fields to be included should be considered. Each field has a
specific length. Date and autodate fields have a predefined length of eight characters, for example. This
length does not include the field name or any indicators, just the length of the field itself. Computed fields
have a length of 12.

)
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Fields

Fields can be placed on letters to provide specific information from file records. FILE/80 has the
capability to move text and fields on your letter so gaps don’t appear in your letter when it is pnnted
When this capability is not used, fields take up the same amount of space as shown on the LE’ <

' screen.

Note: Details on justification are provided under Use of Justify Mode, page 136.

To place a field on your letter, press JEI®I on the : " screen. You can plck a fleld

from the master form or enter an expression for a computed field. When is pressed, the
: - field from the CLIENTS master

* field with (END LINE ) and press .

i screen is dlsplayed To select the

form, position the cursor over the

Press

Faorm lines HE-HB ¥ FIELD SELECTIOH % Formwat:

comp ANy _x {E
aporess 1_x AN
ADDRESS 2 & o
¢ 1 7v - s 1A TE_ & I
zip cooeBx »ERREE

Hours LOGGED_%%JJ mONTHLY
LAST conTAcTED. 2zl -H-BE
i Bk 4 |- < |- H e

FILE/80 Display
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Note: Instructions for using the [MIIKIJURIAT key for entering the expression of a computed field are
provided under Cémputed Fields on page 101.

After YUK is pressed, the ilT F IEL Il screen is displayed. Use the cursor keys to place the field in

the desired location. This screen shows that the FiZiiiLiHT HEF field has been placed on line 42,
column 44 of the MEMO output format. The text on either side of the field was entered earlier in this

section. When the field is in the desired location, press PUIT

Press

¥ FUT FIELD ¥% Format:
Line Column

Your account representative, |IINNNNE. .culd be pleased
to provide you with details, To schedule an appointment
with Dr. Alvord, call our offices at 1-8808-555-4567.

= 1- — e E—— C———

FILE/80 Display

After you press [{J]] , FILE/80 displays the .. L.AYUUT screen. Additional fields or text can
be added to your letter. This screen shows the field and text entries listed at the end of this section have

been placed on the letter. When all fields and text have been placed on your letter, press FKNaa] :

~———
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Press JN&NY

b 4 LETTER LAYOUT Y% Format: KIS
Line Column

Qur firm is pleased to be able to offer the consulting
area of Sclar Engineering to our already broad ranae

of services. Dr. David Alvord, a recent graduate of

the Solar Engineering program of the University of

Hawaii has recentlu joined the staff of CHRNEY, MANN,

and HILL. We know that you can benefit from the services
of Dr. Alwvord in any new or existina projects that

you consider inteagarating with =clar pouwer.

vour account representative, [N . vculd be pleased
to provide you with details, To schedule an appointment
with Dr., Alwvord, call ocur offices at 1-880-555-4567.

Cordially,

Bill Chaneulll

FERE E e cecere Mol rvoce Wol o ceneT -] ACCEST

FILE/80 Display

When FE®3N] is pressed, the i.

11T screen is displayed. If you wish to make changes to
your letter, you can press [MEYIA] to display the L.E T TER L

Moving Fields

To move a field follow these steps:

a. Thel ETTER L.
(WEVEINN on the |

b. Press .FILE/80 displays the {1li\/E

e

I screen.

{.[1screen.

c. Place the cursor over the field you wish to move. You can press (END LINE ) or (SHIFT) (END LINE) to

move the cursor.

d. Press .

{1 screen is displayed. You can move the field by pressing the cursor keys.

f. Press m . Any text under the field is erased.

Note: If you press accidentally, then press immediately. The field will stay in the same

location.
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Deleting Fields

To delete a field follow these steps:

a. Thel. " screen must be on your display.

b. Press .FILE/80 displays the ! screen.

c. Move the cursor over the field you wish to remove. To move the cursor, press (END LINE) or (SHIFT /.\
END LINE). '

d. Press .

Note: If you press [I[lMaNA accidentally, press FIHIEE] on the
fields will be removed from your letter.

S—

! screen. No

Use of Justify Mode

Justify mode eliminates blank spaces in fields on your letters by moving fields and text to the left.
At least one space must be left between fields on a line for justification to occur. Leading and/or
trailing blanks are removed from all fields. The justify mode makes all your letters appear as if
they were individually prepared because no blank spaces appear around fields unless you put
them there.

Note: Text and fields are not moved from line to line, only towards the left in the same line.

When justify mode is used, lines with no text are removed from your letter if they only contain
fields that are completely blank. This is useful for foreign addresses with a variable number of

lines, for instance. On the sample letter shown in the overview, the line containing the

& field doesn’t appear in printed letters when the ¥ = field only
contains blanks for the letter being printed.
Here is the data used to print the letter:
Field File Record Data
: Robinson-Douglas Inc.
51 Marsh Boulevard
{1l Boston, Massachusetts /-\

S

This is the arrangement of fields on the letter:
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Letter printed with Justify Mode:

The following paragraph is taken from the sample letter shown in the overview. The name of the
! field on the CLIENTS master form. This field is

10 characters long. The text and field entries for this paragraph are shown on the

account representative is the i

{ screen on page 134.

R

i
Wil

D Alwvord, oail

Another letter might look like this:

Even though the number of characters in the account representative’s name can vary from one
letter to the next, no blank spaces are printed even though they do appear in the field on
individual records in the CLIENTS file.
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FILE/80 gives you the choice of justifying your letters or leaving them just as you enter them by

changing the .Juiz 1 i i setting on the [IEFFLIL TS screen. Justification is originally set to

s 1 1 i setting to MU then no justification is performed.

If no justification was performed with the sample letter, then the closing paragraph would look
like this:

)

Trailing blanks are present because the length of the field is 10 characters and the account

representative’s name, Mr. East, only contains eight characters.

Ordering Letters

FILE/80 prints letters defined with letter output formats in the order you specify with the :

[
[
i

screen, A blank master form is displayed in the information window of the ' i
EF screen. By pressing the special function keys FE®ENI and [HS®ANT you can select the
printing order. To specify a printing order for your letters, you press onthe L.ETTER FORMAT
screen.

o

T
L o
e
I

L

Note: If no printing order is specified, FILE/80 prints your letters in primary key order.
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Press

*% LETTER FORMAT %% Format:
/-\ Please select a special function keuy ocption.

SN 2 HE -] DOHE ]

FILE/80 Display

After you press , FILE/80 displays this screen. You move the cursor over the field you wish to
order your letters by and press either HSCENDERY IEEEINT . To designate the ST OO0E field as an
ascending sort field, press several times to move the cursor over it. Then press FE®EMT . When

all sort fields have been specified, press [F6{6aAzA] .

Press

e -8 X% SORTED LETTER *x% Format:

c onp ANy _ x A
ADDRESS 1 _ ¥ xS
ApprESS 2 _x i
¢ 1 7y s T7ATE _ & <N

accounT rer_ N

HOURS LOGGED- %Ml MONTHLY

LAST COHTACTED_z:x-EN-EE
SR BIFEEE DR B < | HECEATER

FILE /80 Display

Note: Additional information on choosing sort fields is provided under Ordering Your Report, on
page 107.
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After you press F®#azd] , the i.

i 9 T screen is displayed. You can press W if you are
finished entering text and fields for your letter. When [IIN[A is pressed, your output format is stored on

i screen is displayed for printing letters.

disc and the i 147

Printing Letters

= and |

screens are used for printing letters. The

screen.

screen is displayed when you press on the

When you press [JIJI]] on the
if sorting is necessary for your letters. Otherwise, the i

{7 screen, the ' [ screen is displayed

‘ screen is displayed.

It is important to turn on your printer before pressing when loading FILE/80. If you turn on your
printer while FILE/80 is running, you risk damaging your files. You can use the utilities covered in
sections 9 and 10 of this manual for restoring your files. When recent backup copies aren’t available,
restoring your files can be very time-consuming and in some cases only part of a damaged file can be

restored.

¥%¥ PRINT SPECIFICATIONS %X Format:
Please select a special function key.
H EEEImE Bt at BEEEEEE DT
FILE/80 Display
The FEIMT SFEDIFICATIONS screen enables you to specify conditions for the letters you wish to
print. These special function keys are provided: /\
e

Press this key to display the LETTER FORMAT screen. Your output format can be
changed. Refer to Changing Reports, page 122, for detalls.

[UEIIMEE Press this key to change defaults likethe Fririer addressorForm size
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SIWZINOE Press this key to select records for printing letters. The conditions you enter remain in
effect from one session to the next. If you don’t specify search conditions, one letter is printed for
each record in your file. Refer to the SEARCH Screen Summary on page 86 for details.

~

Defaults

Before printing your letters, you should check the iii i iiLil. T & screen to verify the proper defaults have
been set. When you press [IIIME , this screen is displayed.

¥ DEFAULTS %% Format: REEGR

Flease select the defaults you wish to CHANGE.

R. Printer address:

/\ 2. Printer tupe:

Humber of copies:

(O]

4., Stop between pages: N
5. Form size (Linesy:
6. Justify:
7. Reuse sorted list:
Hemm—— B < | —— "] SCCEFT

FILE/80 Display

To change a default, you move the cursor to the number beside the default and press . The cursor
can be moved by pressing (ENDLINE) or (SHIFT) (END LINE). When you press , a prompt is
displayed in the title/feedback window. You enter the new setting and press . When all defaults
are correct, press . The following default settings are possible:

Frimter address;:

FILE/80 originally sets this default to 701.
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Frirmter ftyp#: Referto appendix C.

Humber of copiesi 1 through 99 copies are permitted. FILE/80 originally sets this
default to 1.

SZiop Detwesn pagses: YES,NO.FILE/S80 originally sets this default to NO. If this item

is set to YES, then you must press [ILIBIEE to resume printing after each page is produced. This

allows you to print letters on non-continuous forms.

POrmn oELEe L

# 1 1to 99 are permitted. FILE /80 originally sets this default to 66. This

item should be set to the size of the paper forms being used in your printer.

Jdiudsti fu: YES, NO. The default setting is YES. FILE/80 will eliminate leading and trailing
blank spaces in fields placed on your letter when this is set to YES. Refer to Use of Justify Mode,
page 136, for details.

Fogma

sorted 1is1t: YES, NO. The default setting is NO. If you change this item to
YES, no sorting is performed. Instead, the order of records is determined by a sorted list of records

used for a previous output format. Any current sort fields or search conditions are disregarded.

You must set this item to YES each time you want to use the sorted list. When you change this item
to YES, a message is displayed giving the number of additions, updates, and deletions in your file
since the sorted list was generated. If a valid sorted list doesn’t exist for your file, then the

Feuwse sorisd 1131 defaultis not present.

The sorted list is generated whenever the default setting is NO and the output format being printed
has at least one sort field. Depending on the sort field(s), the sorted list can be generated at two
different times:

e A sorted list is generated when the =

1 screen is displayed after pressing RN -

Note: If [JIHUA is pressed on either the &= T or LLET TEF screens while the sorted list is being
generated, the list becomes invalid.
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The LETTER Screen

When you press on the FEIHT SFECIFICATIONE screen, the printing of your letters
starts. (The = (IF T screen is displayed first if sorting is necessary.) When printing begins, the L.E T TEF
screen is displayed. A counter on the L.E T TEF screen indicates which letter is being printed. As each
letter is printed, it is also displayed on the L.ET TEF screen. When printing begins, this screen is
displayed:

Printing record #f]

*%¥ LETTER X%
Printing Format:

CHANEY, MANNH, AND HILL
Consulting Engineers

2258 Camden Averue, Los Angelesz, California 908332

Br12-82

2] HE = |- - ——

FILE/80 Display

These keys are displayed when JIEIIMI is pressed or after all letters are printed:
I Press this key to continue printing letters.

Press this key to edit the letter format. Instructions are provided under Changing Reports
on page 122.

Press this key to display the PR IHT ICAT IS screen,

[AINANENN] Press this key to access other output formats.

Press this key to end the session and return your HP-86/87 to calculator mode.
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If you press [HAUEER , this screen is displayed:

Frinting record #A
% LETTER %%

Printing Format:

liff H. Robinson
obinson-0oualas Inc.

1 Marsh Boulewvard

ocston, Massachusetts G6z17¢8

Qur firm is pleased to be able to coffer the consulting
area of Solar Engineering te cur alreadu broad range

of services. Or. David Hlword, a recent graduate of

the Solar Engineerina program of the Universitu of

Hawaii has recently joined the staff of CHAHWEY. MANN,

and HILL. We know that you can benefit from the =services
of Or. Alvord in any new or existing prejects that

you consider integrating with solar power,

Your account represerntative., Mr. East would be leased
NEESITNE BEEEEE =3 =[FriuTEs | dﬂﬂ

FILE/80 Display

g
The special function keys can be used as follows:
WIREEAE Press this key to resume the printing of your letters with the next line. If the record
counter has been changed, the printing starts with the letter specified by the counter.
Press this key to decrement the record counter. This key allows you to make additional copies
of specific letters.
Press this key to increment the record counter. This allows specific letters to be skipped. /'\

[IEEENEYf Press this key to change the

screen. This determines whether or not letters are displayed on the |

setting on the i.f

screemn.

UL Press this key to change the F

screen. This determines whether or not your HP-86/87 sends information to your printer.

setting on the i.

Note: You cannot turn both the display and printer to L1 .
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screen on page 143.

[NENTETE] Press this key to print letters over again starting with the first letter.
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CLIENTS File Output Format: LETTER

Fields
These fields can be added to a letter using the L.ETTER L FHY LT screen. The location of each field is
indicated by the line and column counters.
Line Col.
Date field obtained by pressing 21 15
; PR 3 25 15
""" 25 31
25 34
26 15
27 15
28 15
29 15
29 47
31 20
i 42 44
Text Entries
12 30
13 31
15 15
25 32
31 15
31 35
33 15
34 15
35 15
36 15
37 15
38 15
39 15
40 15
42 15
42 54
43 15
44 15
46 15

49 15
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Sort Fields

SIF CODE e

Defaults

These settings are entered on the [IEF FLil. T % screen after pressing QAR on the . &7 TER FORMAT
screen. When the Fis T iF T I11M% screen is displayed, you can press (INIGRVIE to

display these items:

B Set this item to the address of your printer.

rimter

Frimter itups Refer toappendix C.

Flumbey o s less ]
B EeY I S 1

31 @iz If you are using non-standard forms, this item should be changed to

Form o E1Es LLLNE

the maximum number of lines that can be printed on a page.

bagtifug: YER
Fouse sorted list: HO

Search Conditions

These conditions are entered after pressing (BRI on the L.ETTER FL
T oEFECIF : screen is displayed, press BEEMY . When the SiEFRIIH screen is

displayed, move the cursor over the L.

Enter the date 06/30/82 and press . Next, press lJ . Since this is the only search condition,
you can press [[GS@R). The FHEIMNT SFECDIFICHTIOMNE screen is displayed. When letters are
printed, only those records with a date later than 06/30/82 in the L.HEZT COMTHUITEL field will be

accessed.
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DEFINITION PRINTING
FILE/80 FILE/80
Program Program
Disc #2 Disc #3
O. O-
| [ ~
e
FILE/80
]
OUTPUT
REPORT LETTER LABELS
LABEL DIMENSIONS LAYOUT SO|RT DONE
1
|
!
HEIGHT WIDTH CM
| 8
I ] —
FIELD DATE DELETE : MOVE PRINT
SELECTION FIELD FIELD | FIELD SPECIFICATIONS
, ]
1
| | ! I
PICK PUT PUT PICK PICK | PUT PRINT DEFAULTS SEARCH EDIT
FIELD FIELD FIELD FIELD FIELD | FIELD
|
I LABELS
| I
|
I
= PAUSE ABORT
|
|
|
| 2\
CONTINUE  BACK| SKIP DISPLAY PRINTER ABORT RESTART
|
J
SORT
1
ASCEND DESCEND
UNDO UNDO

LABELS Diagram
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Printing Labels

In this section, examples show you how to define and print the sample labels shown in the overview. You

will need the following:

e FILE/80 Program Disc #2
o FILE/80 Program Disc #3
e FILE/80 Demonstration Disc

Introduction

To complement your letters, FILE/80 provides you with a simple and easy to use format for printing
labels. Labels are designed on the screen of your HP-86/87. Whether you're trying to reach a particular
group of clients with letters, mailing packages, or managing an inventory, you’ll find the label output
formats possible with FILE/80 a convenient answer to your needs.

The use of labels can help you perform a variety of reporting tasks in a more efficient and timely fashion.
When information on a new client is added to your file, for instance, new labels for mailing or
identification purposes can be printed instantly. When you update a record in your file, the new
information reaches your clients—accurately. This is because the same information is used to produce

your reports, letters, and mailing labels.

The label output formats of FILE/80 are easy to change. Choosing new fields for a label is handled the
same way as in the original label design. In addition, the printing order of labels can be easily changed.

Use of FILE/80 Program Discs

It is only necessary to have one FILE/80 Program Disc on-line at a time. When you are defining a
label output format, use FILE/80 Program Disc #2. When you are printing a label output format,
use FILE/80 Program Disc #3. However, you can load FILE/80 from any of the four Program

Discs. When a disc is needed that isn’t on-line, a message instructs you to insert it.

149
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Label Size

Before entering text or selecting fields to define the appearance of your label, you key in the
dimensions (inches or centimeters) of the labels you're planning to use. To enter the dimensions
in centimeters, press ] .Most label suppliers print these dimensions on the label package. If
you are entering dimensions in inches, round the label height to the nearest half-inch. For
example, if your labels are 17%s inches high and 4 inches wide, then you would enter the
dimensions 1.5 by 4 inches. The screens and keystrokes in this section describe how to specify a
1.5 by 4 inch label. FILE /80 supports label heights from 0.5 to 3 inches and label widths from 2 to
5inches. In centimeters, these limits are 1.3 to 7.6 for the height and 5 to 12.7 for the width.

Note: To insure the printing of all text and field entries on the label surface, it is recommended that no
entries be made in lines or columns adjacent to the edges of labels. With 4-inch wide labels, data in the

rightmost column of the print-line can be truncated if the i..: BOPOEE setting is .

The following steps are required before defining a label:
® Load the program from FILE/80 Program Disc #2. The disc(s) containing the file you are defining
the output format for must be on-line. In addition, disc space for storing the label output format
you’ll define must also be available. The file for which a label is defined must be on-line. To define
the sample label shown in the overview, use the FILE /80 Demonstration Disc. This disc can also be

used for storing formats. After pressing (RUN), press JIIVEEINE .

¢ Enter the file name and password (optional). For the examples in this section, you should enter the
file name CLIENTS. The password is HP. Verify the MSUS of each drive on-line when the MSUS

table is displayed. When each MSUS in the table is complete and correct, press (oSl .

FILE/80 displays this screen. It is possible to make other changes to your file before defining the
dimensions of a label. Whenever the following screen is on your display, you can press W to access

an old output format or define a new one.

Press (UINARMUA

% FILE~8G X%

Please select a special functiaon key.

HENEENE BEEEITE DEFALILTS

FILE /80 Display

()




Section 6: Printing Labels 151

Accessing Output Formats

Output format names are needed to identify disc files. The format name can contain any upper or
lower case letters or digits and has a maximum length of eight characters. Whenever you enter
the name of an output format FILE/80 checks to see if a disc file beginning with that name and

endlng with the characters _i.is on-line. If the d1sc fileis present FILE/80 displays the i*i I 47

screen. Otherwise, the &

press [RISNNI on either screen to re-enter the format name.

Defining Labels

Before printing labels, you define them with label output formats. Each output format contains your text
entries, any fields you selected from the master form, and the printing order of the labels themselves.
Each label format has its own name, just like the letter and report formats covered in sections 4 and 5.
Enter MAILING for the name of the output format.

Press MAOLOM®

X% OUTPUT %%
FORMART HAME?

B HI HE - —

FILE/80 Display

/ ' Since this name doesn’t match any of the output formats already stored on-line, FILE/80 assumes you

intend to define a new format and displays the {7 Fiit - screen. The special function keys of the

[1LiTFLT screen can be used as follows:

Press this key to produce a master form summary followed by copies of each record in
your file. You can view these on the screen or print them. Instructions for using this key are provided
under Use of DUMP ALL on page 94.
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To choose a label output format type, do the following:

Press (WL N

*¥ QUTPUT TYPE *%

Please select a special function kewu.

BEEINEE EENEIEE B < |- B

FILE/80 Display

Entering Dimensions
The default size for a label is & igiii: fJ inch and Micdtho inches. To change these
dimensions, you press the keys or on this screen. To use the MAILING output format to
print labels on 17%s by 4-inch label stock, change the height of the label from 1.0 to 1.5 inches and the
width of the label from 3.5 to 4.0 inches. The key can be used to edit each entry before pressing
(ENDLINE).

Note: If you are using centimeters for label dimensions, press m before entering the height or
width. When you press m , the default dimensions for centimeters are displayed. These are 3.8 for
the height and 8.8 for the width. The [ key now shows N - f you press [JIJ] . the default

dimensions for inches are displayed.

Pross DO® (@ ENINE) [RUYR

Height: Width: ¥%¥ LABEL DIMENSIONS X% Format:
(Inches2

EETEEEN BT B =T CL e ]

FILE/80 Display

N
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When you press , FILE/80 displays the i.Fi FORMET screen.

Converting Dimensions

FILE/80 uses the height and width dimensions you enter to draw a label on the information
window of the i. Lod i

iT screen. The number of lines and columns on the label match
r\ the dimensions just entered. The following conversion factors are used:

Height: For each inch you enter in label height, FILE/80 places six lines on your label. This
means labels between 3 and 18 lines can be printed since the limits on label height are 2 and 3
inches, respectively.

Width: FILE/80 uses 10 columns for each inch of your label. The column width of your label can
range from 20 to 50 columns.

For example, if a label output format is defined for a height of 1.0 inches and a width of 3.5
inches, then the converted dimensions are 6 lines by 35 columns.

Label Layout

The format of a label is entered in a box drawn by FILE/80 on the L.AEEL L
dimensions of the box are adjusted so the number of characters you can enter corresponds to the
dimensions that were entered on the LAEEL DIMENSIOME screen. When is pressed, the
LABEL FUOREMAT screenis displayed. To specify the appearance of a label, press :

Press [MAM(UINAI

screen. The

* % LABEL FORMAT ¥k Format:

|
I
Please select a special function key.

HEESEE 85— S, e —

FILE/80 Display
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The following special function keys are provided:
UEACUNNT Press this key to specify the appearance of the label with text entries and fields.

1NN Press this key to choose the printing order for your labels.

Press this key to clear the output format and display the i.

N

Text

The L. L T screen is used to specify the appearance of your label and enter text. The cursor
cannot be moved outside the boundaries of the label on the screen. You can use the (SPACE BAR), (&% ),
and cursor keys to position the cursor on the label. Text can be placed anywhere on the label from the

keyboard of your computer.

If you choose to sort your labels by zip code, you might want to indicate this by having them printed with
the following text. Before entering the following keystokes, position the cursor on line 2, column 26 of the

label on your screen.

Press (EREOOEOEROEOD

¥%¥ LABEL LAYOUT xx Format:

Line B Column
Pleace select a special function key or enter text,

FRE-SORTEDE

B e—— ceLeTe Wel eoe S RE

FILE/80 Display
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The following special function keys can be used:
Press this key to add fields to your label from the master form.
Press this key to place a date field on your label.
Press this key to remove fields from your label.

Z[INTH Press this key to move fields already on your label.
Press this key to clear your label.

Press thls key when you are finished entering fields and text on your label. The

" screen. FILE/80
T I {1 screen with the master form in the information window. Up to 100
fields can be placed on a label. Note that the choice of character fields is limited by label width. To select a

field, move the cursor over the field you wish to select and press .

For example, the FimeT MMME field from the CLIENTS master form can be selected. Move the cursor
over the i I X field by pressing several times and then press . If you move
past this field, hold down and press to move the cursor in the reverse direction.

Press |[ME@

Form lines BI-FIB %% FIELD SELECTION %% Format:
Accoun TE = :5R - TR rHONE . x% <EEED> NI -EDEE

CHANEY, MANN, RAND HILL
Consulting Engineers

CLIENT QUICK REFEREHNCE FILE

LAST MoDIFIED on_x=EE-HR Il
LasT NAneRx TG

MIODLE INITIAL_ %%l

conpany _ ¢+
o] ——— W | —— a (- [ —

FILE/80 Display



156 Section 6: Printing Labels

L.11 screen. The text you entered earlier is still present on the

i field with the cursor keys to line 4, column 6. The line and column

counters indicate the position of the leftmost character in the field you are moving.

Press /\

¥ PUT FIELD x% Format:
Line Column B

PRE-SORTED
.
=t ExE B————— ———
FILE/80 Display

When is pressed, FILE/80 displays the i.F

1. LAYTOT screen. Any text or fields currently on
the label are displayed. If you press m when the field is.over another field already on the label, a

message is displayed. You cannot place one field over another. If you press m when the field is over

text on the label, the text is removed.

After specifying the appearance of a label by entering fields and text on the L. FiliEL LMY LT screen,

you can press [JIGHED -
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Press [JINUEEN

*¥% LABEL LAYOUT *% Format:
Line Column

1M T FPRE-SORTED

B B EEEEE B EEEE

FILE/80 Display

Note: Additional fields and text shown on this screen are listed at the end of this section.

After you press [IENJ] . FILE/80 displays the LABEL FUORMHAT screen. This screen has the

D - EI0Y - AN - and [IOIJ special function keys.

You can make changes to your label by pressing . The label is presented just as you left it when
ANEEEI was pressed on the LLAEBEEL L FAYILT screen. The following instructions tell you how to add

a date field. Besides adding fields, you can move a field, delete a field, or change text entries.

How to Date Your Labels
" Follow these steps to place a date field on your label:

a. Ifthe l.HEEL LHAY{IIT screen isn’t on your display, press onthe LABEL FORMAT
screen to display it.

b. Press on the L.AEEL LHAYTUT screen. FILE/80 displays the FLIT F IEL LI screen with
the date field on your label. When labels are printed, FILE/80 enters the current date. This is the

date entered at the beginning of the session when printing occurs. All labels printed during a given
session have this date.
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c. Use the cursor keys to move the date field to the desired location. When the field is in the right
location, press . The date field cannot be placed over fields already on the label. Press
. FILE/80 displays the L. FEE L L #% LT screen with the modified label.

How to Specify Printing Order
Follow these steps to designate sort fields: ~

a. Press on the L.
b. FILE/80 displays the

screen.

c. Designate the sort fields by moving the cursor over the fields of your choice and pressing [
or JHIBMIYL . For example, to prlnt your labels by zip code, press several times to

position the cursor over the = I F
d.  Press FOQJ on the &

Note: For additional information, refer to Ordering Your Report on page 107.

Justified Labels

FILE/80 automatically justifies fields on your labels so gaps don’t appear when fields on a label
contain blanks. If you want ﬁelds and text to appear exactly where you entered them, change the

AuiEt d fu setting on the IEF HLIL

= screen to 11

When justification occurs, text and fields are moved to the left one space for each leading or
trailing blank in fields on the same line. The spacing between fields and text entries on the line is

preserved. You must leave one space between fields for justification to occur on a line.

When a line contains no text and one or more fields, justification can occur between lines. For this
to occur, all fields on the line must be blank. These blank lines are not printed. Any remaining

lines on the label are moved up a line.

For more information, refer to Use of Justify Mode on page 136.

Storing Label Output Formats

press [IIN® on the L.fikiEi.
space. After [IIINR is pressed, the
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Printing Your Labels

pressing [{IIRQ on the i. ; i
LHLITHFLET screen that is already on-line. FILE/80 allows you to choose what records are used for printing

your labels with the SI#a[H®X special function key. Printing of your labels begins when the [HEBIIL
special function key is pressed.

Once printing has started, the = screen is displayed on your HP-86/87. If you press [RIUEH ,
printing is interrupted and a new special function window is displayed. This window includes the
keys and that enable you to move backwards or forwards through the records selected for

printing. You can easily obtain multiple copies of one label or skip unwanted records in your file.

Changes in the placement of text and fields on labels must be made to the output format itself.
Instructions at the end of this section explain how to change text entries and move or delete fields already

placed on a label.

Setting Defaults

Before printing your labels, it is recommended that you check the ii

FHUL TS screen. You can

b2 4 GEFALULTS ¥# Format: LIZHESEEN

select the defaults you wish toc CHARKHGE.

Frinter address:

Frinter type:

8

o

Humber of copies:

N
=

Labelzs across:
Justify:
€. Feuse szarted list:

n

=] 4] = | o] HCCEFT ]

FILE/80 Display




160 Section 6: Printing Labels

Check the list of defaults on your screen. Be sure the printer address and type are correct. To change any
defaults, move the cursor to the number beside the item you wish to change and press .Youcan
press (END LINE) or (SHIFT) (END LINE ) to move the cursor. When you press , a message appears in
the title/feedback window. Make the correct entry. When the list is correct, press .

The original default settings remain in effect until you change them. When you access the output format

again, default settings remain unchanged from when FIMOH] was last pressed on the &
screen. The following default settings are possible for label output formats:

Frimier addreszszs: The default setting is 701.

Frimter itwdpe: Refer to appendix C.

B, mt ooopies: 1through 99 are permitted. The default setting is 1.

Labels morozs: 1 through 4 are permitted. The default setting is 1. This default refers to the

number of labels across a page. If you are using a single roll of labels, use the original default setting of 1.

Juzt i 4y YES, NO. The default setting is YES. Refer to Justified Labels, page 158, for details.

Feusze zorisd list: YES, NO. The default setting is NO. If you change this item to YES, no
sorting is performed. Instead, the order of records is determined by a sorted list of records used for a

previous output format. Any current sort fields or search conditions are disregarded.

You must set this item to YES each time you want to use the sorted list. When you change this item to

YES, a message is displayed giving the number of additions, updates, and deletions in your file since the

=0 tad

sorted list was generated. If a valid sorted list doesn’t exist for your file, then the F¢

1 i =1 defaultis not present.

The sorted list is generated whenever the default setting is NO and the output format being printed has at
least one sort field. Depending on the sort field(s), the sorted list can be generated in two different ways:

o A sorted list is generated when the & 11 T screen is displayed after pressing [N .

e Ifthe %R T screen is not displayed after pressing [FEHRN] , a sorted list is generated during the

initial printing while the L. HFE = gcreen is displayed.

Note: If JUHUE is pressed on either the =0 T or L.AEE L % screens while a sorted list is being

generated, the list becomes invalid.
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Choosing Records

To choose which records are accessed to prmt your labels, you can press the SR spec1al functlon key

on the Fi] FCIFICATIONS screen. The conditions you enter on the HEFELLH screen

determine which records are accessed to print labels. You can refer to the SEARCH Screen Summary

.1 screen are “remembered” from one

on page 86 for details. The conditions you enter on the %

session to the next.

How to Print Labels
Turn on your printer before loading the FILE/80 program. If you turn your printer on while the FILE/80

program is running, your files can be damaged. Instructions for recovering these files are provided in

sections 9 and 10 of this manual. In some cases, only part of a file can be recovered.

I o

Press (BN on the FEI#HT
screen is then displayed. When you specify a printing order with the =

. screen and

sorting is necessary, pressing 3 displays the = screen. If sorting is not necessary, printing

begins as soon as you press [@sSENI .

Frintina label # B EETERET TG
¥ LAEBELS ¥k
Format: ERETTITEGTY
MAILED &-12-82Z2 FRE-SORTED

Cliff Robinson
51 Marsh Bouleward
Bostan, Massachusetts

az17s
MAILED ¢&-12-82 FRE-SORTED
Howard Goodman
Goodwman Building
2358 Alder
Norfolk, Wirginia
23563
o | —— HE s ] HE Bl ——

FILE/80 Display
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Notice the record counter in the title/feedback window. This indicates which record is being printed. You
can press to display the following special function keys. If or BIEEIAN] are pressed while
labels are being printed, then the current line of labels is finished before printing is stopped.

The following special functions keys are displayed when [FJUI[¥J is pressed or when all labels are
finished printing:

[SUIRENE Press this key to resume the printing of output. N
—

Press this key to edit the output format being accessed. Refer to page 163 for instructions.

Press this key to display the FF:I1HT SFECIF ICAT IOHE screen.

Press this key to access file records or another output format.

Press this key if you are finished using FILE/80.

The special function keys of the L.FEEL. & screen give you several options. You can reprint labels or skip

over labels selected for printing. If you press [HEUEY , these keys are displayed and the printing of labels
is temporarily suspended.

SULRIRINYY Press this key to resume label printing with the record indicated by the record counter.

JIEI0X Press this key to decrement the record counter. This key allows you to make additional copies
of the same label.

Press this key to increment the record counter. This allows specific labels to be skipped.

Press this key to specify whether or not labels are displayed on your screen.

Press this key to specify whether or not your HP-86/87 sends printing information to
your printer.

~

——

Note: You cannot turn both the display and printer to [1F F.
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AL Press this key to display the special function keys described under pressing [JIHIIN earlier.

SIS Press this key to print all labels over again, beginning with the first label.

Changing Labels

Any characteristic of an output format can be easily changed. First, you load the FILE/80 program and
press (RUN). After you press m , enter the file name your output format is stored under. This is
the same file you were accessing when defining the output format. Then, press on the
F IL.E &0 screen. Enter the name of the output format when the FORMAT HAME prompt appears in
the title/feedback window. Next, press on the FRIMT & IR ICATIONS or LHRELS
screen. FILE/80 then asks you for the name of the new format—you have two options:

When m is pressed, FILE/80 asks you for the name of the new format. You have two options:

¢ Enter the same name you entered on the LiTFLIT screen. Your original output format is revised
with the changes you specify. Only the revised version of the output format is stored on disc.
i.IT screen. A separate output format is

stored on disc. This output format is just like the original except for the changes you make.

After entering the name of the output format on the FEIHT SFECIFICATIONS or LHBELS
screen, the L.ABEL FUORMAT screen is displayed. You can change the printing order of labels, change

text entries, add fields, move fields, or delete fields from your label.
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How to Change Text

a. Press onthe L.AEBEL FORMAT screen.
b..  Use the cursor keys to move the cursor over the text you want to change.
c. Press or to move the cursor over the old text. This “erases” text from your label.

d. Keyin the new text directly from your keyboard.

e. Press (KM@} on the ..

LHYUIT screen.

How to Move Fields

a. Press onthe l.AEEL FORMAT screen.

b. Press onthe L.HEEL LFAYIIT screen.

c. Position the cursor over the field you wish to move.

d. Press on the MiiWE F IEL D screen.

e. Use the cursor keys to move the field to the new location.

f. Press onthe FLIT F I EL screen.

g.  Press ([B@NE on the L. FEEL LAYDIUT screen.

How to Delete Fields

a. Press lINQNE on the |. HEEL FUOREMAT screen.
b. Press I on the L. FEEL LAY screen.
c. Position the cursor over the field you wish to remove.

d. Press[HEHS onthe HELETE FIELDscreen.

e.  Press J[0O#EME] on the L. FEEL LHAYOUT sereen.
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CLIENTS File Output Format: LABEL

Dimensions

Height: 1.5inches
Width: 4.0inches

(\ Fields

Line Col.

Date field obtained by pressing 2 13

FIRST HAME 4 6

LAST MAME 4 29

AODRESS 1 5 6

ShoE 6 6

7 6

Z1F CObE 8 31
Text Entries

MATLED 2 6

FRE-SORTED ) 2

{ ' Sort Fields
S1F CODE

Defaults
Defaults are entered by pressing (LI on the FRINT ZFECIFICHTIONE screen, after
storing an output format on disc.

Frimter address Setthis to the address of your printer. This should not be the same as any disc

addresses being used.
Frimier tuype Refer to appendix C for the proper setting.

Mumber of copissz: 1

list MO

Search Conditions

These conditions are entered after pressing on the FREIMT SFECIFICATIONE screen.

SEHEH) - Labels are only printed for records with an entry later than 06/30/82 in the LHZT
COMTHCTED field.
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nAaTreE

REDEFINE Diagram



Section 7

Changing Master Forms

Introduction

FILE/80 gives you the capability to modify many characteristics of the master form. This process is easy

because the same special function keys are used for changing the master form as were originally used
when creating it with the UFEEFTE FILUEMT special function keys. Any text entries or fields on the
master form can be changed. You can enter a new name and/or password for your file. Primary and
secondary key designations can be changed. And as your application grows, the number of records in
your file can be increased. This section tells you how to make these and many other changes to your files.

The flexibility and ease of use offered with FILE/80 gives you maximum productivity from your
HP-86/87. Compatibility between your actual application and the disc files supported by FILE/80 is easy
to maintain. The FETIEF IMHE screen enables you to make changes to every record in your file by
changing fields and text on the master form or by reordering your file.

Making Backup Files

It is required that backup copies of your files be made before and after each file redefinition. A backup
copy must be generated just prior to each use of the EELEF I HE screen. It is recommended that an
extra backup copy be made to insure that a current copy of your files will be available should power to
your disc drives be interrupted while using the EEQEF I HE screen.

To make backup copies, you can use the BACKUP utility program stored on FILE/80 Program
Disc #4. Another possibility is using the ©"{1[*"%" command to manually backup each disc file. If
the = [1F % command is used, it is necessary to use special names for all backup disc files. The disc
file naming convention used by FILE/80 and instructions for using the BACKUP utility

program are presented in section 9.

Instructions

f\ After making backup copies for the file you wish to modify, you can proceed to modify your original file.

Keep the backup copies of your file in a safe place. In addition to providing a reserve copy of your files,
FILE/80 may instruct you to insert the backup discs when changes are made to the size of your file.
Adding fields to your master form or increasing the number of records in your file can also necessitate the

use of backup discs. These changes can be very time-consuming.

To change your file, load the FILE/80 program from FILE/80 Program Disc #4 and press . Original
copies of your disc files need to be in disc drives attached to your HP-86/87. (If space is available, a backup
copy of your files can also be on-line.) Press 01D FILEE

167
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When the prompt requesting you to enter the file name is displayed, enter the current name of the file you
wish to change. If the file has a password, it must be entered as well. After verifying the MSUSs, press

U on the |
Press (NSUSNLIS

screen.

¥¥ FILE~-88 %%

Please select a special function keu,.

i Guerv el ouTruT WEJREOEFINE = [ DEFAULTES 7] ConE ]

FILE/80 Display

Next, FILE/80 reminds you that backup copies are needed before redefining a file. Press 3@l if you need to
make backup copies or [JIRRINIYE to display this screen. To make changes to the text or fields on your
master form, press [UNM .

Press

¥% REDEFIHE X%

Please select a special function key.

Accoun TR R -UREN pHONENE & (IS » OEED-ORET
CHANEY ., MANN, RAND HILL
Consulting Engaineers

CLIEHT QUICK REFERENCE FILE

LAST noDIFIED onllz:EE-HE Sl
LAsT ~NAMEB: NN
F1rsT HAMER:
MIDDLE INITIALEs =N

c amp AN vl
H EEEET 1zl Form

S | ———

FILE/80 Display
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enter after pressing [[NRIERINA on the F i &
new name must be used. If the original file has a password, it must be entered to access the new file.

Note: File names can contain uppercase or lowercase letters or digits and have a maximum length of
eight characters.

[EIWEIIINT Press this special function key to change or remove the password for your file. A
prompt appears in the title/feedback window. To remove the password, just press (END LINE}. To
change the password, enter the new password and press (END LINE). Passwords can contain a

maximum of 10 characters.

@UEE To change any text or fields on your master form, press I8 . You can remove, change, or
enter new text. Field names can be changed and the length of fields can be increased. Fields can also

be moved on the master form. In addition to changing fields already on your master form fields can

be deleted or added using the same special function keys available with the -

screen.

If you want to change any primary or secondary key designations, press . The

v B e S Tl
SELECT RE

% screen is displayed with the current master form in the information window.

Any current primary keys are listed in the title/feedback window. You can also check the
search/sort indicators for any primary or secondary key designations. To change keys, position the
cursor on the field you wish to change and then press[JIJINIRY] or . To clear key
designations for any field, position the cursor over the field and press . There must be at least
I

F I HHE screen.

one field on your master form for to appear on the ¥

Press this special function key if you wish to leave your master form the same and return your
HP-86/87 to calculator mode. If you reloaded the FILE/80 program and pressed any changes
made to your file with the R E [JEF I ME screen are not recognized—your file remains unchanged.

IYH Press I when all the changes have been made to your master form, including any
changes to your primary or secondary keys. After pressing (I , you can change the size of your
file and use the IRERIE special function key to execute mass storage commands.

This screen is displayed after you press on the FEDEF I HE screen. Thls screen enables you to
change text on the master form directly from your HP-86/87 keyboard. Any changes made to the master
form on this screen are not permanent until , on the FELIEF I HE screen, is pressed. In other
words, you can press on this screen, make other changes to your file, and then
press again to make additional changes to your master form.
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¥% REDEFINE %%

W AccounTE: »HN-EEER PHoNER % (TN > DO -DRENR
CHARNEY, MANN, AND HILL
Consulting Engineers

CLIENT QUICK REFEREMNCE FILE

LAST MODIFIED ol xMl-EE-IE

LAsT NAMER: I

FIRST HAMER:

MIDDLE INITIALE:%E

c omp ANyl A

HEESE s CoinT ] (Pl SCCEFT

FILE/80 Display

You can look over the master form with (CONT) and (ROLL). (CONT) displays successive 15-line segments

with a 3-line overlap. scrolls the master form line-by-line. To move the master form up on your

display, press (CONT ) or hold (SHIFT) and press .To move the master form downwards, press (ROLL
or hold (SHIFT) and press (CONT).

These special function keys enable you to easily change the master form:

m Press this special function key to add a new field to your master form. FILE/80 prompts you
for the field name, type, and length. After defining the field, you position it on the master form with
the cursor keys. When individual records in your file are accessed, new fields contain blanks. A zero
is placed in each new numeric field.

Press this special function key to move fields on the master form. These fields can be ones
originally on the master form or fields added during the current session. Fields cannot be placed
over text or other fields. When you move a field from one place to another, the entries for each file

record remain intact.

Any field currently on your master form can be removed by pressing PISlERJS. When you
press , FILE/80 displays the ELLETE FIELD screen. This screen lets you pick any field on
your master form for deletion. Use caution when using the DELETE FIELD screen. When a field is
deleted, the entries for each record in your file are lost. The field is not deleted until you press on
the DELETE FIELD screen. If the field you are deleting is designated as a key, refer to page 177 for
additional information.

)
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When you press this special function key, FILE/80 displays the CHAMUGE FIELD
screen. After you select a field with the cursor, you press or . You can change the field
name or increase the field length. When the size of a field is changed, the information entered on
each record can be changed. Details are provided under Changing Fields, page 173.

Pressing this special function key tells you how many fields are currently on your master
form. This total includes any deletions or additions made in the current session. FILE/80 displays

this message in the title/feedback window.

Press this special function key to see how many character equivalents are being used by
fields, on your master form. Remember, the combined length of all fields on your master form cannot
exceed 1,020 character equivalents. You can refer to the table of Character Length Equivalents
on page 55.

G BELl This special function key can be pressed after changes to fields and text on the master
form have been made. After pressing [{[@#¥H] , additional changes can be made by pressing [N

again.

As a reminder, all changes to the master form (except file size) must be made before pressing [I[UNIN .
After pressing [ARMA , enter the file size and press (END LINE). Then press [[[OJHL to store the files listed

on disc. After records are transferred, the i Ii.E .~ &i&i screen is displayed. This procedure is covered in

section 2 and on pages 177-180 of this section.

How to Change Text

Text can be added to, modified, or removed from your master form. Press the special function key
onthe RELEF I HE screen before entering text. Text can only be entered when the cursor is displayed in

the information window of the FEIEF I ME screen.

Adding Text: Position the cursor where text is to be added. Then enter the characters directly from your
HP-86/87 keyboard. If you make a mistake, the or keys can be used to “erase”
characters from your display.

Modifying Text: Display the text you wish to change in the information window. Position the cursor over

the text that needs to be changed. Enter the new characters directly from your keyboard.

Removing Text: Position the cursor so it is adjacent to the text you wish to remove. Move the cursor over

the unwanted text with or .

If no additional changes need to be made to the master form, press . If no changes to the keys for
your file need to be made, press .

How to Add Fields

Adding fields to your master form increases the storage requirements for your files. This can require

using a new initialized disc for storing the “new” files. This can be very time-consuming.



172

i

Section 7: Changing Master Forms

Verify the FEEF I HE screen is on your HP-86/87 display.
Press (I . FILE/80 displays the MEld F IEL [ screen.

A prompt in the title/feedback window requests you enter the name (optional) of the new field. You
can enter the field name and press (END LINE) . Field names can contain any non-control HP-86/87
keyboard characters and have a maximum length of 27. If you wish to omit the field name, press

without entering anything.

The following special function keys are presented for you to choose the type of the new field:

CHOREET NTE GEREF L 0N AUTODATE SDOTE MABOR 1

Press the special function key to specify the type of field to be added to your master form. FILE/80
displays the type of the new field in the title/feedback window. Press if you wish to change
the field name.

FILE/80 prompts you for the length of the field. Enter the length (in digits) from the keyboard or

numeric keypad and press (END LINE). Use to edit the field length before pressing (END LINE).
You can refer to the Field Length Table on page 44.

When you choose a character field type, the key is displayed for entering a formatted
character field. You can press to specify numeric or character positions in the field. As
explained in section 2, formatted character fields allow FILE/80 to check for digits when records are
added or updated in your file. Insertion characters can be entered directly from your keyboard.

The special function key is displayed. The cursor keys can be used to move the field. When the
field is in the desired location, press .

FILE/80 then displays the FEEF I HE screen.
If you are finished making changes to the master form, press .

If you don’t need to change keys, press .

Moving Fields

When you change the position of a field on your master form, the information stored in the field remains

intact. Any field on your master form can be moved.

a.

b.

The EEDEF I HE screen must be on your HP-86/87 display.

Press (I} - The MOWE F IELL screen is displayed. If is pressed accidentally, press
before moving the field.

Position the cursor over the field you wish to move and press .

Use the cursor keys to move the field to the desired location on your master form.
Press m . You cannot place the field over text or other fields.

The EELEF I HE screen is displayed.

»

/‘\

N
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g. Ifyou arefinished making changes to the master form, press [J[{SNZa] .

h. Ifthekeys don’t need to be changed, press .

How to Delete Fields

Use caution when deleting fields. After a field has been deleted, the information stored in it cannot be

retrieved.

Note: When you delete fields, more space becomes available for storing other fields on the master
form. You can press B{HE®g before and after deleting a field to observe this change.

a. TheEEDEF THE screen must be displayed.

then press [FIHUANI .

c. Position the cursor over the field you wish to remove.

d. Press .

e. The kil I HE screenis then displayed.

f. If you are finished making changes to the master form, press [JIHG =] .

g. Ifthekeys for your file don’t need to be changed, press .

Changing Fields

Both the length and name of fields on your master form can be changed. The CHANGE FIELD screen
includes two special function keys, RIalIa and SR®4a, for changing these items. Because changing the size of a
field can increase the overall size of your file, an additional disc can be needed when your “new” master form is

stored. Remember, you may only increase field size.

a. The Kl I i screen must be on your display.
b. Press WIEN®Y .
c.  Position the cursor over the field you wish to change with (END LINE).

d. Press .This screen is displayed:

You can change either the name or length of the field selected with these special function keys:
QI Press this key to change the name of the field.
Press this key to increase the size of the field.

Press this key to select a different field for changing.

e.  Presseither (JEEE or .
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If you pressed ([} in step e, you are prompted to enter the field name. Enter the new field name
and press (END LINE).

OR

If you pressed in step e, you are prompted to enter the field length. You can enter the new
length and press (END LINE). This length must be greater than or equal to the length already defined
for the field.

()

OR

If you pressed B4 and are changing a formatted character field, this screen is displayed. You may only
append to formatted character fields and not change their current configuration.

¥* CHANGE FIELD xx%

PHoNER® » <BENE > CINAER-COTENES

CHANEY, MRAHN. AND HILL
Consulting Engineers

CLIENT @UICK REFEREHCE FILE

LAsT mMoniFIen ovBzzEE-HE-WE

LAsT NameERx GG

FIrsT NAMellx <R

MIDDLE INITIALE:=E

c onr A /lx NN

AESCEEEN H NG ac ac e
FILE /80 Display

The above screen shows changing the length of the HIZ L 1T field on the CLIENTS master form.

To add another character position to the AL LM T field, press followed by (END LINE).

Note: Insertion characters can be entered directly from the keyboard.

The FLIT F IEL.[iscreen is displayed.
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h.  You can use the cursor keys to move the field (optional). This can be necessary if changes in either
the length of the field name or the field itself cause overlapping with other fields or text already on

your master form.

1. Press [HUA .

j. The FEEF I HE screen is displayed.
k. Ifyou arefinished making changes to the master form, press .

1. If you don’t need to change any keys, press [IINE .

Changing Keys

Changing key designations can cause reorganization of your files. Changing the primary key from unique to
non-unique is an example of this. Changing key designations can be very time-consuming. To change primary or
secondary keys for your file, press on the REOEF IME screen. Then the SELECT KEYS screen is
displayed.

Note: The time required for changing keys is only required when the new master form is stored on
disc, after [JIJININ is pressed.

N X% SELECT KEYS ¥% A
FREIMARY 1 CLASSIFICATION PRIMARY 2 ACCOUNT
PRIMARY 3 PROJECT

PHONEN % % ‘EE > CONEED -UNEENE

CHANEY, MANN, AND HILL
Consulting Engineers

CLIENRT QUICK REFERENCE FILE

LRST moDIFIED onllx=iE-HE-W8
LAasT NanEllx
F1rsT Nanellz NN
MIDDLE INITIALExzE
compﬂuvlw—
E HENETEE BT HETTE e B I

FILE/80 Display
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To change keys, you move the cursor over the field you wish to change and press the appropriate special
function key:

[EISPUTRIERG Press this key to designate the field the cursor is over as a primary key field. The order of
this field in relation to other fields selected for the primary key is indicated in the title/feedback
window. A maximum of four fields can be designated for the primary key.

Press this key to designate the field the cursor is over as a secondary key field. Up to four N
fields can be selected as secondary keys.

WY Press this key to clear the field the cursor is over. Both primary and secondary key
designations are cleared.

YEEINA Press this key to change the primary key designation from unique to non-unique, or vice versa.
The current designation is displayed in the title/feedback window.

EINENEE] Press QM#AERL when each field on the master form has the correct key designation. The

EF I HE screen is displayed.

Note: At least one primary key field must be designated for your file before it can be stored on disc.

The following instructions show you how to reorganize your files by changing the fields designated for

the primary key. These instructions detail changes to secondary keys as well.

a.  Press on the FE[IEF I HE screen. The 2  screen is displayed.

b.  Check the list of primary key fields in the title/feedback window. Identify the first field in the list

you wish to change. This could be field number &, for instance, if you didn’t wish to change field

number i.
c. Move the cursor over the field with the greatest primary field number.
d.  Press [[IMID to clear key primary and secondary key designations for the field the cursor is over.

e. Repeat steps c and d until all fields with a number greater than, and finally equal to, the field you

identified in step b have been removed from the list in the title/feedback window.

f. Move the cursor over the next field you wish to designate as a primary key field.
g. Press [ERURR1 .
h. Repeat steps f and g until all the fields for the new primary key have been designated.

.

To designate a secondary key, move the cursor over the field to be designated and press IV . /-\
Any secondary keys cleared in step d can be restored. o

j. Check over the list in the title/feedback window to verify that the order of the primary key fields you

selected is correct.

k. Press )

.  Thel ~ 11 screen is displayed.

m. Ifyouarefinished making changes to the master form and keys, press [UILN[Y .



&

Section 7: Changing Master Forms 177

Effects of Changing Keys

You should remember that keys are the organization linkage of your file and that any change to them
will have an effect on your file as a whole. Some things to watch out for include:

e Don’t delete all of your current keys and then add a new field as the only primary key. This will
mean that every record in your file will be a duplicate as the new key will be blank.

e  Autodate fields as a part of the primary key are fine, but you should not designate an autodate
field to be the only primary key. This will cause the date to be updated during the redefinition
session with the current date and all the key fields will be duplicates.

Always use caution when adding, modifying, or deleting keys; think through the results prior to the
actual change and all should be well.

Output Formats

Depending on the changes to your file, the F#tigs mior t&ad 1 1#1 default and/or all output formats
defined for a file can become inaccessible. The following table indicates the results of specific file changes.
When the Fame mortad 1315t defaultis invalid, the list must be regenerated the next time the
output format is used. If the output format is marked invalid, then it must be defined and stored on disc
again. When an output format or the LiSeR 3 i 1i=z1 default is valid, then the change

indicated has no effect.

Effects of File Changes

Type of Change Reuse Sorted List Default Output Format
File Name

Password Valid Valid

Text

Add Field(s)

Delete Field(s) Invalid Invalid

Size of Field(s)

Key(s) Valid Valid {(see note)

File Size Invalid Valid

Note: If a key field designated as a sort field is changed so it is no longer a key, then sorting will be

needed the next time the output format is used.

How to Change File Size

Before changing file size, verify that all other changes have been made. After you press [UNE on the
REDEF IHE screen, only the maximum number of records can be changed. This number can be either greater
or less than your current file size. However, you cannot specify a file size less than the number of records
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already entered. If you decide to leave the size of your file the same, enter the old file size and press (END LINE).
If you haven’t entered a number yet, just press (END LINE).

a.  All discs for storing the new file must be on-line.

. i screen.

b.  Press [IIIN[§ on the F i

c. Enter the new maximum number of records from your keyboard or numeric keypad. This number

cannot be less than the number of records currently entered in your file.

d. Press (END LINE).

e. If the disc space on-line is not sufficient to store your file, a message is displayed. You can reduce the
maximum number of records, press to cancel all changes, or use [(IINTELS for executing

mass storage commands.

f. If disc space is available, then a tentative arrangement of files is displayed.

Note: The key is provided to cancel all changes made with the RELEF I HE screen. If is
pressed, the file is corrupt (some files may have been purged by FILE/80) and all remaining related disc
files should be purged by you. A list for the CLIENTS file is presented under Use of File Names on page
188. Before it can be accessed, the original file needs to be recreated with backup copies.

Choosing File Size

Before storing your new file, FILE/80 automatically packs the disc(s) it will be stored on. This way, the
maximum amount of space is always available for the new files. Then a tentative arrangement of your

files is displayed in the information window. Two special function keys are provided:

(WA Press this key to store your new file on the discs currently on-line. If you still wish to
change the number of records to be included in the file, do not press ZIENIE] .

GITIIAN If you wish to change the file size now displayed in title/feedback window, press GEILA] .
FILE/80 prompts you to enter the number of maximum records again.

By pressing QEIIEN you can determine the maximum number of records that can be stored on the discs
currently on-line. You can enter any number of records as long as it is greater than or equal to the number
of records currently stored in your file. If no additional discs are required, the tentative arrangement is

displayed as before. This means sufficient space is available on the discs you have on-line.

To determine if additional records can be stored in the space available, you can alternately press [FIEILSH
and increase the maximum number of records. If additional records cannot be stored, a message is
displayed to insert an initialized disc or purge unneeded files. If extra space is not available,

press BRIIA and reduce the maximum number of records.

Finally, when a satisfactory arrangement of files is displayed in your information window, press

:

~

e’
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FILE/80 Display

When is pressed, FILE/80 stores your new file according to the arrangement displayed on the screen.
This is when the backup copy of your file can be needed. If you need to insert a backup disc file, FILE/80
displays a message requesting the disc file needed. You can remove FILE/80 Program Disc #4 to provide an
additional volume of storage; do not remove any data disc(s), however. When the disc with the correct file has

been inserted, press [UINNESNIVIS .

Note: If necessary, you can press [MIL[IESN to obtain a disc catalog. Refer to section 8 for
instructions.

As FILE/80 creates your new file, it is possible that changes made to the keys of your file can cause duplicate
primary keys. For example, if the primary key was changed from social security number to last name, then two
or more records with the same last name are possible.

If you have specified a unique primary key, the number of duplicates is indicated by a counter in the title/
feedback window of the REEF I HE screen. After the new file has been created and a unique primary key has
been specified, FILE/80 lets you modify these records to eliminate duplicate entries in the primary key fields.

Note: If you press during the creation of a new file, your file is incomplete and therefore corrupt.
You must purge all of the remaining disc files supporting this file. A listing of these files for the CLIENTS
file is provided under Use of File Names on page 188. The original file can now only be accessed with
backup copies.
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When your new file has been created, this REDEF IME screen is displayed if you have specified a unique
primary key and duplicate primary keys have occurred. Individual file records are displayed in the information
window for updating. On this screen, you can change field entries and press to eliminate duplicate
primary keys. As each record is made unique, the counter in the title/feedback window shows the number of
remaining duplicates.

If necessary, position the cursor over the primary key fields and change specific entries to make a record unique.
Changing the last character of an entry is often all that is required. Remember, primary key fields display a , /-\
, , or G in the key indicator. Press after changing each record. ~—

X% REDEFINE %% B Friwaru keys are not unique

ACCOoUNTEE & Pl -EEE FHONE _ 23 ‘EFE > EEE-TEER
CHANEY ., MANN, AND HILL
Consulting Engineers
CLIENT QUICK REFERENCE FILE
LAST MODIFIED oN_%:ER -fB-EE /-\

LAST HAMEB%H
FIRST NAME_z R
MIDDLE INITIAL_%zR

COMPANY _% 2B . 4 ,
- HE ac | REoRTHLL ] ACCEFT ]

FILE/80 Display

The following special function keys can be used:
Press this key to display the original entries of the file record on the screen.
Press this key to delete all the records with duplicate primary keys from your file.
Press this key to delete the record currently displayed.

RN Press this key after making the primary key fields unique. The next duplicate record is
displayed for updating.
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When the redefinition process is complete, the FI1LE 23 screen is displayed. To return your HP-86/87 to
calculator mode, press [S@@l. Depending on the changes that were made, tab settings and defaults for adding
file records may not have been preserved.

You now have a new file and, at this point, your backup copies are useless (except for archival purposes). New
backup copies must be made before the RELEF I ME screen can be used again.
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Section 8

Mass Storage Commands

FILE/80 gives you the capability to execute mass storage commands by pressing special function keys on

the [Z{iHF
program is running. New discs can be initialized. Files can be copied or purged. The catalog of any disc in

-

I GURE screen. These commands enable you to perform necessary tasks while the FILE/80

a drive connected to your HP-86/87 can be displayed.

The . screen is displayed when the [WIDIX8NE special function key is pressed.
SIINEELS is displayed on the T E Eitn BEEDEF DHE, BRO LUHADY and L ]

screens. You can display the i

[ screen when you need to initialize new discs or to check

exactly what files are stored on a particular disc.

The commands have the same effect as if you’d executed them before loading the FILE/80 program and
pressing (RUN). To execute a mass storage command, you press a special function key corresponding to
that specific command. Quotes and other related syntax must be used—just as if your HP-86/87 was in

calculator mode.

For example, you press to get a listing of the files on a disc. FILE/80 then displays the
% with an inverse video strip in the title/feedback window. This strip can be used for
an MSUS, such as * : . When the command is entered, you press (END LINE). If you are finished
executing commands, press .

This screen is displayed when you press [MIRNTNESI :

¥¥ CONFIGURE X%

Please select a special function key,

B BEEENT BT =] ca

FILE/80 Display
183
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The following special function keys are always provided:

WINNNENIIIE Press this key to change the default MSUS location.

(WENIENI® Press this key to display a listing of files on a disc. You can press (ROLL) or (SHIFT ) {ROLL)
to scroll the listing.

Press this key to copy disc files onto other discs.
MIN®N Press this key to delete any file on-line.

AR Press this key to pack all the files on a given disc. This causes larger contiguous spaces to be
available for storing other disc files.

Press this key to initialize a disc on-line. When a disc is initialized, all files stored on it become
inaccessible.

Note: This key differs from the system command. The volume to be initialized can only be specified

by a volume name or an MSUS enclosed in quotes.

[N Press this key after executing mass storage commands. The screen you pressed [SIINEEEIE
on is displayed.

The special function keys you choose to use depend on what mass storage commands you are executmg
The reason for pressing [MILNIEKHE varies with the current screen. These include the [
FOEML BEDEF ITHE, B =1

mass storage commands, refer to the operator’s literature provided with your HP-86/87.

ML CIHDE screens. For specific instructions on using
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Section 9

File Backup

This section tells you how to protect your files by making duplicate copies of them. Instructions for using

these duplicates—or backup—files when your files become damaged or lost are included. It is
recommended you familiarize yourself with the procedures in this section so you are prepared for

restoring your files, should the need ever arise.

Introduction

Backing up files means making copies of them. Copies of your files should be made for safety reasons. The
BACKUP program, stored on FILE/80 Program Disc #4, provides a convenient means of backing up your
files. When backup copies are made, a strict naming convention must be used to assure that original and

backup copies can be distinguished.

It is recommended that you backup all the disc files maintained by FILE/80 to insure they remain
accessible. If you frequently make updates to your file, then backup copies should be made more often. If
your files become damaged, you could use the RECOVERY program (covered in section 10). However,
using the RECOVERY program can be very time-consuming and in some cases only part of a file can be
restored. If backup copies of your file are available, then the BACKUP program oan be used to quickly

regain access to your files.

Use of File Names

Depending on the size of your files, you might wish to copy the disc files maintained by FILE/80
individually instead of using the BACKUP program. The i-i.

“'{' mass storage command can be used.
These disc files are the same files listed on the :FEMTE FORME and REDEF I HE screens, just after
entering the maximum number of records for your file. The name of each disc file partly depends on the
file name you enter when accessing your file. If the file name you enter is CLIENTS, for example, then the
following disc files can be present:

Master Primary Secondary Data Output Format
Form File Key File Key Files

LEEED L
MATLIFAG L

187
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Whenever you backup your files, all the files maintained by FILE /80 to support your application must be
copied. Not all of these files may be present. However, each file that is present must be copied onto a
different disc than the original is stored on. Either copy the files individually or use the BACKUP
program. All the information FILE/80 needs for your application is contained in these files. You should
only access these files with the FILE/80, BACKUP, and RECOVERY programs.

BACKUP Naming Convention

When backup copies of your disc files are made, two digits are added to the file name to
distinguish the original file from the backup copy. This assures that no two files of the same
name are on-line. When a backup copy of a disc file stored on hard disc is made, several backup

files can be created.

Original File Name Backup File Name(s)
CLIEMTS K CLIEMT Rati

FILE_ R FILE Rl
CLIEMTS 1 CLIEMT

The digits % 1 are appended to the name of the disc file when a backup copy is made. If the new
length of the file name exceeds 10, then characters are removed from the file name beginning
with the character to the left of the underscore. If necessary, additional characters are truncated
from the end of the file name. In the case of (1. I EM T % K, the & is removed. If the length of the
file name and the two digits is 10 or less, then no characters are removed from the original file

name.

The truncation of file names can cause several unique file names to be reduced to duplicate backup file

names. For example, SAINIdWIVNENE and SEAIMIZINN-EMN will both be backed up to EEAINIZENINNR] .

If this occurs, back the files up onto separate discs and keep a record as to which disc contains which
original file.

If you use the CiIOFY command to make your backup copies, then you must follow the BACKUP
naming convention. When backup copies are made for files stored on a hard disc, then the BACKUP
program should be used. When there isn’t sufficient space for storing a backup copy on a flexible disc,
then the digits B1, 82, etc. are used for storing each segment of the original file on flexible discs.

S
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Making Backup Files

The instructions that follow present a procedure for making backup copies of your file with the BACKUP

program. It is recommended two copies of backup files be kept at all times.

a.

Execute the AT command to identify each disc file used by FILE/80 to maintain your file. The
exact names of the master form file, the primary key file, the secondary key files, the data files, and
any output format files need to be written down for reference. When you record the file name, also
record the MSUS of the drive it will be copied from.

Initialize at least one flexible disc for each disc your original file is stored on. For files stored on hard
disc, several flexible discs can be needed for backing up one large disc file. Record the current date
on the discs.

Load the BACKUP program stored on FILE/80 Program Disc #4 from the default drive. This
command can be used:

Press .

The EACEIUF screen is displayed. FILE/80 Program Disc #4 can now be removed to make room for a
backup disc, if necessary. Insure that the backup disc is on-line and is not write protected.

Press (XU -

The following prompt is displayed on the LI 1 screen:

ERRLETTOI DT TR LI EAIT f e tTOLArT e oTp g o
EHTER THE HAME OF THE FILE To

Refer to the list of files you made in step a for the name of a disc file and MSUS where it is located.
Enter the file name without quotes and press .

The following prompt is displayed:

EMTER THE M THE FILE IS

Enter the digits of the MSUS you recorded for the file in step a and press (END LINE).

The following prompt is displayed:

Enter the digits of the MSUS of the flexible backup disc and press (END LINE).
The disc file identified in step i is copied to the flexible disc.

If space is exhausted on the backup disc, a prompt to insert an additional initialized disc is
displayed. When this occurs, remove the backup disc and insert the next disc you prepared in step b.
Note which backup disc the file is continued on.

Note: If an initialized disc is not available, you can press [BILTEREE and initialize a disc.
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p.  When the disc file identified in step i has been transferred to the backup disc, the & E LI screen is
displayed.

q. Repeat steps fthrough p until backup copies of all the disc files identified in step a have been made.

r. Press [IE3W) on the i

LJF screen when you are finished making backup copies.

Using Backup Files

To use backup files, you can run the BACKUP progam or use the ©.(}i" ¥ command. If you use the i i~
command, the original file names presented under BACKUP Naming Convention described on page
188 must be used. The BACKUP program automatically uses this convention. To use the BACKUP

program for restoring your files, follow these instructions.

a. Locate the backup discs and the list of file names recorded in step a of Making Backup Files on
page 189. Be sure each backup disc was created during the same session.

b. Load the BACKUP program stored on FILE/80 Program Disc #4 from the default drive.

c. Press (RUN).

d. When the EAZELIF screen is displayed, press [Mslaiy. You can remove FILE/80 Program Disc #4 now to /-\
make room for an additional disc, if necessary. Place the disc on-line and be sure that it is not write
protected.

f. When prompted, enter the name of a disc file from the list referenced in a. It is important the specific

file name be entered. Do not use quotes.
Enter the digits of the MSUS of the disc where the new files can be stored.
h.  Then enter the digits of the MSUS of the drive where the backup disc is located.

i. If your file was segmented when the backup copy was made, you can be instructed to insert a

specific backup disc file.
j.  The EFTELIF screen is displayed.
Note: You can press [MILNTEHNIN to purge unneeded files and/or pack a disc if additional space is ~

needed for the restored file.

k. Repeat steps d through j until the names of each disc file on the list have been entered.

1 Press (48] .

m. To access your files, load the FILE/80 program and press (RUN).
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Section 10

File Recovery

This section explains how to restore your files if they become inaccessible and recent backup files are not

available. If a power outage occurs when updates are being made to your file, for example, it is possible
your file can require special processing before it can be accessed. Such files are termed corrupt. The
RECOVERY program can be used to “repair” your files when recent backups aren’t available. But in

some cases, only part of a corrupt file can be restored.

How to Recover Files

These instructions explain how to use the RECOVERY program. All the discs containing the corrupt file
need to be on-line while the RECOVERY program is running.

a. Loadthe RECOVERY program from FILE/80 Program Disc #4. This disc should be in the default
r\ drive. You can use this command:

P
i
hat

b. Press(RUN).The %' screen is displayed.

Note: If necessary, you can remove FILE/80 Program Disc #4 to provide an additional volume of
storage.

c. When prompted, enter the file name.

d. If requested, enter the MSUS where the dlSC file endmg w1th i is located. For example, if the file

name is CLIENTS, then this file would be i

e. If prompted, enter the password.

f. Check over the table of MSUSs on-line. For your files to be restored properly, each volume where the
( \ corrupt file is stored must be present.

Press FHONHEI.
h.  Your files are restored.

i. A messageis displayed after your files have been restored.

Note: Use of the RECOVERY program can be very time-consuming. Depending on the size of your

files, the time required for restoration can vary from several minutes to several hours.

193







Appendix A

FILE/80 Screen-Special Function Key Summary

Whenever you are running the FILE/80 program, there will be a preformatted display on the screen of

your HP-86/87. Each one has a name which appears in the title/feedback window. It is offset by double

sets of asterisks like this: ## Fil[1 4. These formats are referred to as screens. Following is an

alphabetical listing of the screens available with FILE/80. Refer to page 201 for a listing of the special

function keys.

Accessed by pressing the special function key on the &

*'" screen. It enables you to add records

to your file. The FI}i} screen provides the special function keys [WlazIs , [OINN]) , NBATCHES

R . ond. ISR

Displayed when the BACKUP program is running. This program is stored on FILE/80 Program Disc #4.

The purpose of loading this program is to create or use backup copies according to a naming convention
required by FILE/80. The special function keys available on this screen are [N , m , s

and SURDNEHEE .

Accessed by pressing the BRI special function key on the =iZ

designate sort fields as break fields. This determmes when new pages or subtotals are prmted on reports.

1% screen. ) The special function keys available on

EF IME screen. It allows you to

modify the name or length of a field on the master record. These changes affect every record in your file
simultaneously. The special function keys available on this screen are iyl , , kB

and JITUIEAD .

Accessed by pressing the BUGIIALRL special function key on the F I ELLI ZELECT I screen. It is
used to enter an expression for computations that are performed for individual records in a report or letter.
The special function keys available on the CIHFLUITED FIELLD screen are ECONS TN

Srongieon o SRR TR

195
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LA

while the FILE/80 program is running. The special function keys available on this screen are

Shown after you press the [\[SUNEINS special function key, specify a date format, enter a currency sign,
and enter the MSUSs of drives on-line. The ! screen is used for creating the master

form. The special function keys are JERRE , EEBELLT , , , NI and CORGRKEE .
¢ When you press the special function key the JIJ¥ , JINIY . NGNS - SUINN - SIS . and

SINNNER] special function keys are provided.

= (for adding records)
Accessed by pressing the [IJHIZV/MEE special function key on the
entries in fields that are automatically posted to forms displayed on the

keys available on this screen are and FEHAE] -

i 7% (for printing)

Accessed by pressing the [[AEIWEE special function key on the |
screen. It enables you to specify the printer address, printer type, number of copies, and other defaults for an

: screen are ARNEE , QU |

screen. It is used to make

screen. The special function

- DT IS

output format. The special function keys available on the |

and EENED

Accessed by pressing the [JHWSJ special function key on the " screen. It allows you to remove

records from a file. The special function keys available are FIEAER and FOGEEL .

BER

Accessed by pressing [LIZZMGEE on the ! i
summary and individual file records are printed. The [FEUEE and [JIEIIEA] keys enable you to control the

printing of records.

e If WY is pressed, the UV , NESENEY . GEITHAS , GEISE |, and (NS keys are

displayed.

o If FIENINY] is pressed, the WINARIEE , NSPE CSOUTPUTREG! keys are displayed.

" screen. It is displayed while the master form

Accessed by pressing the special function key on the ¥
you to choose fields from your file records for printing in reports. The special function keys available are

., SOEEIIET, and FIHIE - If a report output format is being accessed, then the [JHAZIIEe key is
also displayed.
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FILE S8
Displayed when you start a session with the FILE/80 program. After you press JINTIININE or
TN, vou are prompted to enter the file name, an optional password, and the following

information:

e If you press RIANENEENE . you are requested to select a format for dates, choose a currency sign, and
enter the current date. Finally, you enter the printer address and the MSUS of each drive on-line. The

NIVEDTERA], BRI, and FRAZRIUEE] special function keys are used to select the date format.

Next, the character for separating the month, day, and year is selected by pressing one of these special

function keys:

MM/DD/YYQRDD/MM/YYRRYY/MM/DD
MM.DD.YY@DD.MM.YY@RYY.MM.DD
MM-DD-YY@DD-MM-YY@RYY-MM-DD

e If you press [(JENIERENA , you are requested to enter the current date and verify the printer address and

the MSUSs of all drives on-line. The [(VANIAY [SIVANSAVAN [N-NINaREl RECR=R), [JoYVIWRpS) S0 O] |

and SIINIA special function keys are then provided.

IFTCATIOMS screen. It

Accessed by pressing the FEIIMI special function key on the i I T .
allows you to interrupt the printing of labels. The [HENNN and FHIIHE spec1a1 function keys are available.

e If you press (U] . then the [FININENE . CEEX. SN - EERIEY - RO - EIE] . and

[NERNIAA special function keys are provided.

e If you press (B[R] , then the [SIINIRINS , , ROUTPU TV keys are

displayed.

LABEL DIMEHS TOMND
Accessed by pressing the ¥ special function key on the DiLITFLUT T%FE screen. You can enter
the dimensions (height and width) for the label being defined. The special function keys provided on this

screen include (IKEIN , MG , GROGAN , and [N EHE] . The special function key is pressed to

select metric labels. When label dimensions are in centimeters, the [[fJ] special function key is displayed.

I014% screen. Also accessed by pressing

JU8j on the L.FEEL % or ;’“rr‘ ITHT i 2F T I 0% screen. The appearance and prmtmg order
for your labels can be specified. The special function keys prov1ded are QI and
DONE B

LABEL LAYouT
Accessed by pressing the [EN{IIR] special function key on the L. HEEL.
to enter text and arrange fields on the label. The special function keys available are [3 , ,

WA - [k - W - >~ (EENE

FIOEMAT screen. It allows you
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114 1 screen summary.

Refer to L.kl L.FYCHIT screen summary.

Accessed by pressing on the £
re-create original files. The (UL , BORIEEIE , and [WUNIBINYA special function keys are provided.

LIF screen. It is displayed when backup files are being used to

Accessed by pressing the special function key on the : - screen. It is used to define

fields on the master form. At first only the FIEAIHI] special function key is provided.
¢ After you enter a field name, the [SII%, [{NXIEEES MCURRENCYRIRUTODATERDATER
and JIHURA special function keys are provided.

e Ifyoupress the K& special function key, the RINEEEE and [QEUSA] special function keys are
provided.

e If you press the QIS special function key, the [JEXYYES and Q% special function keys

are provided.
e Then you position the new field on the master form with the cursor keys. The and ERIIH

special function keys are provided.

=, or Ml 2 T screens. You are prompted to

e F 0y

pressing [(IIIIRIL] on the L.

enter the name of the output format being defined or accessed. The special function keys provided are

DUMP (| ERERNBOR T

Accessed by entering the name of an output format that is not on-line. You choose the type of the output
format with this screen. The special function keys available are FUIKUSE , BRDG: . (AIEEE , and

LS

Dlsplayed when [LIETEZINN is pressed or the name of an output format on-line is entered on the
GUTFLUT screen. It is also dlsplayed by Dressmg on the = r-i ORT O FORMAT, LETTER
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to select records for printing, to change output formats already stored on disc, and to start the printing of

output. The special function keys provided are (S, AV NE , S1AEE]I , GO, and GETA] -

i
i

pey

Accessed by pressmg onthe i I screen or (=) on the

screen. The

screen allows you to arrange fields on reports, letters, and labels with the
cursor keys. The [ and ZEIE special function keys are provided.

Displayed when the (3% special function key on the i ] i screen is pressed. You can add
records to your file or access records for displaying, updating, or deleting. The L HRCHE ,

HEEZODNE , TGS, [UNEL . 1500 |, and [ special function keys are available.

Displayed when the RECOVERY program is running. This program can be used to restore files that have
been marked corrupt. The (i) special function key is provided.

Accessed when the [JBUNNEINE special function key is pressed on the i

to change the master form after it has been stored on disc, even if records have been added to your file.

The RI¥wiY | (MEESNNITNY | s , Sl NONE EVGECONE T GHRY special function keys are

available.

* If you press QUK . then the (UK. (RN . NN . SUGNED . SN . BKDED . and

EIMNNAI special function keys are provided.

screen. It enables you

e If duplicate primary keys result from changes you make, then the [{IBRIUNE , BTN |
CIIE] , and RMARR] special function keys are displayed when the revised file is stored on disc.

Displayed when [ESIRN is pressed on the “ screen when a report output

format is being accessed. It lets you interrupt the printing of a report. The special function keys provided

are (MANEE and (I .

o Ifyoupress [NEIMY , then the MUNEBENVIS , [DGHENENT ROSIHINE | RIHIEA] and special

function keys are provided.

e Ifyoupress REALAI, the SUNBINEE , UR], , ((EEN] , and (W38l keys are provided.

body, and footmg for your report. The [ININELES, [UNENEEN, IEUEI , and IBEER] special functlon

keys are provided.
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FORMAT

Accessed by pressing the [NAEIEA special function key on the LiiiTi
by pressing (3 onthe FEIMT SFECIFICHTIONS
specify reports can be accessed from this screen. The spemal function keys provided are (WENQUL ,

RIS KGN - (G =< -

=T screen. Every screen used to

Accessed by pressing the [IXQI special function key on the T screen. You can

enter text and arrange fields on your report. The [JUI , (KAES m MOVE DT TEEHBOR]

and [fIMAEN] special function keys are provided.

AT OFORMMT screen. You can

Accessed by pressing the [IIE special function key on the i1
specify totals and statistics for fields in your report. The special function keys provided are [@NENT ,

Accessed by pressing the [IHRIN#E special function key on the iiLif " screen. Any record or group of
records in your file can be retrieved. The special function keys available are [JENGIFINLY , SENEN ,

PANY CHRE*MATCHMN ORM 1l ORM ?ABOR TREGZGCRACCH P TR
¢ If you press the [JHNEIFYIN special function key, the [§. k8. B - 8 K8 and I#J special

function keys are provided.

e Ifyou press the JZINEY special function key, the WUNMSIUUNT  EIEETINEN and JETITNYEspecial

function keys are provided.

SELECT EEYS
Accessed by pressing on either the CREATE FORMS or REDEF IHE screens. You can designate
primary and/or secondary fields for your file. The special function keys provided are [gUMIIIA], E1o D0,

DRES, MREENE . -~ G

This screen is displayed when [EIRH is pressed on the i I - ] | screen. The
screen remains on the display until all necessary sorting has been performed. The [JIEII special

function key is provided.

)

/'\

R
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SORTED L

T screen. You can select

Accessed by pressing the special function key on the L. .
up to five fields on the master form as sort fields. The special function keys provided are m ,

s c o gnnolliioR TRERIACCE TR

Refer to the =ik TET LFiEiEL screen summary.

Displayed when you press on the
fields from the master form. These fields are used to order a report. When printing subtotals, any break
fields must first be designated as sort fields. The HDE GCENDER W , , and
special function keys are provided.

screen. You can select up to 10
TN,

f1elds on the master form for tab stops. When the HIill, |

= k FIIFRTE screens are dlsplayed for example, you can press (CONT) or (SHIFT ) (CONT) to
tab forwards or backwards. The ESIIRIZIE ,and ZWHH special function keys are available.

LHLORD

Accessed when the BACKUP program is running. It is displayed when backup copies of your files are
being made. The [HALEN , SURGEELS , and BENARENI R special function keys are provided.

LFOHTE

Accessed by pressing the [IHUZHH special function key on the i = screen. You can change data in

fields of a file record. The special function keys provided are DS . OGS . SIMTNTNE . ZHILEA.
and QG N) .

Special Function Key Summary

Keys Screens Provided On Functions

Clears the record being added.

Clears all break fields.

Clears changes entered for a field when redefining a
file.

Clears the computed field being defined.
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Keys

Screens Provided On

Functions

Clears the form being defined.

Cancels any changes to defaults.

Saves a record from being deleted.

Stops the printing of file records.

Cancels selection of an additional field for a report,
letter, or label.

Displays the previous screen.

Stops the printing of labels.

Displays the £ilj T}

+ screen.

Clears the fields and text on a label.

Stops the printing of a letter.

Clears a letter output format and displays the
LU screen.

Clears all fields and text on a letter.

Stops the retrieval of backup files.

Clears the field being defined.

Displays the |

Displays the tiliT}

Displays the LIl TF LT screen.

Removes the field being placed on an output format.

Stops the printing of a report.

i1 screen.

Clears all trends, fields, and text on a report.

Clears all trends on a report.

Cancels any search conditions.

Displays the . [1screen.

Terminates the search currently underway.
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Keys

Screens Provided On

Functions

Cancels all sort fields for an output format.

Stops creation of backup files.

LFOATE

R e w i

Displays the original record on the LIk ™% screen.
ABORTAL | FEDEFIME Deletes all records with duplicate primary keys.
NBORT FEDEFIMNE Deletes the record with duplicate primary keys on the

screen.

Adds the record displayed to a file.

Selects the break fields displayed.

Selects the text and fields entered on the master
form.

OEFAULTS Sets the defaults displayed.
OELETE Removes the record displayed from a file.
FILE Verifies that the MSUSs are complete and correct.

Selects the dimensions in the title/feedback window.

Selects the fields and text currently on an output
format.

Makes the changes displayed to a file record.

=

Displays a blank form for entering information onto.

i
-
-
-—
-
—
-
—
=

Designates positions for a formatted character field.

151 NI

Designates a field on the master form as an
ascending sort field for an output format.

AUTODATE

Selects an autodate type field for a master form.

=
ma)
&)
N

Selects specific records for additional printing.

BATCH Adds a record to a file and then displays a blank form
for adding one more record.
BRI (1K FEEFOET FORFMAT Designates break fields for reports.
AL Performs addition, subtraction, multiplication,
CAt ¢ e orm ‘ .
ROHTE or division operations on a file record.
CATAL O¢ COMF IGURE Displays the catalog listing of a disc on-line.
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Keys Screens Provided On Functions
CHONGE Selects the default setting to be changed.
Selects fields on the master form to be changed.
CHN Selects a character type field for master forms. If a

character type field has already been selected, then
this key can be used to specify character positions in a
formatted character field.

Clears all the fields on the record displayed.

Clears all the fields on the default record used for
adding records.

Removes a tab stop specified for the field the cursor is
over.

Displays the centimeter defaults for label height and
width.

CoMPuTt

Defines a computed field for a report or letter.

CONE T GUHIRY

Enables execution of mass storage commands.

CONSGTAN

Enters a constant into an expression for a computed
field.

CONTITHNUL

Resumes printing of an output format or file record.

Indicates that a requested disc has been put on-line.

Designates a break field for printing subtotals.

Executes the L. {15 command.

Displays the number of records currently in a file.

Displays the number of fields currently on the master
form.

Selects a currency type field for the master form.

Changes the date entered at the beginning of the
session.
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Screens Provided On

Functions

LABEL LAYOUT
LETTER LAYOUT
REFORT LAYOUT

Places a date field on an output format.

HEM FIELD

Selects a date type field on a master form.

pnD MM Y

Selects a day-month-year ordering for dates.

Y
Dn MM Y

=0 =2
013
] N
=
rcd [
' AN

=<

Selects the slash, period, or hyphen insertion
character for date fields.

N | FEFORET BODY Reduces the number of lines printed with each record
on a report.
Dt AUL TSR] Enters data into fields on the form used for adding
records.
FRINT SPFECIFICATIONS | Displays the defaults used for printing output.
NELETE CREFATE FORMS Deletes a field on the master form.
FEEOEF IME
Deletes a MSUS from the list of drives on-line.
Lo LAYOUT Deletes a field on an output format.
FOLAYOUT
r
Selects the record displayed for deleting.
Designates a descending sort field for an output
DE SCENI format.

Select whether or not output is displayed on the
screen as it is produced.

NGTE | L TFUT Prints copies of individual file records along with a
master form summary.
DONE COMFIGURE Displays the screen [UXGERERIE was pressed on.

Requests the file size after selecting fields, text, and
keys for a master form.

Displays the INMINEEINY and SEYERYNE special
function keys.
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Keys

Screens Provided On

Functions

Stores an output format on disc.

Displays the -

i1 screen.

DI

E

Edits output formats already stored on disc.

-

- X1

Returns the HP-86 /87 to calculator mode.

Adds a new field to an output format.

Selects the float field type.

- - Bl
- —
o] il
I -

UR

Enables the changing of fields or text on a master
form.

FORM 1 Displays the original form search conditions were
entered on.

FORM 2 Displays an alternate form for entering search
conditions.

GRAN Selects grand totals for a field on areport.

HE DT N

Changes the auto heading indicator.

—
=
~
—
o
I
—

Changes the height of a label.

-

1  BOUN

Displays the high bound entered for a range search.

Displays the default label height and width for inches.

]
Z
=

Searches for records with a specific character
seqguence.

TNCRE ASE

Increases the number of lines printed with each
record on areport.
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Keys Screens Provided On Functions
INT 1 Initializes a disc. Only the volume name and MSUS
parameters can be used.
INTEGER Selects an integer type field for the master form.

N
bl
=<

Enables the changing or designating of keys for a
file.

,_
2
jus)
=~
-

Selects a label output format.

nynou

!

Enables the entering of fields and text for an output
format.

_
-
-
—
-

Selects a letter output format.

Begins the retrieving of backup files.

@

BOUN

Displays the low bound entered for a range search.

MAS STOR

Executes the : command.

Specifies the printing of an average for the field the
Cursor is over on a report.

Specifies the printing of minimum and maximum
values of a field on a report.

Selects a month-day-year format for displaying dates.

MDD/ Y
M.DD. Y
M-DD-Y

Selects the slash, period, or hyphen insertion
character for date fields.

MOY

—_—

Moves a field on the master form.

Moves a field on an output format.

NfIME

Changes the name of a field on the master form.

Changes the name of afile.

Enters the MSUS of a drive on-line.

Adds a field to the master form.

E ZRI ZEE I 2 o |
e | Kl | B o
ZEE = -

=l | N

o | [

ndl

| B

NEW FTLE

Begins creation of a new file.

NE X1 Displays the next record satisfying search conditions.
NUME RT Specifies a numeric position in a formatted character

field.
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Keys

Screens Provided On

Functions

LD FTILE

i

Accesses a file already stored on disc.

=)

RI GINAI

Displays the updated record with duplicate primary
keys.

Enables access of file records and different output
formats.

Selects the printing or creating of an output format.

=)
4
—
—~—
-
"

Enables the perusing or changing of records in a file.

i
=
=

Packs a disc on-line.

*AGE

Specifies subtotals and a new page when breaks
occur on a report.

=

Places a page number field on a report.

AGHWOR

T T
D

)

q s
=

Enters a new password.

—

AL

Interrupts the printing of an output format.

'TC

Selects the field the cursor is over from the master
form,

Selects one computed field for use in another
computed field.

PRE VT O

Displays the previous record matching search
conditions.

Begins the printing of an output format.If neccessary,
sorting is performed first.

o] Rl =
ol
(==

2 r

SHNGL

PRINTER FILE-Z8 Displays a prompt for changing the printer address.
LHEEL S Selects whether or not the HP-86/87 sends
LETTER information to a printer for output being produced.
FEFORET
URG COHF TGURE Purges a file on-line.
CHAMGE FIELD Places a field on a master form or output format.
Ul HEW FIELD
FUT FIELD
PRIMAR SELECT KEWS Designates a field for the primary key.
QUERY FILE~SA Enables record additions and searches.
3 SEFRECH Enters high and low bounds for a range search.
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Keys

Screens Provided On

Functions

REDEF TNF

Makes changes to a master form.

ELAITO

iI

Specifies a relation search for information entered in
a field.

_—
A

RFPORT

Specifies a report type output format.

RF STRHR

I

i

LHEEL
LETTER
EERFORT

REFORET

Resumes the printing of output.

)
=~

g
b
jom}
s

2

)

LFDATE

Cancels any changes to the file record being updated.

FEDEFTHE

Displays the original entries of a file record with
duplicate primary keys.

e
=
g
—
=
=

FIELD

Removes the last constant, field, or operator from a
computed field expression.

B
sl
=
2
=

< M

IR

Enters conditions for displaying file records.

FRINT SPECIFICATIONS

Enters conditions for accessing records for output.

28]
-
]
jom}
Z

Designates a secondary key for a file.

)

b 1

_.
-
-
—

Designates a field on the master form as a tab stop.

w
T
(w)]
>

Displays a list of expressions for all computed fields.
Press this key to use results from one computed field in
another.

w
T
o
z
lw]
c
0

UFDATE

Displays a record with an identical primary key.

:
N
m

CHAMGE FIELD

Increases the length of a field on the master form.

OK1

Skips over specific records to be printed.

SOR

FORMAT
FORMAT
FORMAT

Designates sort fields for an output format.

Displays the number of character equivalents

&
T
T

t currently being used by fields on the master form.
SPE (¢ IMFE FLL Displaysthe FREIMT SFECIFICATIONS
L.HE ) screen.
LETTER
FEFORET
GHH FEFORT TREHDS Designates the field the cursor is over for subtotals.
FILE 2@ Sets tab stops on the master form.

TREND

III
=

REFORET FOREMAT

Designates totals or statistics for fields on a report.
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Keys Screens Provided On Functions

UINDO Clears the break field designation for the sort field
opposite the cursor.
Clears all trends specified for a field.
Retrieves a deleted file record.
Clears primary and secondary key designations for a
field.
Clears a sort field for an output format.

UNDO  RNCH IS o e Clears high and low bounds for a range search.

UNIQUE SELECT KEYS Selects a unique or non-unique primary key.

UNL ORI EHCE L Makes backup copies of a file.

Selects the file record on the screen for updating.

Changes the width of a label.

Specifies a year-month-day ordering for date fields.

Selects the slash, period, or hyphen as an insertion
character for date fields.

?ANY  CHE

Specifies a position in a field for searching that can
contain any character.

XMHTC

Indicates a beginning character sequence for a
search.

B I
M

n

nﬂﬂ ~
N

Accesses records with the indicated relation to data
entered in a field.
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Sorting

h If you choose a specific order of records for an output format, FILE/80 performs sorting just before the

actual printing occurs. With large files the efficiency of sorting can depend on the amount of total RAM
available. When more RAM is available, larger portions of your file can be sorted together. The sorting

process takes less time and is more efficient with this additional RAM.

Sorting efficiency is also determined by the number of records in your file and the sort string length. In
general, the shorter the sort string and the smaller the file, the faster sorting will be. The table in this

section gives you an idea of how these factors determine the maximum length of the sort string.

To use the table you must determine the number of file records and the total RAM available on your HP-86
or HP-87. These quantities are defined as follows:

e File Records This is the total number of records currently stored in your file. This number is
displayed on the Fiiill screen when is pressed. This quantity is not the file size entered as
the maximum number of records. It is the total number of actual file records stored in your file that
can be included in a report, letter, or label output format.

e Total RAM This is the amount of memory included in the mainframe of your HP-86/87 plus the
additional bytes of RAM provided by any memory modules.

If you press SINIE®I on the . screen to select certain records for
output, then a search must be performed to locate these records. This search occurs prior to the sorting of

i screen. When searches are

your records. The records that are sorted are those selected with the = E f

performed, the sorting of your records can be slower.

By pressing the [lllllJ special function key on the i I screen you can

change the ascending or descending sort fields specified for your output format. This is done by pressing

M on the FEFORET FORHEAT LETTER FOREMAT, or LHABEL FI

i i 7T screens. It is not
necessary to press [J{IIll] if your output format hasn’t already been stored on disc.

Several maximum sort string lengths are shown in the following table. These lengths are in character
length equivalents, defined on page 55 and under Terms You Will Encounter (page 7). You can use any
sort string length up to and including the maximum length indicated in the table on the following page.

211




212 Appendix B: Sorting

Sort String Limits

File Records

Total RAM

5,000 | 10,000 { 40.000 | 65,000
96 250 200 100 78
128 250 250 250 200
160+ 250 250 250 250

»



r\ The printer you are using must be assigned a type number on the i.

Appendix C

Default Printer Types

=+ screen. The default type is
i Topy
screen is displayed after you enter the name of an output format on-line or after you press [IIISTZTWE on

= screen. This

. To change this default, you must first display the

the il IT screen. Press [I[SGGIIREE on the i 7 screen. The it
T4 & default is always present on the "% screen. Settings for the Firmte

listed in the table of Printer Types.

To insure your printer interprets the information produced by FILE/80 correctly, you must set the printer
default type to the appropriate setting. To specify the printer type, move the cursor to the number beside
the Frimier tups item listed on the [1EFALILTE screen, and press . You can press
(ENDLINE) or (SHIFT) (END LINE) to move the cursor. Next, enter the printer type indicated below, press
and then . Itis only necessary to set the printer type once for each output format you
store on disc. However, this default must be reset if you are using .

Printer Types

Model Type

HP 82905A Printer 1

HP 82905B Printer 2
HP 82906A Printer
HP 2631B Printer
HP 2635B Printer

HP 2631A Printer 3
HP 2631G Printer*
HP 2635A Printer

HP 2671A Printer

HP 2671G Printer

HP 2673 Printer

HP 2601A Printer 4

HP 2602 Printer 5

* Compressed mode on the HP 2631G Printer is different than that on other HP printers. The number of characters per line is 122 instead of
132. Keep this in mind if you are producing reports with over 80 columns on an HP 2631G Printer.
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Note: Whenever you anticipate producing hard-copy output, turn on your printer before loading the

FILE/80 program and pressing (RUN). If you turn on the printer while the program is running, your
files can be damaged. Instructions for using backup files and restoring files are provided in sections 9

and 10. In some cases, only part of a file can be restored.



Appendix D

Hard Disc Usage

. A hard disc storage device can be used to store the FILE/80, REDEFINE, BACKUP, and RECOVERY
programs originally stored on the four FILE/80 Program Discs. If you do transfer the files to hard disc, it

is recommended you keep the original discs for archive purposes. Any of the Winchester Disc Drives

supported by Series 80 computers can be used.

Follow these steps to transfer the FILE/80 program and utilities to a hard disc volume:

a.

Select the volume (hard disc) to be used for storage and determine its MSUS. This could be : L1720
for example.

Determine the MSUS of the flexible disc drive for inserting the FILE/80 Program Discs in—this
could be : i £

Insert FILE/80 Program Disc #1 into the flexible disc drive selected in b.

Execute the "1 command to copy the resident files onto hard disc. For example, if the MSUSs

are those indicated in a and b, then this command can be used:

Repeat steps ¢ through d for FILE/80 Program Discs #2, #3, and #4.

Note: Disregard any duplicate file name error messages.

Execute the -f1T command to list all files that have been copied onto the hard disc volume. The

CHT "DV 22" command could be used.

Verify that these disc files are present on the hard disc volume:

CRFORMS Fo8B8mesg FILE-SGBIHM MESSZ FEDEFLON
HUERY FA8E3THRET REFORTHIGH REFORETLONW Felowmssq
Createmssa Startmesg LABELSHIGH LABELLOW EACELFP
Bueruymesg BIMLIZ LETTERHIGH SORT Backupmesg
ourMyY _REOOT BIMZ4 SFECS REDEFIHE RECOVERY
FILE~-2A STEVIE ELL_MEZ Eedemes=sg Recowvmesg
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Index

N A

Accessing files, 59-61

Calculating entries, 63

Updating, 81

Accessing output formats, 128 Clearing fields, 62

Accessing records, 59-86 Defaults, 64-65
Deletions, 84-86 Multiple, 64
Locating, 68-70 Tabs, 65-67
Procedure, 67 AODEEZS 1 field, 56, 136, 146, 165
Search summary, 86-88 FODORESS 2 field, 56, 136, 146, 165
Updating procedure, 80-84 Alternate search conditions, 79-80, 87

ACCOLINT field, 15, 22, 47, 50, 56, 67, 174 , 76-77

ACCOUNT field diagram, 47 Arithmetic hierarchy, 101

FACCTURT field name, 48, 51 Autodate type field, 40, 42

i FEF field, 16, 56, 132-133, 137, 146 Comparison of entries, 68
h‘ Active keys, 13 Making entries, 64

F L screen, 62, 64-65 Averages for reports, 115

Adding records, 62-67

B

Backup—files, 167, 187 Break diagram, 110
Making, 189 BREFK FIELDS screen, 109,111,114
Using, 190 Break sequence, 109

BACKUP naming convention, 188 Ereslk  twp @ column, 111

BACKUP program, 187-188 Break types, 111-112

FHCELIF screen, 183-184, 189-190 Control, 111, 123

, using, 64 Definition, 110

(\‘ Elank 1iresdefault, 117,119,124 Page, 111

Boxes, 11 Bytes, conversion, 55

C

Calculations, performing, 62 Changing discs, 19-20, 59, 91, 127, 149
Adding records, 62-63 CHAMGE FIELDscreen, 171,174

Changing fields, 174
Formatted character, 174
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Changing file size, 177-180
During creation, 53-54
Changing master forms, 167-171
Backup requirements, 167
Effects on output formats, 177
Field length, 174
Field names, 173
Fields, adding, 171-172
Fields, deleting, 173
Fields, moving, 172
File name, 169
File size, 177-179
Keys, 175-176
Password, 169
Primary keys, duplicate, 180
Text, 171
Changing media, 59,91, 119-120, 127, 149
Character equivalents, 35
Length conversion, 55
Number on master form, 36, 171
Character field type, 39-40
Comparison of entries, 68
Formatted, 46-47
Making entries, 64
Character positions, 46-47
Characters, insertion, 47-48
Characters, searching for, 73
CITY 2 THTE field, 56, 79, 136, 146, 165
TCATION field, 15, 50, 56, 98-100,

107,110-112, 123

1 file, 188
CLL TR 1 &4 files, 188
k files, 187

CLIENTS file, 11

Label, 165

Letter, 146-147

Master form entries, 55-57
Printing output, 23-27
Report, 123-124

Trends for report, 124
Commands, mass storage, 183-184
i % field, 56, 79, 136, 146
Comparing field entries, 68

DS RILI SRR I CR N A

Computed fields, 101
Deleting, 103
Evaluating, 101
Letters, 134
Reports, 101-103
Sample problem, 101

liscreen, 102

Using other computed fields, 102

HEMTE field, 56,

Control breaks, 109-112, 123
Converting label dimensions, 153

File backup, 167, 187-188
Corruptfiles, 193
CREEFTE FORME screen, 29, 36, 46, 48-49, 51-54
Creating master forms, 29-57

Deleting fields, 49

Designating keys, 51-52

Designing, 29
Entering file size, 53-54
Field lengths, 43-44
Field types, 39-43, 46-48
Fields, 36-37
File size, entering, 53-54
Moving fields, 48-49
Putting fields, 45-46
Sample, 14
Selecting keys, 49-51
Text entries, 49
Currency sign, 32-33
Currency type field, 41-42
Comparison of entries, 68
Making entries, 64
Current date, entering, 21, 33

N



Cursor, 21

Movement on master form, 36
Movement on output formats, 98-100, 132, 154

With tabs, 65-66

D
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Data files, 187
Date, entering, 21
Date field, 97, 131, 155
Date type fields, 40, 42
Configuring, 31-32
Comparison of entries, 68
Making entries, 64
Dating labels, 157-158
Defaults, 26, 61
Changing, 117-118
Labels, 159-160
Letters, 141-143
Reports, 117-119
Setting for records, 64-65

[ F HLH. T screen (for adding records), 65
[JEFHLIL TS screen (for printing), 26, 105, 117,

138, 141, 147, 158-160
Defining labels, 151-152
Defining letters, 128-130
Defining reports, 92-96

170,173
[JEL.ETE screen, 84-85
Deleting fields, 104

Computed on reports, 103

Labels, 155, 164

Letters, 136

Master form, 49, 173
Deleting file records, 84-86

Saving with ,85

Demonstration of FILE/80, 21-27

Demonstration disc, 11
Accessing, 20-21

Letter, 16, 27
Mailing label, 17, 27
Printing each record, 14, 27
Reports, 15, 24-27
Viewing individual records, 22-23
Designating keys, 51-52
Designating sort fields, 107
Labels, 158
Letters, 138-140
Reports, 107-108
Designing reports, 96
Disabled keys, 13
Disc files, 187
Label, 158
Letter, 140
Master form, 54, 179
Report, 115
Discs, changing, 19-20, 24, 91
DISFLAY 1% OMH/OFF indicator, 121, 144,
162
Dimensions, 27
Label, 152-153
Letter, 127, 142
Report, 96, 118
Disc, hard, 10
: 17 EE MSUS, 20, 30, 33, 59-60
:[37E 1 MSUS, 20, 30, 33, 59-60
[HIMP FLL screen, 27,94, 115
, use of, 94, 115-117, 119
Duplicate primary keys, 50
Adding, 63
Updating, 84
With REDEF ITHE, 180
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E

Editing field data, 64
Editing output formats, 116
Label, 163-164
Letter, 140
Report, 122
Effects of file changes, 177
Efficiency, 49-50
Also see
Search, 88
Sort, 108-109

F

Entering, 21
Data into fields, 64
Field names, 37-38
File size, 53
MSUSs, 33-34
Output format names, 93, 129, 151
Text, 49
Estimating file size, 53
Exiting FILE/80, 27, 54, 86, 120-121, 145, 180, 190

Field entries, 64
Comparing, 68
Field length, 43-44
Choosing numeric, 44
Field length table, 44
Field name, 37
Field names, 37-38
Auto headings, 98-99
FIELD SELECTIONSscreen, 98-99, 101, 103,
131, 133, 155
Field types, 39-40
Autodate, 42
Character, 40
Currency, 41-42
Date, 42-43
Float, 41
Formatted character, 46-49
Integer, 40-41
Fields, 36-37
Adding, 171-172
Changing, 173-175

Comparison of entries, 68

Computed on letters, 134
Computed on reports, 101-103
Deleting on labels, 164
Deleting on letters, 136

Deleting on master form, 49, 173
Deleting on reports, 104
Editing data, 64
Moving on labels, 164
Moving on letters, 135
Moving on master form, 48-49, 172
Moving on reports, 103
Number on master form, 36, 171
Putting, 45-46
Selecting, 98-99
Sort, 108-109, 138-140, 158
Use on reports, 98
File access, 59-61
File name, 31, 60
MSUSs, 33-34, 60-61
Password, 31, 60
File changes, effects of, 177
File, CLIENTS, 11
Label, 165
Letter, 146-147
Master form, 55-57
Report, 123-124
File configuration, 31-33
FILE/80, 7
Demonstration disc, 11

Demonstration, 21-27



Display, 12-13

Exiting, 27, 54, 86, 120-121, 145, 180, 190

Program dises, 11
FILE/80 Pocket Guide, 7

128, 150-151, 168-169, 180
File maintenance, 7
Additions, 62-63
Automatic, 7, 49-50
Deletions, 84-86
Procedure for backup, 188-190
Updating, 80-83
File management, 10
Phases, 7
File names, 31
Changing, 35, 169
Entering to access files, 60
Used for backup, 188
File naming convention, 188
File records, 29
Adding, 62-63
Deleting, 84-86
Displaying current number, 62
Locating with searches, 68-80
Printing, 24, 94, 119-121
Sample output, 13-17, 56
Saving with [JINIIIJ] , 85
File records, updating, 59
Duplicate primary keys, 81, 84
Editing field entries, 64, 80
Instructions, 80-83
FILE_K file, 188
FILE &1 file, 188

File recovery, instructions, 193

G

File size, 53
Changing, 177
File updating
See File records, updating
Files, backup
See Backup files
Files, disc
See Disc files
Files ending _, 60, 187, 193
Files ending _ 1, 54, 187
=, b4, 187

Files ending _

Index

FIRST MAME field, 56, 149, 155-156, 165

First-time usage instructions, 19-20
Fixed disc
See Hard disc
Flexible disc, 10
Float type field, 39, 41
Comparison of entries, 68
Making entries, 64
Footings, 96, 104-106
Form, master
See Master form
140-142, 147
Formats,

See Output formats

Format name, 93, 128-129, 151, 187
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Form size (Lines) default, 26,118, 124,

FORMAT HAME prompt, 25,93-95, 129, 151, 163

Forms creation, starting, 30-34
Formats
See Output formats
Formatted character fields, 46-47
Comparison of entries, 68
Insertion characters, 47-48

Grand totals, 114
Fields for, 44
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H
Hard-copy output, 13-17, 23, 67 He 1 gt for labels, 152-153
Hard disc, 10 Help messages, 12

Hardware requirements, 19
Headings, 96, 104-106

I

HOURES LOGT

Identifier, special function key, 12-13
Inclusion, search with ,73
Indicators, 37

Search, 88

Sort, 108
Information window, 12-13

PRI LHL L

= command, 184

Insertion characters, 47
Insufficient memory, 20
Integer type field, 39, 40-41
Comparison of entries, 68
Making entries, 64
Invalid format changes, 177

J
Justification, 136-138 Letters, 85,133

Labels, 158 Was L o default, 138, 142, 147, 158, 160, 165
K

Key files, 49-50, 187

Key indicator, 37, 51-52, 84, 180
Keys, changing, 175-176

Keys, designating 51-52

Keys, duplicate primary, 50

L

Additions, 63

Updating, 84

With i - 1k, 180
Keys, primary, 49-50

Keys, secondary, 51

Label dimensions, 152-153
Converting, 153
Entering, 152

Metrice, 150

{& 11315 screen, 152-153

21111 screen, 153, 155, 157-159,

L e
163-164

Label formats, storing, 158

LABEL LAYOLT screen, 153-158

LABEL output format, 165
Printing, 27

Sample output, 17

Label, special function key, 12-13
LFEEL L file, 187

k- L

i . default, 160, 165
Labels, 149-151

Dating, 157

Defaults, 159-160

Defining, 150-152

Dimensions, 150

Editing, 163-164

Fields, 155-157, 165

Justified, 158

Layout, 153-157

T

e
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Order of, 158, 165 Length, field, 43-44

Printing, 159, 161-163 Letter dimensions, 127, 142
Sample mailing, 17 LETTER output format, 146-147
Selecting records for, 161 Printing, 27

Size, 150

Sample output, 16

Sorting, 158
r\ Storing, 158
| Text, 154-155
 screen, 27, 160-162
i field, 42, 56, 74-75, 79-80,

£ C R e
[ F0 I S W .

147,165 Letters, 127-147
FST MODIFIED O field, 42, 56, 82 Computed fields, 134
7 HAME field, 37-40, 43, 45, 50-51, 56, 116, Defaults, 141-143
146, 165 Defining, 128-130
LFSZT HAME field name, 39-40, 43 Deleting fields, 136
Layout, label, 153-157 Editing, 140
Date fields, 157 Fields, 133
Editing, 163-164 Layout, 130-138
Fields, deleting, 164 Moving fields, 135
f\ Fields, moving, 164 Order of, 138-140, 147
Fields, selecting, 155 Printing, 140-141, 143-145
Justified, 158 Putting fields, 134
Text, entering, 154 Sample, 16
Text, removing, 164 Search conditions, 127, 141, 147
Layout, letter, 130-138 Selecting fields, 133
Computed fields, 134 Sorted, 138-139
Fields, deleting, 136 Text, 154, 164

Fields, moving, 135
Fields, selecting, 133
Justified, 136-137 command 20, 30, 60, 91
Non-justified, 138 ST A i ¥ command, 193

Text, 132-133 Loading program, 20, 30, 59-60

/-\ Layout, report, 97-104 Locating file records, 21-23, 68
Fields, deleting, 103-104 Deleting, 84-86
Fields, moving, 103 Searches, 68-80
Fields, selecting, 98-103 Updating, 80-83

Specifying the body of, 104-107 (<), useof, 13
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M

MATLIHG L file, 187

Making backup files, 189-190

Manual, use of, 11-12

Mass storage commands, 11,169, 183-184
Screens for using, 184

STORAGE Ix

Master forms, 29
Printing, 27, 94, 115-119
Sample output, 15, 56

Master forms, changing, 167-171
Backup requirements, 167
Effects on output formats, 177
Field length, changing, 174
Field names, changing, 173
Fields, adding, 171-172
Fields, deleting, 173
Fields, moving, 172
File name, 169
File size, 177-179
Keys, 175-176
Password, 169
Primary keys, duplicate, 180
Text, 171

Master form storage limitations, 35-36

Master form summary, 56
Features, 94

Master forms, creating

N

See Creating master forms
8
Starting character(s), 78-79
Maximum number of records, 53
Changing, 177-179
Entering, 53-54
Ma<imudm records per
117,119
Media, changing, 19-20, 91
MEMD T file, 187

Memory, insufficient, 20

F a9 default,

Messages, help, 12
Metric labels, 150
IMITIFL field, 56, 165

Minimum/maximum values, 115

FMIDDLE

Month day year format, 32
MOWE FIELD screen, 48, 98,103, 131, 135, 164,
172
Moving fields, 48, 172
Label, 164
Letter, 135
Reports, 103
Multiple addition of records, 64-65
Multiple search conditions, 74-75, 88
MSUSs, 20-21
Entering, 33-34
Verifying, 60-61

Names, file
See File names
Naming convention, file, 188
Necessary hardware, 19
HEM FIELL screen, 3840, 43, 45,171

, use of, 70

(0]

Notes, 11

Mumbs e of oop ez default, 118, 124, 142,
147, 160, 165

Number of file records, 36, 171

Numeric positions, 46-47

Output format files, 187
Output format type, selecting

See Selecting output format types
Output formats, 25, 91



CLIENTS label, 165
CLIENTS letter, 146-147
CLIENTS report, 123-124
Type, 91, 93

Output formats, storing, 115
Effects of F i F I HE, 177
Labels, 158
Letters, 140
Reports, 115

Output, sample, 13

P

Index

Form, 14, 23, 67

Labels, 17

Letter, 16

Master form summary, 56
Report, 15

T screen, 25, 27, 56, 92-94, 115-117,
119-121,127-130, 141, 145, 151, 159, 163

QLITRUT TYFE screen, 91, 93-95, 127-129,
151-152

Overview, 7
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FHE command, 184
Page breaks, 109-112
Passwords, 31
Changing, 35, 169
Entering to access files, 60
FHOME field, 22, 56, 83
, use of, 70
Primary key file, 50, 187
Primary keys, 49-50
Duplicate, 50, 63, 84

IME, 180

FRIMARY 1 title, 51

FRINT SFECIFICATIOMS screen, 25-27,
86, 93-94, 115-124, 128, 140, 143, 147, 151,
158-165

Frimied
105,118,124

Frimier addressdefault, 26, 117-118,
124, 141, 147, 160, 165

Frimter 1wupsdefault, 26, 117-118, 124, 142,
147,160, 165

" Printer usage, 13

FEIMTIMG I3 OMH/OFF indicator, 121, 145,
163

Printing labels, 159, 161

Q

Virmes per pagsdefault,

Order, 158
Printing letters, 140
Interrupting, 144
Starting, 143
Printing reports, 115-116
Pausing, 120
Procedure, 119-121
FPROFITABILITY ITHDEH field, 41, 56
Program discs, FILE/80, 11
Program execution, indication of, 20
Program loading, 20
FREOJECT field, 15, 23, 50, 56, 67, 81,123
FEOJECT FREOM field, 56, 76-77
FREOJECT I file, 187
PROJECT SUMMARY REPORT, 25
Breaks on, 110
Diagram, 113
Printing, 26-27
Sample output, 15
FLURGE command, 184
FLT F TEL I screen, 99-101, 103, 131-132,
134-135, 156, 164, 174
Putting fields, 45

HLIER" screen, 12, 23-24, 59, 62, 64, 67-70, 72,
74-77, 80-86
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R

Range searches, 75-76, 87
Record access, 67
Deleting, 84-86
Search summary, 86-88
Searches, 68-70
Speed of, 88
Tabs, 65-67
Updating, 80-83
Records, adding, 62-63
Records, locating with searches, 68-70
Alternate conditions, 79-80

, use of, 76-77
, use of, 73
, use of, 78-79

Multiple conditions, 74-75
Range searches, 75-76
Relation searches, 70-72
Summary, 86-88
Tabs, using, 65-67
Records, maximum number of, 53
Changing, 117
Records, order of, 91-92
Labels, 158, 165
Letters, 138-139, 147
Reports, 107-108, 123
Sorted list, 119, 177
RECOVERY program, 11, 193
RECOVERY screen, 193
iz I ME screen, 11,167-180
Relation searches, 70-73, 86-87
Removing text, 49

Report body, selecting, 104-106

{11 screen, 96, 98, 104-106, 123
T f 1 screen, 95-98, 103, 107-109,
112,115-116, 122,124
Report layout, 97-98, 104-106
Computed fields, 100-103
Deleting fields, 103-104
Designating body, 106

Footings, 96, 104, 118
Headings, 96, 104, 118
Moving fields, 103
Picking fields, 98-99, 102
Putting fields, 99-100
Sample diagram, 113
Text, 104
FEFOET LAYOLUT screen, 95, 97-101, 103-105,
107,123
REPORT output format, 123-124
Sample output, 15
Report records, 104-106
Information appearing with, 118
i file, 187
L 1 screen, 26-27, 94, 115-117, 119-122
Report trends, 112-115
Averages, 115
CLIENTS file, 124
Grand totals, 114
Minimum/maximum values, 115
Subtotals, 114

i fed .
Reports, 91-124
CLIENTS file, 123-124
Column headings, 98-100
Computed fields, 100-103
Defaults for, 117-119
Defining, 91-115, 95-96
Discs to use, 91
Editing, 116, 122
Fields, adding, 98-100
Fields, deleting, 103-104
Fields, moving, 103

1% screen, 112,114

Format name, 93

Layout, see Report layout
Modifying, 122

Printing, 115-116,119-121
Sample, 15

Selecting heading, 96

"



Size footing, 96
Sorted, 107-108
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Requirements, hardware, 19
Retrieving records, 68-70

Storing on disc, 115 reatiEs zmorted ]iE1t default, 109, 119,
Subtotals, 112,114 123,177
Text, 104 {(ROLL), use of, 13
Width, 96 (=), useof, 13
S

Sample REPORT diagram, 113
Sample output, 13
Form, 14
Labels, 17
Letter, 16
Master form summary, 56
Report, 15
Sample screen, 12
Scrolling, 13
Letters, 132
Master forms, 36
h Scrolling horizontally, 13, 96
Search conditions, 70-80
Accessing records with, 68-70
Alternate, 79-80

76
7980

Labels, 159, 161, 165
Letters, 127, 141, 147

, 718-79

Multiple conditions, 74-75
, 75-76

7072

Specific character sequences, 73
/\, Summary, 86-88

Search efficiency, 88

ZEFAFIH screen, 22-23, 37, 59, 67-81, 84-88, 91,
147,161

Search/sort indicators, 37, 88

SEARCH summary table, 88

Secondary key files, 187

Secondary keys, 51

SELECT KEYE screen, 49, 52, 169, 175-176
Selecting keys, 49-50
Primary, 50
Secondary, 50-51
Selecting output format types, 94, 129, 152
Setting defaults, 64-65
Setting tabs, 65-66
Size, file, 53
Changing, 177
Sort fields, 108-109
Labels, 158
Letters, 138
Omitting, 138
Reports, 107-108, 112
Sorted lists, 109, 119

: b

Sorted lists, 109, 119
Effects of file changes, 177

BORETED EEFOET screen, 37,107,109, 111

Sorted reports, defining, 107-108

Special function window, 12-13

Special function key label, 12-13

Special function key identifier, 12-13

Starting forms creation, 30-34

Dtop betwsesr pagesdefault, 118,124,
142, 147

Storage of file records, 10

Storing formats, 115
Labels, 158
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Letters, 150

Reports, 115
Subtotals, 114

Diagrams, 110,113

T

Fields for, 44

Requirements for, 112

Summary, '

i screen, 86-88

Tabs, setting, 65-67
Terms, definition of, 7
Text, 49, 104
Changes on master form, 171
Labels, 154, 164
Letters, 132-133
Reports, 104
Title/feedback window, 12-13
Tilfield, 56

FFHILIMT

70-72,101-102, 123-124
Trends, report, 112
Averages, 115

U

CLIENTS file, 124
Grand totals, 114

Minimum/maximum values, 115

Subtotals, 114
Types, field, 39-40
Autodate, 42
Character, 40
Currency, 41-42
Date, 42-43
Float, 41
Formatted character, 46-47
Integer, 40-41
Types, output format, 91, 94

, use of, 85

Unformatted character fields
See Character fields
LiML. (H1 screen, 183-184, 189

LIFDIATE screen, 80-84
Updating records, 80-83

v

Duplicate keys, 84

Editing fields, 80

Procedure, 81-83
Use of manual, 11
Using backup files, 190

Valid format changes, 117

w

Verifying MSUSs, 60-61

b itk (label), 152
Width, report, 96

XYZ

Wild card searches, 73, 76-77
Windows, 12-13

YTO BUSIMESS WOLUME field, 41-42, 56,

67, 75-76, 101-102, 123-124

FTO COMZULTING HIUET field, 40-41, 56,

123-124

FIF CODE field, 46, 50-51, 56, 78-79, 139,

146-147, 158, 165
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