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BEFORE YOU BEGIN

In order to use this booklet, you will need the following:

o} Document Designer software installed on your system
o a workstation configured for printing (see the Printing

Guide for instructions)







GETTING STARTED WITH THE DOCUMENT DESIGNER

Sample Business With the Document Designer™, you can enter, edit,

Letter and format any kind of typewritten material. With
this booklet, you'll type a typical business letter,
learn to correct mistakes, improve the overall
appearance of the letter, and print it.

Then, you'll be ready to begin using the Document
Designer to produce your own typewritten documents
with ease.

Keyboard Label Be sure you have the Document Designer keyboard

Strip label strip inserted along the top of the keyboard.
This label strip lists the commands associated with
the ten function keys (F1 through F10).
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Entering the To enter the Document  Designer
Document Context Manager:

Designer

E >

If necessary, use the right
arrow key to move the
highlight to the "Applications
you can start" box (see
below).
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Status Contexts you can return to [Applicqﬁons you can start l
Done Extended Multiplan
Waiting Mail xecutive
Extended Multiplan
Mail
Picture Editor
Select application, optionally choose function key, then press GO.
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961-001
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The following form may appear on the screen. If it
does, press GO.

Executive 0.0 (OS tIClstrLfsMp-9.1) User name: alison
Path: [d0]<Alison> Tue Jul 2, 1985 12:01 PM

Command Document Designer
ner

E s

<
i

N Y,

961~002
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The Documents menu is displayed on the secreen, as
shown below.

(Illllll‘llllllllll||l|||||| II||‘||I|llllllllll!llll\llIllllllll l|!l|||||
io 1 2 3 4 5 6 |7
DOCUMENTS: (Press FINISH to exit Document Designer)

Press O to Open document Press W to change Work area
Delete document L List documents
C Copy document
R Rename document

J

961-003
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Creating a Before you begin typing, you need to name the
Document document you are about to create. (A document is

anything that you type into the Document Designer—a
letter, memo, report, poem, or recipe, for example.)

P  Press O to open a document.

0

(’|IHI||III L O T O O e T B e e \

1 2 3 4 5 6 7

OPEN DOCUMENT: (Press GO to execute, NEXT for next item,

CANCEL to dismiss)
Eocumegf name: e
assworda:

Allow changes? Yes No (Press Y or N)
Copy from document:

e

J

961-004

» Type DDsample in the highlighted space next
to "Document name." (Do not include spaces in
document names. Certain Executive commands,
which you will learn about later, don't like the
spaces.)

»  Press GO.
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The following message appears:

Press GO to create document DDsample,
CANCEL to cancel command

> Press GO to create the document DDsample.

NOTE

If someone has already used this tutorial, that
earlier version of "DDsample" will appear on
your screen at this point. Press CODE-C.

Open a new document, as described above in this
subsection, and make up a new name for the
document.
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Document The Document Designer sereen appears.
Designer Secreen

Shadow Cursor Ruler Display

(' R Al e e R I L R R R ""I""|""I""|""I \

1 2 3 4 5 6 7 8

{ DDsample

Cursor Document Status Line

961-005

The Document Designer screen is composed of the
following four elements:

®  The ruler display is at the top of the screen. It
is divided into inches.

®  The document status line is the highlighted bar
below the ruler display. It shows the document
name, and current page and line number for the
cursor.

The cursor is the movable blinking underline in
the text area. The cursor indicates where the
next typed character will appear.

L The shadow cursor is the nonblinking underline in
the ruler display. It helps you determine the
exact position of the cursor. The shadow cursor
aligns slightly to the right of the ruler markers.
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Ready, Set,
TYPE

Shift || = Returq

Getting Started

Type the sample business letter on page 9 exactly as
shown:

Don't worry if you make mistakes. You'll soon
learn how to fix them.

Follow the instructions in the bold, black boxes.

For example:

To press SHIFT-RETURN o =
means to hold down the E

SHIFT key while you press

the RETURN key once.

(If you hold the RETURN key down, the cursor
will move down the page because RETURN is a

repeating key. Simply press BACKSPACE to
move back up the page.)

Press RETURN and SHIFT-RETURN only where
indicated. When you reach the end of a line,
the text automatically moves down to the next
line. This is called text wraparound. Press
RETURN only when you wish to begin a new
paragraph.



Of course, if you'd rather substitute your own content
for the sample business letter shown here, you may
do so.

(Ii\\l|||H|,2I|\Illll\|3|ll|||||\|llllllll| |III|I\I|||III|IIH ||I\||||||||\|| \

1 4 5 6 7 8
4 - A
—{ DDsample P [ L 25 ]
2200 Juniper S1reef——_l—w
Philadelphia, PA 19028
June 21, 1985 [P

Mr. Frank White:—w
915 Turner Ave.

Media, PA 19026 ——|la0
Dear Mr, White:—w

We have received your resume and letter expressing interest in
our company. Your experience and interests seem well suited to
the Account Manager position currently open in our Marketing
Department.

Please telephone our Personnel Department, (215) 440-1000, to
arrange an interview at your earliest convenience. We look
forward to talking with you.

Sincerely yours, ———m

Christine Warner
Manager

Marketing Department
Cosmos Computers_

B8

961-006
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Saving Your
Work

Formatting

It's a good habit to save your work periodically during
a Document Designer session. Since you have just
finished entering a large amount of text,

» Press CODE-S to save your 0 —
work. EB ,‘1,‘111[,1:“{%11"1%
AT

The Document Designer spends a short time writing
your file to the disk. @ When the message "Save
complete" appears on your screen, you can resume
your Document Designer session.

You've seen how the Document Designer makes typing
and correcting text easy. Now, by using several of
the Document Designer's formatting commands, you'll
see how the Document Designer can also help you
improve the overall appearance of your document.

Document Designer 11



Changing Next, you're ready to change the letter from block
Paragraph style to modified block style.
Indents

The steps on pages 13 through 14 explain how to
indent lines 1 through 3 (return address and date), the
complimentary close, and the signature block, as
shown below.

|I|||||1||‘2||Ili||l|3||||'||||I||||I|1I;\llllll|6|Ill|I|I¥ IIlIlIIIIIIII‘ \

1 7 |8

{ DDsample P I L 22 ]

2200 Juniper Street
Philadelphia, PA 19028
June 21, 1985

Mr. Frank White
915 Turner Ave.
Media, PA 19026

Dear Mr. White:

We have received your resume and letter expressing interest in
our company. Your experience and interests seem well suited to
the Account Manager position currently open in our Marketing
Department.

Please telephone our Personnel Department, (215) 440-1000, to
arrange an interview at your earliest convenience. We look
forward to talking with you.

Sincerely yours,

Christine Warner -
Manager

Marketing Department

Cosmos Computers

961-007
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»  Move the cursor up to line 1.

»  Press the right arrow key until the cursor is at
4.2 inches on the ruler display, as shown below.
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DDsample

2200 Juniper Street
Philadelphia, PA 19028
June 21, 1985

961-014

Mr. Frank White
Ave.

» Press CODE-F3 (INDENT). e —
Code \[=|_F3 (Press the CODE key and |fHFEiiais
hold it down while you press =

the F3 key.)

The Paragraph Indent menu appears on the screen.

> Press L to set the left indent at 4.2 inches.

The first three lines move to the new left indent.

>  Press CANCEL to remove the s
Pal‘agraph Indent menu. “'\'yl\'\lllwlwiw‘\l\‘\I !

I SN ——
T L1
| ————
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An Easier Way: The F1 key (REDO) is one of many Document

F1 (REDO) Designer features that makes life easier for you.
(This key repeats any keystrokes made since the
previous edit.) Here's how to use REDO:

>

14 Getting Started

Move the cursor down to the line containing
"Sincerely yours."

Move the cursor to the right until it reaches 4.2
inches on the ruler display.

Press F1 (REDO).

Move the cursor down to the line containing
"Christine Warner."

Move the cursor to 4.2 inches on the ruler
display.

Press F1 (REDO).



i

i
it %%
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The letter with new indents is shown below (in
visible mode).

full-

(i PULL PV EEE b i b e gt |x|r|||||’|||||
1 2 3 4 5 6 7 8

{ DDsample P | L 22

92200 Juniper : Street
/Philadelphia,-PA-- 19028
~June-21,-1985

YMr.-Frank*White
/915 Turner *Ave.
/Media,-PA - 19026

YDear - Mr. -White:

TTWe -have ‘received- your ‘resume - and ‘letter - expressing-interest *in*
our *company. - Your ‘experience *and ‘interests -seem *well * suited *to*
the * Account -Manager *position - currently -open *inour *Marketing -
Department.

fPlease - telephone -our ‘Personnel - Department, - (21 5) - 440-1000, - to-
arrange*an-interview ‘at - your -earliest  convenience. - - Welook *
forward-to *talking - with - you.

YSincerely - yours,

YIChristine *Warner _
/Manager

#Marketing-Department

#Cosmos* Computers

16  Getting Started
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Changing Line
Spacing

Fa

As you've probably noticed, the standard (default) line
spacing is single-spaced within paragraphs and double-
spaced between paragraphs.

Use the Line Spacing command to alter spacing
before, within, or after paragraphs.

In the sample letter, you need to add vertical space
in two places.

P>  Move the cursor to anywhere within the inside
address (beginning with "Mr. Frank White").

» Press F4 (FORMAT). The ——r
Format menu appears on the | RHERTTIE
screen. (|

»  Press F4 (FORMAT) again. The second haif of
the Format menu appears on the sereen. (This
step is optional.)

P Press O for Other line spacing.

The Line Spacing form appears.

P Type 6 in the blank next to "Before."

This leaves five blank lines above the current
paragraph. (The first line of the paragraph takes up
six lines of space: five lines of blank space and one
line of text.)

»  Press GO.

Extra space is added before the inside address.
Document Designer 17
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To add space for the signature after "Sincerely
yours":

>

>

Press the SCROLL UP key until you ean see the
paragraph containing "Christine Warner."

Move the cursor to anywhere within the
paragraph containing "Christine Warner."

Press F4 (FORMAT).

Press O for Other line spacing.

Type 4 for the "Before" spacing.

Press GO.

Three additional lines of space appear above the line
with "Christine Warner."

>

Press CODE-B to return to the beginning of the
letter. (You can press SCROLL UP to view the
lower part of the letter.)

Document Designer 19



The letter appears as shown below.

(I O I T T O O e e R e ARy \

1 2 3 4 5 6 7 I8
1 4 - A
{ DDsample P | L 1]
————— 220Q Juniper Street
Philadelphia, PA 19028
June 21, 1985

Mr. Frank White
915 Turner Ave.
Media, PA 19026

Dear Mr. White:

We have received your resume and letter expressing interest in
our company. Your experience and interests seem well svited to
the Account Manager position currently open in our Marketing
Department.

Please telephone our Personnel Department, (215) 440-1000, to
arrange an interview at your earliest convenience. We look
forward to talking with you.

Sincerely yours,

Christine Warner
Manager

Marketing Department
Cosmos Computers

961-009
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Selecting
Text

Changing Left
and Right
Margins

A selection is a block of characters that is
highlighted on the sereen. Making a seleetion is the
easiest way to format, move, copy, or delete blocks
of text.

To select a block of text, move e
to the first character in the block A N L | AR
of text and press the MARK Kkey. e ittt

Then move to the last character
in the block of text and press the
BOUND key. (Try it a few times
and watch what happens.)

To cancel a selection, press CODE-MARK.

On the keyboard label strip, notice the additional
mark keys: F8 (MARK WORD); F9 (MARK LINE);
F10 (MARK PARAGRAPH); CODE-F8 (MARK PAGE);
CODE-F9 (MARK COLUMN); and CODE-F10 (MARK
DOCUMENT).

Experiment again by pressing each of the mark keys
and notice how the highlighted section changes. Press
CODE-MARK to cancel a selection.

Because your sample business letter is short, it will
look better if you reformat the left and right margins
to 2 inches.

»  Move the cursor to the inside address (beginning
with "Mr. Frank White").

Document Designer 21



22

» Press F10 (MARK PARAGRAPH). The three

lines of the inside address are highlighted.

> Press BOUND three times. The salutation and

message are highlighted.

NOTE

The cursor must be within this marked selection.
If it isn't, the following command will not affect
the marked paragraphs; instead, the command
will affect only the paragraph containing the
cursor.

Press CODE-F3 to put the Paragraph Indent menu on
the screen.

P  Move the cursor to 2 inches on the ruler display.

> Press L to set the left indent at 2 inches.

The highlighted portions of the letter move to the
right to align with the new left margin.

» Move the cursor to 6.5 inches on the ruler
display.

» Press R to set the right indent at 6.5 inches.

The text adjusts to the new right margin.

» Press CANCEL to cancel the Paragraph Indent
menu.

Getting Started



The letter is shown below. The left and right
margins have both increased to 2 inches, and the text
width has decreased to 4.5 inches.

(IIllllll!\||||||||‘I1|I|||II IIIIII'lIIIIllIlI} |I|I|I|l| IlIIIIIIlIIlI
2

1 3 4 5 6 7 8
1 4 - [N 1

{ DDsample P | L 22 1}

2200 Juniper Street
Philadelphia, PA 19028
June 21, 1985

Sincerely yours,

Christine Warner
Manager

Marketing Department
Cosmos Computers

961-011
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Justification

Adding Text

Justified text is aligned along both the left and right
margins.

The selected text of your letter is still highlighted on
the screen. (If you've cancelled the selection, press
F10 and BOUND until the message portion of the
letter is highlighted.)

» Press F4 (FORMAT) to invoke the Format
command. The Format menu appears on the
screen.

4 Press F4 again to view the second part of the
Format menu. (This step is optional.)

»  Press J for justified text. The highlighted text
is now justified.

The letter is shown on page 25.

Suppose you suddenly realize that you forgot to
mention something in your letter.  The Document
Designer makes it easy to add to and modify existing
text.

To add a paragraph that follows paragraph one:

> Move the cursor to the space following the
period in the first paragraph of text (after the
words "in our Marketing Department").

| 4 Press RETURN to create a new paragraph. This
new paragraph inherits the formatting charac-
teristics (margins and justification) of the
preceding paragraph.

24  Getting Started
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1 2 3 4 5 6 7 8
1 4

{ ODsample P | L 22 ]

ST T T T T T 2200 duniper Street T
Philadelphia, PA 19028
June 21, 1985

Mr. Frank White
915 Turner Ave.
Media, PA 19026

Dear Mr. White:

We have received your resume and letter
expressing interest in  our company. Your
experience and interests seem well suited to
the Account Manager position currently open in
our Marketing Department.

Please telephone our Personnel Department,
(215) 440-1000, to arrange an interview at
your earliest convenience, We look forward
to talking with you.

Sincerely yours,

Christine Warner
Manager

Marketing Department
Cosmos Computers

961-012
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Underlining

Text

26

Type the new paragraph:

As you requested, I am enclosing copies of our
most recent quarterly report and our Cosmos
Employee Benefits booklet.

To underline existing text, select the desired text;

then invoke the Format command:

>

| 4

Getting Started

In the paragraph you just typed, move the cursor
to the word "Cosmos."

Press F8 (MARK WORD).

Press F4 (FORMAT). The Format menu appears
on the screen.

Press - (hyphen). The word is underlined.

Move the cursor to the word "Employee."

Press F8 (MARK WORD).

Press F1 (REDO).

Move the cursor to the word "Benefits."

Press F8 (MARK WORD).

Press F1 (REDO).



The letter is shown below.

(’1|\|II|III| L T L I L A R U R U |||l|||li||||1i ﬁ\\
I

1 2 3 4 5 6 7 8
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{ DDsample P | L 23 ]
2200 Juniper Street
Philadelphia, PA 19028
June 21, 1985

Mr. Frank White
915 Turner Ave.
Media, PA 19026

Dear Mr. White:

We have received your resume and letter
expressing interest in our company. Your
experience and interests seem well suited to
the Account Manager position currently open
in our Marketing Department.

As you requested, | am enclosing copies of
our most recent quarterly report and our
Cosmos Employee Bgnefits booklet.

Please telephone our Personnel Department,
(215) 440-1000, to arrange an interview at
your earliest convenience. We look forward to
talking with you.

Sincerely yours,

Christine Warner
Manager

Marketing Department
Cosmos Computers

961-013
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Printing

o
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Now you're set to print the business letter in its final
form:

> Press SHIFT-F4 (PRINT) to invoke the Print
command.

»  Press GO.

The Document Designer spends a few minutes
formatting your document for printing. Then the
document disappears from the secreen, and you return
to the Documents menu.

28  Getting Started



Finishing the To end this session:
Session

P  Press FINISH. Press GO.

The Document Designer spends a short time saving
the document. Then the Context Manager menu or
the Executive returns to the screen.

Document Designer 29
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