
''irwlo 
fd,rElitxrdl @apft wfim

data
handler

adminstrative and instructional ut i l i ty program
for the apple@ ll computer



How to use your
MECCfolder
cover inserts

cqr
tqT

5qr
5c
Io
T

Tear cover on
perforated lines.
Place half-page title
section in the clear
vinyl pocket @ on
the front of the
binder. Insertfinger-
sized tit le in the
clear plastic pocket

/^on the spine (D

cqr
t
!t
5
It
5q
Io
-



#
t*fu .d,Fdli.tnd csrpulhg cawlun

data
handler

administrative and instructional utility program
for the apple ll computer



MECC shall have no liability or responsibility to purehaser
or any other person or entity with respeet to any liability,
loss, or damage eaused or alleged to be eaused direetly or
indireetly by this software, ineluding but not limited to
any interruption of service, loss of business or antieipatory
profits or eonsequential damages resulting from the use or
operation of this software.

@ Minnesota Edueational Computing Consortium
3490 Lexington Avenue North

St.  Paul .  MN 55112

Apri l  1, 1983
Latest Printing: February 1, 1984

APPLE trTM and ApplesoftTM are registered trademarks of Apple Computer, Ine. of
Cupertino, California. AU diskettes are proteeted with an anti-eopy software
eomponent, eopyright @ MECC, 1983. U.S. Copyright Law prohibits the reproduetion
of eomputer software. Permisssion is granted to duplicate elassroom sets of student
materials eontained in this manual.



TABLE OF CONTBNTS

PREFACE

INTRODUCTION

Manual Overview
Design/Funetions
Features/Uses

SYSTEM OVERVIEW

Menu Sereens
System Flowchart
Diskettes .
Reeords

2
3
4

.5

.6

.7

.8

GBffING STARTBD

Apple Configuration
Apple Keyboard/Speeial Keys .
Booting the System.
Main Menu Overview

CONFIGURATION MENU

.9

.10

.L2

.13

Initialize Database 15
Design Data Fields . l7
Enter/Modify Data Fields 19
Enter/Modify Default Values 23
Change Number of Key Fields 26



ENTBR/UPDATE RECORDS MBNU

Enter/Modify/View Reeords .
Delete Records

TABTE OF CONTBNIS (eont'd)

REPORTS UENU

Create/Modify Print Format
How to Create Report Formats
How to Create Label Formats .

Seareh Reeords
Sort Reeords
Print Report/Label

How to Print Reports
How to Print Labels.
Sample Reports
Sample Labels

28
31

Jb

59
61

34
36
38
44
50
53
53

UTILNTES MENU

Baekup Data Diskette
Baekup Format Files .
Reeover Format Files
Catalog Format Files
Delete Format Files .
Set Printer Options

63
67
69
7L
73
75

80
81
83
84
85

A.
B.
c.
D.
E.

Example of File Format Log
Mieroeomputer Glossary .
Dots and Donrts for Diskettes .
MECC Serviees
Suggestion Form



PREFACE

MECC DATA HANDLER offers the user the opportunity to build files that ean be easily
maintained via the APPLE II microeomputer. The system allows the user to build a
database, name the fields within the database, establish default eonditions, determine
whieh fields should aet as aeeess or ttkeytt information, and produee reports and labels in
a unique user design.

This manual will aet as a rrwalk throughtt for new data processing users, as well as a
reference for experieneed users.



INTRODUCTION

MANUAL OVERVIEW

INTRODUCTION

This section contains the MECC DATA HANDLER design/functions, features, possible
uses, and the manual overview.

SYSTEM OVERVIEW

This seetion eontains an overview of the menu sereens, a system flowchart, an explanation
of the diskettes, and an explanation of storing records.

GETTING STARTED

This section eontains information on the APPLE eonfiguration, APPLE keyboard, speeial
keys, and booting the APPLE.

CONFIGURATION MENU

This seetion eontains information on initializing the database, entering and modifying data
fields and default values, and identifying the number of key fields.

ENTER/UPDATE RECORDS MENU

This seetion eontains information on how to enter, modify, view, and delete records.

REPORTS MENU

This section eontains information on how to create/modify print formats, search reeords,
sort reeords, and print the reports and/or labels.

UTILITIES MENU

This seetion eontains information on how to ereate backup data diskettes and to backup,
reeover, catalog, and delete format files. Also included are proeedures to set printer
options.

APPENDIX

This section eontains an example of a file format log sheet, a mieroeomputer glossary, and
a list of dors and donfts for diskettes.



DESIGN/FUNCTIONS

MECC DATA HANDLER is a simple, flexible, and user-friendly data entry/retrieval system
which allows the user to easily design and print reports and/or labels. The system acts as
a trdatabase'r by allowing the user to build, modify, retrieve, store, and print data. All
programs are written for the 48K APPLE II microcomputer utilizing two disk drives and
a printer.

pE"SIGN/FUNCTIONS

MECC DATA HANDLER is a eompletely menu-driven system using one main menu and
four sub-menus.

MAIN MENU

1) CONFIGURATION MENU

This menu allows the user to design a database, identify the number of
stored reeords, identify the data field names and lengths, identify rtdefault
valuesrr for any data fields, and change the number of 'rkey data fields."

2) ENTER/UPDATE RECORDS MENU

This menu allows the user to view reeords, add new reeords, ehange
existing records, and delete old reeords from the database.

3) GENERATE RBPORTS/LABELS MENU

This menu allows the user to design a format for printing reports/labels.
Many different formats may be designed for use with the same data file
and each format will be given a unique name, thereby allowing the user
to order the reports/Iabels as often as necessary. Also, the user may
search and sort these reports/labels as needed.

4) UTILITIES MENU

This menu allows the user to create a backup eopy of the data diskette
and to baek up, recover, eatalog, and delete the format files. AIso, if
needed, the user ean set printer options.



FEATURES/USES

GBNBRAL FEATURE.S

The MECC DATA HANDLER includes the following features:

o The user defines the names and lengths for the data fields.

o The user may eliminate having to enter duplieate data by defining [default
values't for any data fields.

o The user may seareh and sort on any data fields.

. Eaeh data diskette has the capability of storing either:

1050 records with a maximum reeord Iength of 126 eharaeters, or

525 records with a maximum record length of. 254 characters.

o The user designs and prints reports and labels aeeording to individual needs.

o The user may print any size labels (from one label aeross the top of a page
to four labels aeross the top of a page).

POSSIBLE USBSI FOR MECC DATA HANDLER

o Student Information Reports/Labels

r Inventory Information Reports/Labels

o Employee lnformation Reports/Labels

o Sehool District Information Reports/Labels

. Mailing Labels



SYSTEM OVERVIEW

MENU SCREENS

MECC DATA HANDLER is completely menu-driven using five menu sereens. The first
menu sereen is ealled the MAIN MENU. This screen will appear after the system has
been tbootedrf or when it is selected through another menu sereen. It offers the user a
choice of four remaining menu sereens whieh will be used to design, build, update, print,
and baek up files. The diagram below helps to further explain the menu sereens.

1) CONFIGURE DATABASE
2I ENTER/T'PDATE RECORI}S
3) GENERATE REPORTS/LABEIS
4) UTILITIES

SELESTION (r+ or Q):

CONFIGURATION MENU

1) INTIIAI,I1.E DATABASE
D ENTER/MODIFY DATA FIELN
3) ENTER/MODITY DEPAI'LT VALUES
4) CHANGE NUT'{BER OF ruY FIELN

SELECION (1-,1 or Q):

ENTER/I]PDATE R3CORM MENU

r) EMER/MODIFYNNEW RECORM
2, DBLETE RECORmI

SELECTION (1-2 or Q):

TN'ILITTES MENT'

1) BACKI]P DATA DXSTTRTTE
2, BACKTIP BORMAT FILES
3) RECOVER PORMAT FILES
{) CATA-LOG FORMAT PILES
5) DELETE PORMAT FILES
6) SET PRINTER OPNONS

SELECflON (1{ or Q):

REPORTS MENU

1) CREATE/MODIFY PRINT FORMAT
Z) SBARCH RECORE
3) SORT RECORB
I) PRINT REPORTS/LABET,SI

SELECIION (1-4 or Q):



flowehart

L.

SYSTEM FLOWCHART

below illustrates the steps neeessary to use the MECC DATA HANDLER.

BUILDING A DATABASE (Configuration Menu)

- call up the MAIN MENU
- initialize the database
- build data fields

2. ADDING/CHANGING RECORDS (Enter/Update Reeords Menu)

- build default values
- ehange the number of key lines
- add data
- change data
- delete data

3. PRINT REPORfEAABEI.S (Reports Menu)

- create a unique report/label format
- search the file
- sort the file
- print the reports/labels
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DISKETTES

MECC DATA HANDLER uses one program diskette and one data diskette. An explanation
of each diskette is shown below.

PROGRAM DFKETTE

This diskette eontains the programs and
the printer format files.

DATA DSKBTTE

This diskette eontains the database
reeords, data fields used and the
default values.



MECC DATA HANDLER
the data diskette. The

RECORM

allows the user to select the number of records
diagrams below explain the two options.

to be stored on

DATA HANDLER
DATA DBKETTE

1050 records (maximum)

Eaeh reeord may contain
to 126 charaeters,n

V

OR

DATA DBKETTE

525 records (maximum)

Eaeh reeord may eontain
to 254 eharaeters.



GETTING STARTED

APPLE CONFIGURATION

The following equipment is needed in order to run MECC DATA HANDLER.

- APPLE tr Plus or APPLE //e

- 48K Memory

- Two disk drives

- Diskettes

- Monitor

- Printer

When running MECC DATA HANDLER:

DRM 1 will eontain the PROGRAM DISKETTE

DRM 2 will eontain the DATA DISKETTE



APPLE KEYBOARD/SPECIAL KEYS

MECC DATA HANDLER uses rrspeeialrr keys when inputting data. An expianation of
these rtspeeia|t keys is shown below.

CTRL

CTRL

CTRL I Q

ESC

D

APPLE tr KEYBOARD

Control Key: This key is similar to a shift key. By holding down
the CTRL key and pressing another key, speeial eommands are given.

Control - D: Ttris key combination deletes all data from the eursor
position to the end of the line.

Control - Q: This key eombination is identieal to pressing RETURN
after the last data field. This can be used as a 'tspeedy method't
for eompleting the eurrent sereen.

Escape Key: This key moves the eursor to the previous data field
(or to the previous sereen).

Letter nQn key: Ttris key is used to "QUITrrr or abort an option,
and return to the previous menu.

Baekspace Key: This key moves the eursor to the left in order to
eorreet mistakes.
(wOtB: The data is not removed as the eursor passes over.)

Porwanl Key: This key moves the eursor to the right in order to
eorreet mistakes.
(NOTE: The data is not removed as the eursor passes over.)

Reset Key: This key will automatically re$oot the system.

Return Key: This key is similar to a earriage return key on a
typewriter. It is used to move from data field to data field and
from sereen to sereen. It is the opposite of the ESC key.
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SIIIFT

SPACE BAR

CAPfi
LOCK

DELETE

APPLE KEYBOARD/SPECIAL KEYS (eont'd)

$tift Key: lhis key is used like the shift key on a typewriter. On
some keys there are two eharaeters, one on the top and one on the
bottom. While holding down either of the two shift keys, the eharacter
on the top of the key will be typed.

Spaee Bar: This key elears data when the cursor moves over it.
(NOte: Not all fietds allow use of the spaee bar. If the eomputer
rbeepsrrt and the eursor does not move, CTRL - D, as deseribed above,
must be used.)

(For APPLE //e users) Caps Loek Key: This key, when depressed,
will allow you to type upper-ease letters. NOTE: If you are entering
speeial funetion keys (e.g., CTRL D, CTRL Q, Q), the Caps Loek Key
must be depressed.

(For APPLE //e users) Delete Key: This key will not allow you to
delete information on DATA HANDLER.

11



BOOTING THE SYSTEM

Boot the System refers to the proeess of adding the Disk Operating System (DOS) commands
to the BASIC program in your AppLE U.

Steps to follow in booting the system:

1. Turn on the TV or monitor.

2. Open the door of disk drive 1. by lifting up on it. Genfly insert the MECC DATA
HANDLER program diskette (exposed oval part first wiln tne diskette label up)
and elose the door.

3. Turn on the APPLE power switeh (loeated on the left rear eorner).

NOTE: If an Autostart APPLE is being used, the disk will automatieally start
spinning, and booting will oecur when the AppLE is powereo on.

l2



MAIN MENU OVERVIEW

The following screens will appear onee the user has t'booted the system."

** l** l*+*a+f a*a**aa**af

DATA HANDLER

+ * t; a t tl + * t :; * :; * * t + t a * + r; * *

REV. O2lLOl83

TYUNNESOTA EDUCATIONAL

COMPUTING CONSORTIUM

PLEASB UTAIT

LOADING FILES

COPYRIGHT (C) 1983 ALL RIGHTS RBSERVBD

NOTE: The DATA HANDLER revision date is loeated in the upper right-hand eorner.

MAIN MENU

1)
2)
3)
4)

CONFIGURE DATABASE
ENTER/UPDATE RECORDS
GENERATE REPORTS/LABEI,S
UTILITIES

SBLECTION (1-4 or Q):

13



MAIN MENU OVERVIEW (eont'd)

An overview of eaeh selection on the MAIN MENU is shown below:

CONFIGURE DATABASE (selection 1)

This seleetion wiII display the CONFIGURATION MENU. This menu will allow the
user to initialize the database, enter and modify data fields, enter and modify
default values, and ehange the number of key fields.

ENT'ER/UPDATE RECORDS (seleetion 2)

This selection will display the ENTER/UPDATE RECORDS MENU. This menu will
allow the user to enter, modify, view, and delete reeords.

GENERATB RBPORTS/LABELS (seleetion 3)

This seleetion will display the REPORTS MENU. This menu will allow the user
to ereate and modify print formats, seareh records, sort reeords, and print the
reports and/or labels.

UTILIIES (seleetion 4)

This seleetion will display the UTILITIES MENU. This menu will allow tJre user
to create baekup data diskettes and to back up, recover, eatalog, and delete format
files. Also, if needed, procedures to set the printer options are provided.

The remainirg seetions of tJris manual will hep to further explain each selection
on the MAIN MENU.

14



CONFIGURATION MENU

INITIALIZE DATABASE

The following procedures will explain how to initialize the database diskette. Initialize
means to erase aII other data and format the diskette for storing the database information.

Materinls
Needed: DATA HANDLER PROGRAM diskette

Blank diskette (diskette to be initialized)

Step 1: Irsert the DATA HANDLER PROGRAM diskette into drive 1 and the blank
diskette into drive 2 and boot the system.

Step 2: The MAIN MENU sereen will appear:

MAIN MENU

1)
2l
3)
4)

CONFIGURE DATABA,SE
ENTER/UPDATB RECORNTi
GENERATE REPORIT|/LABEIS
IITTLITIES

SELECTION (1-4 or Q): _

ENtEr 1 (CONFIGURE DATABA^SE) ANd PrESS RETURN.

Step 3: The CONFIGURATION MENU sereen will appear:

CONFIGURATION MENU

1) INrITALIZE DATABA,SE
2) ENTER/MODIFY DATA FIELF
3) ENTER/MODIFY DEFAULT VALUES
4) CHANGE NUMBER OF KEY FIELDS

SELECTION (f+ or Q): _

Enter 1 (INIflALIZE DATABASE) and press RETURN.

15



INITIALIZE DATABASE (eont'd)

Step 4: The INITIALIZE DATABASE sereen will appear:

INNIALUE DATABA,SE

RBCORD SuE (1 = L26, 2 = 25412 L

Enter the number eorresponding to the desired reeord size and press RETURN.

For example:

If the database diskette should allow up to 1050 records, with a maximum
recotd length of 126 eharacters, press RETURN, OR

If the database diskette should allow up to 525 reeords with a maximum
record length of 254 eharaeters, enter 2 and press RETURN.

Step 5: The following question wiII appear:

DO YOU REALLY WANT TO INITIALUE (Y/N)?

Step 6:

Enter Y - to begin initializing the diskette in drive 2, press RETURN, OR

Enter N - to return to the CONFIGURATION MENU, press RETURN (see
Step 3).

The following message will appear as the diskette is being initialized.

INITIALIZING DBKETTE

Once the diskette has been initialized the CONFIGURATION MENU sereen
will appear.

16



DESIGN DATA FIELM

The following pages will eontain procedures on how to design, enter, and modify data fields.

DESIGN DATA FIELM

Prior to using the MECC DATA HANDLER, the user must design a database using the
steps below:

1) determine what data is to be stored.

2) determine the number of reeords to be stored.

3) determine the names and lengths of each data field (complete the form on p. 18),

NOTE: A RECORD MAY CONTAIN UP TO 80 DATA FIEL$!

4) determine which data fields will uniquely identify one reeord from another
(i.e., KEY DATA FIELDS).

NOTE: KEY DATA FIELDIS MI,]ST BE THE FIR.ST DATA FIELD/S ENTERED.
(Key fields are exptairffii p. 26.)

The following example shows how to eomplete the above steps.

1) a general mailing label file

2) 525 or less records (254 characters allowed per record)

3) FIELD NAME LENGTH

LAST NAME
FIR.ST NAME
STREET ADDRESS
CITY
STATE
ZIP

15
10
15
15
2
5

4) LAST NAME and FIR.ST NAME will be the Key Data Fields.

I7



DATA FIBLD CONFIGURATION FORM

FIELD NAME LENGTH

(Use additional copies of this form if more data fields are needed for a reeord.)

NOTE: A RECOBD MAY CONTAIN UP TO 80 DATA FIEL$.
18



ENTER/MODIFY DATA FIELDS

ENTBR DATA FIELDS

After eompleting the DATA FIELD CONFIGURATION FORM bage 18), the user can enter
this information into the system using the following steps.

NOTE: Data Field lengths should not be ehanged, once you have started entering data.

Materials
Needed: DATA HANDLER PROGRAM diskette

lnitialized diskette (see INITI ALIZE DATABASE, page 15)

Step 1: The MAIN MENU sereen is shown below.

MAIN MENU

1)
2)
3)
4)

CONFIGURE DATABASE
ENTER/UPDATE RECORDS
GENERATE REPORTS/LABBI,S
UTILIIE.S

SELBCTION (1-l or Q):

ENtCr 1 (CONFIGURE DATABASE) ANd PrCSS RETURN.

Step 2: The CONFIGURATION MENU sereen will appear:

CONFIGURATION MENU

1)
2)
3)
4)

INITIALUE DATABASE
ENTER/MODIFY DATA FIELDS
ENTER/MODIFY DEFAULT VALUES
CHANGE NUMBER OP KEY FIELDS

SELECTION (1-l or Q):

Enter 2 (ENTER/MODIFY DATA FIELDS) and press RETURN.

19



ENTER/MODIFY DATA FIELDS (eont'd)

Step 3: The DATA FIELD CONFIGURATION sereen wiII appear:

DATA FIELD CONFIGURATION PAGE 1 OF 1

NUMBER OF CHARACTBR.S LEFT:

This sereen will be used to enter the data field names and lengths. An
explanation of some items on the DATA FIELD CONFIGURATION sereen are
shown below:

NOTB:

PAGE 1 OP 1 (appears in the upper right-hand corner of the screen) refers
to the sereen number. For example, if a user entered the maximum number
of data fields (80 data fields) it would take 9 sereens (e.g., PAGE 1 OF 9,
PAGE 2 OF 9, PAGE 3 OF 9, etc. ).

NUMBER OF CHARACTERS LEFT (appears at the bottom of the screen)
refers to the available number of charaeters. For example, when a user is
just starting to define the data fields, the available number of eharacters will
be either 126 or 254 depending on how the diskette was initialized (see page
16). The available number will then deerease eaeh time a data field length
is entered, thereby keeping the user informed as to how many eharaeters are
left.

A colon will be plaeed after eaeh data field name, once the data field
configuration is saved. However, the user determines the loeation of these
eolons when entering the deta field names.

Sample 1 If the user wants the eolon to direetly follow the data field name,
then press RETURN right after entering the field n&me.

LAST NAME
FIRST NAME

= LAST NAME:
= FIRST NAME:
= STREET ADDRESS:STREET ADDRESS

20



ENTER/MODIFY DATA FIELDS (eont'd)

Sample 2 If the user wants the eolons to be aligned on the sereen, then use the space
bar to position the eursor to the desired eolon loeation and press RETURN.

LAST NAME
FIRST NAME
STREET ADDRESS

= LAST NAME :
= FIRST NAME :
= STREET ADDRESS:

HOW TO ENTER THE DATA FIELD NAMBS AND LENGTHS?
the sereen.

Using the completed DATA FIELD CONFIGURATION FORM:

Enter the FIRST FIELD NAME (e.g., LAST NAME) and press RETURN.
Next, enter the LENGTH (e.9., 15) and press RETURN.

Enter the second FIELD NAME (e.9., FIRST NAME) and press RETURN.
Next, enter the LENGTH (e.9., 10) and press RETURN.

Repeat these procedures until aII the data fields are entered.

RBMEMBER: KEY DATA FIELDS MUST BE ENTERED FIRSiT!

For example:

DATA FIELD CONFIGURATION PAGE 1 OF 1

LAST NAME 15
FIR.ST NAME-_-_ _-_-_ _ _-_ _-_-_-_ _ 10 _

STREET ADDRESS 15
cmY 15 -
STATE 2 -

Z- lP 5--

SAVE CONFIGURATION (Y/N)?

When all the fields have been entered, press CTRL a. The question SAVE
CONFIGURATION (Y/N)? will appear at the bottom of the sereen.

Enter Y (YES) and press RETURN to save the DATA FIELD CONFIGURATION. The
CONFIGURATION MENU will appear again,

Enter N (NO) and press RETURN to return to the CONFIGURATION MENU.

2L



ENTER/MODIFY DATA FIELDS (eont'd)

MOpTFY o+_vIEW pAT_A_FTELN

onee the data fields have been entered, the user may view or modify these fields asneeded.

If eruors are found, the eursor ean be moved by pressing the RETURN key to the fieldwhieh is ineorreet. Then, using the right ur.o* key (_+), move to the point of theerror' Make the eorreetion and press RETURN to move to the next field.

If the user has mistakenly made a field or fields too large and has reaehed the eharaeterlimit, the previously entered fields must be modified prior to adding any new fields. Tomake any eorreetions, press the ESC key. This ;in ;ove the eursor-in a reverse direetion(ineluding to previous'pages). continue"i" ; ; ; ."ESC unti l  the ineorreet f ield is reaehed,make the eorreetion, and press RETURN ,ntit tn" eursor reaehes the next available blankline' when the ESc fey is pressed- to back up, 
-tnu 

eomputer will subtraet the numberof eharaeters used. wnen rtErunN-is pressei '"g"in, the number of eharaeters wiII bere-totaled at the beginning of eaeh field'. 
--o--

NorE: The spaee bar may be used to delete information from the Data Field Names,but eaeh spaee aets as a eharaeter within the program. when the eonfigurationis saved, eolons are added after the last eharaeter-in the name field. Therefore,when using MODIFy OR VIEW DATA fmlOS, O"f"t" anl i 'unwanted data thatfalls to the right of the errsor using crRL D. Ttiis wiil ior"" the colons toappear immediately after the data fi6lo name rather than after several spaees.

22



ENTER/MODIFY DEFAULT VALUBS

DEFAULT VALUES allow the user to assign specifie data to a fietd. (For example, the
data field 'STATE'' may have a default value of 'rMN'r.) Therefore, each time the user
enters a new record the defined data field default values wiII automatieally be displayed.

NOTE: DEFAULT VALUES MAY BE OVERLAYED WITH OTHER DATA
FOR ANY INDTVIDUAL RECORD WITHOUT AFFECTING THE
DEFAULT CONDITION FOR OTHER RECORffi.  (For example, the
defautt value (MN) for the data field TSTATE'| may be overlayed
with another value (WI).

The following proeedures will explain how to define trdefault valuesrf for data fields.

NOTB: The data fields must be defined before entering default values.

Materials
Needed: DATA HANDLER PROGRAM diskette

DATA diskette

Step 1: The CONFIGURATION MENU is shown below:

CONFIGURATION MENU

1) INITIALIZB DATABA.SE
2) ENTER/MODIFY DATA FIELM
3) ENTER/MODIFY DEFAULT VALUEi
4) CHANGE NUIIIBER OP KEY FIELF

SELECTION (1{ or Q): _

Enter 3 (ENTER/MODIFY DEFAULT VALUES) and press RETURN.

23



Step 2:

ENTER/MODIFY DEFAULT VALUES (eont'd)

screen containing the user - defined data fields will appear:

example:For

DEFAULT ENTRY

LAST NAIT{E
FIRST NAME

STREET ADDRESS
CITY
STATB
ZIP

VALUES PAGE 1 OF 1

NOTE: At some point (usually after the 1st or 2nd line), a blank line will
appear. This line separates t'Key Datarr from the remainder of the
file. Key Data is further described later in this manual but it is
important to note - NO DEFAULT VALUES SHOULD BE ENTERED
IN THE KEY DATA FIELIN (which appear above the blank line.)
Any data field after the first eight witt appeEF-i- continuing pages
in groups of nine.

The cursor will be positioned at the first data field on the sereen. Using
the RETURN key, tab down to the data field(s) whieh will contain the default
value(s).

24



ENTER/MODIFY DEFAULT VALUES (cont'd)

Example: (The default vaiue of nMN" has been entered for the ttSTATEtt data field.)

DEBAULT BNTRY

LAST NAME
FIR.ST NAIUE

STRBET ADDRESS
CITY
STATE
ZIP

VALUE"S PAGE 1 OF 1

MN

SAVE DEFAULT VALUES? Y

The question, SAVE DEFAULT VALUES?, will appear at the bottorn of the
sereen.

If the default values are to be saved on the data diskette, press RETURN.

If the default values are not to be saved, enter N and press RETURN.

The CONFIGURATION MENU will appear again.

25



CHANGE NUMBER OF KEY FIELDS

KEY DATA FIELDS are to be thought of as tfaceess fields." These I'aeeess fieldsf' are
used onee actual data has been added to the file. The user enters the key data fields
or "aeeess fieldsril and the computer will sean the file for the reeord with the same data.
If a matching reeord is found, the record witl be disptayed on t}re sereen. If a matching
reeord eannot be found, the eursor will be positioned in the next data field' and the user
ean enter a new record.

The following procedures will explain how to ehange the number of key data fields.

NO4E: The number of Key Data Fields and their lengths should not be ehanged once
aetual data has been entered.

Materials
Needed: DATA HANDLER PROGRAM diskette

DATA diskette

Step 1: The CONFIGURATION MENU is shown below:

1)
2)
3)
4)

CONFIGURAfiON MENU

INITIALUE DATABA^SE
ENTER/MODIFY DATA FIELI}S
ENTER/MODIFY DEFAULT VALUES
CHANGE NUIT{BBR OF KEY FIELM

SELEC"TION (14 or Q): _

Enter 4 (CHANGE NUMBER OF KBY FIELF) and press RETURN.
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CHANGE NUMBER OF KEY FIELDS (eont'd)

Step 2: The following sereen will appear:

CHANGE NUIIIBBR OF KBY FIELDS

ENTER NUMBER OF FIELDS: 1

NOTE: It is wise to use the fewest possible lines as key data fields in
order to avoid typing unneeessary aeeess information when searehing,
deleting, or updating files after inputting is eomplete. The fewer
key data fields will also speed up the overall use of the DATA
HANDLER

The above screen has a default of one key field. If only one key field is
needed, press RETURN.

If more than one key field is needed, enter the comect number and press
RETURN.

The entered information will be saved on the data diskette, and the
CONFIGURATION MENU will appear.
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ENTER/UPDATE RECORDS MENU

ENTER/MODIFY/VIEW RECORDS

The following procedures will explain how to enter, modify, and view reeords.

Materinls
Needed: DATA HANDLER PROGRAM diskette

DATA diskette

Step 1: The ENTER/UPDATE RECORDS MENU is shown below:

ENTER/UPDATE RECORDS MBNU

1) ENTER/MODIFY/VIEW RECORDS
2I DELETE RECORDS

SELECTION (1-2 or Q):

Enter 1 (ENTER/MODIFY/VIEW RECORIN) and press RETURN.

Step 2: The ENTER/MODIFY/VIEW RECORDS sereen eontaining the user-defined data
fields (defined in the CONFIGURATION MENU, selection 2) will appear.

For examole:

ENTER/MODIFY/VIEW RECORDS PAGE 1 OF 1

LAST NAIUE
FIN.ST NAME

STRBET ADDRESS
cmY
STATE
ZIP

MN

RECORDS USED: 0
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ENTER/MODIFY/VIEW RECORDS (eont'd)

Step 3: Enter the key data fields and press RETURN (e.9., LAST NAME and FIRST
NAME). The computer will sean the file for a reeord matehing the data fields
entered.

Step 4: a) ENTE_! 4 f,EqORD

If a matehing record cannot be found, the message RECORD IS NEW will
appear at the bottom of the sereen.

For example:

ENTER/MODIFY/YIBW RBCOBDS PAGE 1 OF T

LAST NAME
FIRfiT NAME

STREET ADDRE.SS
cmY
STATE
ZTP

ANDBR
S-tr tL f

soN

: -tU

RECORDS USED: RECORD IS NEW

The cursor wiII be positioned in the field following the key data fields (e.g.,
STREET ADDRESS). Enter the requested information to complete the record.
Onee the record information has been added, press RETURN and a new input
sereen will appear (e.S., see Step 2).

NOTE: Each time a new reeord is added, the message nRECORDS USEDn
(located at the bottom of the sereen) will increase by one. This
will hetp the user keep a tally of the number of reeords that have
been entered.

To add another reeord, begin by entering the key data fields. If the record
is new, repeat the above proeedures.

To quit entering records, enter Q and press RETURN. The ENTER/UPDATE
RECORDS MENU will appear.
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ENTER/MODIFY/VIEW RECORDS (CONIId)

Step 4: b) MODIFY OR VIEW A RECORD

If a matehing reeord is found, the record information will be displayed on the
sereen along with the message RECORD FOUND.

For example:

ENTER/MODIFY/VIEW RECORDS PAGB 1 OF 1

LA.STNAME :ANDERSON
FIRST NAME : $ A_ TTY-

STRBET ADDREXI : 8 0 1 O R A N c E S T.
cIrY :ST;-F-Fft
STATE : tt{ T-
ZIP :SS-t tO

RECOBffi USED: 2 RECORD FOUND

The cursor will be positioned in the field following the key data fields. The
displayed data ean now be modified or viewed.

To quit, enter Q and press RETURN. The ENTER/UPDATE RECoRm MENU
will appear.

30



DELETE RECORM

The following procedures will explain how to delete records.

Materials
Needed: DATA HANDLER PROGRAM diskette

DATA diskette

Step 1: The ENTER/UPDATE RECORffi MENU is shown below:

ENTBR/UPDATE RECORM MBNU

1) ENTER/MODIFYAIBW RECORF
2) DELETE RECORN

SELECflON (r-Z or e): _

Enter z (DELETE RECORAS) and press RETURN.

Step 2: The DELETE RECORN sereen eontaining the user-defined data fields (defined
in the CONFIGURATION MENU, seteetion 2) will appear.

For example:

DELETE RECORtri

LA,ST NAME
FIRST NAME

STREET ADDRE$S
CITY
STATE
ZTP

PAGE 1 OF 1

:MN
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DELETE RECORDS (eont'd)

Step 3: Enter the key data fields of the record to be deleted and press RETURN (e.g.,
enter LAST NAME and FIRST NAME). The eomputer will scan the file for a
reeord matching the data fields entered.

Step 4: a) If a matching record is found, the other data field information will be displayed
on the sereen along with the foilowing question:

DO YOU WISH TO DELETE THIS RECORD?

For example:

DBLETE RBCORIF

LAST NAME
FIR.ST NAME

STREET ADDRE$S
cmY
STATE
ztP

PAGE 1 OF 1

:SMITH
:  J 6-E

2222 T HIRD ST.
:ST.
:mU-

PAUL

:55101

DO YOU UIISH TO DELETE THIS RECORD?

If the record is to be deleted, enter Y and press RETURN. The reeord will
be deleted.

OR

If .'the reeord is NOl' to be deleted, enter N and press RETURN.

The user-defined data field screen will appear again. Enter another reeord
to delete or enter Q to quit and return to the ENTER/UPDATE RECORDS
MENU.
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DELETE RECORDS (eont'd)

Step 4: b) If a matehing record CANNOT be found, the following message will appear:

CANNOT FIND RECORD
PREIS ANY KBY TO CONTIN{'E

For example:

DBLETE RECORM PAGE 1 OF 1

LA.ST NAME
FINST NAME

STREBT ADDREIS
CTTY

:SMITH
:JOE

STATE
ZTP

CANNOT FIND RECORD
PREIfI ANY KBY TO CONTINUB

ll"o .any key to try again. Enter the key data field information and repeat
Step 4.

To quit, enter Q and press RETURN. The ENTER/UPDATE REcoRm MENU
will appear.
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REPORTS MENU

CREATE/MODIFY PRINT FORMAT

The following proeedures will explain how to ereate or modify a print format. A print
format ean be defined as a means of arranging the data fields in a speeific form or style
to produee reports or labels. A user ean define many different print formats for use
with the same data file. Each format will be given a unique name, thereby allowing the
user to request reports/Iabels as often as neeessary without reereating a new print format.

Materials
Needed: DATA HANDLER PROGRAM diskette

DATA diskette

Step 1: The REPORTS MENU is shown below:

REPORTS MENU

1) CREATE/MODIFY PRINT FORMAT
2) SEARCH R3CORN
3) SORT RECORDS
4) PRINT REPORT/LABEL

SELECTION (1-4 or Q): _

Enter 1 (CREATE/MODIFY PRINT FORMAT) and press RETURN.

Step 2: The CREATE/MODIFY PRINT FORMAT sereen will appear:

CRBATE/MODIFY PRINT FORMAT

ENTBR THE NAME OF THE FORMAT:

Enter a unique format name whieh is to be used as a report identifier and
press RETURN. (Example names might be Student list, Parent list, Mailing
labels, Inventory list, ete.) Make a note of the name used.

NOTE: Press RETURN to see a eatalog or list of the eurrent format files.
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CREATE/MODIFY PRINT FORMAT (eont'd)

Step 3: The following sereen will appear:

CREATB/MODIFY PRINT FORMAT

ENTER TITE NAME OP THE FORMAT:

( rg lmg!_!gme)

FORMAT FILE (name entered) DOES NOT B)GIT

WOULD YOU LIKE TO CREATB A FORMAT
FILE WITH THIS NAMB (Y/U):

To ereate a format file with this name, enter Y and press RETURN.
To enter a different format file name, enter N and press RETURN (repeat
Step 2).

NCffB: The remaining steps will be separated into two seetions:

1) HOW TO CRBATE A REPORT FORMAT, page 36
2) IIOW TO CBEATE A LABEL FORMAT, page 38
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CREATE/MODIFY PRINT FORMAT (eont'd)

IIOI9 TO CREATE A RBPORT FOBUAT

Steps 1-3: See pages 34 through 35.

Step 4: The following screen will appear:

Step 5:

CREATE/MODIFY PRINT FORMAT

LABEL OR REPORT FORMAT (L OR R):

Enter R (REPORT) and press RETURN.

NOTE: If the report format was previously defined' the
parameters would automatieally be displayed.

The following question will appear:

NO. OF PruNT CHARACTBRS (80 OR 132):

NO. OF PRINT CHARACTERS refers to the number of characters per line
the printer is set up to print (80 or 132).

NOtE: An 8*" x 11rr printout allows ug to 80 charaeters.

An 11n x 1?'t printout (standard eomputer paper) allows up to L32
eharaeters.

A spaee will fall between eaeh field on the report and must be eounted
as a eharaeter (i.e., if 10 fields will print, allow for 9 spaces to separate
them).

Determine the number of characters to print by adding the field sizes and
spaces between the fields.

Enter 80 or 132 and press RETURN.
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Step 6:

CREATE/MODIFY PRINT FORMAT (eont'd)

The CREATE/MODIFY PRINT FORMAT sereen containing the user-defined
data fields (defined in the CONFIGURATION MENU, selection 2) will appear.

For example:

CREATE/MODIPY PRINT FORMAT PAGE 1 OF 1

ROW SEQUENCE
LAST NAME
FIRfIT NAME

STREET ADDRESS
CITY
STATE
ZIP

Determine whieh information should print on the report and in what order.
Enter the order of the data fields by putting a number in tJte eolumn called
SEQUENCE.

NOTE: If a data field was added after you had already entered your datat
that field must be the last field to print.

For example if the user wanted a report displaying PIR.ST NAME, LAST NAME
STREET ADDRBSS, and ZIP. The user would enter:

CREATE/UODIFY PRINT FORMAT PAGE 1 OF 1

SBQUENCB
2
I :
g_

t_

ROW
LAST NAME
PIR.ST NAME

STRBET ADDRESS
crrY
STATE
ZTP

Tte user ean skp over

Enter CTRL-Q to save

which $rould not be printed on the report

file and return to the REPORTS MENU.

any fields

the format

3?

Step 7:



CREATE/MODIFY PRINT FORMAT (eont'd)

HOW TO CRBATB A LABEL FORMAT

Steps 1-3: See pages 34 though 35.

Step 4: The following sereen will appear:

Step 5:

CREATE/MODIFY PRINT FORMAT

LABEL OR REPORT FORMAT (L or R):

Enter L (LABEL) and press RETURN.

NOTE: If the label format was previously defined, the parameters would
automatically be displayed.

The following question will appear:

NO. OF LABELS ACRO$S (T-+):

Enter the number of labels aeross the page and press RETURN. Labels come
in sheets of L, 2, 3, or 4 aeross.
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CREATE/MODIFY PRINT FORMAT (eont'd)

Step 6: The following question will appear:

LENGTH OF ONE LABEL LEFT TO

inehes the length of one label from left to right.
RETURN (enter deeimals if needed).

MEASURE LENGTH THIS WAY

Ivleasure in
and press

Example:

Enter the length

NOTE: A three-ineh
label would be
be entered as
deeimal points

label would be entered as 3, a three-and-one-half ineh
entered as 3.5, a three-and-one-fourth ineh label would

3.25, ete. There is no presumed deeimal. Therefore,
must be entered for fractions of an ineh.

Step 7: The following question will appear:

LBNGTH FROM LEFT SIDE OF 1ST LABEL
TO LEFT SIDE OF zND LABEL:

Measure in
side of the
if needed).

Example:

inehes the total length from the left side
seeond label. Enter the length and press

of one label to the left
RETURN (enter deeimals

FIR.ST LABEL

MEASURE LENGTH THIS WAY



TIEIGHT OF ONE LABEL TOP TO BOTTOM:

Measure in inches from top to bottom the height of one label. Enter the
height and press RETURN (enter deeimals if needed).

Example:

TOP
MEASURE HEIGHT
THF WAY

BOT,TOM

Step 9: The following question will appear:

HEIGFT FROM TOP OF LABEL IN 1ST ROW
TO TOP OF LABEL IN zND ROIY:

CREATE/MODIFY PRINT FORMAT (cont'd)

Step 8: The following question will appear:

TOP OF LABEL IN 1ST ROW

TOP OF LABEL IN zND ROW

40

Measure two labels vertieally frpm the top of the first label to the top of
the seeond label. Enter the height and press RETURN (enter deeimals if
needed).

Example:



CREATE/MODIFY PRINT FORMAT (eont'd)

Step 10: The CREATE/MODIFY PRINT FORMAT sereen eontaining the usertefined data
fields (defined in the CONFIGURATION MENU, seleetion 2) will appear.

For example:

CREATE/MODIFY PRINT FORIIAT PAGE 1 OF 1

LAST NATE
FIRST NAME

STREBT ADDREIIS
CITY
STATE
ZTP

BOW SBQUENCE

--

Notiee there are two columns on this sereen, one ealled BOW, and the other
SEQUENCE The term ROt{ refers to the line on the label. The term
SEQUENCE referc to the order in whieh the data fields appear in the row.

For example, if the user wanted a label printed as follows:

ROW 1-
ROW 2--
ROW 3--

- FIRST NAME LAST NAME
- - STRBET ADDRESS
. . CITY STATE ZIP
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CREATE/MODIFY PRINT FORMAT (eont'd)

St4 10 (eont'd)

the user would enter:

CREATE/MODIFY PRINT FORMAT PAGE 1 OF 1

LAST NAME
FIRST NAMB

STREET ADDRE.SfI
crrY
STATE
ZTP

ROW
1
I :
2
5-
5-
5-

SEQUENCB
2
I -

1
1-
, , -
3-

Enter the ROW and SEQUBNCE numbers for the label format.

REMEMBER: SBQUBNCE REFERSI TO THB ORDEB IN IYHICH
TIIE DATA FIELDS APPEAR WITHIN THE ROIIT.

Step 11: The user now has two options:

1) Enter CTRI4 - to save the label format and return to the
REPORTS MENU.

2) Enter Q (press RETURN) - to modify or view the previous dimensions
sereen.

Onee the format has been saved, the user ean request to print these labels
at any time.

Sample labels are shown on the following page,
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CREATE/MODIFY

Ttris page eontains sample labels whieh

PRINT FORMAT (cont'd)

were produced using the format:

FIRSIT NAIIE
STREET ADDRE$S
CITY STATE

LAST NAMB

AP

TIFIOTHY SI l ITH
1290 S. PICE STREEI
ST. PAUL f iN 55TT7

GEORGE 
'{EI.  

L 5
22O&9 E. CREi9LrNLlLlD
sf.  PauL i lN 55118

GEOP,GE , , fTLS
22()99 E. CRESf Ut)OD
sT .  PALTL t tN 551 18

SALLY I I ILLEP,
3()9 SLILL IVAN STREET
RLISEUILLE I IN 55113
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SEARCH RECORDS

SEARCH RECORDS means to look for records matehing the requested data fields input.
For example, the user can seareh reeords to find one-matching data field, multi-matehing
data fields, exelusion data fields, ete. The foltowing procedures will help to further
explain these different searehes.

NOTE: If the entire file is to be printed, it is not neeessary to use the search
reeords selection.

Materials
Needed: DATA HANDLER PROGRAM diskette

DATA diskette

Step 1: The REPORTS MENU is shown below:

REPORTS MENU

1) CREATE/MODIFY PRINT FORMAT
2) SBARCH RECORDS
3) SORT RECOBIF
4) PRINT REPORT/LABEL

sELEgnoN (1-4 or Q):

Enter 2 (SEARCH BECORDS) and press RETURN.
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SEARCH RECORDS (CONt'd)

Step 2: The SEARCH RECORDS screen eontaining the user-defined data fields (defined
in the CONFIGURATION MENU, selection 2) wil l  appear:

For example:

SBARCH RECORDS PAGB 1 OF 1

LAST NAME
FIRST NAME

STREBT ADDRESIS
CITY
STATB
ZTP

NOffB: The following pages contain examples of how to request different
searehes.
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SEARCH RECORDS (eont'd)

Example 1: ONE-MATCHING DATA FIBLD SBARCH

The following example shows how to seareh an address file for aII the records
whieh have MN in the data field ealled TSTATE.'i

SEARCH RECOBDS PAGE 1 OF 1

LA.sT NAMB
FIRST NAMB

STRBBT ADDREXI
CITY
STATts
ZTP

MN

25 RBCORIF FOUND
PBEST ANY KEY TO CONTINT'B

The number of records found to mateh the requested seareh will appear at
the bottom of the sereen. For example, the above search found 25 records
whieh mateh the 'STATET of I'MN.'| The REPORTS MENU will appear again
by pressing any key.
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SEARCH RECORDS (eont'd)

Example 2: MULTI-MATCIIING DATA FIBLN SBARCH

The following example shows how to seareh a student file to find all fifth
grades attending Lineoln Sehool.

SEARCH RECOBM PAGE 1 OF 1

STUDENT
ADDREIS
CITY
STATE
ZTP
scHool,
GRADE

NAME :

NAMB : f ,TNb_OIN
:05

108 RECORDS FOUND
PREIS ANY KEY TO COI{TINUE

The above seareh found that 108 fifth graders attended Lineoln Sehool. The
REPORTS MENU will appear by pressing any key.
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SEARCH RECORDS (cont'd)

Example 3: EXCLTXTION SEARCH

The following example shows how to search an employee file to find all
employees NOT on Blue Cross Medieal Insuranee, but those on Delta Dental
Insurance.

NOTB: The n#'r symbol means exelude. Therefore, to exelude data from
a seareh, enter the n#r' symbol in the first position followed by
the exelusion data (see below).

SBARCH RECORI]S PAGE 1 OF 1

BMPLOYBE NAIIIE
EMPLOYBE NUMBER

MBDICAL II{SURANCE
EFFBCrIVB DATE
DENTAL INTiURANCB
BFFBGTIYE DATE

:* BLUB c ROSS

D TAT A

350 RECORI}S FOUND
PREIS ANY KEY TO CONTINUE

The above seareh found 350 employees that were not on BIue Cross, but on
Delta Dental. The REPORTS MENU will appear by pressing any key.
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SEARCH RECORDS (eont'd)

SUMMARY

There are basieally three types of searehes:

1) one-matehing data field search
2) multi-matehing data fields search
3) exclusion searches

The n#'f symbol is used to indicate exclusion.

1) The 't#" symbol must be in the first position.
2) The data to be ex?iftied from the search must directly follow the 'r#" symbol.

(e.g.,  # D A !4)

The message RECORDS FOUND will be displayed following the search. This
message indicates the exaet number of records found to meet the requested search.

After suecessfully completing the search, the user can return to the REPORTS
MENU.

NOTE: Seareh options are lost onee the eomputer returns to the MAIN MENU.
Therefore, be sure to print REPORfii prior to returning to the MAIN MENU.
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SORT RECORDS

SOBT RECORDS allows the user to arrange the order or sequenee in which the reeords
are to be printed. For example, the user may need mailing labels sorted by zip code.
The following procedures and examples witl explain how to sort records.

Materials
Needed: DATA HANDLER PROGRAM diskette

DATA diskette

Step 1: Determine the order in whieh the reeords are to be sorted.

Step 2: The REPORTS MENU is shown below:

REPORTS MBNU

1)
2l
3)
4)

CREATB/MODIFY PRINT FORMAT
SEARCH BBCORDS
SORT RECORDS
PRINT REPOBT/LABEL

SETBCTION (1-4 or Q): _

Enter 3 (SORT RECORDS) and press RETURN.
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SORT RECORDS (eont'd)

Step 3: The SORT RECORN sereen eontaining the user-defined data fietds (defined
in CONFIGURATION MENU, selection 2) witl appear. Notiee there are two
dashes following eaeh data field name.

For example:

SORT RECORM PAGE 1 OF 1

LA.ST NAME
FIRST NAME

STBEET ADDREXS
CITY
STATE
ZTP

Step 4: Enter a number only in the data fields requested to be sorted.

For example, if the user wanted the report sorted first by zip code and then
by last name, the user would enter a frln by ZIP and a 'tzrr by LA.ST NAME.
See the example below:

SORT RBCORIF PAGE 1 OF 1

LA,ST NAME t 2
FIRST NAME 3

STREET ADDRESS 3
CITY 3
STATE 3
zIP : f -
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Step 5:

SORT RECORDS (eont'd)

After entering the SORT information, press CTRL-Q in the first available
position. The file will be sorted as requested, and the REPORTS MENU sereen
will appear.

NOTE: If for some reason the seleeted sort should not begin, enter Q to abort
the sort and return to the REPORT{| MENU.

Sort options are lost once the eomputer returns to the MAIN MENU.
Therefore, be sur€ to print reports prior to returning to the MAIN
MBNU. (See RBPORTS MBNU, seleetion 4, PRINT REPOBTS/LABELSI.)

It is possible to sort after a seareh has completed. It is also possible
to sort, print, re-sort, and print as many times as desired.
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PRINT REPORT/LABEL

The following proeedures will explain how to print specific report and label file formats.
Several unique tlpes of file formats may have been entered, so it is imperative that the
user know the eorreet name. (Appendix A on page 80 provides an example of a log sheet
of all file formats. Users are strongly urged to complete a similar IogJ

NOIIE: If SEARCH RECOBDS was seleeted, and the user has not yet returned to the
MAIN MENU, the PRINT REPORT/LABEL seleetion will print only those records
that were selected bv the last seareh.

Materials
Needed: DATA HANDLER PROGRAM diskette

DATA diskette
Printer
Printer paper/forms/Iabels

POWER ON TIIE PRINTER AND LOAD ANY SPBCIAL FORM PAPER OR
LABEI.S.

HOW TO PRINT REPORTS

Step 1: The REPORTS MENU is shown below:

REPORTS MENU

1)
z)
3)
4)

CREATB/MODIFY PRINT FORMAT
SEARCH RECORDS
SORT RECORDS
PRINT REPORT/T,ABEL

SELECIION (1-l or Q): _

Enter 4 (PRINT BEPORT/LABEL) and press RETURN.
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PRINT REPORT/LABEL (eont'd)

Step 2: The following sereen will appear:

PRINT REPORT/LABEL

BNTBR THE NAME OF THE FORMAT
FILE TO t]SE WHEN PRINTING
REPORT OR LABEL.

Step 3:

Enter the report format file name to print and press RETURN.

NOTB: If the user cannot remember the format file name, press RETURN and
a eatalog of the eurrent format names will appear on the sereen.

If the format file eannot be found, the following message will appear:

FORMAT FILB (entened name) oOnS NOT EXBT.

PRE$S ANY KEY TO CONTINUE

Press any key to enter a new format file name (see Step 2).
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PRINT REPORT/LABEL (eont'd)

If the format file is found, the following sereen will appear:

PRINT BEPORT/LABEL

TMLE OF REPORT

If you would like a title to print on the report, enter t}re title name and' press
RETURN. The report will begin printing on the printer.

OR

If you do NOlf want a title on the report, just press RETURN, and the report will
begin printing.

When the report has finished printing, the REPORTS MENU will appear again. You
may now request another report or quit (enter Q) and return to the MAIN MENU.
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PRINT REPORT/LABEL (eont'd)

HOW TO PRINT LABEIS

Step 1: The REPORTS MENU is shown below:

REPORTS MENU

1) CREATE/MODIFY PRINT FORMAT
2') SEARCH RECORF
3) SORT RECORIF
4) PRINT REPOBT/LABEL

SELBCIION (1-4 or Q): _

Enter 4 (PRINT RBPORT/LABBL) and press RETURN.

Step 2: The following sereen will appear:

PRINT REPORT/LABEL

ENTER TIIE NAME OF THE FORMAT
FILE TO IFE WTIEN PRINTING REPORT
OR LABEL.

Enter the label format file name to print and press RETURN.

NOTE: If the user eannot remember the format file name, press RETURN
and a catalog of tJre eurrent format names will appear on the sereen.
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PRINT REPORT/LABEL (eont,d)

Step 3: If the format file eannot be found, the foltowing message will appear:

FORMAT FILE (entered name) oOnS NOT EXST

PRESS ANY KEY TO CONTINUE

Press any key to enter a new format file name (see Step 2).

If the format file is found, the following sereen will appear:

PRINT REPORT/LABEL

1) PRINT TEiT LABEIS
2) PRINT LABEI,S

SBLECIION (1-2 or Q): _

PRINT TE;T LABEIS

This seleetion will allow the user to:
- eheek the positioning of the labels,
- eheek the printing on the labels,
- eorreet the alignment, if needed.

Enter 1 (PRINT TEIT LABEI.S) and press RETURN. This seleetion may be
run over and over until proper alignment has been reaehed. Sample test labels
are shown below:

I ' ] ' ;Mtt ; ! !  i  I . I  I  I  I  L I  I  I  I  I  I  t  t
J J J J J ;J J.T:,f ,-{ J J J J 5 J,] J J J J J J.T.]
4 4 4 4 4 4 4 4 4 4 5 5 tt a li t.i li t: t.i t.t i)

i l t i r i : i t I t  l  l  l  I  l  I  I1 1I  r  l  i  1r
.i J J J J J.r- J.:- J il J c- J J J J J J J 5 J J J J
,1 4 4,1 4'l 4 4 g ;l J fi 41, q, rj t.ii i i2 ti t.:i t1

' ] i ! i7t: i:;! ' ;! t! I I I I i  . l  I I . l  I I t I . l  I
J t iJJJ J ' ' iJ5. j55JJJ5"{ . r  ' j jJ  

j  . j " iJ
4 4,1 4 4 + 4 4 4 4 5 Sddt iddi i*or i

i ! ' i ! t :7t ' ] t : i i t l  l . l  i  I  I  I  I  I  I  I  I  I  I  I
J J: i .1. ]J J J. ]  J J J JJJJ JJJJ.] . ]  J5J
. {dddddd{ 4 4 51t! , r i t i t ! t i t i&ai
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PRINT REPORT/LABEL (eont'd)

Step 3: (cont'd)

PRINT LABEIS

To begin printing the aetual labels, enter 2 (PRINT LABEIII) and press RETURN.

The following sereen will appear:

PRINT REPORT/LABEL

ENTER THE NUMBER OF TIMEI TO PRINT
BACH LABEL: 1

If the user only wants one set of labels, press RETURN.

If the user wants more than one set of labels, enter the number and press
RETURN.

When the labels have finished printing, the REPORTS MENU will appear again.
The user may now request another report/Iabel format or quit (enter Q) anO
return to the MAIN MENU.
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PITINT REPORT/LABEL (eonttd)

SAMPLE REPORTS

PA6E NO.

LB';11 NAl,rE

STUDENf INTORHPIIL}N PEPORT

FI 'CSI NnHE ADDP.ESS cl fv Sf ZIPCODE PHOHE ( H PHI]NE (E 6P S

At DEeSoi l
APD'IN
F ISHER
H ANI\I)N
N AP.I( I NG
11 I  LLER
nOt)nE
Ti l ITH
SrlAlr:i0l',
f H IJN A:;
, IELL5

i lPN,THA
ALICE
GREG
NARK
ANN
ShLLY
RI]N
T INOTHY
N ARY
LYNN
GEOROE

2015 LlP.ANGE SfPEEI
3J69 €.  ROSELATIN A\IENLIE
B8 SANDY LAI iE
111 E. COLINTY POAD B
3066 LARI( STREET
309 ST,.(  IUAH Sf REET
33Og f lANION SIREET
129(. ,  S,  RICE STP,EET
L?Og E. l ' l9CkLtBIN Sf P,EET
194 N. t )At :XOOD CLtPl tE
2?Ott9 E. CEEiTf ULl t ' rD

PA6E NO. tdns. "7(7tVE5 Ct 455 L r5 r

Sf .  PALIL
ST .  PALIL
P,LISE\I  I  LLE
ST. PALIL
3T .  PALIL
NOSEV I  LLE
P0sE vrr  I  E
st . PAttL
ST. PALIL
RASEU I  LL E
ST. PAUL

i lN 551()  t
HN 531 17
f iN 551 

'3nN 55111
nx 551 t7
i lN 551 13
i lN 55r 13
t l {  35t  17
nH 551 tP
nH 551 t3
nN 55 |  1.q

771-31J6
lAB- ()7 55
636- O889
181-OL+7 I
1gi|- <1877
636- 03 2 4
63 6- O77 1
771-335*
77 t-()882
636- O!? 12
77 1 -  ( )9BB

638-( '1066 (r l  F
777-9987 01 F
184-9922 ()3 l l
639- f - !g t7 Q3 n
636- 881 l  r15 f
77 1- 0()12 r15 F

05n
6t3-09t t  ( ' r2 n
638-8851 01 F
776-( '1832 (15 F
138- 1276 (11 r l

fTR'5T NANE LAST NAIIE

t lARTHA
ALICE
OP.E6
MARIi
A^/t',
5AL LY
Rfrl,/
TI I IOTHY
MANY
LYNN
GEARGE

AND E RSON
FROI/,'/
F ISHER
#At'r:-ic?t{
M ARI( I  N6
II ILLER
tttt0 RE
,SITITH

iilJAlrsol,
T HOIIAS
,fEtts

59



SAMPLB REPORTS

PAGE NA.

DEPT.

PRINT REPORT/LABEL (eont'd)

LINCOLN ELEITENTARY SCHTIOL

FOdfis cHaIp.s CHALIiROAP,DS TARLES,€:rA5- S rtrDA lt  /

275
130
to
/08
59
??

'ESfrS. 
TEACHER

10
?5
5

12
6

4

API '
ENGL I ,SH
HEALfH
IIATH
!A,C l  ENCE
SCIC I  AL i i  r t ' r rAi- i

/ c)o
49
d0
t! .9
iiB

60
25

JO

22

']5

33
2<)
12
44

15
JJ

t2
20
l8
20

PAGE NO.

L Al iT NAIIE

ENPLTIYEE hNDRESS-PHONE LIST

F I  F,sT NAF'E ADDRESS CITY s7 z rPcoDt PHONE_ H PHLlNE.E

Al.rrf Rs(7ti
ERONN
F ISHEP
H PN!:T1N
IIARI( I  N6
ITILLER
ItLtORE
!:HITH
slrAl/5rlti
fH0nAs
,IE L L5

MARTHA
ALICE
GREG
11'AP,K
ANN
iIALLY
RCIN
T I f iATHY
II  A P,Y
L YNN
GEI]RGE

ST ,  PAIIL
57. PALIL
P(7i_iE (/ It t- f
ST .  PATIL
ST .  PhLIL
RLISEII ILL€
ft IJSEU I  LLE
5T. PALIL
ST. FALIL
R(IsE\I  I  LLE
ST .  PALIL

f lN 331<"r1
HN 55r 17
MN 351 13
MN 551 11
HN 531 17
t lN 551 t  3
, tN 551 I3
l lv 55117
t l tN 53119
nN 551 13
HN s51 18

771-5156
4i+e-(1755
636- O8g9
184-0e7 I
481?- O&77
636-<)324
636-077 1
77 I-333t3
77 1- OSA2
636- Q8 12
77 I  -  O988

63 g- QQ66
777- 9987
49 4- 9922
639- 88 t7
636- 88 I  1
77 1-{1( ' r42

63t-  09 1 t
638- 858 1
776-0832
438- I t76

TO45 L. IRDNEE STREEf
33d9 E. ROSELAhIN AIIENLIE
BB SANNY LANE
4' '4 E. CIILINTY RLlAD B
3066 LhP,I(  STREET
r-O9 SULL I l tnt l  ' ' r r t t ,
33Qi+ NARICIN STREET
129(1 5.  RICE STP,EET
80? E. I IACT:LIBIN SIfE€T
494 N. OpKNtlLlD CLtR\tE
' ]2(1,19 E. CRESThlOt,n
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PRINT REPORT/LABEL (eont'd)

SAMPLE LABBI.S

TO f  HE PAFEA/TS OF g

JEANNE A^' I7REIIS
2E FLILHAIT STRfET
5 T, PALIL I fN 551 T 3

TO THE PARENTS AF Z
C I  NNY BRAHII I
JSOS APPLET REE CLIR\IE
5r.  PALTL i lN 351() l

TI I  THE PARENIS I ]F z

"f t tHN ORAKE
Ig44 E, HAZELNAOD ST,
b-f ,  PALTL l , lN 55016

T{I  THE PAEfi lTS AFz
IIARY HANEIJN
3O8 TIILLON RAAN
RASE\I  I  LLE ITN 55T T 3

TO THE PAPEA,TS I IFl
RICHARD LANGI)N
44 NEST HI0HNAY lg
gT .  PALTL i lN 551 16

TO THE PARENTS IJFI
TOll l4oRRJS/rt{
33O? 5.  4TH STREET
sr,  PAUL i lN 55110

TtI  THE PARENTS AFz
cARL Slr€wsrlt '
29 S- ITARYLAND A(IENLIE
sr-  PALTL t(N 5510r

f  t ,  T HE PAP,ENTi\  OF ,
BETTY CARLSON
38 S, i lESTN/dttp CIP,CLE
57. PALIL MN 55T81

Ttt  THE PARENTS AF ?

"TOHN DRAKE
1244 E. HAZELNO0I) 5r,
5r.  PALTL f iN 55c)t6

TO THE PPP,ENTS OFz
ANDREe .7OBffSr7l . /
SOPi? 5.  NASHINEI(7T{ STREET
:- i f  .  PALTL 14N 5311O

TO THE PPREN TI i  
'J}F'RICHARN LANGAN

44 NEST HI0HNAY ! t4
SL PALTL MN 55l  l r3

TO THE PAP.EN T5'  OF'
CHLICK Sft ITH
1688 E, qGATE STPEET
5 r .  PALTL NN 531 17

TO THE PARENTS OF'
cpRL sflEi lsot/

'9 
5,  IdPRYLANN AUENLIE

sr.  PALTL 
' { l {  

55101

TO THE PPRENTS OF:
.TEANNE AA/PRE}TS
T8 FLILHAIT STP,EEf
S T, PALIL 

' iN 
551 T 3
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PRINT REPORT/LABEL (eont,d)

SAMPLB LABEIII

NqRTHh 0NDERSC'N
2045 LlNANOE STNEET
ST, PALIL NN 551OT

I|ARTHE ANDERST,N
2O'I5 OP,qNG6 S IRE€ I
ST. PAUL I IN 531O1

HARTHA 0NDERSON
2()15 LlRANGE STREET
ST. PAUL I IN 35TO1

ALICE BPO'{H
3389 E. RASELhNN N\IENLIE
sT .  PALTL t l ry 55117

ALICE BRI) ' IN
3389 E. RL' ISELANN h\IENLIE
sT -  PAUL t t ry 53117

hL I  CE PP(INN
3389 E. PASELA,IN P\IENLIE
5T. PALIL NN 55117

GREE F ISHEP,
88 SENDY LANE
ROSEU I  L LE I lN 551 13

GREG F ISHER,
SF SANDY LANE
RASE\I  I  LLE 

' IN 
551 13

GREG F ISHER
8..4 SANNY LANE
nosE\t I  LLE t t ,N 55113

f I I |OTHY SNITH
I29O S. RICE SfPEET
sT. PAUL NN 55117

TI i lATHY SII ITH
1290 S. RICE i .TREEf
ST. PqUL f iN 35T17

T I I |Of HY SNITH
I29A S. P,ICE SfP.EET
sT. PAttL td{  55117

ANN NARI(ING
3066 LARK SIA€€T
ST .  PALIL NN 551 17

ANN NAPKINE
3066 LARK SLqEET
sT .  PhLtL i lN 55117

ANN I IART;ING
3066 LARI{ STREET
ST. PAUL I IN 55'  17

6EOq6E r/Er.LS
22089 E. CRESfi l00n
ST. PALIL FIN 55'  18

GEORGE NELLS
??o89 E. CRE'AIX(|OD
ST. PBLIL NN 55118

GEONGE 
' IELLS22O89 E -  CREi.Tbl t i l lD

57. PALTL f tN 551t8

SALLY I I ILLER
3O9 ELILLIUAN STREEf
RT,SE\I  I  LLE 

' IN 
551 13

SALLY I I  I  LLEP,
509 : : iT/LI .  IUAN Sf REET
RttSE\t ILLE t4N 35113

i :ALLY l , l  I  LLER
3()9 SLILLIUFN STPEET
Rt)SE\t  I  LLE t4N 551 13

irCAR Y S,rAtlS{7t{
8O9 E. I I 'PCKLIBIN STREET
sT. PnuL i lN 551t9

,{AP Y Sl{Ail:iolv
AO9 E. ITACHLIRIN SIf  Ef  I
ST. PALIL FIN 55119

MAP,Y SNAN5LIN
EOg E. NACXLIBIN STREET
sT .  PALTL f iN 551 t  9
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UTILITIES

BACKUP DATA

The following proeedures explain how to create

lllgfsrinls
Needed: DATA HANDLER diskette

Data diskette
Blank diskette

MENU

Dts KETTE

a baekup copy of the data diskette.

Step

Step

Step 3:

1:

2z

lnsert DATA HANDLER diskette into drive 1 and boot the svstem.

The MAIN MENU sereen will appear:

MAIN MENU

1)
2)
3)
4)

CONFIGURE DATABA,SE
ENTER/UPDATE RECORN
GENERATE REPORfii/LABEIS
UTILITIES

SELEcilON (r+ oR Q): _

Enter 4 (UTILffiES) and press RETURN.

The UTILITIES MENU sereen will appear:

Enter 1 (BACKUP DATA DBKETTE) and press RETURN.
63

1)
z)
3)
4)
5)
6)

UTILITIES MENU

BACKUP DATA DSKETTE
BACKUP FORMAT PILES
RECOVER FORMAT FILES
CATALOG FORMAT FILES
DELBTE FORMAT FILEI
SET PRINTER OPTIONS

SELBGTION (1{ OR Q): _



BACKUP DATA DISKETTE (eont'd)

Step 4: The following screen will appear:

MECC COPY PROGRAM

SOURCE DISKETTE PARAMETERSi

SLOT: 6
DBIVE: 1

DBSTINATION DISKETTE PARAMETERfI

SLOT: 6
DRTVE: 2

STATUS:

PRB$S: RETURN TO START COPYING
ESC TO CHANGE PARAMBTERS
Q TO QUIT

An expianation of this sereen is shown on the following pages.
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BACKUP DATA DISKETTE (eont'd)

Step 4: (eont'd)

SOUBCE DEKETTE PARAIUETERS

The diskette to eoPY from.

DESTINATION DEiKETTE PARAMETER.S

The diskette to eoPY to.

SLOT

The loeation of the controller card in your APPLE (e'g'' if your APPLE is
configured eorrectly, this will be slot 6).

DRIVE

The location of the diskette (i.e., drive 1 will eontain the diskette to copy
from and drive 2 will eontain the diskette to copy to)'

STATI,Xi

The messages displayed as the copy program is progressing (e.g, STATUS

wilt display fOnff,fefTING, READING, and WRITING as the diskettes are

being eopied).

PRE$S

Indicates the key to press in order to begin copying, change parameters, and
quit.

Press RETURN to start eoPYing
Press ESC to change Parameters
Press Q to quit.
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Step 5:

Step 6:

BACKUP DATA DISKETTE (eont'd)

If the default parameters (i.e., SLOT and DRIVE numbers) are correct and the
diskettes are in the proper drives (i.e., drive 1 eontains diskette to copy from
and drive 2 contains blank diskette to copy to), press RETURN to begin copying
the diskettes.

If the default parameters are NOT correet, press the E,SC key, and tJre cursor
will move up to 'TSOURCE DISmTE PARAMETERS." Enter the correct SLOT
number and press RETURN. The eursor will then move down to "DRIVE.'|
Enter the eorreet DRIVE number and press RETURN. The cursor will then
move down to TTDESTINATION DISKETTE PARAMETERS.|' Enter the eorreet
SLOT number and press RETURN. The cursor will then move down to rtDRIVE.rl
Enter the correct DRIVE number and press RETURN.

Now be sure the diskettes are in the proper drives and press RETURN to start
the eopy.

When the eopy is completed, remove and label the diskette. To copy another
diskette, repeat the previous procedures. To quit and return to the UTILITIES
MENU sereen, press Q.
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BACKUP FORMAT FILES

The following procedures explain how to baek up the format files.

Materials
Needed: Data Handler diskette

Blank diskette

Step 1: Insert Data Handler diskette into drive 1 and boot the system.

Step 2: The MAIN MENU sereen will appear:

MAIN MENU

1) CONFIGURE DATABA.SE
2I ENTER/UPDATE RBCORN
3) GENBRATE REPORTS/LABEIS
4) UTILITIES

SELECTION (1-4 OR Q): _

Step 3:

Enter 4 (t]"flLffIES) and press RETURN.

The UTILITIES MENU sereen will appear:

UTILITIES MENU

1)
2)
3)
4l
5)
6)

BACKUP DATA DFKETTE
BACKUP FORMAT FILES
RECOVER FORMAT FILES
CATALOG FORMAT PILES
DELETE FORMAT FILES
SET PRINTER OPTIONS

SELBCTION (1{ OR Q): _

Enter 2 (BACKI P FORMAT FILES) and press RETURN.
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BACKUP FORMAT FILES (eont'd)

Step 4: The following sereen will appear:

BACKUP FORMAT FILES

THS ROUTINE INITIALUES THE DEIKBTTE
IN DRIVE 2 BEFORE IT BACI6 UP THE FORMAT
FILES. BE SURE THB DBKETTE YOU PLACE IN
DRIVE 2 IS A BLANK DSKETTE.

PREts ANY KEY To CONTINUE (Q TO QUIT): _

Insert a blank diskette into drive 2 and press any key. The diskette will be
initialized. Onee initialized, the program will begin eopying the format files
from the diskette in drive 1 to the diskette in drive 2. An example of the
sereens displayed are shown below:

INITIALZING DBKETTE

FOBMAT FILE A BACKED UP
FORMAT FILE B BACKED UP
FORMAT FILE C BACKED UP

NOTB: Remove and label the diskette as 'TBACKUP FORMAT FILES.TT

When all the Format Files have been copied, the UTILITIES MENU screen will
appear.
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RECOVER FORMAT FILES

The following procedures explain how to reeover format files.

Materials
Needed: DATA HANDLER diskette

Backup Format Files diskette

Step 1: Insert DATA HANDLER diskette into drive 1 and boot the system.

Step 2: The MAIN MENU sereen will appear:

MAIN MENU

1)
2)
3)
4)

CONFIGURE DATABASE
ENTER/UPDATE RBCORD.S
GENERATE REPORTS/LABELS
UTIIITIES

SELECTION (1-4 oR Q)t

Enter 4 (UTILITIES) and press RETURN.

Step 3: The UTILITIES MENU sereen will appear:

UTILITIES MENU

1) BACKUP DATA DISKETTE
il BACKUP FoRMAT FILEs
3) RECOVER FORMAT FILES
4) CATALOG FORMAT FILES
5) DELETB FORMAT FILES
6) SET PRINTER OPTIONS

SELECTION (1-6 OR Q)t

Enter 3 (RECOVER FORMAT FILES) and press RETURN.
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RECOVER FORMAT FILES (eont'd)

Step 4: The following sereen will appear:

RECOVER FORMAT FILEI

PLACE YOUR FORMAT FILE BACKUP
DSKETTE IN DRIVE 2.

PRESS ANy KEy TO CONTTNUE (Q TO QrrIT)

Insert the FORMAT FILE BACKUP diskette in drive 2 and press any key.

Step 5: The program will read the FORMAT FILES from the backup diskette in drive
2 and write them to the diskette in drive 1. An example of the displayed
sereen is shown below:

FORMAT FTLE A RECOVERED
FORMAT FILB B RECOVERED
FORMAT FILE C RECOVERED

Step 6: When all the format files have been recovered, the UTILITIES MENU sereen
will appear.
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CATALOG FORMAT FILES

The following procedures explain how to eatalog the format files. Catalog means to
display the format file names on the sereen.

Materials
Needed: DATA HANDLER diskette

Backup Format Files diskette

Step 1: Insert DATA HANDLER diskette into drive 1 and boot the system.

Step 2: The MAIN MENU sereen will appear:

MAIN MENU

1) CONFIGURE DATABASE
2) ENTER/UPDATE RECORI}S
3) GENERATE RBPORTS/LABEIS
4) UflLMIBS

SELECTION (r-a OR Q)t

Enter 4 (UTILITIES) and press RETURN.

Step 3: The UTILITIES MENU sereen will appear:

UTILITIES MBNU

1)
2)
3)
4)
5)
6)

BACKUP DATA DISKETTE
BACKUP FORMAT FILES
RECOVBR FORMAT FILBS
CATALOG FORMAT FILES
DBLETE FORMAT FILES
SET PRINTER OPTIONS

SELECTION (1-6 OR Q)t

Enter 4 (CATALOG FORMAT FILES) and press RETURN.
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CATALOG FORMAT FIT,ES (cont'd)

Step 4: The diskette in drive 1 will be eataloged, and the format file names will be
displayed on the sereen.

Example:

CATALOG FORMAT FILE

FOBMAT FILB A
FORMAT FILE B
FORMAT FILE C

PRE$S ANY KEY TO CONTINUE (Q To QUIT): _

If there are more than 40 format files on the diskette, press any key to see
the next sereen. Press Q to Quit and return to the UTILITIES MENU.
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I ]ELETE FORMAT FILES

The following proeedures explain how to delete old format files.

Materinls
Needed: DATA HANDLER diskette

Baekup Format Files diskette

Step 1: Insert DATA HANDLER diskette into drive 1 and boot the system.

Step 2: The MAIN MENU sereen will appear:

MAIN MENU

1)
2,
3)
4)

CONFIGURE DATABASE
ENTER/UPDATB RECORDS
GENERATE REPORTS/LABEIS
UTILITIES

SELECTION (1-4 oR Q)t

Step 3:

Enter 4 (UTILIflES) and press RETURN.

The UTILITIES MENU sereen will appear:

UTILMES MENU

1) BACKUP DATA DISKETTE
2I BACKUP FORMAT FILES
3) RECOVER FORMAT FILESI
4) CATALOG FORMAT FILES
5) DELETE FORMAT FILES
6) SET PRINTER OPTIONS

SELECTION (T+ OR Q),

Enter 5 (DBLBTE FORI,IAT FILBS) and press RETURN.
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DELETE FORMAT FILES (eont'd)

Step 4: The following sereen will appear:

DBLBTE FORMAT FILES

ENTER THB FORMAT YOU WISH TO
DELETE OR Q TO QUTT:

Enter the name of the format file to be deleted and press RETURN.

If an ineomeet format file name was entered, the following message'will appear:

THE FORMAT FILE YOU SELECTED TO
DBLETB DOES NO|r E)GIT.

NOtE: To see a catalog of the existing format files, press RETURN.

Enter the comeet name and press RETURN. The Format FiIe will be deleted.

Step 5: The DELETE FORMAT FILES sereen (see Step 4) will appear again. Enter
another Format File to delete or enter Q to Quit. The UTILITIES MENU
sereen will appear.
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SET PRINTER OPTIONS

The following procedures explain how to set the printer options.

These procedures may not have to be done if the printer is set up correctly.
This printer routine is set to work with APPLE Serial, APPLE Parallel, APPLE
Communications or Mafibu Cards. In most eases, if the printer is connected
to the APPLE with one of those cards, it will not be neeessary to do anything
further.

Material^s
Needed: DATA HANDLER diskette

NOfB:

Step 1:

Step 2:

Insert DATA HANDLER diskette into drive 1 and boot the svstem.

The MAIN MENU sereen will appear:

Enter 4 (IrutmES) and press RETURN.

MAIN MENU

1)
2't
3)
4)

CONFIGURE DATABASE
ENTBR/UPDATE RECORDS
GBNERATB REPORTS/LABET,S
uflLITrF.s

SELECUON (1-4 On Q): _
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SET PRINTER OPTIONS (cont'd)

Step 3: The UTILITIES MENU sereen will appear:

Step 4:

Step 5:

UTILTTIES MBNU

1) BACKUP DATA DTIKBTTE
2) BACKUP FORMAT FILES
3) RECOVBR FORMAT FILEi
4, CATALOG FORMAT FILEI
5) DBLETB FORMAT FILE
6) SET PRINTBR OPTIOI{S

SELECTIONS (1{ oR Q): _

Enter 6 (SET PRINTER OPTION;) and press RETURN.

The following sereen will appear:

SET PRINTER OPTIOI{S

ARE YOU {FING A COMMUMCATIONS
CARD?

Enter Y (YES) or N (NO) and press RETURN.

If (YES) a Communieations Card is being used,
appears

the following question will

DO YOU WANT TO TFE 10 OR 30
CHARACTERS PER SECOND?

Enter !0 or 38 and press RETURN. The program will now return to the
UTILITIES MENU sereen with the printer proeedure set up.
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SET PRINTER OPTIONS (cont'd)

Step 6: If (NO) a Communieations Card is NOT being used, the following screen will
sppear:

SET PRINTBR OPTIONS

BNTBR THE COUMANDS NECE$SARY
TO TURN ON YOUR PRINTER.

(TO END, JUST PRESS 'RETUBN'.)

1.

Consult the interface eard manual and enter the commands necessary to
activate the printer. Enter these commands sequentiallyr BS prompted by the
printer routine.

The first eommand will indieate the slot location of the interface card. This
will be speeified by a CTRL-D PR#n command. The number following the
"#'r sign indicates the slot number whieh must be in the range of 1-?. When
this command is entered' CTRL-D will appear on the sereen as a D in inverse
(btack letter on white baekground).

NOTE: The use of CHR$ (n) will be translated into its corresponding eharaeter.
For example, a CHR$ (a) will appear on the sereen as a D in inverse.

EXAMPLESI COMMANDS'

1. A printer conneeted
in Slot 4

2. A parallel card in SIot 1
and 80 eharaeters per
line

3. parallel eard in SIot 1
and 132 eharacters per line

CTRL-D PR#4 (RETURN)
(RETURN)

CTRL-D PR#l (RETURN)
CTRL-I 80 (RETURN)
(RETURN)

CTRL-D PR#l (RETURN)
CHR$(29) (RETURN)
CTRL-I 132 (RETUR")
(RETURN)

* These eommands are found in the interfaee eard manual.

The program will now return to the UTILITIES MENU.
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Step ?:

SET PRINTER OPTIONS (eont'd)

Onee the printer options have been set, the standard slot- searehing routine
will not be executed. lnstead, the APPLE will divert output to the slot
speeified in the first command line.

The eommands are saved on the diskette and thus are permanent until the
proeedure given above is followed again to ehange the printer eommands. To
erase the commands, (t) aeeess the printer routine, (2) answer frnort to the
question regarding use of a eommunieation eard, and (3) press RETURN instead
of the first eommand for slot loeation.

The use of the eharaeter N in CTRL-I commands should be avoided. For
example, use CTRL-I 132 instead of CTRL-I 132 N. Otherwise, output to the
printer may not be formatted correctly.
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APPENDICES
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Appendix.A

EXAMPLE OF FORMAT FILE LOG

(FrrE)
DEIKETTE NAMB PRINT FORMAT NAME DEICruPTION OF RBPORT

Name/Address 1. ADDRESS FILE Report of a[ data on file.

2. ADDRESS LABEIS 3-up labels

3. VOTING LFT List of names, phone #ts, and
voting preeinet.

4. PHONE LIST (VOTE) Names and phone #'s of
individuals should be sorted bv
voting preeinct.

5. MUNICIPALffY LXST List of all individuals in a
municipality eode. Sort by
munieipality first, then by zip
eode.

Inventory 1. DESCRIPTION LXST List of all inventory and their
number.

2. PURCHASE DATE LXST List of inventory and purehase
date.

3. VALUE LXST List of inventory and value.

4. INVENTORY LIST List of entire inventory file.
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APPLE

APPLE tr PL(XI

APPLETOFT BA.SIC

AUTGTART OF AUTOBOOT APPLE

BA.SIC

BOOTING THE SFTBM

CURSOR

DSK CONTROLLEB CARD

DISK tr DRIVE

DTSKETTEI

DG (3.2, 3.3)

Appendix B

MICROCOMPUTER GLGSARY

A brand of personal microeomputer.

A type of APPLE II mierocomputer whieh uses
the APPLESOFT BASIC programming language
stored in ROM (geaO Only Memory).

A programming language residing in ROM for
use with the APPLE U mierocomputer. The
APPLE displays a ".1 " prompt to indicate it is
in APPLESOFT BASIC.

An APPLE tr microcomputer addition which
automatieally aetivates the disk drive and
I'BOOTS THE SYSTEMTT or TTBOOTS DOSn when
the power is turned on.

Aeronym for t'Beginnerts All-Purpose [ymbolie
Instruetion Code." BA,SIC is a programming
language used on the APPLE.

The process of activating the disk operating
system which makes the disk drive spin. Also
known as "BOOTING DOS.rt

The prompting symbol displayed as a blinking
white square on the video monitor that shows
where the characters will next appear.

A eard usually plaeed in slot 6 on the main
eircuit board of the APPLE tr whieh operates
the disk drive.

A meehanical deviee capable of reading and
writing information on a diskette.

The thin plastie disks enclosed in a eardboard
casing used by a microeomputer to store
information (also known as rrfloppy disksrt).

qisk pperating $rstem Level 3.2 is used on
APPLEs purchased before June, 1980. Level 3.3
is an upgraded version. DG is a program which
enables the APPLE II to read and write on a
diskette.

Reinforeement ring around the eutrcut circle of
the eenter of a diskette.
81

GRABETTB



K

MICROCOMPUTER

INMALIZE A DBKETTE

INTBGBR BA.SIC

MICROCOMPIIITR

MONITOB

RAM

RECORD

BOM

SOFTWARB

SSTBM MA.STBR DISKBTTE

GLOSSARY (eont'd)

To prepare a new diskette for storing programs
and/or data. The initializing proeess writes DG
(nist Operating System) onto the disk, sets up
the eatalog and marks 560 sectors where
programs and files will be stored. Initializing
a diskette containing programs wiII "wipe it
eleanrf of all old programs.

A programming language residing in ROM for
use with the APPLE II mieroeomputer. Integer
BA,SIC utilizes whole numbers only and will
truncate deeimals.

An abbreviation for Kilo: 1000 in deeimal
notation. 1K = 1024 Bytes. Kilo used when
referring to eomputer storage capaeity.

A eomputer based on a mieroproeessor
eontaining the eentral processing unit (CPU) on
one ehip.

A video display used with eomputers. Also, in
APPLE II, a program whieh allows the user to
monitor the operation of the APPLE through
the keyboard.

Acronym for Random Aecess Memory.

A colleetion of related data items. For example,
a mailing label record usually contains data sueh
as last name, first name, address, eityr statet
and zip eode on one individual.

Aeronym for Bead-Only-Memory. This type is
built into the maehine and cannot be changed.

Refers to the program assigned for a computer
to use.

Diskette produeed by Apple Computer Ine.
eontaining sample programs for the APPLE II
and also utility programs for functions sueh as
diskette copying.

Refers to a diskette which has been modified
so that its contents eannot be changed or eopied.
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Appendix C

DOIS AND DONITS FOR DXSKETTES

The life of a diskette is approximately 2-3 years or 40 working hours of use. However,
the user should take certain preeautions to assure maximum use. Listed below are a
few dors and donrts:

1. Do keep diskettes away from magnetie fields produced by transformers, motors,
or magnets. This means do not set the diskette on top of the disk drive (which has
a motor in it) or on top of the TV.

2. Do keep diskettes away from extreme temperatures - hot or eold. Diskettes should
not be plaeed in direet sunlight. Proper storage is between 50 and 120 degrees.

3. Do keep diskettes in the storage envelopes whenever possible to protect them from
dust and finger prints. If you are designing a storage area for your diskettes,
think about plaeing them in a metal box (to proteet them from magnetie fields)
and arrange for them to be stored vertieally like phonograph reeords so they will
not warp.

4. Do not toueh the exposed surface of the diskette with your fingers.

5. Do not expose diskettes to smoke, eigarette ashes, or dust.

6. Do not insert or remove a diskette while the disk drive is running.

7. Do not leave a diskette in the disk drive with the door elosed for a prolonged
period of time (overnight or for several hours). The eontinued pressure from the
disk door ean wrinkle the disk and ruin a section.

8. Do not take diskettes through an airport x-ray maehine. Check the diskettes by
hand rather than allowing them to be put through the maehine.

9. Do not write on the diskette with a ball-point pen. The best method for labeling
diskettes is to use the labels provided with them. Write the title on the labels
and then transfer them to the diskette. If you write on the label while it is on
the diskette, make sure you use a felt-tip pen and press very lightly. A sharp-
tipped writing instrument ean damage the diskrs surface.
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MECC SERVICES
Appendix D

The Minnesota Edueational Computing Consortium is an organization established in
1973 to assist Minnesota sehools and eolleges in implementing edueational eomputing.
MECC provides a variety of serviees to edueation, ineluding 1) development and
distribution of eomputer software; 2) in-serviee training for edueators and development
of materials for eonducting training; 3) edueational eomputing assistanee through
newsletters and eomputer purehase eontraets; and 4) management information
serviees, ineluding the development and maintenanee of statewide payroll/personnel
and finaneial aeeounting software and administrative eomputer packages. MECCTs
knowledge and expertise in the edueational eomputing field eomes from a decade of
working with and providing leadership for hundreds of loeal edueators on a daily basis.

nal eomputing eourseware, all-purpose training
materials, and administrative software are published twiee eaeh year and are
distributed at no eharge. To request a eatalog, write or eall MECC Distribution
(Telephone z 612 /48L-3527).

MBCC Memberships
Non-Minnesota nonarofit edueational institutions may obtain annual serviee
agreements with MECC whieh qualify them to obtain MECC eourseware and
training at speeial redueed priees. For up-to-date prieing and proeedural
information on these memberships, write or eall MECC Institutional
Memberships (Telephone: 612/48I-35t2).

Tlaining hograms
MECC staff eonduets edueational eomputing workshops for edueators throughout
the United States. For information on workshop sehedules or to arrange a
speeial training activity, write or eall MECC User Serviees (Telephone: 6L2/481-
3651).

Administrative Software
MECC provides a variety of quality administrative mierocomputer paekages.
For information on available paekages and on training and maintenanee
eontraets, write or eall MECC-MIS (Telephone: 612/481-3548).

MECC Network Newsletter
ut the sehool

MECC aetivities, training materials, and
write or eall indieating your interest
(Telephonez 612/48t-3612).

year, MECCts newsletter foeuses on
edueational eourseware. To obtain,

in the MECC Network Newsletter

Help Line
If you have any problems using MECC software with your eomputer, write or
eall the Help Line (Telephonez 612/48I-3660).

MECC
3490 L€xington Avenue North

St. Paul, MN 55112
(General Information z 612 /48I-3500)

MECC Edueational

84



ADI'1I NI STMT IVE I'lICROCOI'lPUTER SYSTEMS

SUGGESTION FORI'I

Appendix E

REV. DATE -/ -/ -SYSTEM NAilE

Check 0ne:

DESCR I PTI ON

E Error found

D Ouest ion or

n Suggest lon

in the Systf f l

Conment

for Improvlng the System

DATE SENT

f'lAllE

FOR OFFICE USE

ONLY

ADDRESS
C ITY
STATE
PHONE (

ZIP CODE

F*-
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