
860 IPS CLASS 

STUVENT HANV'OUT 'PACI<:AGE 



BEFORE YOU LEAVE ••• 

I have certainly enjoyed having you in class this week, and hope that you found it to 
be a valuable learning experience. Please don't hesitate to can me if you need 
anything. 

I would appreciate it if you would help me out by doing the following: 

1. Initialize your Student Disc (refer to Reference Manual if n'ecessary). 

2. Return your discs to the book, and put all manuals in lower desk drawer. 

3. Throwaway all used paper and trash at your work station. 

4. Close disc drive doors and turn the system off. 

5. Fill out Training Evaluation (see next page). 

Thanks for your cooperation, 
-) 
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NUMBERS TO REMEMBER 

Customer Support Center •••••••••••••••••••••••••••••••••••••••••••••••• 960-3744 

Se~ice •••••••••••••••••••••••••••••••••••••••••.•••••••.•••••••.• 556-0294 

Supplies ••••••••••••••• 634-2800 

Sales Information ••••••••••••••••••••••••••••••••••••• ' •••••••••••••• -•••• 830-4000 

Customer Training Representative •••••••••••••••••••••••••••••••••••••••• 830-4053 
Reba Daniel 

Serial Number . .............................................•......... 968-?????? 
(Located under the controller cover) 

Custorner Number. • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •• On your invoice 
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CUSTOMER SUPPORT CENTER 

960-3744 

The CUbtome-t Suppo-tt Cente-t lCSC} hab highly bk.illed, dedic.ated pe-tbonne1 t-tained 
to p-tovlde abblbtanc.e to you a6te"! you-t t-ta.lning. Plea.be neel to c.a.U the CSC any 
time you have a p1.oblem 0'" a quebtlon that tjou c.a.nnot -t.ebolve by ubing you-t. 
Re6e.-tenc.e Manual. 

A6te-t c.ompleting you-t t-ta.ln.ing, you bhould. c.a.U the. CSC and -tegibte-t you-t 860 bO 
that you will -tec.eive. update.d b06twa-te and doc.umentatlon. The. CUbtome.-t Suppo-tt 
Rep-tebe.ntative {CSRJ wUl. abk. the. 60Uowing que.btionb: 

1. Cont-toUe.-t Se.-tla.l Numbe.-t -- thib ib Ioc.a.t~d unde-t the. top 06 you-t. 
c.ont-toUe.-t.. It ib a. nine digit numbe.-t. beginning with X968. 

2. Compantj name. and a.d.d-te.bb. 

3. You-t name. and phone. numbe.-t. 

4. S06twa-te. level deJ.lve-te.d with you-t bYbtern. Thlb numbe.-t ib Ioc.ate.d on 
you-t ,Mabte.-t Vibc.. Cu-t-te.ntIy, the. le.ve1lb 6.3 -- thlb ma.y be. upg-ta.d.ed itt 
the. 6utu-te.. 
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SERVICE 

556-0294 

16 you bUbpe.C.t you ne.e.d be.tvic.e. ple.a.be. tun the. Vla.gnobtic. Te.bt. The. inbttuc.tionb 
a.te. bimpLe. and ate. loc.ate.d in the. HOW TO be.c.tion 06 Ijou/c Re.6e.te.nc.e. Manual. You 
ne.e.d not tun the. te.bt ib you e.nc.ounte.t any obv.ioub be.tv.iC.e. ptoble.mb, buc.h a.b dibc. 
dtive. doot btob.e.n, Ot bla.c.b. bCte.e.n. 

Whe.n you c.all 60t be.'tvic.e., the. Se.tvic.e. Re.pte.be.nta.tive. will a.bb. 60t the. 6oUowing 
in6 otma.ti.o n: 

1. ConttoUe.t Se.tiaJ. Numbe.t -- thib .ib loc.ate.d unde.t the. top 06 tjout 
c.onttoUe.t. It ib a nine. di.git. numbe.t be.ginni.ng with X968. 

2. Company name. and addte.bb. 

3. Yout name. and phone. numbe.t. 

4. WOtb.ing houtb. 

REMEMBER: i6 you bUbpe.C.t a bybte.m ptoble.rn, tun the. Vla.gnobtic. Te.bt. Not bute. 
i6 you ne.e.d a be.tvic.e. ca.U? Call the. CUbtome.t SuppOtt Ce.nte.t. 
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HELPFUL HINTS FOR YOUR 860 IPS 
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HELPFUL HINTS FOR YOUR 860 IPS 
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HELPFUL HINTS FOR YOUR 860 IPS 

A. GETTING STARTED 

1. Powe.t on u.bing bwitc.h on 6tont pa.ne:llO-066, 1-on} 

2. Tou.c.h oblong k.e.y on dibC. dtive. to ope.n dool(. 

3. Inbe.tt SY STEM DISC and c10be. doot 

4. Wait a. mome.nt a.nd OPTION SE LECTION PAGE a.ppe.a.l(.b with ENTER DATE 
me.bba.ge. in COMMAND LINE 

5. Type. da.te, touch line. to highlight WORD PROCESSING a.nd touch ACCPT 

6. ACTIVITY PAGE a.ppe.a.tb whe.n loa.ding ha.b comple.te.d 
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HELPFUL HINTS FOR YOUR 860 IPS 

B. ON THE ACTIVITY PAGE 

1. PARA move.b you. 610m li.6t to -t{ght dibC. btatiort 

2. PAGE move.b you. 6-tom the. ACTIVE LIST to the. INDEX 

3. LINE highUghtb the. tltleb Ort the INDEX and ACTIVE LIST 

4. SCROL L move.b th-tou.gh a. long INDEX 20 tltle.b at a. time. 
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HELPFUL HINTS FOR YOUR 860 IPS 

c. ACCPT ANV STOP 

1. Touc.h ACCPT to anbwe-t "yell' to qu.ebtion in the c.ommand Line o-t begin 
a.c.tionb . 

2. T ouc.h STOP to ctnhwe-t "no" to qu.ebtionh in the c.ommand line o-t btop any 
a.c.tlon . 
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HEL -PFUL HINTS FOR YOUR 860 IPS 

D. START A NEW DOCUMENT 

1. . Ftom ACTIVITY PAGE, type. a. title. lup to 20 c.ha.ta.c.te.tb) 

2. Touc.h ACCPTtVtd NEW DOCUMENT? me.bha.ge. a.ppe.a:tb 

3. Touch ACCPT tVtd title a.ppea.t& on the ACTIVE LIST 

4. Touch ACCPT tVtd blank. pa.ge. a.ppea.t& 

S. Begin document input OR: 

a.. T ouch FORMAT to cha,ng ma.tgiJ-lb, ta.bb, line. bpa.c.ing, etc. 
b. Touch ACCPT to te.cotd cha,nge.& 
c. Be.gin docume.nt input 
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HEL PFUL HINTS FOR YOUR 860 IPS. 

E. INPUTTING A VOCUMENT 

1. To c.ha.nge bta.nda.'Cd 60'Cmat 

a.. T ouc.h FO'RMAT 
b. Touc.h LINE to hightight MARGINS a.nd type le6t ma.'Cgin; touc.h CHAR to 

highli.ght 'Ci.ght ma.'Cgi.n a,nd type in ti.ght ma,'Cgi.n 
c.. Touc.h LINE to· highlight TABS type in ta,b a.nd touc.h LOWER TAB KEY 
d. Touc.h LINE to highlight LINE SPACING a.nd tou.c.h CHAR to highli.ght 

dehi'Ced tine bPa.c.ing 
e. T ouc.h LINE to highlight JUSTIFY a.nd touc.h CH A'R to tu'Cn jUbti6y on O'C 

066 
6. Touc.h ACCPT to .ocec.o.ocd new 6o'Cmat 

2. To ube. TABS 

a.. LOWER TAB KEY inbt.ocuc.th the bYbtem to indent all. Uneb 06 a. pa.'Ca.gta.ph 
b. UPPER TAB KEY inbt'Cuc.tb the. hYbte.m to i.ndent the. 6i'Cbt line. 06 a, 

pa.'Ca,g.oca.ph 

3. Ce.nte.'Cing 

a.. Touc.h COVE+4 a.nd type te.x.t to be. c.e.nte'Ce.d 

.4. Bolding 

a.. To bold one wotd, type. the. wo.ocd lno bpa.c.e) a.nd touc.h COVE + 9 
b. To bold mo'Ce. tha,n one wo.ocd, touc.h COVE + 9, type WO.ocdb and touc.h 

COVE .,. 9 a.ga.i.n. 

5. Undetoc.o'Cing 

a.. To unde.'Chc.o.oce one. wo'Cd, type. the. wOl(d lno bpac.e.) a.nd touc.h UNV 
b. To unde.toc.o.oce. mo'Ce. tha.n one. wOl(d, touc.h UNV, type. WO'Cdb, touc.h UNV 

a.ga.in 
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HELPFUL HINTS FOR YOUR 860 IPS 

F. STORING A VOCUMENT 

1. A6te:t oJ(iginal input 

a.. Touch STORE and STORE VOCUMENT? mebba.ge. a.ppe.a.J(b 
b. Touch ACCPT 

a.. To btoJ(e {e.vibionh ove{ oJ(igina.l 
1. Touch STORE and STORE DOCUMENT? me.bha.ge. a.ppe.a.{b . 
2.- Touch ACCPT and STORE OVER ORIGINAL? me.bba.ge. a.ppe.a.J(b 
3. Touch ACCPT a.nd doc.ume.nt ib btoJ(ed ove.-t o{iginal lo-tiginal 

doc.ument i/) on BACK UP INVEX} 

b. To btO{e -tevibion/) and o{iginal 
1. Touch STORE and STORE VOCUMENT? me.b/)a.ge. a.ppe.a.{h 
2. Touch ACCPT a.nd STORE OVER ORIGINAL? me.bba.ge a.ppe.a.-tb 
3. Type in a. new title. 
4. Touch ACCPT and o-tiginal tb btOJ(e. unde.-t o-tigbtal title. a.nd 

-te.vibionb a.{e bto-te.d unde-t new title 

c.. T f) btO-te o{iginal only 
1. Touch STO~E a,nd STORE VOCUMENT? me.bba.ge. a.ppea.-tb 
2. T ouch STOP. a.nd title. {ema.btb highlighted in ACTIVE LIST 
3. Touch VELETE a.nd CLEAR REVISION? me.bba.ge. a.ppe.a.-tb 
4. Touch ACCPT only oJ(iginal docume.nt {e.ma.blb on the. INDEX 

l{e.vibionb a.J(e on the. BACK UP INDEX) 
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HELPFUL HINTS FOR YOUR 860 IPS 

G. EVITING A VOCUMENT 

1. To move thtough a. document 

a.. To go to the end 06 a. pa.ge touch COVE + ACCPT 
b.. To go to the top 06 a. pa.ge. touc.h STOP two time& 
c. To go to the end 06 a. document touch SEARCH, VELETE, ACCPT 
d. To go to the beginning 06 a. document touch SEARCH thtee time& 

a.nd touch ACCPT 
e. To go the the next pa.ge touch PAGE 
6. To go to the pteviou& pa.ge touch'RVRSE + PAGE 

2. To hi.ghUght i.n60tma.ii.on 

a.. Ube PARA, LINE, WORV a.nd CHAR to 'get-to tevi.bi.on point 
b. Ube MARK to extend hi.ghUghting 
c.. Ube SEARCH to get to teVibion point 

a.. Touch SEARCH one a.nd FORWARV TO mebba.ge a.ppea.tb, type 
text, a.nd touch ACCPT 

b. Touch SEARCH twice a.nd REVERSE TO meb&a.ge a.ppe.a.tb, type. . 
text, a.nd touch ACCPT 

c. Touch SEARCH thtee ti.meb a.nd TO PAGE NUMBER mebba.ge 
a.ppea.tb, type i.n debited pa.ge nu.mbet a.nd touch ACCPT 

3. To delete. text 

a.. H i.ghUght text to be dueted 
b. Touch VEL 

4. To inbett text 

a.. 

b. 

HighLi.ght poi.nt 06 inbettion (new tex.t will a.ppea.t be60te. at in 6tont 06 
highUghting) 
Type text 

5. To tepLa.ce text 

d. H ighli.ght tex.t to be tepla.ced 
b. Touch RPLCE 
c. Type i.n new tex.t 
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HELPFUL HINTS FOR YOU"R 860 IPS 

G. EVITING A VOCUMENT {CONTINUEV) 

6. To 1f.e.p.la.c.e. aU Oc.c.U1f.1f.e.nc.e.b 06 a. WOJtd o-t WO-tdb 

a.. Touc.h SEARCH a.rr.d type. in te.xt to be f,e.p.la.c.e.d 
b. Touc.h RPLCE a.rr.d type. .in ne.w text 
c.. Touc.h ACCPT 

7. To c.opy ln60-tmation 

a.. Highlight de.btination (ne.w te.xt will a.ppe.a.-t be.6o-te. highUghting) 
b. Touc.h COpy 
c.. Hi.ghlight te.xt to be. c.opie.d 
d. Touc.h ACCPT 

8. To move. in60-tmation 

a.. Highlight de.btination (te.x.t will a.ppe.a."C be6o"Ce hi.ghUghti.ng) 
b. T ouc.h MOVE 
c.. H ighU.ght text to be move.d 
d. Touc.h ACCPT 
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HELPFUL HINTS FOR YOUR 860 IPS 

H. STATISTICAL TYPING 

1. To bet 60tmat 60t btat 

a.. Touch FORMAT 
b. set a -tegu.la:t tab 60t the le6t bide. 06 ea.c.h by typing the numbe.oz: and 

touching the LOW ER TAB ke.y 
Co. set a bpecla.l ta.b 60t the .oz:ight bide 06 ea.c.h c.olumn by typing the numbe.oz: 

and touching the. UPPER TAB key 
d. Touch ACCPT to tecotd the 60"tmat. 

2. To ube a.utomatic column bet-u.p to de.tetmine ta.bb 

a.. 

b. 

c.. 
d. 
e.. 

Touch FORMAT 
1. set MARGINS 
2. Velete. TASS 
3. Tw[n JUSTIFY on 
4. T ouc.h FORMAT 
5. TUlf.n AUTO CARRIER RETURN 066 
6. Tutn EVIT REFORMAT 066 
7. Touch ACCPT to teco.oz:d 60tmat: 
Type. longebt entty 6.oz:om ea.c.h column wah a bpa.c.e between ea.c.h ent.oz:y 
lyou mUbt COVE+SPACE between WOtdb in an entty) 
T ouch the tetu.oz:n key a.nd columnb a.te bP.oz:ea.d a.c..oz:Obb the pa.ge 
Highlight the nOtmat bloc.k at the top 06 the page. 
Touch COVE+FORMAT +FORMAT a.nd Fo{mat Sc.ale a.ppea.{b on top 06 
page. 
set ta.bb on the F o{mat Sc.a.le by ubing the 60Uowing bte.Pb 
1. Touc.h the. bpa.c.e. ba{ to highlight the. 6i-tbt dot above. the 6i.oz:bt 

~oLumn 06 ,numbe-tb and touc.h the LOWER TAB key to bet a. .oz:e.gula.-t 
tab ' 

2. T ouch the. bpa.C.e. ba.oz: once. 60.oz: ea.c.h c.ha.oz:a.c.te.oz: in the c.olumn and 
touc.h the UPPER TAB ke.y to bet a bpe.C.i.a.l tab 

3. Continue u.ntil you have bet .oz:egula..oz: and bpec.la.l ta.bb 60-t eac.h 
c.olumn and then touch the ACCPT key to -te.c.o.oz:d the 6o.oz:ma.t 

4. Highlight the c.olumn ent.oz:ieb and delete them lbe c.a.oz:e.6u.l not to 
delete. the 6o.oz:mat block} 

5. Type the table. 

3. To type btatibtic.a.l table. 

a.. Touch LOWER TAB key to tab betwe.en c.oltLmnb 
b. Touch COVE+5 to ce.nte..oz: he.a.dingb ove{ c.olumnb , 
c. Touch COVE+UNV to unde.{bco-te the. width 06 the. c.oLumn 
d. Touch COVE+UNV+UNV to double unde.oz:bc.o{e. the. width 06 the c.olumn 
e. Touch UPPER TAB key to type text at the le.6t bide. 06 a c.oLumn lthe. 

UPPER TAB key c.anc.e.lb the SPECIAL tab) 
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HELPFUL HINTS FOR YOUR 860 IPS 

I. EQUIVALENTS 

To 6lguJte the dl66e-tenc.e between 10 pitc.h a.nd Ptopotiional Spa.c.e o-t 12 pitc.h ube the 
60Uowlng c.ha.tt 

10 PITCH 
MARGINS 

5 
10 
15. 
20 
25 
30 
35 
40 
45 
50 
55 
60 
65 
70 
75 
80 
85 
90 
95 

100 
105 
110 
i15 
120 
125 
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PS/12 PITCH 
MARGINS 

6 
12 
18 
24 
30 
36 
42 
48 
54 
60 
66 
72 
78 
84 
90 
95 

108 
114 
120 
126 
132 
138 
144 
150 
156 



HELPFUL HINTS FOR YOUR 860 IPS 

J. GENERIC PROGRAMS 

Genetic. Ptogta.m~ a.te 'Cec.otded on yout Ge.ne:tie. Di~c.. The~e ptogta.mb mUbt be 
c.opied to yout wo'Ck.ing di~e. benote you e.a.n u~e them. Ple.Me. tene.t to the. Re6ete.ne.e. 
Ma.nua.l no-t e.omplete in~ttuc.tion~. The noUowing U~t~ the p-togta.m na.me a.long with 
it~ pu-tpo~e. . 

1. HAL T HEAV:TRAIL automatle.a.Uy in~e-tt~ hea.det~ a.nd tta1letb whic.h a.lte.tnate 
ntOm pa.ge to pa.ge in a. doe.ument. 

2. HCOLUMNS automatic.ally move~ Ot dele.teb c.oLu.mnb in a. btati~tie.a.l doc.ume.nt. 
In addition, it will M~iht you in adding a. ne.w c.oLu.mn • 

.3. H ASSEMB L Y e.tea.teb new doc.umenth 6tom bta.nda.td pata.gta.ph~. It a.UOWb you 
to put the pa.J(.a.gta.ph~ in any otdet a.nd to in~e.'tt va.t.ia.ble innotmation. 

4. HVOTS a.u1omatie.a.Uy in~ettb dot lea.det~ in a. doe.ument, bue.h a.~ a. ta.ble. 06 
c.ontentb. 

5. HVUAL TEXT automatie.a.lltj -te.60tmatb yout doe.ument into dual c.olumn te.xt. 

6. HFORMS a.b~ibt~ you. in niUing in the in60tma.tion on a. pte-ptinted 6otm. 

7. H LINE NUMBER a.utomatie.a.Uy numbetb the. Une.b in a. doe.ument. 

8. H MUL TI HEAV in~ett~ hea.detb that a.te longe.t tha.n 189 e.hd.ta.e.te.tb. The 
heade.tb ma.y be the. bame on eve.ty pa.ge. Ot a.ltetnate between 1e.6t a.nd tight 
~ide.b 06 a. pa.ge. 

9. H MUL TI TRAIL inbett~ tf.a.iJ.etb that a.te Longet tha.n 189 e.ha.ta.e.tetb. The 
tta.Uetb ma.y be the bame on evety pa.ge Of. a.ltef.nate between Le6t a.nd tight 
~i.deb 06 a. pa.ge. 

10. HPHRASE 'RECAL L btOteb phta.oeb a.nd/ot tebt 60t We.t te.e.a.U. 

11. HR, HP, HRP, HEY, HSS, HUR, HUP, HURP, HEN, HSSN te60tmatb a.nd 
pa.ginateb a. doe.ument without going to the 60tmat pa.ge. 

12. HZLY, HZSY, HVY, HCY, HALN,. HASN, HVN, HCN, HSY, HSN automatie.a.Uy 
the dibpla.y option~ without going to the 60tmat pa.ge. 

1.3. H SRCH :REP L a1low~ you to ~ea.te.h to and f.eplae.e up to nOUf. di66etent bttingb 
06 text at one time. 16 debited, you e.a.n ha.ve it pa.ube be6o"Le ma.k.ing the 
tepia.e.ement to let you. dee.ide to "Le.plae.e. the. te.xt Ot le.a.ve it a.b ib. 
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