































































































































































































































































































The File Services Menu lists the following:

Back up disk file(s)

Change file(s) protection
Clean up old file versions
Copy file(s)

Delete file(s)

Display file

Rename file/Change file type
Restore disk file

'Show current directory
'Show directory

'Show list of directories
'Specify new current directory

'Also available from the Disk/Diskette Services Menu
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BACK UP DISK FILE(S)

Use “Back up disk file(s)” to copy disk files onto diskettes in case the originals
on the disk are accidentally destroyed. Back up your files as you change them,
unless you have no interest in saving them. If you have not backed up a disk file,
you cannot restore it.

To Back Up One Disk File:

1
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Get a blank (new or newly initialized) diskette or a diskette that
already has other backup files on it. If you are backing up a file over
624 blocks long, you need more than one diskette. Each diskette holds
from 624 to 780 blocks of the file. (Since some diskettes may have “bad
blocks,” or space that is unusable, the amount of available space can
vary.)

Insert your backup diskette into a diskette drive slot. If you are
backing up a long file to a series of diskettes, insert a blank diskette,
which will become the first backup diskette for the file.

Choose ‘“Back up disk file(s)” from the File Services Menu. A menu
with two options appears.

Choose “Back up selected file(s).” A menu showing the latest versions
of the files in your current directory appears.

Additional Options

Pressing ADDTNL OPTIONS erases any information you may
have typed in so far and displays a menu of the following
additional options:

Choose a different directory/volume
Display next group of files

Use extended file name

Show all versions

Show only latest versions

“Choose a different directory/volume” displays your directory
selection menu. Choose the directory you want. When you
press DO, a file selection menu appears, listing the files in the
selected directory.
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“Display next group of files” displays more of a file selection
menu that contains the names of more than 60 files. This
option is only applicable if the message “To see more groups of
files, press ADDTNL OPTIONS” is displayed. Choose this
option if pressing NEXT SCREEN does not display more of the
files in the list.

“Use extended file name” results in a prompt for the RMS file
specifieation.

“Show all versions” displays a file selection menu with all
versions of all files in the current directory.

“Show only latest versions” displays a file selection menu
with only the most recent versions of the files in the current
directory.

5. Choose the file you want to back up. Press DO.

6. A menu appears listing the diskette device names. Choose
DISKETTEL if your backup diskette is in slot 1. Choose DISKETTE2
if your backup diskette is in slot 2. Press DO.

7. A menu appears asking you whether or not you want to initialize the
volume! The initialization procedure takes up to two minutes and
erases any information already on the diskette. When you have
selected your answer to the question, press DO. If you chose not to
initialize the volume, go on to step 8. If you want to initialize the
volume:

a. A form appears asking for the volume name you want the newly
initialized volume to have. Type in a name of up to 12 letters (A-Z)
and/or numbers (0-9).

b. Press DO.

c. If there are any files already on the diskette, a warning message
appears. If you still want to initialize, press DO for the initialization
to take place. If you decide not to initialize, press CANCEL, replace
the diskette with another one, then press RESUME; or press EXIT
to return to the File Services Menu without backing up the file.

!Note that the initialization for backup is not exactly the same as that performed with “Initialize diskette” on
the Disk/Diskette Services Menu. If you are using a newly initialized diskette, you will need to initialize it
again at this point for backup files.
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8. P/OS now checks to see if the file will fit on the diskette you have
chosen.

a.

If the file fits, the backup takes place. Depending on the size of the
file, the back up procedure can take from a few seconds to about
five minutes.

. If the file does not fit, but will fit on another diskette that has more

empty space, a message appears telling you to either initialize your
diskette or insert a different diskette. You can, if you want, insert a
new diskette at this point. When you are ready to continue, press
RESUME. Then the Device Selection Menu reappears as in step 6.
When you press DO, the Initialize Diskette Menu appears as in step
7. Messages tell you what to do.

. If the file will not fit on one diskette at all, a message appears

telling you how many blocks long the file is and approximately how
many diskettes you need to copy it. Make sure you have the
necessary number of diskettes. You cannot back up to a diskette
that has another backup file already on it (unless you first
reinitialize and thus erase that diskette).

When you are ready to perform the backup, press RESUME.
(Otherwise, press EXIT to return to the File Services Menu without
doing anything or MAIN SCREEN to return to the Main Menu.)
Messages will tell you what to do. DO NOT remove your first
backup diskette until the backup is completed. When a message
tells you to insert the second backup diskette, put it in the other
diskette slot, close the slot door, and press RESUME. Wait for
another message. If a third backup diskette is required, remove the
second backup diskette when the appropriate message appears,
insert the third diskette, and press RESUME. Continue in this
fashion until the backup is completed.

9. 'When the backup is completed, remove, label, and store the backup
diskette(s). Be sure to write on the labels before sticking them on the
diskette covers. If part of a file is on the diskette, indicate on the label
which part. This is important: if you have to restore the file, you must
start with the first part and proceed sequentially to the last part.
Keep your backup diskettes in a separate location from your other
diskettes.

To restore a damaged disk file, use “Restore disk file(s).”
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To Back Up More Than One Disk File:

1.

Get a blank (new or newly initialized) diskette. If you are backing up
files which total over 624 blocks in length, you need more than one
diskette. Each diskette holds from 624 to 780 blocks of data. (Since
some diskettes may have “bad blocks,” or space that is unusable, the
amount of available space can vary.)

Insert your backup diskette into a diskette drive slot. If you will be
backing up to a series of diskettes, insert a blank diskette, which will
become the first backup diskette for the files.

Choose “Back up disk file(s)”’ from the File Services Menu. A menu
with two options appears.

Choose “Back up selected file(s).” A menu showing the latest versions
of the files in your current directory appears.

Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed in so far and displays a menu of the following
additional options:

Choose a different directory/volume
Display next group of files

Use extended file name

Show all versions

Show only latest versions

“Choose a different directory/volume” displays your directory
selection menu. Choose the directory you want. When you
press DO, a file selection menu appears, listing the files in the
selected directory.

“Display next group of files” displays more of a file selection
menu that contains the names of more than 60 files. This
option is only applicable if the message “To see more groups of
files, press ADDTNL OPTIONS” is displayed. Choose this
option if pressing NEXT SCREEN does not display more of the
files in the list.

“Use extended file name” results in a prompt for the RMS
file specification. Wildcards can be used with this option; see
Chapter 5 for information on their use.
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10.

11.

“Show all versions” displays a file selection menu with all
versions of all files in the current directory.

“Show only latest versions” displays a file selection menu
with only the most recent versions of the files in the current
directory.

Choose the files you want to back up. Press DO.

A menu appears listing the diskette device names. Choose
DISKETTEL if your backup diskette is in slot 1. Choose DISKETTEZ2
if your backup diskette is in slot 2. Press DO.

A menu appears asking you whether or not you want to initialize the
volume. The initialization procedure takes up to two minutes and
erases any information already on the diskette. Answer “yes,” then
press DO.

A form appears asking for the volume name you want the newly
initialized volume to have. Type in a name of up to 12 letters (A-Z)
and/or numbers (0-9).

Press DO.

If there are any files already on the diskette, a warning message
appears. If you still want to initialize, press DO for the initialization to
take place. If you decide not to initialize, press CANCEL, replace the
diskette with another one, then press RESUME; or press EXIT to
return to the File Services Menu without backing up the files.

P/OS now backs up your files to the inserted diskette.

a. If the files fit on the inserted diskette, the backup takes place.
Depending on the size of the files, the backup procedure can take
from a few seconds to about five minutes per file.

b. If some, but not all of the selected files will fit on the inserted
diskette, P/OS backs up as many of the files as will fit on the
inserted diskette. A message will appear telling you which files
were backed up to the inserted diskette, and will tell you to insert
another backup diskette when necessary.



12.

FILE SERVICES | CHAPTER 6

¢. In the case of individual files which will not fit on one diskette
at all, a message appears telling you the size of the file(s) and
approximately how many diskettes you need. Make sure you have
the necessary number of diskettes. You cannot back up a file of this
size to a diskette that has another backup file already on it (unless
you first reinitialize and thus erase that diskette).

When you are ready to perform the backup, press RESUME.
(Otherwise, press EXIT to return to the File Services Menu without
doing anything or MAIN SCREEN to return to the Main Menu.)
Messages will tell you what to do. DO NOT remove your first
backup diskette until the backup is completed. When a message
tells you to insert the second backup diskette, put it in the other
diskette slot, close the slot door, and press RESUME. Wait for
another message. If a third backup diskette is required, remove the
second backup diskette when the appropriate message appears,
insert, the third diskette, and press RESUME. Continue in this
fashion until the backup is completed.

When the backup is completed, remove, label, and store the backup
diskette(s). Be sure to write on the labels before sticking them on the
diskette covers. If part of a file is on the diskette, indicate on the label
which part. This is important: if you have to restore the file, you must
start with the first part and proceed sequentially to the last part.
Keep your backup diskettes in a separate location from your other
diskettes.

To restore a damaged disk file, use ‘“Restore disk file(s).”

To Back Up an Entire Directory:

1.

Get a blank (new or newly initialized) diskette. If you are backing up
files which total over 624 blocks in length, you need more than one
diskette. Each diskette holds from 624 to 780 blocks of data. (Since
some diskettes may have “bad blocks,” or space that is unusable, the
amount of available space can vary.)

Insert your backup diskette into a diskette drive slot. If you will be
backing up to a series of diskettes, insert a blank diskette, which will
become the first backup diskette for the file(s).

Choose “Back up disk file(s)” from the File Services Menu. A menu
with two options appears.

Choose “Back up selected directory.” A directory selection menu
appears on your screen.
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10.

Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed in so far and displays a menu of the following
additional options:

Choose system directory
Display next group of directories

“Choose system directory” displays a menu of P/OS system
and application directories. Choose the directory you want.

“Display next group of directories” displays more of a menu
that contains more than 60 directory names. Use this option if
pressing NEXT SCREEN does not display more names in the
list.

Choose the directory you want to back up. Press DO.

A menu appears listing the diskette device names. Choose
DISKETTEL if your backup diskette is in slot 1. Choose DISKETTE2
if your backup diskette is in slot 2. Press DO.

A menu appears asking you whether or not you want to initialize the
volume. The initialization procedure takes up to two minutes and
erases any information already on the diskette. Answer “yes,’ then
press DO.

A form appears asking for the volume name you want the newly
initialized volume to have. Type in a name of up to 12 letters (A-Z)
and/or numbers (0-9).

Press DO.

If there are any files already on the diskette, a warning message
appears. If you still want to initialize, press DO for the initialization
to take place. If you decide not, to initialize, press CANCEL, replace
the diskette with another one, then press RESUME; or press EXIT
to return to the File Services Menu without backing up the files.
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P/OS now checks to see if the files in the selected directory will fit on
the diskette you have chosen.

a. If the files in the selected directory fit, the backup takes place.

b. If some, but not all of the files in your selected directory will fit on
the inserted diskette, P/OS backs up as many of the files as will fit
on the inserted diskette. A message will appear telling you which
files were backed up to the inserted diskette, and will tell you to
insert another backup diskette when necessary.

c. In the case of individual files which will not fit on one digkette
at all, a message appears telling you the size of the file(s) and
approximately how many diskettes you need. Make sure you have
the necessary number of diskettes. You cannot back up a file of this
size to a diskette that has another backup file already on it (unless
you first reinitialize and thus erase that diskette).

When you are ready to perform the backup, press RESUME.
(Otherwise, press EXIT to return to the File Services Menu without
doing anything or MAIN SCREEN to return to the Main Menu.)
Messages will tell you what to do. DO NOT remove your first
backup diskette until the backup is completed. When a message
tells you to insert the second backup diskette, put it in the other
diskette slot, close the slot door, and press RESUME. Wait for
another message. If a third backup diskette is required, remove the
second backup diskette when the appropriate message appears,
insert the third diskette, and press RESUME. Continue in this
faghion until the backup is completed.

When the backup is completed, remove, label, and store the backup
diskette(s). Be sure to write on the labels before sticking them on the
diskette covers. If part of a file is on the diskette, indicate on the label
which part. This is important: if you have to restore the file, you must
start with the first part and proceed sequentially to the last part.
Keep your backup diskettes in a separate location from your other
diskettes.

To restore a damaged disk file, use “Restore disk file(s).”
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CHANGE FILE(S) PROTECTION

Use “Change file(s) protection” to prevent files from being accidentally deleted
or to cancel protection for your files. You should protect any file containing vital
data. P/OS system files are already protected, but a newly created file is always
unprotected.

Files on diskettes with write-protect tabs are also protected from change and
deletion by the Professional hardware.

When you choose ‘“‘Change file(s) protection,” a file selection menu with the
latest versions of the files in your current directory appears on the screen.

Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed in so far and displays a menu of the following
additional options:

Choose a different directory/volume
Display next group of files

Use extended file name

Show all versions

Show only latest versions

“Choose a different directory/volume” displays your directory
selection menu. Choose the directory you want. When you
press DO, a file selection menu appears, listing the files in the
selected directory.

“Display next group of files” displays more of a file selection
menu that contains the names of more than 60 files. This
option is only applicable if the message “To see more groups of
files, press ADDTNL OPTIONS” is displayed. Choose this
option if pressing NEXT SCREEN does not display more of the
files in the list.

“Use extended file name” results in a prompt for the RMS file
specification. Wildcards can be used with this option; see
Chapter 5 for information on their use.

“Show all versions” displays a file selection menu with all
versions of all files in the current directory.
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“Show only latest versions” displays a file selection menu with
only the most recent versions of the files in the current
directory.

Choose the file(s) you want to protect. Chapter 3 explains how to choose from a
multiple-choice menu. Press DO. The Change Protection Menu appears on the
screen, offering the following options:

No protection
Protection against delete

Choose the option you want. When you press DO, the option you chose goes into
effect. (Pressing EXIT instead of DO returns you to the File Services Menu
without changing the protection.) If you select “Show current directory’” from
the File Services Menu or the Disk/Diskette Services Menu, you will see the
protection of the file(s) listed as “yes” or “no” under the heading “May be
deleted.”

When changing the protection for more than one file, all files selected will end
up with the same protection. Therefore, if a protected file is selected along with
several unprotected ones and ‘‘Protection against delete” is chosen from the
Change Protection Menu, the protection on that file will be unchanged.
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Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed in so far and displays a menu of the following
additional options:

Choose system directory
Display next group of directories

“Choose system directory” displays a menu of P/OS system
and application directories. Choose the directory you want.

CAUTION: Do not delete files in system and application directories. Doing so
may destroy P/OS or P/OS applications. This option is available for maintenance
purposes only.

“Display next group of directories” displays more of a menu
that contains more than 60 directory names. Use this option if
pressing NEXT SCREEN does not display more names in the
list.

If you choose “All files in all user directories on a volume,” all files but the latest
versions of each file will be deleted on the specified volume.

If you choose “Specific file(s) in current directory,” a file selection menu will
appear; by default, the latest version of each file will be listed. Choose the file(s)
for which you want to clean up the old versions. Using ADDTNL OPTIONS, you
can choose a version other than the latest version of a file, and delete all versions
older than it.
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When the cleanup is finished, a message will tell you how many files were

deleted.
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Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed in so far and displays a menu of the following
additional options:

Choose a different directory/volume
Display next group of files

Use extended file name

Show all versions

Show only latest versions

“Choose a different directory/volume” displays your directory
selection menu. Choose the directory you want. When you
press DO, a file selection menu appears, listing the files in the
selected directory.

“Display next group of files” displays more of a file selection
menu that contains the names of more than 60 files. This
option is only applicable if the message ‘“To see more groups of
files, press ADDTNL OPTIONS” is displayed. Choose the
option when pressing NEXT SCREEN does not display more of
the files in the list.

“Use extended file name” results in a prompt for the RMS
file specification. You can, if you want, use wildcards with this
option. Chapter b explains their use.

“Show all versions” displays a file selection menu with all
versions of all files in the current directory.

“Show only latest versions” displays a file selection menu with
only the most recent versions of the files in the current
directory.
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COPY FILE(S)

Use “Copy file(s)” to duplicate files. The copies can be in a different volume or
directory, or in the same directory with a different version number. You can also
use “Copy file(s)”” in conjunction with PRO/DECnet. This is explained in Appen-
dix C. You might use “Copy file(s)” to:

Back up a diskette file.

Make a copy on a diskette of a memo or a BASIC program for another
person in your department.

O Make a copy of a memo so that you can then use the editor to change
the copied memo for a different addressee.

O Create a second copy of a form letter or memo head in order to
preserve the original while “filling in the blanks” on the duplicate.

When you choose “Copy file(s),” a file selection menu of the files in your current
directory appears on the screen.

Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed in so far and displays a menu of the following
additional options:

Choose a different directory/volume
Display next group of files

Use extended file name

Show all versions

Show only latest versions

“Choose a different directory/volume’ displays your directory
selection menu. Choose the directory you want. When you
press DO, a file selection menu appears, listing the files in the
selected directory.

“Display next group of files” displays more of a file selection
menu that contains the names of more than 60 files. This
option is only applicable if the message ‘“To see more groups of
files, press ADDTNL OPTIONS” is displayed. Choose this
option when pressing NEXT SCREEN does not display more of
the files in the list.
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“Use extended file name” results in a prompt for the RMS file
specification. You can use wildcards with this option. Chapter 5
explains their use.

“Show all versions” displays a file selection menu with all
versions of all files in the current directory.

“Show only latest versions” displays a file selection menu with
only the most recent versions of the files in the current
directory.

Select the file(s) you want to copy and press DO. (Or, press EXIT to return to the
File Services Menu without doing anything.)

A list of the directories on currently inserted volumes appears. Choose the
directory to which you want to copy the selected file(s).

Press DO and the file(s) is copied. (Pressing EXIT instead of DO returns you to
the File Services Menu without copying the remaining selected file(s).) The
original file(s) remains as it was before the copy occurred. If there is not enough
room to copy your file(s), a message to that effect appears on your screen.

Use “Rename file/change file type” to change the type or name of your newly
copied file(s).
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DELETE FILE(S)

Use “Delete file(s)” to permanently erase files. Since you may have more than
one version of each file, each listed separately in your directory, you can choose
which version(s) to delete. Look through your directories frequently, deleting
files you no longer want and old versions of files; doing this gives you the
maximum amount of free space for your current work. If you want to delete all
versions of a file except for the latest, use “Clean up old file versions,” which is
also available from the File Services Menu. You can also use “Delete file(s)” in
conjunction with PRO/DECnet. This is explained in Appendix C.

“Delete file(s)” does not work on files protected against deletion or on write-
protected diskettes.

When you choose ‘“Delete file(s),” a file selection menu of the files in your
current directory appears on the screen.

Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed in so far and displays a menu of the following
additional options:

Choose a different directory/volume
Display next group of files

Use extended file name

Show all versions

Show only latest versions

“Choose a different directory/volume” displays your directory
selection menu. Choose the directory you want. When you
press DO, a file selection menu appears, listing the files in the
selected directory.

“Display next group of files” displays more of a file selection
menu that contains the names of more than 60 files, This
option is only applicable if the message “To see more groups of
files, press ADDTNL OPTIONS” is displayed. Choose this
option when pressing NEXT SCREEN does not display more of
the files in the list.

“Use extended file name” results in a prompt for the RMS
file specification. If you do not specify the version number,
P/OS will delete the version with the highest version number.
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“Show all versions” displays a file selection menu with all
versions of all files in the current directory.

“Show only latest versions” displays a file selection menu
with only the most recent versions of the files in the current
directory.

Choose the file(s) you want to delete. Press DO. The delete occurs. (Press EXIT
instead of DO to return to the File Services Menu without deleting the selected

file(s).)
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DISPLAY FILE

Use “Display file” to display on your screen the contents of a file. You may want
to do this, for example, to verify that this is the file you want to delete or copy.
You can also use “Display file” in conjunction with PRO/DECnet. This is ex-
plained in Appendix C.

When you choose “Display file,” a file selection menu of the files in your current
directory appears.

Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed in so far and displays a menu of the following
additional options:

Choose a different directory/volume
Display next group of files

Use extended file name

Show all versions

Show only latest versions

“Choose a different directory/volume” displays your directory
selection menu. Choose the directory you want. When you
press DO, a file selection menu appears, listing the files in the
selected directory.

“Display next group of files” displays more of a file selection
menu that contains the names of more than 60 files. This
option is only applicable if the message “To see more groups of
files, press ADDTNL OPTIONS” is displayed. Choose this
option when pressing NEXT SCREEN does not display more of
the files in the list.

“Use extended file name” results in a prompt for the RMS file
specification.

“Show all versions’ displays a file selection menu with all
versions of all files in the current directory.

“Show only latest versions” displays a file selection menu with
only the most recent versions of the files in the current
directory.
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Choose the file you want to display. When you press DO, the first screen of your
file appears. At this point, you can press EXIT to return to the File Services
Menu. To see more of your file, press NEXT SCREEN. The file scrolls up the
screen to the end.

To hold the screen display still in order to look at the file more carefully, press
HOLD SCREEN. To release the hold, press HOLD SCREEN again.

To display the File Services Menu after the file has been displayed, press EXIT.

Do not try to display system and application files. If you do, strange characters
may appear on your screen; press INTERRUPT DO to exit immediately.
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RENAME FILE/CHANGE FILE TYPE

Use “Rename file/Change file type” to change the name and/or type of a file,
For example, you may want to change the name or type of a file transferred
from another computer. Or you may have to rename a particular version of a file
if you have two different files with the same name. You can also change the
directory of the file, but not the volume.

When you choose “Rename file/Change file type,’ a file selection menu of the
files in your current directory appears on the screen.

Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed in so far and displays a menu of the following
additional options:

Choose a different directory/volume
Display next group of files

Use extended file name

Show all versions

Show only latest versions

“Choose a different directory/volume” displays your directory
selection menu. Choose the directory you want. When you
press DO, a file selection menu appears, listing the files in the
selected directory.

“Display next group of files” displays more of a file section
menu that contains the names of more than 60 files. This
option is only applicable if the message “To see more groups of
files, press ADDTNL OPTIONS” is displayed. Choose this
option when pressing NEXT SCREEN does not display more of
the files in the list.

“Use extended file name” results in a prompt for the RMS file
specification.

“Show all versions” displays a file selection menu with all
versions of all files in the current directory.

“Show only latest versions” displays a file selection menu with
only the most recent versions of the files in the current
directory.
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RESTORE DISK FILE(S)
Use “Restore disk file(s)’:
O If you accidentally delete a disk file that you have previously

backed up.

0O If you destroy all or part of a previously backed up disk file by
pressing INTERRUPT DO.

O If all or part of a previously backed up disk file is destroyed due to a
power out or some other accident.

O If your disk is damaged for some reason, and you cannot use the files
on it. Disks are delicate and can be damaged by a fall or a hard push.
In this case, you may have to replace the disk first.

“Restore disk file(s)”’ copies files backed up to one or more diskettes onto the
disk. If the backup file(s) are on more than one diskette, be sure to insert the
first backup diskette first.

To restore file(s):
1.  Insert the diskette containing the backup file(s) or the first part of the
backup file(s) into a diskette drive slot.

2. Choose “Restore disk file(s)”’ from the File Services Menu. Your
backup diskette directory appears on the screen.

3. Choose the file(s) you want to restore. When you press DO, a message
tells you the name of the directory the file(s) will be restored to and
the names of the volume(s) you need to restore from.

4. Press RESUME to begin the restore. (Press EXIT instead of RESUME
to return to the File Services Menu without restoring the file.)

If the file is contained on more than one volume, messages tell you:
O How many volumes (diskettes) you need and their names.
O  When to remove a volune or insert a new volume.
O  If you have inserted the wrong volume.

5. Wait for the File Services Menu to appear with a message saying the
file has been restored.

6. Remove and store the backup diskette(s).
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SHOW CURRENT DIRECTORY

Use “Show current directory” to display your current directory on your screen.
You can also display a directory other than the current one without changing the
current directory by using “Show directory.”

Additional Options

Pressing ADDTNL OPTIONS erases anything you may have
typed so far and displays a menu of the following additional
options:

Choose a system directory
Display next group of directories

“Choose a system directory” displays a menu of P/OS system
and application directories.

“Display next group of directories” displays more of a menu
that contains more than 60 directory names. Use this option if
pressing NEXT SCREEN does not display more names in the
list. The following figure shows an example of such a directory.
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If the file names in a directory cannot all fit on one screen, a message tells you to
press NEXT SCREEN to see more files. When you press NEXT SCREEN, the
list will scroll through to the end. Press HOLD SCREEN to hold the display still
so you can read what is on it. Press HOLD SCREEN again to release the hold.

Additional Options

By pressing ADDTNL OPTIONS while looking at your
directory, you can select one of the following additional
options:

Print directory
Store directory as a file

“Print directory” prints out your directory on your printer. If
the printer is already in use, a message to that effect appears
on your screen and you can wait until later.

“Store directory as a file” creates in your current directory
a file you name that contains the directory you have selected.
This option is useful if your printer is busy and you want to
print the file later. Later on, you should delete this file so as
not to clutter up your disk with unnecessary files.

Press EXIT to return to the File Services Menu.
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SHOW DIRECTORY

Use “Show directory” to display a directory on your screen. When you choose
“Show directory,” a directory selection menu appears from which you select the
directory you want to display. “Show current directory” in this chapter gives an
example of such a display. You can also use “Show directory” in conjunction

with PRO/DECnet. This is explained in Appendix C.

Choose
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Additional Options

Pressing ADDTNL OPTIONS erases anything you may have
typed so far and displays 2 menu of the following additional
options:

Choose a system directory
Display next group of directories

“Choose a system directory” displays a menu of P/OS system
and application directories.

“Display next group of directories” displays more of a menu
that contains more than 60 directory names. Use this option if
pressing NEXT SCREEN does not display more names in the
list.

the directory you want to display and press DO.

Additional Options

By pressing ADDTNL OPTIONS while looking at your direc-
tory, you can select one of the following additional options:

Print directory
Store directory as a file

“Print directory” prints out your directory on your printer. If
the printer is already in use, a message to that effect appears
on your screen and you can wait until later.

“Store directory as a file”’ creates in your current directory
a file you name that contains the directory you have selected.
This option is useful if your printer is busy and you want to
print the file later. Later on, you should delete this file so as
not to clutter up your disk with unnecessary files.
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Press NEXT SCREEN to display more files in the directory and EXIT to return
to the File Services Menu.
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Additional Options

By pressing ADDTNL OPTIONS, you can select one of the
following additional options:

Print directories list

Show system directories also
Show system directories only
Store directories list as a file

“Print directories list” prints the list if the printer is
available.

“Show system directories also” displays the P/OS system and
application directories along with your other directories.

“Show system directories only” displays only the P/OS system
and application directories.

“Store directories list as a file” stores the list you displayed as
a file that you name.

Press NEXT SCREEN to see more directories in a list and EXIT to return to the
File Services Menu.
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SPECIFY NEW CURRENT DIRECTORY

Use “Specify new current directory” to change your current directory.

When you choose “Specify new current directory,” a menu of your directories
appears on the screen.

Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed so far and displays a menu of the following
additional options:

Choose system directory
Display next group of directories

“Choose system directory’’ displays a menu of P/OS system
and application directories. Choose the directory you want.

CAUTION: Do not alter files in system and application directories. Doing so
may destroy P/OS or P/OS applications. This option is available for maintenance
purposes only.

“Display next group of directories” displays more of a menu
that contains more than 60 directory names. Use this option if
pressing NEXT SCREEN does not display more names in the
list.

When you have selected the directory you want for your current directory,
press DO. This change remains in effect until you turn the power off, use the
“Change directory” function on Set-up Menu A, or specify new current direc-
tory again. (Press EXIT instead of DO to return to the File Services Menu
without changing your current directory.)
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The Disk/Diskette Services Menu lists the following:

Copy diskette

Create directory
Delete directory
Initialize diskette
Install application
Remove application
'Show current directory
'Show directory

'Show list of directories
'Specify new current directory
Unlock a locked file

'Also available from the File Services Menu
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COPY DISKETTE

“Copy diskette” allows you to copy the entire contents of one diskette on to
another diskette. Use this procedure to make backup copies of your important
diskettes.

To use “Copy diskette”:

1.
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Using the arrow keys, move the pointer on the Disk/Diskette Services
Menu until it points to “Copy diskette.”

Press DO.

Insert a blank diskette (or one that you are willing to erase) in
diskette drive 2. This will be your destination diskette.

Press RESUME. If the diskette you have inserted has been used
before, a message on the screen will tell you that information has been
found on the diskette. If you do not want to erase this diskette, press
CANCEL (you can then remove the inserted diskette and start again
with a different destination diskette). Or, press EXIT to leave “Copy
diskette” and return to the Disk/Diskette Services Menu. If you are
willing to lose the information on the diskette and want to go ahead
with the copy, press DO.

A form appears requesting a name for the destination diskette. Type
in a name of one to twelve letters (A-Z) and/or numbers (0-9).

Press DO.

‘When the display on the screen tells you to, insert the diskette to be
copied (source diskette) in diskette drive 1. Press RESUME.

A display on your screen will show you the names of your source and
destination diskettes. Press DO to proceed; or, press CANCEL if you
have inserted the wrong source diskette and want to insert another.
You can press EXIT if you have changed your mind and want to return
to the Disk/Diskette Services Menu without copying the diskette.

A message will appear on your screen when the copy begins. You are
now returned to the Disk/Diskette Services Menu, and can begin
doing other work on your Professional. The Message/Status display
will tell you that the copy was completed or will explain if there was a
problem. Remove both diskettes and store them carefuily.
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CREATE DIRECTORY

Use “Create directory” to add a directory on the disk or on a diskette. It is a
good idea to organize your files so that different categories of files are in
different directories and to keep less than 50 files in each directory. Organize
your work in a way that works best for you.

When you choose “Create directory,” a form appears requesting the directory
name.

Additional Options

Pressing ADDTNL OPTIONS erases any information you may
have typed so far and displays a menu with the following
additional option:

Create a directory on a different volume

“Create a directory on a different volume” displays a menu of
currently accessible volumes. Choose the volume you want and
press DO. A form appears requesting the directory name.

Type in the name of the directory you want on the directory name form in one to
nine letters (A-Z) and/or numbers (0-9). Press DO; the directory is created, and
the Disk/Diskette Services Menu reappears. (If you decide not to create a
directory, press EXIT instead of DO to display the Disk/Diskette Services
Menu.)

If there is already a directory with the name you chose on the volume, a message

to that effect appears at the bottom of the screen. In this case, use <X] or
CANCEL to delete your entry, and type in a different name.
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DELETE DIRECTORY

Use “Delete directory” to delete an entire directory. Before using ‘“‘Delete
directory,” delete (or copy and then delete) any files still in the directory. “De-
lete directory” only works on empty directories.

When you choose “Delete directory” and press DO, a menu appears showing
your directories on the disk and currently inserted diskettes.

Additional Options

Pressing ADDTNL OPTIONS erases anything you may have
typed so far and displays a menu of the following additional
options:

Choose a system directory
Display next group of directories

“Choose a system directory” displays a menu of P/OS system
and application directories.

CAUTION: Deleting system directories can destroy your P/OS system. This
option is here for maintenance purposes only.

“Display next group of directories” displays more of a menu
that contains more than 60 directory names. Use this option if
pressing NEXT SCREEN does not display more names in the
list.

Choose the directory to be deleted and press DO. The delete occurs if the
directory is empty, and the Disk/Diskette Services Menu reappears. (Press
EXIT instead of DO to display the Disk/Diskette Services Menu without deleting
the directory.)
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INITIALIZE DISKETTE

Use “Initialize diskette” to prepare and name a new diskette or to erase and
rename a used diskette. “Initialize diskette” erases any information on the
diskette and creates an empty directory named USERFILES. Do not use “Ini-
tialize diskette” on a used diskette without first copying files you want to keep
to the disk or to another diskette. The initialization procedure includes a check
for bad blocks. If found, those blocks will not be used by P/OS for storing
information. (See Chapter 5, Backing Up Your Files, for more information about
bad blocks.)

When you choose “Initialize diskette’:

1. A menu appears, listing the diskette drive device names, DISKETTE1
and DISKETTEZ2. Choose the device containing the diskette you want
to initialize and name.

2. Press DO. (Press EXIT instead of DO to stop the initialization
procedure.)

3. A form appears, requesting a name for the volume. Type in a name of
one to twelve letters (A-Z) and/or numbers (0-9).

4. Press DO. If there is any information on the diskette, a message
appears, telling you to press CANCEL to try another diskette, EXIT
to return to the Disk/Diskette Services Menu without changing
anything, or DO to continue. When you press DO, P/OS initializes
and checks the diskette.

5. When the initialization procedure is completed, the Disk/Diskette
Services Menu reappears.

6. Now you can remove the initialized diskette if you want. Do not
remove the diskette before the end of the procedure.

If you have two volumes with the same name, you cannot use them both at the
same time. If you want to change a volume name, copy all the files from one of
the volumes to another volume with a different name, since it is not possible to
change volume names without reinitializing the diskette.
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INSTALL APPLICATION

Use “Install application” to place each new application onto your disk. Since this
is one of the first things you have to do when you get your Professional, the
general install application procedure is described in Chapter 3. Details about
the Additional Application Group Menu are described in this section.

To install one or more applications on your Professional:
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1.

Insert one or two application diskettes into one or two diskette drive
slots. If you are installing an application contained on more than one
diskette, insert the first application diskette in a diskette drive slot
and leave the other slot empty.

Choose “Install application” from the Disk/Diskette Services Menu.
Press DO.

Choose the application you want to install from the Application
Installation Menu.

Press DO. (Or, press EXIT instead of DO to return to the
Disk/Diskette Services Menu without installing an application.)

Choose the menu on which you wish to install the application from the
Application Group Menu.

There are five positions for applications on the Main Menu, and 132
possible positions for applications on the Additional Applications
Menus. Install the five applications that you think you will be using
the most on the Main Menu.

Place the rest of your applications under Additional Applications.
Initially, there are eleven items on the Additional Applications Menu,
listed alphabetically as “A Group” through “K Group.”

If you have seventeen or fewer applications, you should put

the names of these on the Main Menu (up to 5 applications) and the

Additional Applications “A Group” Menu (up to 12 applications). To

do this, choose either “Main Menu” or “A Group,” then go to step 7.

If you have more than 17 applications, or if you anticipate having
more than 17 applications, use the Additional Applications Menu as an
application group menu. The applications themselves would then be
listed on a third level of menus.
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In this case, decide how many groups of applications you want (you
can have up to eleven) and what you want to name them. For example,
you might have a group for games, a group for monthly applications, a
group for end-of-year applications, and so forth. There are 12 positions
for applications in each group.

7. Press DO. (Or, press EXIT instead of DO to return to the
Disk/Diskette Services Menu without installing the application.) The
Application/Group Name Change Form appears containing the name
of the application and of the application group. If you installed your
application on the Main Menu, the group name will be blank, since
you cannot change the name of the Main Menu.

8. If you want to change the application name or group name, delete the
name on the screen by pressing <X]. Then type in the name you
want (40 characters, including spaces). Use RETURN to move from
one entry to the other. (Otherwise, go on to the next step.)

9. When the names you want appear on the form, press DO. Wait for
P/0S to install your application. This takes from 2 to 10 minutes per
application diskette, depending on the size of the application. If you are
installing an application contained on more than one diskette, you will
be prompted to remove the inserted diskette and replace it with the
next diskette needed for the installation. When the installation is
complete, the Disk/Diskette Services Menu appears.

10. To install another application, repeat the procedure from step 2. To
display the Main Menu, press MAIN SCREEN.

11. 'When you have finished installing your application(s), remove and
store the application diskette(s).

Remember to keep the diskettes that applications originally came on. These will
be your backups in case something happens to the files on your disk. Store these
diskettes in a safe place, and do not erase or reuse them.

NOTE: Before attempting to use an application, make sure that you have the
required hardware (for example, a printer). P/OS will install applications for
which you don’t have all the hardware, but you will have trouble using them.
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REMOVE APPLICATION

Use “Remove application” to erase an application from the disk. If you want to
use the application again, store your original application diskette in a safe place.

“Remove application” removes the files you initially installed with the applica-
tion. Data files you created using the application are not necessarily removed.
To remove these files from the disk, you must search through your directories
for the files, and then delete them or copy them to a diskette.

When you choose “Remove application’:

1.
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A menu appears, listing the application groups: Main Menu, “A
Group,” “B Group,” etc. If you have changed a group name, the menu
will list the new group name. Move the pointer to the name of the
group from which you want to remove the application.

To return to the Disk/Diskette Services Menu without removing an
application, press EXIT.

Press DO.

A menu appears, listing the applications, if any, in the group you
selected. Move the pointer to the name of the application you want
to remove.

To return to the Disk/Diskette Services Menu without removing the
application, press EXIT.

Press DO. P/OS removes your chosen application. This can take up to
a minute or so.

The Disk/Diskette Services Menu reappears. A message will tell
you if any files remain in the application directory. To remove another
application, repeat the entire procedure.
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SHOW CURRENT DIRECTORY

Use “Show current directory” to display your current directory on the screen.
You can also display a directory other than the current directory without chang-
ing the current directory by using “Show directory.” Chapter 6 (Show Current
Directory) shows an example of a directory display.

Additional Options

Pressing ADDTNL OPTIONS erases anything you may have
typed so far and displays a menu of the following additional
options:

Choose a system directory
Display next group of directories

“Choose a system directory” displays a menu of P/OS system
and application directories.

“Display next group of directories” displays more of a menu
that contains more than 60 directory names. Use this option if
pressing NEXT SCREEN does not display more names in the
list.

Additional Options

Pressing ADDTNL OPTIONS while looking at your directory
displays the following additional options:

Print directory
Store directory as a file

“Print directory” prints out your directory on your printer. If
the printer is already in use, a message to that effect appears
on your screen, and you can wait until later.

“Store directory as a file”’ creates a file that you name in
your current directory, containing the directory or directories
you have selected. This is useful if your printer is busy and
you want to print the file later.

Press NEXT SCREEN to display more files in the directory and EXIT to return
to the Disk/Diskette Services Menu.

125



CHAPTER 7 | DISK/DISKETTE SERVICES

SHOW DIRECTORY

Use “Show directory” to display a directory on your screen. Chapter 6 (Show
Current Directory) shows an example of a directory display. You can also use
“Show directory” in conjunction with PRO/DECnet. This is explained in Appen-
dix C.

‘When you choose “Show directory,” a directory selection menu appears on your
screen.

Additional Options

Pressing ADDTNL OPTIONS erases anything you may have
typed so far and displays a menu of the following additional
options:

Choose a system directory
Display next group of directories

“Choose a system directory’ displays a menu of P/OS system
and application directories.

“Display next group of directories” displays more of a menu
that contains more than 60 directory names. Use this option if
pressing NEXT SCREEN does not display more names in the
list.
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Choose the directory you want to display and press DO.

Additional Options

By pressing ADDTNL OPTIONS while looking at your
directory, you can select one of the following additional
options:

Print directory
Store directory as a file

“Print directory” prints out your directory on your printer. If
the printer is already in use, a message to that effect appears
on your screen and you can wait until later.

“Store directory as a file” creates in your current directory
a file you name that contains the directory you have selected.
This option is useful if your printer is busy and you want to
print the file later.

Later on, you should delete this file so as not to clutter up
your disk with unnecessary files.

Press NEXT SCREEN to display more files in the directory and EXIT to return
to the Disk/Diskette Services Menu.
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SHOW LIST OF DIRECTORIES

Use “Show list of directories” to display the directory and volume names of all
the directories on your disk and on any currently inserted diskettes.

When you choose “Show list of directories,” a list appears on your screen.
Chapter 6 (Show List of Directories) shows an example of a list of directories.

Additional Options

Pressing ADDTNL OPTIONS while looking at your directories
list displays the following additional options:

Print directories list

Show system directories also
Show system directories only
Store directories list as a file

“Print directories list” prints the list if the printer is available.

“Show system directories also” displays the P/OS system and
application directories along with your other directories.

“Show system directories only” displays the P/OS system and
application directories.

“Store directories list as a file” stores the list you displayed as
a file that you name.

Press NEXT SCREEN to display more directories in a list and EXIT to return to
the Disk/Diskette Services Menu.
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SPECIFY NEW CURRENT DIRECTORY

Use “Specify new current directory” to change your current directory.

When you choose “Specify new current directory,” a menu of your directories
appears on the screen.

Additional Options

Pressing ADDTNL OPTIONS erases anything you may have
typed so far and displays a menu of the following additional
options:

Choose a system directory
Display next group of directories

“Choose a system directory” displays a menu of P/OS system
and application directories. Choose the directory you want.

CAUTION: Do not alter files in system and application directories. Doing so
may destroy P/OS or P/OS applications. This option is for maintenance purposes
only.

“Display next group of directories” displays more of a menu
that contains more than 60 directory names. Use this option if
pressing NEXT SCREEN does not display more names in the
list.

When you have selected the directory you want for your current directory,
press DO. This change remains in effect until you turn the power off or specify
new current directory again, using either Set-up Menu A or the File Services
Menu.
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UNLOCK A LOCKED FILE

A file or group of files can become locked:

d

If you get a message saying that a file is locked, not available, or not usable,
check the file’s directory with “Show current directory.” If the file is locked, use

If you press the INTERRUPT key followed by the DO key while using

an application.
If an application has a defect that causes a file to lock.

If there is a power failure while an application is in progress.

“Unlock a locked file.”

When you choose “Unlock a locked file,” a menu of the locked files in your

current directory appears on the screen.
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Additional Options

Pressing ADDTNL OPTIONS erases any information you
may have typed in so far and displays a menu of the following
additional options:

Choose a different directory/volume
Display next group of files
Use extended file name

“Choose a different directory/volume” displays your directory
selection menu. Choose the directory you want. When you
press DO, a file selection menu appears, listing any locked files
in the selected directory.

“Display next group of files” displays more of a file selection
menu that contains the names of more than 60 files. This
option is only applicable if the message “To see more groups of
files, press ADDTNL OPTIONS” is displayed. Choose this
option when pressing NEXT SCREEN does not display more of
the files in the list.

“Use extended file name” results in a prompt for the RMS file
specification.
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Select the file to unlock and press DO. The unlocking occurs.

An unlocked file is not necessarily usable, since important information about the
file may have been destroyed when the file became locked. In this case, delete
the file. If you have not deleted the previous version from your disk, use that. If
you have deleted the previous version and have a backup of that file, then use
“Restore disk file(s)” to recover the most recent backup copy.
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This chapter explains how to print files on a printer or plotter connected di-
rectly to your Professional, or to which you have access via Mini-Exchange.

USING PRINT SERVICES

P/OS print services allow you to print files (including those to which you
have access via PRO/DECnet) on a variety of devices. You can print up to nine
files at a time. Once printing has begun, you can use another P/OS service or
application.

Before you begin printing files for the first time, use “Set printer characteris-
tics” to set your printer type and location, as well as the proper characteristics
for your printer and paper. Refer to Set Printer Characteristics in the next
chapter. When using an LA50, LLA100, or LQPO2 printer or an LVP16 plotter,
make sure the device is set to 4800 baud; with other types of printers and
plotters, use “Set printer characteristics” to set the appropriate baud rate.
Also, make sure the printer is turned on, that you have connected the correct
cable (part number BCCO5 if the device is connected directly to your Profes-
sional), and that the paper is in place with the print head positioned to the first
line of a page.

Do not print system files (type .SYS), task image files (type .TSK), or forms files
(type .FLB). These files contain binary format data that may cause strange
numbers and characters to be printed. If you print one by accident, select
“Abandon printing” from the Print Services Menu. Certain files transferred to
your Professional from other computers may not be printable either.
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Using Print Services with PRO/DECnet

Print services let you print files to which you have access via PRO/DECnet.
This is explained in Appendix C.

Mini-Exchange

If your Professional is one of several personal computers using a Mini-Exchange
to share a printer or plotter, you must first use the Set Printer Type/Location
Menu to specify “Remote” as the location and to specify the Mini-Exchange port
number of the printer you are using. The Set Printer Type/Location Menu is
displayed when you choose “Set printer characteristics” from the Print Ser-
vices Menu.

ALTERNATIVES TO PRINT SERVICES

P/0S

It’s possible to print directories, lists of directories, and PROSE files without
using print services. You can print a directory with the additional options avail-
able from “Show current directory” or “Show directory” on the File Services
and Disk/Diskette Services Menus. You can print a list of directories by using
the additional options available from “Show list of directories” on the File
Services and Disk/Diskette Services Menus. You can print a PROSE file by
choosing “Print file” from the PROSE Exit Menu.

The PRINT SCREEN Key

Pressing the PRINT SCREEN key prints an image of what is on your screen. Do
this when no file is printing. After using PRINT SCREEN, reset the paper in
your printer so that the print head is at the first line of a page. Use the form
feed control on your printer to do this. The LAI00 must be set off-line before
form-feeding; set the printer on-line again before you begin printing. The PRINT
SCREEN key works only with the LA50 and L A100 printers.

Digital Command Language (DCL)

If you are part of a PRO/DECnet network, certain DCL commands, including
PRINT/REMOTE, COPY/PRINT, and CREATE/PRINT are available for your
use. Refer to the Command Language User’s Guide for information on these
commands.
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PRINTING PICTURE FILES

Some applications allow you to create picture files which can be printed by using
“Print file(s)” from the Print Services Menu. Only dot-matrix printers (for
example, LLA50 and LLA100) or plotters (for example, LVP16) will print these
files. Picture files will have the file type .GID. Some text files, which are not of
type .GID, will include or refer to .GID files. These files can usually be printed
with print services.

‘When you print a picture file, the picture will be rotated (and its size adjusted)
to best fit within your chosen margins.

ReGIS to GIDIS Converter

If you have the PRO Tool Kit, you can also get a ReGIS picture file printed. To
do this, you convert the ReGIS file to a .GID file using the ReGIS to GIDIS
converter (RTOG), and then use Print Services to print the .GID file. To perform
a conversion, enter the PRO/Tool Kit, then type:

RUN APPL$DIR:RTOG

Enter the name of a ReGIS file—for example: GRAPH.PIC. RTOG will create
GRAPH.GID within the default directory; this file can be printed by P/OS print
services.

TYPES OF PRINTERS

LAS0

The LA50 is a compact dot-matrix printer that can print on paper up to 9 inches
wide (with a print field 8 inches wide).

If you are using an LA50 printer, you will achieve best results by changing the
graphics aspect ratio from the factory setting. This is especially important if you
are printing graphic images. Circles, for instance, are printed as ovals unless
you change the setting. Set switch 5 of SW1 to the closed position to change the
graphics aspect ratio, as described in Installing and Using the LA50 Printer
(part of the LLA50 documentation).

The LAS50 has two modes for printing text: draft quality, which prints at 100

characters per second, and letter quality, which prints at 50 characters per
second.
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LA100

The L.A100 is a dot-matrix printer that can print on paper up to 13.2 inches wide.
The LA100 has two modes for printing text: draft quality, which prints at 240
characters per second, and letter quality, which prints at 30 or 80 characters per
second depending on the character ROM installed in the printer.

LQPO2

The LQPO2 is a full-character, daisy wheel printer that can print on paper up to
13.2 inches wide. It operates in a single letter quality mode at 32 characters per
second. It has an optional cut sheet feeder and an optional tractor feed.

Other

If you have a printer that is not of a type explicitly supported by the Profes-
sional, it may still be possible to use it with your Professional. Choose “Other”
from the Set Printer Type/Location Menu, then press ADDTNL OPTIONS for
the Set Characteristics Menu if you want to change any of the default settings
for the printer.

You should disable parity, and set eight bits per character on your printer if you
choose “Other” for your printer type.

TYPES OF PLOTTERS

LVP16

The LVPI16 is a 6 pen plotter useful for creating colorful charts and graphs. Files
to be plotted on the LVP16 should be of file type .GID (see “Printing Picture
Files” above), or should use HP-GL protocol. If you try to plot other types of
files, you may get unpredictable results.

Hewlett-Packard

HP 7470 and 7475 plotters (and any others that use the HP-GL protocol) can be
connected to your Professional. Choose the “LVP16” setting for these plotters.
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The Print Services Menu lists the following:

Abandon printing
Continue printing

Pause printing

Print file(s)

Restart printing

Set printer characteristics
View status
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ABANDON PRINTING

Use “Abandon printing” to stop your current print job. When you press DO, the
printer will stop printing within 15-20 seconds. You can then, if you want, start
another print job.
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CONTINUE PRINTING

Use “Continue printing” to continue a print job you have suspended with
“Pause printing,” or to continue a print job that became suspended because the
printer went off-line for some reason (for example, it ran out of paper). When
you press DO, the print job continues.
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PAUSE PRINTING

Use “Pause printing” to temporarily suspend your current print job. When you
press DO, the printer will stop printing (within 15-20 seconds) until you con-
tinue, restart, or abandon the print job. The Print Services Menu remains on the
screen.

“Pause printing” is useful if you want to adjust the printer, put in more paper,

and so on. While the ‘“Pause printing” function is in effect, the printer is not
available for other applications and the PRINT SCREEN key does not work.
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PRINT FILE(S)

Use “Print file(s)”’ to print up to nine files (from one directory) at a time. You can
also use “Print file(s)’ in conjunction with PRO/DECnet. This is explained in
Appendix C. When you choose “Print file(s),” a file selection menu of the files in
your current directory appears on the screen.

Additional Options

Pressing ADDTNL OPTIONS erases any information you may
have typed in so far and displays a menu of the following
additional options:

Choose a different directory/volume
Display next group of files

Use extended file name

Show all versions

Show only latest versions

“Choose a different directory/volume” displays your directory
selection menu. Choose the directory you want. When you
press DO, a file selection menu appears, listing the files in the
selected directory.

“Display next group of files” displays more of a file selection
menu that contains the names of more than 60 files. This
option is only applicable if the message “To see more groups of
files, press ADDTNL OPTIONS” is displayed. Choose this
option when pressing NEXT SCREEN does not display more of
the files in the list.

“Use extended file name” results in a prompt for the RMS file
specification (described in Chapter 5, Choosing a File from a
Directory).

“Show all versions” displays a file selection menu with all
versions of all files in the current directory.

“Show only latest versions” displays a file selection menu
with only the most recent versions of the files in the current
directory.
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Select the file(s) you want to print. If you are selecting more than one file, use
the SELECT key to mark each file you want to print. (If you change your mind,
press CANCEL to cancel all selections or use SELECT a second time to cancel an

individual selection.)

When you press DO, the printer starts. Press EXIT instead of DO if you decide
to return to the Print Services Menu without printing any files.

A message on your View Status display tells you if the printer is not ready.
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RESTART PRINTING

Use “Restart printing” when a job is ruined by running out of paper, jamming,
or some other problem with the printer. First, use “Pause printing” to tempo-
rarily stop printing. Next correct the printer problem. Then choose “Restart
printing”” and press DO. The print job restarts at the beginning of the file that
was being printed at the time the printing was paused.
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The current settings for printer type and location are shown on this menu. If
you need to change one of these, move the pointer to the desired option and
press DO.

For printer location, you can choose:

Local
Remote via Mini-Exchange

Choose “Local” (the default setting) if the printer you will be using is connected
directly to the back of your Professional.

Choose ‘“Remote via Mini-Exchange” if the printer you will be using is con-
nected to your Professional through a Mini-Exchange. In this case, when the Set
Printer Type/Location Menu reappears it will have a third item listed: “Port
Number.” This setting indicates the Mini-Exchange port to which your chosen
printer is connected. You can change the port number by moving the pointer to
that item and pressing DO.

Changing printer location may automatically change the printer type if the
location you choose has already had a type selected for it.

For printer type, you can choose:

LA50
LA100
LQPo2
LVP16
Other

Choose the printer type that you will be using. If you are using an LVP16 or
compatible plotter (for example, an HP 7470 or 7475) choose “LVP16.” If your
printer is of a type that isn’t shown, choose “Other.” In any case, you should
check the settings on the appropriate Set Characteristics Menu before you
attempt to print files.
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Current characteristics are shown on the menu. (In the figures above, the
default characteristics are shown.) To change a characteristic, move the pointer
to that menu choice and press DO. Press EXIT if you decide not to change the
setting. To change the setting, type in the new value and press DO. The settings
you choose will be saved even after you turn your Professional off; to change
them, you must again use ‘“Set printer characteristics.”

You use the menu selections as follows:

Page length Use “Page length” to indicate the length, in inches,
of your pages (not the length of the text on the

pages).

Page width Use “Page width” to indicate the width, in inches,
of your pages (not the width of the text on the
pages).

Top margin width Use “Top margin width” to set the amount of space,
in inches, between the top of each page and the
place where you want printing to begin.

Bottom margin width Use “Bottom margin width” to set the amount of
space, in inches, between the bottom of each page
and the place where printing ends.

Left margin width Use “Left margin width” to set the amount of
space, in inches, between the left edge of each page
and the place where printing begins.

Right margin width Use “Right margin width” to set the amount of
space, in inches, between the right edge of your
pages and the last column to be printed.

Line spacing Use “Line spacing” to set the number of lines of
text per inch you want on your printed output. Six
lines per inch (the default setting) corresponds to
typewriter single-spacing; three lines per inch to
double-spacing.

Horizontal pitch Use “Horizontal pitch” to set the number of
characters per inch to be printed. This changes
character size; for example, 10 characters per inch
corresponds to pica type size, and 12 characters per
inch corresponds to elite type size.
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Print quality

Proportional spacing

Baud rate

Use “Print quality” to choose either draft quality
printing or letter quality printing. Letter quality
printing looks better, but draft quality can be
printed more quickly.

With “Proportional spacing” on, the space between
characters is varied slightly to adjust to the
different widths of the characters; this gives your
output a more professional, ‘“typeset” appearance.
Make sure you have a print wheel that allows
proportional spacing. The Courier 10 print wheel,
supplied with the LQP02, does not allow
proportional spacing. The following print wheels do
allow proportional spacing:

WPS Boldface (LQP02-MW)
WPS Title (LQP02-MX)

WPS Thesis (LQP02-MY)

WPS Boldface Italic (LQP02-NA)

Note that proportional spacing must be specified if
you are using one of the above print wheels. They
will not work if you turn proportional spacing off.

Use “Baud rate” to set the number of bits per
second to be sent to your printer from your
Professional. Refer to the documentation that came
with your printer or plotter to find the correct baud
rate.

It is a good idea to read the documentation that comes with the printer you have

for further information.
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VIEW STATUS

When you choose ‘“‘View status,” one of the following messages appears at the
bottom of your screen:

O o o oo o o o

Printer is busy

Printer is paused

Printer is not busy

Printer is not connected

Printer is not connected; print job is paused
Unable to determine printer status
Mini-Exchange not connected

Previous Mini-Exchange connection not broken
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Using PROSE, you can prepare memos, reports, programs, and other kinds of
text. You can create, edit, move, replace, and format text. You use PROSE by
choosing from menus and by using some of the function keys on your keyboard.

With PROSE, the text you prepare appears on the screen in the same format it
has when printed on a printer. In addition, the screen display shows where
pages end for printing, if you have put in your own page breaks. This part of the
screen display does not print out.

This chapter is divided into two sections:

O Elementary PROSE—AIl you need to know to get an editing job done.
O More advanced PROSE—Additional functions that make editing easier
and allow you to change your text format.

ELEMENTARY PROSE

PROSE must be installed on your Professional 350 disk before you can use it.
Chapter 3 describes this one-time procedure.

To use PROSE, first choose it from the Main Menu' by moving the pointer to
“PROSE” with the } key. Then press DO and the PROSE Menu appears.
Chapter 3 explains in detail how to select from menus.

If PROSE was installed on an additional applications menu, then choose from that. Also, since application
names can be changed at install time, your PROSE may have a different name.
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To be compatible with the way PROSE fills text when you make changes, you
should type in two spaces after the end of each sentence.

Any time you make an error or attempt to do something that isn't possible,
PROSE displays a message on the bottom line of your screen. Press RESUME
to continue after a message appears or press HELP for more information.

The status line in reverse video at the bottom of the screen will not appear in
your text. This line contains the following information:

Now doing: Tells you what you are doing at the moment. If you
are entering text, the word “overtype” appears, to
show that you are in overtype mode. (You are in
overtype mode unless you press INSERT HERE.) If
you perform a function, such as find a word or
insert text, the function name appears instead of
the word “overtype.”

Margins: Tells you the columns delimiting the left and right
margins, respectively, of the paragraph in which the
cursor is currently located. In the example above,
the left margin is at column 1 and the right margin
at column 72.

Wrapped or Not wrapped: Tells you whether word wrap is on or off for the
paragraph the cursor is in.

Edit an Existing File

If you choose “Edit an existing file”’ from the PROSE Menu, a list of the files in
your current volume and directory appears. If the file is in this directory, move
the pointer down to choose the file you want to edit and press DO.

To choose a file from a different directory, press ADDTNL OPTIONS. Choose
the option “Choose a different directory/volume” and press DO. When the
directory selection menu appears, choose the directory you want and press DO.
When the file selection menu appears, choose the file you want to edit and press
DO.

When the file is displayed' on your screen, you can add text, change text, and
80 On.

'You may see some blinking characters in the text display. These represent control characters, Refer to
documents describing the system or application that created the file for more information about control
characters. You can enter any control character using PROSE.
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Moving the Cursor

The cursor marks the spot where the next character you type will appear. To
change any text you have already entered, you have to first move the cursor to
the text to be changed.

You move the cursor around in your text by pressing the arrow keys. Each time
you press an arrow key, the cursor moves one character or one line in the
direction of the arrow. Holding down an arrow key causes the cursor to move
rapidly in the direction of the arrow. With a little practice, you will be able to
move the cursor to the spot you want by holding down an arrow key for the
appropriate length of time.

To move the cursor through more than one screen of text, press PREV SCREEN
to move backward and NEXT SCREEN to move forward. If there is not enough
text to allow this, the cursor will move to either the beginning (for PREV
SCREEN) or the end (for NEXT SCREEN) of the text.

You can move the cursor anywhere on the screen. You cannot insert text beyond
your right margin in a word wrapped paragraph or on the status line.

Deleting Characters with the Delete Key

If you make typing errors while entering your text, use the delete key, labeled
<X]. This key erases the character to the left of the cursor. You can hold down
the delete key to delete a series of characters. The delete key works like a space
bar only in the reverse direction.

The following is an example of using the <X] key:

1. Before delete:

I want to delete some characters 1 just tiped in rong

2. Press <X] 14 times.
After delete:

I want to delete some characters I jusi
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Typing Over Existing Text

In overtype mode—which is in effect unless you press INSERT HERE —you can
replace text by typing over it. You do not have to delete the original text. For
example,

1. Move the cursor to the spot where you want to overtype:

This is some text to practice inserting in overtype mode.

2. Type in the new text. It replaces the existing text:

This is some text to see what happens when I type over aother text.

You can replace text with spaces by overtyping with the space bar.

Inserting Text with INSERT HERE

When you want to insert new text or spaces into existing text without erasing
the original text, use the INSERT HERE key. To insert new text into existing
text:

1. Move the cursor to the spot where you want to insert the text. For
example,

Let’'s see how I insert new text into existing text.

2. Press INSERT HERE. Any existing text to the right of the cursor
moves temporarily to the next line, leaving an open space. For
example,

Let’s see how 1
insert new text into existing text.

3. Type in the text you want to insert and include any spaces you need.
For example,

Let’s see how I
insert new text intou existing text.

Notice that the newly inserted text is in reverse video.

4. When you finish inserting the new text, press DO. The open space
closes up, and the inserted text is no longer in reverse video. If the
paragraph is word wrapped, the rest of it “fills” so that there are no
unnecessary spaces. For example,

fLet’s see how I can insert new text into existing text.

When filling existing text, PROSE leaves two spaces after any period,
colon, exclamation point, or question mark that is followed by a space.
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When inserting text in a paragraph that is not word wrapped, press
RETURN after inserting to move the cursor to a new line. In this case,
when you press DO, the open space created when you pressed
INSERT HERE closes up, but the rest of the paragraph remains the
same as before.

In insert mode, you cannot use the arrow, PREV SCREEN, NEXT SCREEN, or
FIND keys to move the cursor around in your text. You can use the <X] key, but
only to delete text just inserted in insert mode.

Deleting Segments of Text Using REMOVE

To remove parts of text you have already created, use the REMOVE key. Here is
how to delete a text segment step by step:

1.

Using the arrow, PREV SCREEN, NEXT SCREEN, or FIND keys,
move the cursor to one end of the segment to be deleted; it does not
matter which end. For example,

Thls Is same text to delete. This is some more text, but I do not want
to delete this.

Press REMOVE.

Using the arrow, PREV SCREEN, or NEXT SCREEN keys, move the
cursor to the other end of the segment to be deleted. The segment can
be any length. For example,

his is some mare text, but I do not want
LU JdElELY uiiita.

The segment becomes highlighted in reverse video as you move the
cursor. (Press CANCEL to undo this selection.)

Press DO. The selected text disappears. For example,

This is some more text, but I do not want to delete this.

If the paragraph is word wrapped, any open spaces created by the deletion close
up after you press DO, and the rest of the paragraph fills. If the paragraph is not
word wrapped, the open space closes up, but the rest of the paragraph is not
changed.
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The default type is document. You only need to change the type if you are
creating a BASIC program or some other special kind of file. To change the file
type or directory, press ADDTNL OPTIONS before typing in the file name and
selecting the appropriate additional option.

If you are working on a previously created file, choosing “Save file” creates a
new version of your file. P/OS saves the previous version as well. You should
delete old versions you no longer need so that you have more free space. You can
use “Clean up old file versions’ from the File Services Menu to delete all the old
versions of a file.

Print File

Choose “Print file” to print your text on the printer. (You can only print your
text in this way if you have a printer connected to your system unit.) Wait until
the printer is not busy to use “Print file.” When printing begins, the Exit Menu
reappears. At this point, your file is still available for further editing or for
saving. If you want to both print and save, choose “Save file” after you choose
“Print file.”

“Print file” is useful for printing the current draft of a document. If you choose
“Resume editing current file” after “Print file,” you can look at your printout as
you continue preparing your text.

If you want to print your file at a later time, use the P/OS print services. If you
have communication services, you can also transfer files to another computer to
print on printers attached to the other computer.

Leave Session without Saving Changes

When you choose “Leave session without saving changes,” you lose the results
of the work you did during that session. If this was the first session on that text,
you lose everything you entered. If you were working on an existing file, you
lose only the changes and additions made during that session.

This is useful:

O If you are experimenting with PROSE to see how it works and do not
want to save what you typed.
If you want to print a document without saving it.

If you made a lot of mistakes in your text and want to start again.
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When you choose ‘“Leave session without saving changes,” the following ques-
tion appears:

Do you really want to discard edits From this session? (YES ar ND)

Type YES (using either upper- or lowercase) and press DO to leave this session
without saving changes and return to the PROSE Menu.

Type NO and press DO (or just press DO) to return to the Exit Menu without
losing your changes.

Resume Editing Current Document

Choose “Resume editing current document” to go back to your current editing
session. This is useful if you change your mind about exiting, or if you are using
the Exit Menu for printing what you have done so far. When you press DO, the
file you were working on reappears.

MORE ADVANCED PROSE

After you have used PROSE for a while, you may want to use its full potential.
For example, you may want to move text around without retyping. Or, you may
want to search for a particular word without moving the cursor with the arrow
keys. You may want to tell PROSE exactly where to end each printed page in
your document. PROSE can do all these things.

Locating Text Segments with FIND

Use the FIND key to place the cursor on the first character of a specific text
segment. The FIND key is useful when you know what text segment you want to
change, but not where it is in the document. You can also look for repeated
instances of the same segment.

Since PROSE moves forward through the text to the next instance of the text
you typed, you may want to place the cursor at the beginning of the file before-
hand by using the PREV SCREEN key.

When you press the FIND key, the following prompt appears:

Enter the text te find and press DD:
Type in the word or group of characters you want to find and press DO. If

PROSE cannot find the text, the following message appears:
Unable to locate text
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PROSE can only look for a text segment that occurs on one line. If, for example,
the first word of a two-word segment is at the end of a line, PROSE will display
the message “Unable to locate text.” Press RESUME to continue after a mes-
sage appears. :

To search for the next instance of the same segment, press DO each time the
“Enter the text to find ...” prompt appears. You can keep doing this until you
get to the end of the file.

PROSE Additional Options Menus

In addition to the PROSE functions performed with the special function keys,
there are several PROSE editing capabilities available from the three PROSE
Additional Options menus. When entering or editing text with PROSE, press
F12, F13, or ADDTNL OPTIONS to display the menu that lists the additional
option you want to use. The menu will appear at the top or the bottom of your
screen, depending on the position of the cursor at the time that you press the
key for that menu. This enables you to see your work while you choose from the
menu. The following table shows the three menus.

Table 10-1

PROSE Additional Options Menus

Edit Personalize Format

Bottom of file Columns 80/132 Center line

Relocate text Define a key Fill text

Top of file List defined keys Margin change/word wrap
Set tab stops Page break

Status line ON/OFF

If you decide not to use any additional options, press EXIT to return to your text
display.

PROSE Additional Options Edit Menu

You display this menu by pressing F12 while in PROSE. The options on the Edit
Menu enable you to move the cursor and text segments from place to place in
your file. The options are:

Bottom of file
Relocate text
Top of file
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BOTTOM OF FILE

Use “Bottom of file” to move the cursor to the last line of your file.
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TOP OF FILE

Use “Top of file” to move the cursor to the top line of the file you are editing.
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You display this menu by pressing F13 while in PROSE. The options on the
Personalize Menu enable you to set defaults which are saved until changed

again. The options are:

Columns 80/132
Define a key

List defined keys
Set tab stops
Status line ON/OFF
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COLUMNS 80/132

When you select “Columns 80/132” and press DO, the number of columns on the
screen display changes. If the display was set to 80 columns, it changes to 132
columns. If the display was set to 132 columns, it changes to 80 columns.
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DEFINE A KEY

With “Define a key,” you can perform up to 250 keystrokes with the pressing of
a single key. Eight keys (F17, F'18, F19, F20, PF1, PF2, PF3, and PF4) are user-
definable. The keystrokes specified can include characters, RETURN, and func-
tion keys.

To define a key,
1. Move the cursor to the point where you want to begin typing what you
will assign to a user-definable key.
Press F13.
Using the arrow keys, move the pointer to “Define a key.”
Press DO.

Type the key sequence that you want assigned to one of the definable
keys. For example, if you want to define a key to type your name
and address at the top of a letter, you would type:

AN I R 0

Clarence Rutherford

146 Main Street

Anytown, U.S5.A, .

Use the arrow keys, not the RETURN key, to move from line to line.
You can use the RETURN key in a defined sequence, but remember
that it will always move the next line to the left margin, regardless of
the cursor’s location on the screen. Use the <X] key to delete any
errors you may make in typing this sequence. Your Professional will
beep at you if you try to enter more than 250 keystrokes into a key
definition.

6. Press DO when you have finished typing the key sequence. Or, press
EXIT if you do not want the sequence you've just typed assigned to
a user-definable key. Any text you’ve typed will remain on the screen.

7. At the prompt, type in a name for the sequence. This name can be up
to 60 characters long, and can include letters, numbers, spaces, and
punctuation.

8. Press the key to which you want the sequence assigned; F17, F18, F19,
F20, PF1, PF2, PF3, and PF4 are available for this purpose. A list on
the screen shows which keys are already defined. You can re-define a
key if you want.
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Now, any time that you are in PROSE and you press the function key you’ve
just defined, you will see your name and address.

Note that when you press a defined key it will begin typing any text at the
current cursor location. If the text extends beyond the right margin, you may
get unexpected results.

The best method for learning the many ways that user-definable keys can work
for you is to spend some time experimenting with them. Here are some
possibilities:

]
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Using the REMOVE and DO keys, define a key to delete the current
line.

Using the INSERT HERE and RETURN keys, define a key to open up
a blank line.

Using the underscore and vertical line characters, define a key to
draw a box. Or use slashes and backslashes to create triangles and
diamonds.

Replace one word that appears many times in a document with
another word (for example, replace “January” with “February”). Once
you’ve defined a key to do this, an otherwise tedious chore becomes a
simple, fast, and precise operation. Use the FIND, REMOVE, INSERT
HERE, and DO keys.

Define a key to choose an additional option from the Edit, Personalize,
or Format Menu. Or define a key to choose several additional options
at one time.
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LIST DEFINED KEYS

“List defined keys” displays a list of user-defined keys that have been created
with “Define a key.” Only keys that have been defined are shown on this menu.
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SET TAB STOPS

Use “Set tab stops” to establish the columns where the cursor will stop each
time the TAB key is pressed. The tab stops you set in PROSE will not affect
other P/OS services. With the initial default setting, there is a tab stop at every
8 columns, starting at column 9. For example, if the cursor is in a column from 1
to 8, when you press the TAB key, the cursor jumps to column 9. When you select
“Set tab stops,” a ruler appears on your screen. Small diamonds above the ruler
show the current tab stops. Using the «= and =» keys, move the cursor across
the ruler to where you want a tab; then press SELECT.

To remove a tab stop, move the cursor to the diamond which represents the tab
stop you want to remove and press SELECT.

When you have selected all the desired tab stops, press DO.

Additional Options

Pressing ADDTNL OPTIONS displays a menu of the following
options:

Clear all tabs
Reset tab stops
Tab stop every 8 columns

“Clear all tabs” removes all tab stops.

“Reset tab stops” resets the tab stops to the settings that
were in effect when you chose “Set tab stops.”

“Tab stop every 8 columns” sets the tab stops to every 8
columns, beginning with column 9.

180



PROSE | CHAPTER 10

STATUS LINE ON/OFF

By initial default, 22 lines of your text are displayed on the screen. Lines 23 and
24 are reserved for the status line. If you want to display 24 lines of your text
and no status line:

1. Press F13.
2. Choose “Status line ON/OFFE.”

When you want to display the status line again, repeat this procedure.
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PROSE Options Format Menu

You display this menu by pressing ADDTNL OPTIONS while in PROSE. The
options on the Format Menu enable you to specify the appearance of text in your
file. The options are:

Center line

Fill text

Margin change/word wrap
Page break
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CENTER LINE

To use “Center line,” first move the cursor to the line you want to center. Then
choose “Center line”’ from the Format Menu. When you press DO, PROSE
centers the line within the margins set for that paragraph.
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FILL TEXT

Use “Fill text” to wrap paragraphs that allow word wrap. To fill text:

1. Using the arrow, PREV SCREEN, NEXT SCREEN, or FIND keys,
move the cursor to the beginning of the paragraph you want to fill.
For example,

This is a sample of text to be filled.

When I typed this text in,

I put in a lot of spaces and carriage returns
that

I do not want now.

2. Press ADDTNL OPTIONS.
3. Choose “Fill text.”
4. Press DO. The paragraph fills. For example,

This is a sample of text to be filled. When I typed this text in, I put
in a lot of spaces and carriage returns that I do not want now.

Note that the cursor is at the end of the filled text.
“Fill text” will not operate on text set to “no wrap,” which is the default setting.

Use “Margin change/word wrap” to set word wrap on for a paragraph. To get
rid of spaces in paragraphs that are not wrapped, use REMOVE.
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MARGIN CHANGE/WORD WRAP

When you begin creating text with PROSE, the left margin is set to column 1
and the right margin to column 72. Word wrap is off for each paragraph you
enter. These are the default settings. (A blank line—two carriage returns—
marks a separation between paragraphs.)

Word wrap is a very useful PROSE feature that automatically drops any word
extending beyond the right margin to the beginning of the next line. You do not
have to press the RETURN key when you get to the right margin. You should
leave word wrap off for entering tables, columns of text, or programs.

To change margins or the word wrap setting for a paragraph, use “Margin
change/word wrap.” PROSE uses the new setting(s) for the paragraph you
selected and for subsequent paragraphs (moving forward through the text) until
you make a change or until there is a change saved from a previous editing
session.

When you exit the session, PROSE asks you whether you want to save these
word wrap and margin settings. See the section in this chapter on “Save file” for
more details.

To set margins or word wrap:

1. Using the arrow, PREV SCREEN, NEXT SCREEN, or FIND keys,
move the cursor to the first line of the paragraph or text for which you
want to change margins and/or word wrap.

If you have not yet typed in the paragraph, before changing the
setting, press RETURN twice to indicate a new paragraph.

If you move the cursor to a line within a paragraph, PROSE creates
the new margin setting starting where the cursor is, but does not
insert a blank line.

2. Press ADDTNL OPTIONS.
3. Choose “Margin change/word wrap.”

4. Press DO. A ruler appears in your text display. For example,

This is the last line of a paragraph.
Y Y

......... L . L T S < I T Ty - SO

This is a new paragraph. I want to turn word wrap off for this
paragraph. I alseo want to change the margins.
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Each dot or number on the ruler represents a column. The “V”
symbols mark the location of the left and right margins.

To set a new left margin, move the cursor to the column you want and
press SELECT. (Press EXIT to cancel your choice and return to the
text display.)

The cursor is moved to the “V” marking the location of the right
margin. Move the cursor to the column you want and press SELECT.
You can use SELECT to toggle back and forth between margins until
you’re satisfied with the settings you’ve made.

If you want to change the word wrap setting, press ADDTNL
OPTIONS. A menu appears showing the possible word wrap settings;
the current word wrap setting is indicated with a diamond. Move the
pointer to the choice you want and press DO. You are returned to the
margin ruler.

Press DO when you are ready to leave “Margin change/word wrap.”

If you change the margins on a wrapped paragraph, PROSE rewraps
the paragraph so that it fits within the new margins.

To find out the word wrap and margin settings for any paragraph, move the
cursor to it and look at the status line.

For formatting numbered lists, move the left margin to the right, and then put
the numbers to the left of the left margin. For example, set your left margin to
column 5, then use the «= key to move the cursor to the left of this margin. Type
in your list numbers at column 1. Start the text of your list at your left margin.
Subsequent lines of text will align at column 5.
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PAGE BREAK

A page break marks where you want your text to begin printing on the next
page. With an LQP02 or LA100 printer, print services can print out a set
number of lines for each page (see Set Printer Characteristics, Chapter 9). If
you want to insert special page breaks using “Page break” and are using an
LQPO2 or LA100 printer, set your printer’s top margin, bottom margin, and
page length to the values you want before printing your file. If you are using an
LAS5Q printer, you should insert page breaks for every page.

To insert a page break,

1. Using the arrow, PREV SCREEN, NEXT SCREEN, or FIND keys,
move the cursor to any spot on the first line to be printed on the next

page. For example,
This is some text. 1 have written several pages of text —— this is only
part of what I have written —— and I want to insert a page break so that

the printer will print my text as I request. For example, I need to use
page breaks to make sure that a table gets printed all on one page.

2. Press ADDTNL OPTIONS.

3. Choose “Page break.” (Press EXIT to cancel the procedure and return
to the text display.)

4. Press DO. A double line appears, showing where the page will break.
For example,

This is some text. I have written several pages of text —- this is only
part of what I have written —- and 1 want to insert a page break so that

the printer will print my text as I request. For example, I need to use
page breaks to make sure that a table gets printed all on one page.
Set page breaks in your text after all edits have been made, because a change in
the text can affect your page breaks.

When printing files, P/OS causes the printer to jump (form feed) to the next
page on encountering a page break. The double line that appears in your screen
display is not printed on the paper copy. PROSE considers a page break the
start of a new paragraph.

To delete an existing page break, move the cursor to the page break and press

the <X] key.
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All the Professional keyboards allow the use of the COMPOSE CHARACTER
key with the keystroke sequences shown in the following table. Column 1 repre-
sents the “composed” character. Columns 2 and 3 show the two keys that
compose the character. Except for those sequences noted with an asterisk (*) in
the table, you can type the two keys in either order.

To “compose” a character, press the COMPOSE CHARACTER key. This turns
on the Compose light at the top of the keyboard. Next, type the two characters
that together form the character you want. Neither character typed will be
displayed; only the resulting composed character will appear on the screen. The
Compose light will go off.

If you type the wrong character after pressing COMPOSE CHARACTER, press
COMPOSE CHARACTER again to start again.

If you inadvertently press COMPOSE CHARACTER, press <X] to cancel it.

If you type a sequence of characters that do not “compose,” the keyboard will
beep (if the bell is set to on). Then you can try again. Nothing will be displayed if
you make a mistake.

If you type a function key instead of a character that composes, the keyboard
will beep (if the bell is set to on), the “compose” will not take place, and the
function key will take effect, if operable at the time. For example, if you type
COMPOSE CHARACTER, then A, then TAB, the cursor will tab over, but there
will be no display on the screen.
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Table A-1
Compose Key Sequences

1 2 3 1 2 3 3 2 3 3

“ " all a 2 ] ol® ]

-a " g c, v O‘ )
! 3 KX * olE A
' clc|/| A olel A
‘ ©fic|of . o|~ .
SN O S e )
N 1 ISEKD - ol/ "
A Y é E' ~ 0/ "
El el ~ olx| -2
el E|* " o|_[ 0
=~ el " P! 1
~ E|® ' s|of 2
* e | ' s|s 3
* |" A U" 21
_2 .I- i" A U" 41

1For these sequences, the character in column 2 must be typed first, then that in column 3.

2The letters in these sequences can be either upper- or lowercase as long as both characters in the se-
guence have the same case.
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The following pages in this appendix illustrate the keys on each of the 15 Profes-
sional keyboards.

All the keyboards except the U.S./Canada keyboard have one or more keys that
display different characters, depending on whether the keyboard is in office
mode or data processing (DP) mode. Use the Set-up Menu to switch from one
mode to the other. In the illustrations that follow, keys that differ depending on
the mode are shown in red. The character(s) on the right side of the key are
displayed in DP mode.

All the keyboards except the U.S./Canada keyboard allow some “two-stroke”
compose sequences: you can compose a character by pressing a “dead key”” and
then pressing a key that, together with the dead key, displays a legitimate
character. For example, to display é on a Danish keyboard, press ’ followed by e.
Dead keys in the following illustrations are shown in gray.

If you make a mistake using the dead keys, your keyboard will beep (if the
keyboard bell is set to on).
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CANADA /FRENCH
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Read this appendix if you are using PRO/DECnet to enable your Professional to
communicate with other computers. You should also refer to the PRO/DE Cnet
User’s Guide for more information.

PRO/DECNET ACCOUNTS MANAGER

When your Professional is part of a PRO/DECnet system, people at other
computers will be able to access files on your hard disk and inserted diskettes.
Likewise, you will be able to take advantage of information on volumes that are
not part of your Professional. Users can only use PRO/DECnet to access data
stored on your Professional if you’ve established an account for them with the
PRO/DECnet Accounts Manager. When you establish an account for a user, you
establish an account name (usually the person’s last name) and a password for
that person to use each time he wants to access data on your Professional. You
also establish the type of privilege that user will have.

If you do not want to establish separate accounts for each user who may want
information from your volumes, you can merely create two accounts—one privi-
leged and one non-privileged. You are then free to give the appropriate
password to each user, depending on the privilege you wish them to have.

Your Professional must be turned on for it to be an active part of a PRO/
DECnet network.

If no accounts are defined, all users on your PRO/DECnet network have non-
privileged accounts by defauit.
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The PRO/DECnet Accounts Manager is contained on the PROSE application
diskette. Install the PRO/DECnet Accounts Manager as you would any applica-
tion. Chapter 7 explains this procedure. It is recommended that you establish an
additional applications group for PRO/DECnet related applications.

When you choose the PRO/DE Cnet Accounts Manager from the menu on which
it is installed, a menu appears listing the following:

Add account
Display account
Modify account
Remove account

Add account

When you use the PRO/DECnet Accounts Manager for the first time, you will
be adding accounts. You can also add new accounts later, to a maximum of 32
accounts. To do this, move the pointer to “Add account” and press DO. Enter
the information requested on the Add Account Form.

O ‘“Account name” identifies the account you are adding, and will
usually be the user’s last name. If you have two users with the same
last name, you will have to distinguish their accounts in some way. A
popular convention is to add the user’s first initial to their last name.
You can, however, choose your own method for assigning account
names. You can use up to 14 characters for each name. In addition to
alphanumeric characters, the following are allowed: apostrophe (’),
dollar sign (3), exclamation point (!), hyphen (-), underscore (), and
period (.).

0O “PFirst name” is provided only for your information in managing
accounts. It will be shown every time you display an account. The first
name can be 12 characters long.

0 “Password” allows you to provide a word known only by yourself and
the person to whom you are assigning it. That person must use their
password every time they are accessing data on your Professional.
The password is only displayed when you first assign it. After that, it
never appears on the screen. Passwords can be up to 6 characters
long.
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O ‘“Privilege” specifies the kind of access an account will have to your
data. If you choose “N,” for “Non-privileged,” that account will only
be able to display, copy, and print your files as well as display your
directories. If you choose “P,” for “Privileged,” that account will also
be able to delete your files and copy files to your account.

Display account

Choose “Display account” when you want to see information about the accounts
on your system. Passwords will not be displayed.

Modify account

Choose ““Modify account” to change the first name, password, or privilege for an
account. You cannot change the account name. (To change the account name, you
must remove the old account, then add a new one with the new name.) If you do
not want to change an item, press RETURN to move to the next item, leaving
the first one unchanged. The password, though not displayed, can be left un-
changed if you do not type in a new one.

Remove account

Choose “Remove account” to delete accounts from your system.

USING FILE AND PRINT SERVICES ACROSS PRO/DECNET

Using P/0S file and print services, you can perform actions on files to which you
have access via PRO/DECnet and allow specified users to perform these actions
on your files. The following file services work across PRO/DECnet:

Copy file(s)
Delete file(s)
Display file
Show directory’

The following print service works across PRO/DECnet:
Print file(s)

!Also available from the Disk/Diskette Services Menu
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You operate on files across PRO/DECnet in very much the same way that you
operate on files stored on your own volumes. In all cases, you will be using
extended file names (RMS file specification format) to indicate the files with
which you want to work, so if you are not familiar with this format you should
review Chapter 5 in this book before attempting to use P/OS services across
PRO/DECnet. The sections “Choosing a File from a Directory” and “Wild-
cards” will be especially useful.

When operating on files across PRO/DECnet, you need to specify the node on
which the files reside. A node is a computer that is part of a network. If you are
part of a PRO/DECnet network, your Professional is a node on that network
(the name of your node is displayed on your message/status display). You must
be connected to a node via PRO/DECnet before you can use information stored
on its volumes. You can use the RMS file specification to indicate the node you
-want by making the node name the first element of the extended file name, and
separating that from the device name by two colons. Therefore, the extended
file name format you will use with PRO/DECnet is:

node::device: < directory > filename.type;version

The punctuation marks and brackets are required to separate the fields of the
file specification.

If a file is located on a node that requires security information (such as another
Professional), you have to add an access string (user identification and
password) to access the file. The format is:

node”userid password” ::device: < directory >filename.type;version

Node is the name of a remote node which participates in the operation; userid
and password (user identification and password, separated by a space), provide
security information for access to the remote node.

On a Professional, the security information is the account name and password
assigned with the P/OS Accounts Manager application. On a VMS or RSX node,
the security information is the login userid and password.

Since PRO/DECnet allows your Professional to exchange information with
many different types of computers and operating systems, the file specification
that you enter for a PRO/DECnet operation will vary depending on the operat-
ing system with which you are communicating. Refer to the other operating
system’s documentation, or ask your network coordinator if you have a question
about the required file specification format. Chapter 2 of the Command Lan-
guage User’s Guide gives examples of file specifications for different operating
systems.
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Copying, Deleting, Displaying, and Printing File(s)

To copy, delete, display, or print a file(s) from a remote node, choose “Copy
file(s),” “Delete file(s),” or “Display file(s)” from the File Services Menu or
“Print file(s)” from the Print Services Menu. When the file selection menu is
displayed, press ADDTNL OPTIONS, then choose “Use extended file name.”
Enter the extended file name as described above (including node and—if re-
quired—access string), then press DO.

Due to limited space on the Extended File Name Form, you may need to define
an alias for the node name and access string. This will reduce the number of
characters you must enter on the Extended File Name Form. Refer to the PRO/
DECnet User’s Guide for information on defining an alias.

Before you can reach a node for a remote operation, the node must have a
defined node address. Node addresses are assigned by the network coordinator,
and are described in Appendix A of the PRO/DECnet User’s Guide.

If you are copying a file(s) to a remote node (from your own node or another
remote node), use “Copy File(s)” to choose the file(s) you want to copy, then
press ADDTNL OPTIONS when the Directory Selection Menu is displayed.
Choose “Extended file name for specifying remote directory,” then enter the
extended file name for the directory to which you are copying the file(s). If you
are copying only one file, you can enter a new filename at this point, thereby
changing the name of the copied file. Do not enter a new filename, type, or
version number if you do not want to change the name of the file(s) you are

copying.

Showing a Directory

To show a directory on a remote node, choose “Show directory” from the File
Services Menu or the Disk/Diskette Services Menu. When the directory selec-
tion menu is displayed, press ADDTNL OPTIONS, then choose ‘“Specify remote
directory.” Enter the extended file name (including node and—if required—
access string) for the directory you want to see. If you do not enter a filename,
type, or version number, then the display will show all files in the specified
directory. You can, however, indicate more precisely the files you want to see in
the directory display by including the filename, type, and/or version number
(wildcards are acceptable) as part of the extended file name.
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You can use the Login/Logout application to prevent unauthorized people from
using your Professional. If you decide to use this application, a login form will be
displayed every time your Professional is turned on. Before the Main Menu will
appear, a user must enter a valid username and password on this form.

To again display the login form, turn off the Professional or choose ‘“Login/
Logout” from the appropriate menu. The login form will be displayed when the
computer is again turned on; or, if you chose “Login/Logout” from a menu, the
login form will be displayed until a valid username and password are entered.

The Login/Logout application is on the same diskette as PROSE and the PRO/
DECnet Accounts Manager. Install it using “Install application” from the Disk/
Diskette Services Menu. You must also install the PRO/DECnet Accounts
Manager (even if you are not using PRO/DECnet) to use the Login/Logout
application.
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You assign usernames and passwords with the PRO/DECnet Accounts Manager
(described in Appendix C). If you will be the only user on your system, assign
only one account. Anyone to whom you’ve assigned an account with the PRO/
DECnet Accounts Manager can log in to your system.

Additional Options

Pressing the ADDTNL OPTIONS key while the login form is
displayed allows you to choose one of the following additional
options:

Save an account on a diskette
Use a diskette to log in

“Save an account on a diskette” lets you store a username and
a password on a diskette that you can use if you forget your
password. Be sure to store the diskette in a safe place,
because anyone can log in to your system with this diskette.
You must already have created accounts with the PRO/
DECnet Accounts Manager to use this option.

“Use a diskette to log in” lets you use a diskette that you've
created with “Save an account on a diskette” to log in to your
Professional.
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access string
Information that you supply in an extended file name for a network
operation. The access string indicates the kind of privilege you have for
the account with which you are working.

application (or application program)
A computer program that meets some specific user need. For example,
an application program can control an inventory or monitor a manufac-
furing process. Applications for the Professional are available from
DIGITAL and other companies.

auxiliary keypad
The set of keys on the far right of the Professional keyboard. When you
install P/OS, you use this keypad to type in the time and date. Some
applications interpret these keys as special function keys; with other
applications these keys do nothing. Application documentation tells you
how the keys on this keypad function with specific applications.

back up
To copy one or more files on a diskette for safekeeping, in case the
original volume (disk or diskette) gets damaged or lost. It is good prac-
tice to back up all new or newly revised files.

BASIC
Beginner’s All-purpose Symbolic Instruction Code: a widely used, sim-
ple programming language capable of handling industry and business
applications. PRO/BASIC is a form of this language.
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bit
Short for “binary digit.”” A bit has only two possible values, 0 and 1. It is
the smallest unit of information recognized by a digital computer. All
information handled by a computer is digitized; that is, it is expressed
entirely as some particular combination of bits, each having a value of
either 0 or L.

block
A group of characters or words stored on a volume (disk or diskette) as
a unit, in binary format. A block has 512 bytes (roughly 512 characters).
P/OS measures the size of a file and the available storage on a disk
or diskette in blocks.

byte
The number of bits used to represent a character. A byte is the smallest
unit of information P/OS can move in and out of the computer’s memory.
The size of a byte varies among computers, but a byte on the Profes-
sional contains 8 bits, the number needed to express a single character.

Computer-Based Instruction
Instruction taken by reading displays on a computer screen and typing
in responses when requested. The Professional System Overview is the
Computer-Based Instruction course for the Professional 350 and is in-
cluded with your Professional software. You can use it to learn about
P/0S, PROSE, PRO/BASIC, and the PRO/Communications.

cursor
The blinking rectangle or underscore on the monitor screen that shows
where the next typed character will appear, if appropriate.

DECnet
A set of software products that (together with hardware components)
enable communication between computers. PRO/DECnet is available
for Professional 300 series computers.

default
Information that the Professional assumes as input if you do not explie-
itly provide it.

device
In an RMS file specification, refers to a disk drive, diskette drive, or
tape drive you wish to specify. You can enter a volume name instead of a
device name if you want. For example, you could enter BIGVOLUME
instead of BIGDISK to specify the hard disk.
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Digital Command Language (DCL)
An application provided with P/OS which enables you to manipulate
your files and directories by typing commands instead of choosing from
menus.

directory
A group of files stored on a volume (a disk or diskette). A directory can
include all or only some of the files on the volume.

When you initialize a volume, P/OS creates a directory for you called
USERFILES. You can create your own directories, if you wish.

disk
A magnetic, file-storage medium. The disk (also called hard or “Win-
chester” disk) is permanently precision-mounted to its drive, and has
more than 12 times the storage capacity of a diskette.

diskette
A magnetic, file-storage medium, also called floppy disk. Diskettes for
the Professional are 5 1/4” in diameter and are encased in a protective
cover. You store private and seldom-used files on diskettes, copy files
onto them for safekeeping (see back up), and use them to bring new
programs to your Professional. Diskettes have roughly one-twelfth the
storage capacity of the disk.

diskette drive
A unit that holds and operates one or more diskettes. All Professionals
have a dual diskette drive capable of holding two diskettes.

EDT
Digital’s standard interactive text editor. EDT is included on a diskette
with your Professional software.

editing keypad
The set of gray keys between the main keyboard and the auxiliary
keypad. Like the keys of the auxiliary keypad, these keys can function
differently for different applications.

editor

An application program that allows you to create and modify text files.
You can change text with the Professional editor (PROSE) by choosing
commands from a menu and by using function keys.
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file
A collection of information treated as a unit. A file may contain a memo,
a program, or other information. Its fundamental purpose is analogous
to that of a conventional office file.

A file is the means by which information is stored on disk or diskette so
it is efficiently usable by both P/OS and a user. A file occupies one or
more blocks on a volume and has a file name.

form
A request for information that is displayed on the Professional screen
when P/OS requires information that you provide.

function key
A type of key on the Professional keyboard that, when pressed, in-
structs P/OS or a P/OS application to do something specific. The HELP,
DO, INTERRUPT, HOLD SCREEN, PRINT SCREEN, and arrow keys
perform the same function all the time. Other function keys, such as
PREV SCREEN, RESUME, CANCEL, EXIT, F5, F17, and so on, have
functions that depend on the application currently in use.

hardware
The physical equipment that makes up a computer system.

host (or host computer)
A computer whose resources can be shared by several individual users
at other computers that are connected to the host by communications
lines and hardware. With PRO/Communications, a Professional user can
connect to a host computer. Once connected, the user can transfer files
to and from the host and use the Professional as if it were a terminal
attached to the host.

initialize
To set up (format) a volume so that P/OS can store and retrieve files on
that volume. When initializing a volume, P/OS erases any information
already on the volume. In addition, the initialization process creates a
name (supplied by the person who initializes) for the volume and an
empty directory called USERFILES.

install
(1) To copy the P/OS software from the P/OS system diskette(s) onto the
disk.

(2) To copy a P/OS application from an application diskette onto the disk,
integrating that application into the menu system,
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keyboard
The component that enables you to communicate with the Professional.
It contains the main keyboard (similar to a typewriter keyboard), a row
of function keys at the top, the editing keypad, and the auxiliary keypad.

kilobyte (KB)
Roughly a thousand bytes (actually 1024 or two blocks). A Professional
diskette holds 400 kilobytes of information.

megabyte (MB)
Approximately a million bytes (actually 1024 squared). The Professional
disk holds 5 megabytes of information.

menu
A list of available P/OS services or functions appearing on the Profes-
sional screen. You tell P/OS what to do by making a selection from a
menu.

Message/Status display
A screen display that shows status information about P/OS and one-line
messages from applications to the user.

Mini-Exchange
A device which allows personal computers to share resources. The Mini-
Exchange has eight ports; each one can be connected to a personal
computer or printer. It is also possible to connect one of the ports to a
modem (a device which enables data transmission via telephone lines).

monitor
The part of the Professional that contains the video display screen.

node
A computer with the hardware and software necessary to send data and
receive data from other computers. An entity on the network.

overtype mode
The way PROSE handles what you type in a file unless you use the
INSERT HERE key. In overtype mode, PROSE deletes existing text if

you type over it.

password
A secret word (or character string) that you assign to each user for
whom you are allowing access to your files via DECnet. Users must
enter their passwords each time they desire access to your files. The
DECnet Accounts Manager application is used to assign passwords.
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P/OS
The Professional’s operating system. The operating system manages the
computer.

PRO/BASIC
The BASIC programming language designed specifically for the
Professional.

PRO/Communications
A P/OS application that enables you to use your Professional to commu-
nicate with DIGITAL PDP-11 and VAX host computers. With the PRO/
Communications, you can transfer files to and from the host and use
your Professional as if it were a terminal on the host computer. See also
host.

PRO/DECnet
See DECnet.

program
A sequence of instructions used by a computer to perform specific oper-
ations. A programmer writes a program in PRO/BASIC or some other
programming language by first creating a program source file at the
keyboard.

prompt
A request displayed on the screen for you to type in certain information.
On menus, a prompt appears on a line below the menu list.

PROSE
The editor supplied with P/OS. See editor.

protection
The preventing of accidental deletion of your Professional 350 files. You
can protect files with ‘“Change file(s) protection” with write-protect
tabs on your diskettes, with “Back up disk file(s)” and “Copy file(s),”
and by keeping diskettes and the Professional 350 in a safe place.

RMS
Record Management Services. A DIGITAL file system used on many
DIGITAL computers, including VAX, PDP-11, and the Professional.

scrolling
The movement of lines of text up or down the monitor screen.

220



GLOSSARY

software
The collection of programs and information associated with a computer.
Software is to a computer as your thoughts are to your body: software is
intangible (consisting of electrical signals when in operation), but it
makes the computer work.

System Maintenance Diskettes
Diskettes provided with the Professional that diagnose hardware prob-
lems. The Owner’s Manual describes these diskettes.

system unit
The part of your Professional that contains the diskette drive, disk,
option modules, power supply, and the computer itself. The system unit
is the main component of the Professional.

volume
A generic name for a magnetic, file-storage medium, such as a disk or
diskette.

wildcard
A character used in a file specification to indicate that all files with a
certain element in common are being specified. The wildeard character
is an asterisk.

word processing
"The manipulation of words and text with a computer.

word wrap
With PROSE, the automatic dropping to the next line of any word you
type in that extends past the right margin of your text. You can set word
wrap off or on.

write-protect tab
An adhesive tab that, when applied to the write-protect notch on a
diskette, prevents you from changing or deleting any file on that disk-
ette. It is necessary to remove the tab to create, change, or delete any
files on the diskette.
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<X key

how to use, 28

Abandon printing, 135, 142

Active light, 80

Additional options, 52
changing directories, 75

example of menu with, 52

file selection menu, ™4
menu
example of, 53
PROSE, 171

ADDTNL OPTIONS key, 52
Application Group Menu, 32

Applications
groups, 56
installing, 28, 122
removing, 124
selecting, 54

Arrow keys, 27

Autorepeat, 47

Back up diskette, 77, 18
Back up disk file(s), 77, 84
Bad blocks, 77, 121

Beep, 39, 47

Bell, 47

BIGDIRK, 63, 71
BIGVOLUME, 62, 63, 71
Blinking characters, 163
Block, 68

Byte, 68

CANCEL key, 28
Caps lock
enabling, 49
Center line
with PROSE, 183
Change directory
Set-up selection, 47
Change file(s) protection, 92
Change file type, 103
Change keyboard
Set-up selection, 49
to use another language, 54
Changing directories, 74
Changing something you have typed, 28
Characters
deleting, 19, 164
Color monitor, 50
Columns
changing, 49
Columns 80/132
with PROSE, 176
Command Language, 39
See also Digital Command Language
Compose
key sequences, 191
two-stroke, 195
using COMPOSE CHARACTER key,
53,191
Computer-Based Instruction, 33
Continue printing, 143
Control characters, 163
Copy diskette, 118
Copy file(s), 97
Create directory, 119
Create new file, 160
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Current setting, 46

Cursor, 26
changing, 49
moving, 164

Date
changing, 51
Dead key sequences, 195
Default
definition, 45
setting with Set-up Menu, 45
Default directory, 65
how to change, 74
Delete
characters
with P/OS services, 28
with PROSE, 164
directory, 120
file(s), 69, 99
text segments with PROSE, 166
Deletion of file
preventing, 77
Device names, 63
Digital Command Language (DCL), 4, 136
Directories
changing, 74
creating, 119
current
displaying on screen, 107
specifying, 76, 114, 129
default, 67
changing, 7
deleting, 120
displaying information about, 75
displaying list, 112, 128
displaying on screen, 112, 127
EXAMPLE, 65
explanation, 65
name format, 65
relationship to volumes, 65
showing list, 112
system, 65
user, 65
USERFILES, 65
ZZxxxxxxx, 65
Directory
example of, 108
Directory selection menu
example of, 75
how to use, 75
Disk
BIGVOLUME, 62, 63
installing applications, 28
installing P/OS, 15
— size, 69
volume name, 62
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Disk/Diskette Services, 118
DISKETTEL 71
DISKETTE2, 11
Diskettes
backing up, 77 118
copying, 118
description of, 4, 9
handling, 9
initializing, 62, 68, 121
naming, 121
size, 69
storing, 10
using, 10
Display file, 101
DP mode, 195
Set-up selection, 50

Edit an existing file, 160, 163
Editing
see PROSE
EXAMPLE directory, 65
EXIT key
with menus and forms, 46, 57
with PROSE, 167
Exiting PROSE, 167, 169
Extended file names, 71

File Selection Menu, 70
File services, 84
File types, 67
BASIC program, 67
data, 67
document, 67
forms, 67
program, 67
system, 67
Files
backing up, 77, 84
block, 68
byte, 68
changing protection, 92
changing type, 103
choosing from a directory, 70
comparison with file cabinet, 64
copying, 97
creating, 160
definition, 61
deleting, 69, 99
displaying, 101
editing with PROSE, 160, 163
extended file names, 71
naming, 62
printing, 145, 169
protecting, 77, 92
renaming, 103



restoring, 106
size, G8
disk, 68
transfer, 68
types, 67
unlocking a locked file, 79, 130
versions, 69
Files system
introduction to, 61
Fill text
with PROSE, 184
FIND key
with PROSE, 170
Floppy disks
see Diskettes
Form letters
creating, 168
Forms, 3
Function keys, 3
ADDTNL OPTIONS, 52
arrow, 27
CANCEL, 28
COMPOSE CHARACTER, 53
definition, 3
delete or @, 28
EXIT, 46
with PROSE, 167
FIND, 170
HELP, 40
HOLD SCREEN, 44
INSERT HERE, 165
INTERRUPT, 44
LOCK, 49
MAIN SCREEN, 25
NEXT SCREEN, 164
with HELP, 41
with multi-choice menus, 28
PREV SCREEN, 164
with HELP, 41
with multi-choice menus, 28
PRINT SCREEN, 44
REMOQVE, 166
SELECT
with multi-choice menus, 27

with PROSE “Set tab stops,” 180

with Set-up “Set tabs,” 51
SET-UP, 44
SHIFT, 49
TAB, 51

with PROSE, 180

Getting help, 40

Hardware problems
diagnosing, 16
screen display, 17
HELP
example, 40
key, 3
how to use, 40
menu
P/OS, 40
HOLD SCREEN key, 44

Initialize diskette, 62, 68, 121
INSERT HERE key

with PROSE, 165
Install application, 28, 122
Installation display, 18
Installing P/0S, 9, 14, 15
INTERRUPT key, 44

Jump scroll, 50

Keyboard bell
Set-up menu, 45
use with menus/forms, 39
Keyboards
changing type, 48
illustrations of
see Appendix B
locked, unlocking, 49
setting at installation, 20
types, 21
Keyclick
turning on or off, 49

LA100

setting up for, 135, 138, 149
LAbBO

setting up for, 135, 137, 149
List defined keys

with PROSE, 179
Lock

Set-up selection, 49
LOCK key, 49
Locked files

unlocking, 79, 130
Locked keyboard

unlocking, 49
Login/Logout application, 211
Logo display, 16
LQP02

setting up for, 135, 138, 149

INDEX
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Main Menu, 25, 39
MAIN SCREEN key, 25
Margin change
with PROSE, 185
Menus
canceling a selection, 28
choosing from, 27
definition, 3
main, 25, 39
multiple-choice, 26
canceling a selection, 28
organization of, 38
recovering from mistakes, 28
selecting from, 27, 70
single-choice, 31
Message/Status display, 3, 40, 43, 118
Messages, 39
Mini-Exchange, 136, 149
Monitor
Set-up selection, 50
Monochrome monitor, 50
Multiple selections from menus, 26

Name a File Form, 104, 168

NEXT SCREEN key
with “Display file,” 101
with “Show current directory,” 107
with “Show list of directories,” 112
with HELP, 41
with multi-choice menus, 28
with PROSE, 164

Normal video, 52

Office mode
Set-up selection, 50
Overtype mode, 163

Plotter type, 138

P/OS
installing, 9, 14, 15
reinstalling, 18

P/OS HELP Menu, 40

P/OS messages, 39

Page break, 187

Pause printing, 144

Pointer, 26

PREV SCREEN key
with HELP, 41
with multi-choice menus, 28
with PROSE, 164

Print file(s), 145, 169

PRINT SCREEN key, 44, 136

Print services, 135

Printer characteristics setting, 148
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Printer type
Set-up selection, 135, 137
Printing files, 145, 169
abandoning, 142
continuing, 143
pausing, 144
restarting, 147
setting printer characteristics, 148
viewing status, 1565
Printing picture files, 137
PRO/BASIC, 5
PRO/Communications, 5
transferring files, 68
PRO/DECnet, 136
Professional 300 series
books on, v
Professional System Overview
description of, 4
how to use, 33
Prompt, 3, 26
PROSE, 3,159
Additional Options Menus, 171
Edit Menu, 171
Format Menu, 182
Personalized Menu, 175
advanced, 170
bottom of file, 172
center line, 183
changing file type or directory, 169
columns 80/132, 176
control characters, 163
create new file, 160
define a key, 177
definition, 4
deleting characters, 164
editing an existing file, 163
elementary, 159
Exit Menu, 167
fill text, 184
FIND key, 170
INSERT HERE key, 165
leave session, 169
list defined keys, 179
margin change/word wrap, 185
page break, 187
print file, 169
relocate text, 173
REMOVE key, 166

resume editing current document, 170

set tab stops, 180
status line, 163
status line on/off, 181
TAB key, 162, 180
top of file, 174

Protecting files, 77, 92



ReGIS to GIDIS converter, 137
Relocate text

with PROSE, 173
Remove application, 124
REMOVE key, 166, 173
Removing text segments with PROSE, 166
Rename file/change file type, 103
Reserved device/volume names, 63
Reset, 46, 51
Restart printing, 147
Restore disk file(s), 106
Reverse video, 52
RMS file specification, 65

Screen
before installing P/0OS, 16
showing hardware problem, 16
Scroll
setting jump/smooth, 50
stopping with HOLD SCREEN key, 44
Security
private files, 77
protecting files, 77
using write-protect tabs, 78
SELECT key
with multi-choice menus, 27
with PROSE “Set tab stops,” 180
with Set-up “Set tabs,” 51
Select light, 14
Selecting an application, 54
Selecting an application group, 56
Selecting menu items, 27, 70
Self test of Professional hardware, 15
Set date
during P/OS installation, 19
Set-up selection, 51
Set printer characteristics, 148
Set tab stops, 51
with PROSE, 180
Set time, 51
Set-up
Menu A, 45
Menu B, 46
reset, 46, 51
save current settings, 46, 51
SET-UP key, 44
SHIFT key, 49
redisplaying screen, 33
Shift lock
enabling, 49
Short-form menus, 57
Show current directory, 74, 108, 125
Show directory, 112, 128
Show list of directories, 112, 128
Smooth seroll, 50
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Specify new current directory, 76, 114, 129
Status line on/off
with PROSE, 181
Status line
with PROSE, 163
Storing files, 62
SYSDISK, 62
System directories, 63
defined, 63

TAB key, 51
with PROSE, 162, 180
Tabs
setting, 51
Time
changing, 51
Top of file
with PROSE, 14

Unlock a locked file, 79, 130
Unlocking the keyboard, 49
User directories

defined, 65
USERFILES, 65

Video
Set-up selection, 52
View Message/Status, 39
See also message/status display
View status, 1556
Volumes
BIGVOLUMES, 62
definition, 62
relationship to directories, 65
volume name, 62

Wait light, 45
Wildcards, 72
Word wrap
setting on/off with PROSE, 185
Write-protect tabs, 79

Z7Z directories, 65
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