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Who should read this book

This book is the reference guide for anyone who uses the
Professional Office System (PROFS) with a video display
terminal. However, before you read this book, you should read
Introducing the Professional Office System, GH20-6795, to get a
general idea of how PROFS will affect working and
communicating in your office. You should also take the
training on the video display terminal that you will be using.
And, you should then read Getting Started with the
Professional Office System, SH20-6796, and work through the
exercises in it on your video display terminal.

if you will be working with a line-mode type terminal, you
should consult Using Line-Mode Support with the Professional
Office System SH20-6802. In addition, if you will be working
with Revisable-Form Text documents, see Using
DisplayWrite/370, SH12-5172.

The screens

The screens in this book are representations of those you see
on your terminal. The appearance of the screens may also
vary because of the difference in terminals. In addition, your
PROFS administrator may have made changes to your PROFS
system.



RFT and DCF: Two ways to prepare documents in
PROFS

With PROFS, you can now prepare documents using two
different formatting methods. See your PROFS administrator
to find out which document preparation format your company
uses.

1. Revisable-Form Text RFT —

A formatting method which uses DisplayWrite/370 to create
documents. With the DisplayWrite/370 “Edit” screen, you
can format your document as you write it. This means you
can format individual lines and full pages of text. You can
move, copy and delete text, proofread it, and make
changes to your document as you edit it. See “Chapter 7:
Preparing RFT documents” for more information about
Revisable-Form Text formatting capabilities.

If you wish, you can prepare only RFT documents in
PROFS.

2. Document Composition Facility DCF —

A formatting method which uses the Document
Composition Facility. The Document Text screen is used to
create documents. After you create your document, you
can view the formatted version. You can also proofread it
and change it. See “Chapter 8: Preparing DCF
documents” for more information about Document
Composition Facility formatting capabilities.

If you wish, you can prepare only DCF documents in
PROFS.

If your company has the capability, you can use both document
preparation formats.
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What this book will tell you

This book gives you complete information on how PROFS will
help you receive, create, send, store, and search for
information.

The first chapter, “Communicating with PROFS,” tells you how
PROFS handles information, and how you give PROFS
instructions. You should read through the chapter to get an
orientation to the whole system. The remaining chapters
describe in detail how to make PROFS do specific office tasks,
such as scheduling meetings or preparing documents. Each
chapter also has its own table of contents which shows the
specific tasks and topics covered in that chapter. At the end of
each chapter (except Chapter 1), there is a “fast track”
diagram that shows pictorially how PROFS works.

Several appendixes, a glossary of terms, and an index follow
the chapters.

Note: The examples of dates and times in this book are in the
U.S. format. The dates and times you see on your screen will
look different if your PROFS system was installed with either
the International or European formats. Check with your PROFS
administrator to find out which format is being used at your
location.



Vi

How to get more information

The following books and materials are available with PROFS.
Read below to find out which ones you need to read and use.
Since Document Composition Facility (DCF) and
DisplayWrite/370 are optional for PROFS, make sure you have
the appropriate manuals you need.

Quick Reference to PROFS, GX20-2031, is a handy reference to
the major tasks that PROFS does. Use it as a quick memory

jogger.

Planning for and Installing the Professional Office System,
SH20-6800, contains step-by-step instructions on how to install
and get PROFS running smoothly on your computer. This book
is for the person(s) in charge of installation.

Managing the Professional Office System, SH20-6799, contains
step-by-step directions on how to perform the administrative
tasks in PROFS, such as setting up user profiles. It also has
step-by-step instructions for the daily running of PROFS. This
book is for the PROFS administrator.

Messages for Professional Office System is a listing of all the
messages. See your PROFS administrator and ask for a copy
of the messages to be printed for you.

Programmer’s Guide to the Professional Office System,
SH20-6801, contains instructions on ways to determine
problems. It also has step-by-step instructions for applying
application updates and what to do before calling IBM. This
book is for the PROFS system programmer.

You may also want further information about the system
products and editors PROFS uses. The list of support
publications that follows should be of interest to you.

If you have DisplayWrite/370: Getting Started with
DisplayWrite/370, SH12-5171, contains step-by-step exercises
on how to use the DisplayWrite/370 full-screen text editor.
Using DisplayWrite/370, SH12-5172, is a comprehensive guide
to all the features of the DisplayWrite/370. DisplayWrite/370
Quick Reference Guide, SH12-5001, is a handy reference to the
major tasks that DisplayWrite/370 does.
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If you have Document Composition Facility (DCF): /ntroduction
to Interactive Computing with VM/CMS, SR20-4657, contains
information about using virtual machines (VM) and the
Conversational Monitor System (CMS). The first few chapters,
in particular, will be helpful to someone who has no
experience with computers or video terminals. Document
Composition Facility: Generalized Markup Language Starter
Set User’s Guide, SH20-9186, introduces the GML starter set
tags for the new user. You can use GML tags to help you
arrange information on a document you create using PROFS.

Document Composition Facility: Generalized Markup
Language Starter Set Reference, SH20-9187, describes all
functions of the GML starter set.

Document Composition Facility: Generalized Markup
Language Concepts and Design Guide, SH20-9188, introduces
GML concepts and provides guidelines for designing your own
GML.

Document Composition Facility: Generalized Markup
Language Quick Reference, SX26-3719, summarizes GML tags
and what they do.

Document Composition Facility: SCRIPT/VS Text
Programmer’s Guide, SH35-0069, decribes how to use
SCRIPT/VS with other text processors and user programs.

Document Composition Facility: SCRIPT/VS Language
Reference, SH35-0070, describes all SCRIPT/VS control words
in detail, SCRIPT/VS symbol and macro facilities.

IBM VM/SP System Product Editor User’s Guide, SC24-5220,
describes the VM/SP editor (XEDIT) for the new user. This is
the default editor for PROFS.

IBM VMISP System Product Editor Command and Macro
Reference, SC24-5521, gives complete information about using
the System Product Editor (XEDIT).

IBM VM/System Product: SP Editor Command Language

Reference Summary, SX24-5122, summarizes the EXIT
commands and what they do.

vii
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1
introduction

Communicating
with PROFS

You don’t have to learn a new language to use PROFS, but you
do have to know how to read PROFS screens, how to make
choices from a menu, and how to type certain kinds of
information.

This chapter gives you basic information about PROFS
screens, program function (PF) keys, PROFS commands, and
ways in which PROFS stores and sends information.

If you've already worked through the exercises in Getting
Started with the Professional Office System, you may already
know some of this information. You may want to review this
chapter briefly now. Later, when you are working with PROFS,
you can return to this chapter to review specific information.
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2

Getting help
from your
PROFS
administrator

Your PROFS administrator can help you learn how to use
PROFS and make sure that PROFS is set up to serve you in the
most convenient ways possible.

Among many other things, your PROFS administrator will:
e Add you to the PROFS system as a user

e Help train you to use PROFS

e Answer your questions

e Tailor PROFS for you or your department.

To get you started, your PROFS administrator will first give you
copies of the PROFS books you'll need (and perhaps other
training material). He or she will also answer whatever
questions you have at the beginning. Other training sessions
will depend upon the schedule and training program that your
PROFS administrator has set up for you.

If you have any questions later about PROFS, first try looking
up the answer on a HELP screen (see “Screens, menus, and
PF keys,” later in this chapter) or in this book. If you still don’t
have the answer you need, contact your PROFS administrator.
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3

Your

user name,
password,
nickname, and
system name

Every PROFS user has a user name (sometimes called userid)
and a password. In addition, your computer system has a
unique system name (sometimes called nodeid).

User names

A user name is a name which is unique to a person using the
computer system. PROFS uses this unique name to identify the
person who creates, sends, or receives each schedule, note,
document, or other piece of information within PROFS. You
use your own user name with PROFS to identify the information
that you create. You use other people’s user names to send
information to them or to view their calendars and in turn aliow
other people to send information to you, or view or change
your calendar.

Your user name is assigned by your computer support group.
It may be your name or serial number or a combination of
letters and numbers. An example of a user name for John P.
Jones might be JPJONES. Your PROFS administrator can tell
you how your user name was assigned.

When you communicate with someone on your own PROFS
system, you need only type the person’s user name. When you
communicate with people on other computer systems, you
must type their unique system name with the user name so
that PROFS knows the computer system it must communicate
with.

Passwords

Your password is a security measure. It helps prevent
unauthorized people from seeing the information in your files.
You use your password, as well as your user name, when you
log on to the computer system.

Your password may be initially assigned by your computer
support group. Your PROFS administrator will tell you what it
is, as well as if and when it will change and whether you

change it yourself or are notified of the change by someone
else.
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Nicknames

Nicknames are names that you can use instead of user names
when you send messages, notes, and documents to other
users or work with calendars. To use nicknames, you or your
PROFS administrator must set up a nickname file to which you
add the nicknames you want to use.

A nickname represents both a user name and a system name
as one name. For example, suppose you communicate quite
often with Mary Jones who also works for your company but
who is located in another city and works with another
computer system. Mary’s user name is MJONES and the
system name that recognizes her as a user is VMSYS1. If you
were to add Mary Jones to your nickname file with a nickname
of MARY, all you would have to do as you were using PROFS
is type the name MARY. PROFS then checks your nickname
file to find the user name and system name of MARY.

The nickname can be any name you choose, as long as it is not
longer than eight characters (letters and numbers only). Do
not use your user name as a nickname. The nickname you
give to a user does not have to be the same as someone else’s
nickname for that same user. (See “Appendix B: Working with
nickname files” for more information.)

System names

A system name is the name of your computer system.
Frequently you use a system name/user name combination
when you are sending material to someone who uses a
different computer system. A system name is also called a
nodeid.

1-4  Using the Professional Office System



4
Screens,
menus, and
PF keys

You do your work with PROFS by using screens, which PROFS
shows you on your terminal. Most screens have a screen
identifier (screen id) in the upper right corner, such as A0Q,
C04, or F51. The screen name appears at the top of most
screens. In a few cases, screens with different ids have the
same name if they handle similar tasks. In this book, you'll see
ids used, and sometimes names as well, to refer to screens.

Most of the screens list different tasks next to PF keys, much
like choices on a menu (which is why some screens are often
called menus). You make a choice on a screen by pressing
the corresponding PF key on your keyboard. PROFS responds
in some way when you press a PF key. PF stands for
“program function” because you call up a specific function of
the program with each PF key. A PF key is valid only if it is
listed on the screen.

The list of choices changes from screen to screen, and there
are different kinds of choices. Some choices (for example, the
foliowing screen) take you to another menu or screen to do a
specific task. Some choices tell PROFS to do something, such
as print a document or send a note to someone. Some choices
help you to make changes in documents as you type them on a
screen. Sometimes the list of choices is a list of notes or
documents that you can work with. Frequently, there is more
than one way to do a particular task, depending upon which
screen you start from.
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I

Screen name Screen id

PROCESS THE INCOMING MAIL cez
From: Smith, G. Document No.: B70027STOOE8
You must press only one Subject: Monthly report Tree: Draft

PF key on this screen. = e emae s R mm e

Press one of the foltowing PF kers, or press PF10 to view more choices.

PF1 View the document

PF2 File in the mail {o9 and erase from the incoming mail
PF3 Keep in the incoming mail and the mail log

PF4 Erase from the incoming mail and the mail log

PF5 Forward the document

PFb View the distribution list

PF? View or chanse the mail log information

Press PF9 to see an PF8 Print the document

explanation of how . d
thi‘s’ screen works: PF18 View more choices

PF9 Hele PF12 Return

if you press PF12, you
will usually return to the
screen you just came
from.

Some PF keys will have different meanings on different menu
screens. However, PF9 “Help” always has the same meaning.
If you press PF9 on any screen, PROFS shows you a HELP
screen. The HELP screen explains what you can do on the
screen you were on when you pressed PF9.
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This is a HELP screen
| for screen co2.

|

| HELP screens show you
fuller explanations of

| PF keys and other
useful information.

{

I

S5664-309 (C) COPYRIGHT IBM CORP 1981, 1985
Aok #3+ Help Screen #x o2
PROCESS THE INCOMING MAIL

What rou can do

You can tock at, file, forward, or print a draft document from vour incoming
mail. You can see which other pecele received a copy of the document. You
can lock at or change mail log information about the document.

Getting it done
View the document

Press PF1. PROFS shows you the document on
screen [00, "View the Document.”

Keep in the list {. Decide whether or not you want
to keep the document in your incoming mail.
2. If vou do not want to keep the document in vour

Sereen i of 3

PF9 Help PF12 Return

PF10 Next Screen PF11 Previous Screen

You can press PF10 and
PF11 to move back and
forth among the different
screens.

Also, if you press PF12 when it is labelled “Return,” PROFS
generally returns you to the screen you just came from. For
example, if you go from the main menu to another screen and
then press PF12, you’'ll return to the main menu. However, if
you press PF12 “End” while viewing the main menu, you’ll
leave PROFS. When you leave PROFS, the screen clears and
then you see a message that you have signed off PROFS.
We’ll point out any exceptions to the PF12 function as they
occur.

When you are working with Revisable-Form Text (RFT)
documents, you can have more than 12 PF keys by changing
the number from 12 to 24 in your user profile. (See “Appendix
N: Tailoring your PROFS system” for more information.)

While you are editing an RFT document, you can change the
function of any PF key while you are editing. You can also
write your own list of commands to change the functions on the
PF keys. (See "Appendix O: Using DisplayWrite/370 and
CLISTs” for more information.)

Communicating with PROFS  1-7



On some screens, you can make more than one choice. When
you press PF keys on one of these screens, the word
SELECTED appears in bright letters next to each of the choices
you make. (In most cases, you can cancel a choice by
pressing the same PF key you chose to make the word
SELECTED appear, and it will disappear from your screen.)
When you press all the PF keys that you need, you press the
ENTER key to tell PROFS to process your choices.

CHANGE. USER ACCESS TO THE CALENDAR W13

Calendar for: &. J. Johnson
Authority being granted to: David Richards

Press one or more of the following PF keys to indicate the tyre of
authorization for this user. Then press ENTER to give the user
access to the calendar.

PF1 User may view times of entries only
PFZ User may view nonrestricted entries SELECTED
PF3 User mar view confidential eniries
PF4 User may view personal entries SELECTED
PF5 User may change nonrestricted entries SELECTED
Pressing the same PF key PFb User may change confidential entries
you chose to make the word PF? User mar change personal entries
SELECTED appear usually PFB User may change authorized access to the calendar
cancels a choice.

PF9 Help PF12 Cancel

Sometimes you must type information on a screen before you
press a PF key or the ENTER key. In most cases, blank lines
on the screen show you where to type. These blank lines on
the screen that are reserved for your information are called
fields, with one field for each piece of information that is
requested or allowed. To move your cursor from one field to
another, use your tab key.
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PROFS expects you to press keys and type information in
certain aliowable ways, which this book describes. If you
should happen to make a mistake, don’t worry. PROFS will tell
you why you can’t do a particular step the way you tried by
giving you an error message. If you then need help in
understanding what you can or can’t do, try these sources of
information, in this order:

e Press PF9 “Help” on any screen to get an explanation of
how that screen works.

e | ook up the section(s) in this book that talks about the task
you are trying to accomplish.

e Look up the explanation of the message in the listing of
messages that your PROFS administrator gave you. The
listing is called Messages for Professional Office System.

e Ask your PROFS administrator.
PROFS shows you error messages on (1) the screen in error or
(2) a separate screen with “MORE...” in the lower right-hand

corner of the screen. If (1), just correct the error and continue.
If (2), you must press CLEAR to get back to the screen in error.

Communicating with PROFS  1-9



5 As Section 4 just described, you usually give instructions to
Commands PROFS in either of two ways. By:

e Pressing PF keys that correspond to choices on a screen
or,

e Typing in some information and pressing the ENTER key or
a PF key.

A third way you can give instructions to PROFS is to use
commands.

You are actually already using commands whenever you press
a PF key. PROFS is set up so that every PF key choice is really
just a way to give a command without having to type it.

if the task you want to do does not have a PF key assigned to
it, you can type commands. These commands give you
increased control over what PROFS does. The more
commands you know, the more useful and flexible PROFS will
be for you.

Commands may be one or more words long. You always type
them on the command line following the arrow ===), usually at
the bottom of a screen that has a command line. In some
cases, you might have to type the command and some other
information that indicates how the command should be carried

out. After you type a command, press the ENTER key to tell
PROFS to carry it out.

When you type a command, you can type it in capital or small
letters. PROFS interprets the command the same way no
matter how you type it.
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In this book, the capital and small letters in a command have
particular meanings. Capital letters indicate the letters in the
command that you must include; they show the shortest
acceptable abbreviation of the command. Small letters can
indicate two different things:

1. They can indicate letters that you can leave out. For
example, in the FILE command, you must include all four
letters. In the Input command, you can leave cut some
letters and just type i, in, or inp, and so forth. You don’t
have to capitalize any of the letters.

Or,

2. They can indicate information that you must supply. For
example, in this command:

ERASE filename AUT$PROF
you must substitute the name of the file for the word
“filename.” If the file is named “Debbie,” the actual
command you type could be erase debbie aut$prof. You
don’'t have to capitalize any of the letters.

(See “Appendix G: Using commands with PROFS” for more
information.)

6 Sending information

Sending With PROFS d inf tioni I of th
v | , YOU can send Intormation in any or atl o e
an_d recelv!ng following forms:
information

e Messages

e Notes

¢ Documents.

The medium you choose depends upon the length, formality,

and urgency of the communication, as well as on what kind of
response you want.
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Messages

Messages are short and informal. When you send a message,
it appears almost immediately on the receiver’s screen if the
receiver is on the PROFS main menu or subset menu screen.
Otherwise, the message will not appear until the person who
receives the message presses ENTER or some other key that
interrupts something he or she is doing on PROFS.

Messages do not go into the person’s incoming mail and
PROFS does not keep copies of them. Therefore, if the person
you are sending the message to is not logged on to the
computer, the message will not be received.

For more information, see “Chapter 6: Processing notes and

messages.”
What happens when Other person's
you send a message terminal

LA TCLETR ]
LR LR L NNIRE

Your terminal

AW 12 e ORI T
LG LR RCE R R

PROFS keeps no record of messages.
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Notes

Notes are more lasting than messages. When you send a note,
it goes into the other person’s incoming mail. it will be there
the next time that person opens the mail. PROFS
automatically keeps an electronic copy of the note you send,
unless you tell it not to.

Notes are identified by the subject and by the date and time
they are sent. You can keep a file of the notes you send and
receive in a general note log, or in other note logs that you set
up and label yourself. For example, you might set up a “Jean”
log for all the notes you send to, or get from, an associate
named Jean. You can also have your notes printed or
proofread.

For more information, see “Chapter 6: Processing notes and
messages” and “Chapter 13: Proofreading notes and
documents.”

What happens when Other person's

you send a note incoming mail

When you send a note,
PROFS keeps a copy
automatically in your

note log

(electronic)

Other person's
terminal

e
700 mem [ 1 Wwmiwmtlw)

While viewing your note in the incoming mai,
the receiver can reply to it, file it, forward it to
others, erase it, and so forth.
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Documents

Documents cover a wide range of items: letters, memoranda,
reports, bulletins, and so on. They are the most formal and
most permanent type of communication.

Before you actually create a document, you choose a
document style, which is a preset format and may even have
some text already typed in.

For more information, see “Writing a new document” in
“Chapter 7: Preparing RFT documents” and “Writing a new
document” and “Changing or editing an existing draft” in
“Chapter 8: Preparing DCF documents.”

Before you type the text of a document, you specify one of your
author profiles (or someone else’s profile, if you're preparing a
memo or letter for someone else). By typing the name of the
author profile, you tell PROFS automatically to put key
information (such as name, address, title) into the document.

Before you send your document to anyone, you can proofread
it for accuracy (see “Chapter 13. Proofreading notes and
documents”).
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You can send a document to other peopie as a final document,
which cannot be changed. In PROFS there are two forms of
final documents, a Document Composition Facility (Final) and
a Revisable-Form Text Final (RFT-F). You can also send it out
as a draft document, which can be reviewed and/or changed.
In PROFS there are two forms of draft documents, a Document
Composition Facility (Draft) and a Revisable-Form Text Draft
(RFT-D). Then, once revisions and changes have been made,
you or one of the reviewers can make it a Final or RFT-F
document. (You can also have a document printed.)

For more information, see “Changing or editing an existing
RFT-D document” and “Processing documents” in “Chapter 7:
Preparing RFT documents,” and “Changing or editing an
existing Draft” and “Processing documents” in “Chapter 8:
Preparing DCF documents.”

When you receive a document in your incoming mail, it will be
marked according to the type of document it is.

e Final (a DCF document that cannot be changed)

e Draft (a DCF document that can be changed)

e RFT-D (an RFT document that can be changed)

e RFT-F (an RFT document that cannot be changed)

e Paper (a hardcopy document not created using PROFS)

e Graphic (a Graphical Data Display Manager (GDDM)
softcopy file that can be printed or viewed)

e Other (an electronic document not created using PROFS).
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What happens when Other person's
you send a notice incoming mail

of a document
g
| N

=

Other person's

Your mail iog is terminal Other person's
also a record of mail log
Your terminal notices of documents £ 2. A =
you send and receive A L

LT ey

=]

[wm] nocess| LTRSS\

A oW N I =3
(o/=l=4 § 1 1 1\ Wwmim\a)

PROFS storage

=

When you send a notice of a document, PROFS puts information
about it in your mail log and the other person's incoming
mall. The document itself is filed in PROFS storage.
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7
Storing
information

As part of its filing and sending procedures, PROFS stores
information for you in two ways: in personal storage and in
PROFS storage. Understanding how this is done, makes
PROFS easier to use.

Personal storage. Your personal storage (sometimes called
your A-disk or user files) contains:

o Files you are currently working with (for example,
documents you are preparing, but haven’t yet sent to
anyone)

e Files you have tailored or created for yourself (for example,
note files, author profiles, nickname files, or distribution
lists)

e Files you have kept as indexes to other files (for example,
your note logs are indexes to your notes and your mail log
is an index to all of the documents you have created or
received from other people).

The computer uses two names to identify each file in your
personal storage, a filename and a filetype. For example, an
unfinished memo might have “1” as its filename and SCRIPT
as its filetype. (PROFS automatically assigns a number from 1
to 99 to unfinished documents that you put in personal
storage.)

PROFS storage. PROFS storage is much larger than your
personal storage because it is like a central filing cabinet that
everyone uses. It is sometimes called the central file or data
base.

When you send a document to someone else, you are really
putting it in PROFS storage, making an entry in your mail log,
and sending a notice to that person that the document is
available to work with. (If the person you send a final
document to is on another computer system, the document
itself is sent also.) When you file a document, you are really
putting it in PROFS storage and making (or changing) an entry
for that document in your mail log.

The owner of a document is any person who created it or made
the last revision to it.
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Personal storage

You can move documents from PROFS storage
to your personal storage, and vice-versa. You
can change documents while they are in your
personal storage.

Your terminal

Your personal
storage

e =
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Access

PROFS storage

s |

note logs
nickname files
author profiles
distribution lists

mail log
(for documents)

documents that you have not
filed in PROFS storage or that
you have pulled out of PROFS
storage in order to change

other special files



PROFS storage . .
Your mail log is
an index to your
documents in PROFS

storage
PROFS storage
Your terminatl
=
—
=
Other users have .-—~’
access to their =
documents through
individual mail logs
PATALIL -
YL -
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8

Finding out
what’s new
in PROFS

The owner can restrict the document so that only certain
people have access to it. For more information, see “Chapter
7. Preparing RFT documents,” “Chapter 8: Preparing DCF
documents” and “Chapter 10: Processing the mail log.”

PROFS automatically assigns a unique document number
(sometimes called a cron number) to every document that is
put into PROFS storage. The full document number is 12
characters long and is explained here:

87 002 TST 0016

last two digits of year (87)
the number of the document

stored this day (0016)
day of the year (002; Jan 2)

identifier code for the PROFS system (TST)
(or HDC if it is a paper document)

The number above represents the 16th document stored on
PROFS system “TST” on the 2nd day (January 2) of the year
1987.

Sometimes PROFS uses or accepts shorter versions of this
number. The 8-character version leaves off the 8 from the year
and TST (70020016). The 7-character version leaves off 87 and
TST (0020016). If you use the shorter version, you can only
work with a current year’s item. If you want to work with a
previous year's item, you must type the document number
using the long version (12 characters).

PROFS News is a feature that will keep you informed of
changes that have been made to PROFS. Typically, when new
tasks are added to PROFS, when old tasks are improved, or
when a screen is added or changed, you can see information
about the change in PROFS News.

To see PROFS News, type NEWPROFS on the command line of
screen A00Q, “PROFS Main Menu,” then press ENTER.
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Introduction

1

The PROFS
main menu

The main menu is the first screen you will work with after
you've signed onto PROFS. It lists the nine major office tasks
in PROFS. The next ten chapters of this book explain these
nine tasks. This chapter introduces them briefly and also
explains:

e How to sign on to PROFS

e What's on the main menu

e The second and third main menus

e How to sign off PROFS.

At the end of this chapter, you’ll find a “fast-track” diagram that
summarizes the chapter pictorially.
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2
Signing on
to PROFS

Before you can use PROFS, you must log on to your computer
and then sign on to PROFS. Logging on is simply the way you
connect your terminal to the computer so that you can work
with PROFS. The procedure varies from system to system. For
most systems, you can follow the steps below — but check first
with your PROFS administrator to find out if this procedure
works for your system.

1. Make sure your terminal is on and working.
2. Press ENTER.

3. Type the word LOGON or the letter L. Leave one space and
then type your user name. For example:

L JPJONES

4. Press ENTER. The words ENTER PASSWOQORD appear on
the screen.

5. Type your password. You won't see your password on the
screen even when you type it. This is a security measure.

6. Press ENTER.

7. Wait untit you see the words VM READ in the lower right
corner of the screen. (You may see other words and
messages first. You can ignore most of them. But if you
see the word “MORE..." in the lower right corner, press
CLEAR to see the next screen.)

8. Press ENTER.

9. Type PROFS (unless PROFS is automatically started when
you log on; ask your PROFS administrator).

10. Press ENTER.

The IBM PROFS copyright screen is the first screen you will
see when you first sign on to PROFS. After five seconds, it
disappears, and PROFS shows you screen A00, "PROFS Main
Menu.”
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Today’s date is The time changes every
highlighted. minute.

: These PF keys let you ’ PROFS HAIN HENU e
| start the 9 major PROFS = Press one of the followina PF kers. ; )
| tasks. PF1 Process calendars POTT A
PF2 Open the mail
PF3 Find documents 1987 1987
PF4 Process notes and messages S M F5
PFS Prepare documents {28
PFb Process documents from other sources AR DE R (IS RO R | ()
2 PF? Process the mail log 1T 2 S 1 RO 5 S | & W
s o L PFB Check the outaoing mail 1819 2 21 2 23
75 E 77 B I S B (R
\PFIG Add an automatic reminder Day of Year: 002

PF11 View main menu number 2
PF3 Helr  PF12 End

Messages appear here.
01/62/87 9:00 AM  Meeting with Anne
\01/02/87 9:30 AM  Meeting with John
01/02/87 10:30 AM  Meeting with George
10:45:03 MSG FROM RSCS....:FROM VMSYS )R 559-1065
10:47:20 MSG FROM RSCS. ... :FROM
01/02/817 11:15 A Conference

Command line 01/02/87 3:00 PM  Meeting

th PROFS administ#ators

Mail / Hessases Waiting

Press PF9 to see an Press PF12 to If you see “Mail |
explanation of how sign off of PROFS. Messages Waiting”
this screen works. here, press CLEAR to

see the messages that
are “on hold.”

3 On the right half of the main menu, you can see:

What’s on
the main menu
| e The time changes every minute

e This month’s calendar (today’s date is highlighted)

e The number of the day in the year (for example, January 1

is day number 001; February 1 is day number 032).

The PROFS main menu
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On the left half of the main menu you can see a list of PF keys
with choices next to them. The choices next to PF1 through
PF8 and PF10 are also the names of the nine major tasks in
PROFS. When you press one of these PF keys, PROFS shows
you the first screen for that task. (If your screen doesn’t look
like this, it is because your PROFS administrator has tailored
your main menu to better fit your needs.)

The list below briefly explains each PF key on the main menu.

PF1 Process calendars — work with your daily and monthly
schedules, schedules for other people, and schedules for
conference rooms and equipment.

PF2 Open the mail — work with notes and memos, letters,
and various documents sent to you by others.

PF3 Find documents — find documents that have been filed
in mail logs and work with them.

PF4 Process notes and messages — send notes and
messages to other people, and work with notes that you
have filed in note logs.

PF5 Prepare documents — write, edit, and send documents
such as memos, reports, and letters.

PF6 Process documents from other sources —add
information about documents (both paper and electronic
that were not created using PROFS) to your files.

PF7 Process the mail log —organize and work with key
information about your documents. (The mail log is an
index to your documents.)

PF8 Check the outgoing mail —find out whether documents
that you sent were received.

PF10 Add an automatic reminder —tell PROFS to send you
a reminder about something —for example, about a
meeting you need to attend or a phone call you need to
make.
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If you press PF9, you’ll get a HELP screen that explains the
choices on the main menu.

If you press PF11, you’ll see a second main menu. (See “The
second and third main menus” next in this chapter for details.)

If you press PF12 on the main menu, you will leave PROFS. To
return to PROFS after pressing PF12, simply type PROFS and
press ENTER.

On the bottom of the main menu, you see a blank area known
as the echo area (between the dotted line that separates the
top of the menu from the bottom of the menu, and the arrow
==)). The arrow points to the command line, where you type
commands. (See “Commands” in “Chapter 1. Communicating
with PROFS” and “Appendix G: Using commands with
PROFS” for more information.) Commands you type,
reminders, messages from other users, warning messages,
and messages indicating a document has been sent to you
appear in the echo area.

Messages Waiting means that there are other messages in the
echo area you need to view. You can press CLEAR to erase
the messages on the screen and display the ones that were not
visible before.

Mail Waiting appears in the blank area on the right-hand side
of the menu. This reminds you that a note, memo, letter, or
other document has been sent to you.

If you want to see the calendar for another month, type a date
(mm/dd/yy) next to the arrow and press ENTER. PROFS shows
you the calendar for that month, with that day highlighted. The
name of the month is also hightighted, to remind you that it is
not the current month. You can return to today’s calendar by
pressing CLEAR. (See “Appendix |: Typing names, dates, and
times” for more information about how to type dates on the
main menu.)
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4

The second
and third
main menus

PROFS comes with three main menus. The first main menu
lists the nine major tasks. Your PROFS administrator may add
more tasks to the second and third main menus, or may have
changed what is on the main menu.

Press PF11 on the first main menu. PROFS shows you the
second main menu.

All main menus have the
same date and time

features.
This is the second main
menu.
PROFS MAIN MENU AOG
Press one of the following PF keys.
Times\ 112
Your PROFS UMty 2!
administrator may have
added PF keys here. ————— 1987 JANURY_ 1987

ST M oAl AT ERRS
12558
4105, 6 " et geie
dii?2 43 140 ST b i
ISR RS708 =7/ BN72875 974
Zhya Aozl e B G S
Dar of Year: 602
PF11 View main menu number 3
PF9 Helr  PF12 End

Mail Waiting

The second main menu may list more tasks or it may be
blank —except for PF11. Press PF11 to view the third main
menu.

Note: Do not try to go back to the first main menu by pressing
PF12. This will take you out of PROFS.
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All main menus have the
same date and time
features.

| PROFS MAIN HENU 89
Press one of the following PF keys.
Time:\ 11:17 AM

! 1987  JANUARY 1987
S MR TE AU BRI S

i e 2 sy
} This is the third main Chog S 5 21 () «Gifo)
| menu. 1L 7 S [ A R 5 SRl b it/

| | BESR1IC  C7| B80S 2
| 25 26 27 28 29 30 3!

| Your PROFS Dar of Year: 062
i administrator may have PF11 View main menu number |
added PF keys here. PF9 Help  PF12 End
s SR
| =az)
Mail Waiting

Again, the third main menu may list more tasks or it may be
blank. Press PF11 to return to the first main menu.

Note: Do not try to return to the second main menu by
pressing PF12. This will take you out of PROFS.

If the second and third main menus do list more tasks, you

press the PF keys to go to the first screen for each task, just as
you do on the first main menu.
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5 For security reasons, you must sign off when you are finished
Signing off working with PROFS. Follow these steps when you are ready

PROFS to sign off:

1. You can sign off only from the main menu. If you are on
another screen, you can generally press PF12 repeatedly
until you see the main menu.

2. If you see Messages Waiting in the lower right corner of the
screen, you must press CLEAR to see the messages that
are “on hold.” PROFS won't let you press PF12 to exit, until
all your messages are out of “hold.” The only way to exit
with Messages Waiting showing on your screen, is to type
logoff at the command line.

You can exit if Mail Waiting appears on the screen.

3. Press PF12 on the main menu.

The screen clears, then tells you that you have signed off
PROFS.

You.-may now continue working with the computer, or you
can log off the computer system in the following way:

4. Type: LOGOFF (or just LOG).
5. Press ENTER.

You may now turn off your terminal (if this is what you normally
do at your installation).
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Processing

calendars

1 When you press PF1 on the main menu, PROFS shows you

Choosing
from the
main menu

schedule.

PF1
PF2
Change the date by
typing over it or PF3

by using PF4 or PF5. < PF4
PF5

PFb
PF7
PF8

{ PF10

| PF9 Help

Change the name and
| press ENTER to see
someone else’s c

alendar for:

Calendar date:

screen W00, “Process Calendars.” This screen lets you control
your appointment calendar.

The time on this screen is
updated only when you take
some action - for example,
pressing a PF key or ENTER.

PROCESS CALENDARS
G. J. Johnson

81/62/87

one of the following PF kers.

Work with the dar's schedule

View 7 dars of the calendar

View the conference room schedules
Work with the next day‘s schedule
Work with the previous day's schedule
View the month

Schedule a meeting

Print 7 days of the calendar

View calendar main menu number 2

PF12 Return

Time: 8:52 AM
JANUARY 1987
WU ARG
150223
o5 bov B9 e
s e 5 B s i Al
o) A sk
2t 28 29 30 31
Day of Year: 002

Sy itk
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Starting from screen W00, “Process Calendars,” you can do
the following (all “see” references refer to sections that
appear later in this chapter):

View your schedule for one day or for an entire month (see
“Working with the schedule” and “Viewing a schedule for a
whole month”).

Change your schedule (see “Working with the schedule”).

View your schedule for several days (see “Working with
several days of the calendar”).

View or change someone else’s schedule (see “Viewing or
changing another person’s calendar”).

View several people’s schedules at a time using a
distribution list (see “Viewing or changing other schedules
using a distribution list”).

View the schedules for conference rooms or equipment
(see “Reserving conference rooms or equipment”).

Schedule a meeting and notify the attendees (see
“Scheduling a meeting”).

Print several days of your calendar (see “Printing
calendars”).

View the calendar’s second main menu (W10). From here
you can:

1. Change user access to your calendar (see “Changing
user access to a calendar”).

2. View the list of users authorized to access your
calendar (see "Viewing the list of authorized users”).

3. Add company holidays to your calendar (see “Adding
company holidays to your calendar”).

At the end of this chapter, you’ll find a “fast-track” diagram
that summarizes the chapter pictorially.
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2 When you press PF1 on screen W00, PROFS shows you screen
. . W01, “Work with the Schedule” —the schedule for the date
Working with shown on the top of screen W00. When you press PF4 on
the schedule  gcreen W00, PROFS shows you the schedule for the next day.
When you press PF5 on screen W00, PROFS shows you the
schedule for the previous day.

| Your schedule WORK WITH THE SCHEDULE Wot
for one day.
Catendar for: G. J. Johnson Date: 81/62/817 Friday

0 the schedule below.

| You can type
another name. —
or another date.
| or both. BEGIN  END DESCRIPTION
7:30A% 9:00RM PERS: Counseling session with Bill

This will show up 9:80AM 16: Heeting--Hilson's office
as “M” on the Bring figures for February
monthly calendar. 16:00AM 11:00AH CONF: Review new system with John

|

|

|

| 1:06PH 3:@ Class
| Remember that Wilson wanted February fisures
| compared with those of October -and December
This will show up
as “C” on the
monthly calendar.

You can change the
date to the next or
previous day.

| PF3 Cancel changes —PF4 Next day — PF5 Previous day Screen 1 of 1
| PF3 Help  PFI0 Next Screen  PFI{ Previous Screen  PF1Z Return

From here you can schedule appointments and meetings,
erase them, change them, and add notes. You can add
personal or confidential information that only those you
authorize can see. You can also move or copy information
from one day to another, and move or copy information from
one schedule to another.

If the information on screen W01 is more than one screen long,
you can use PF10 or PF11 to move back and forth between
screens. If you change your mind and do not want to make any
changes, press PF3 (“Cancel changes”). PF3 takes you to
screen WQ0. Press PF12 to save your changes and return to
screen WQO.
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Changing the date
If you want to view your schedule for another date, you can do
it easily. If you are on screen W00, “Process Calendars,”
choose one of two ways.
1. Type the new date over the date shown, then press PF1.
Or,
2. Use one of the PF keys:

e Press PF4 to view the next day.

e Press PF5 to view the previous day.

Note: See “Appendix I: Typing in names, dates, and times”
for information on how to type dates.

If you are on screen W01, “Work with the Schedule,” choose
one of two ways:

1. Press ENTER to move the cursor to the date field. Type the
new date over the date shown; then press ENTER.

Or,
2. Use one of the PF keys:
e Press PF4 to view the next day.
e Press PF5 to view the previous day.

Note: See “Appendix I: Typing in names, dates, and times”
for information on how to type dates.

You can press the PF keys several times in succession to
move back and forth between dates.
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Changing the name

If you want to work with another person’s schedule, you can do
it easily. Starting from screen W00, “Process Calendars,”
follow these steps:

1. Type either the user name or nickname of the person over
the name shown. Do not type the person’s real name.

2. Press PF1.
PROFS shows you the schedule for the new name.

If you want PROFS to restore your name and today’s date
on screen W00, simply press CLEAR.

Starting from screen W01, “Work with the Schedule,” follow
these steps:

1. Type either the user name or nickname over the name
shown.

2. Press ENTER.

PROFS shows you the schedule for the new name.
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Scheduling appointments and meetings

While you are still on screen W01, you can schedule an
appointment on your calendar by following these steps:

1. Type the time the meeting will begin under BEGIN. (See
“Appendix I: Typing in names, dates, and times” for
information about typing times.)

2. Type the time the meeting will end, under the column
labelled END.

3. Type the description of the meeting, or any other
information you want to add, directly under the column
labelled DESCRIPTION. You can type as many lines as you
need, but start each under DESCRIPTION.

4. Press ENTER.
PROFS will automatically list all meetings according to
time, starting with the earliest. If two meetings start at the

same time, the one that ends first will be listed first.

If the list is longer than one screen, press PF10 to move to
the next screen.

Press PF12 to store the changes. Press PF3 to cancel the
changes.
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Scheduling all day events for several days

When you need to schedule an all-day event that will last for
several days in a row, here’s what you do:

Starting from screen W01, “Work with the Day’s Schedule:”
1. Type all below BEGIN.

2. Tab over and type the total number of working days for
which you want to schedule the event under the column
labelled END.

3. Type the description of the event under the column labelled
DESCRIPTION.

4. Press ENTER.

PROFS stores the events; however, PROFS will not record
the event if it falls on a holiday or a non-working day.

Note: You can change the starting and ending time of your
working day by using the CALENDAR $PROFILE file. You can
also use the CALENDAR $PROFILE file to change your
non-working days. See “Appendix N: Tailoring your PROFS
system” for information on how to tailor this file.
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Scheduling recurring events

A recurring event is one that is held on a regular basis, such
as a routine status meeting in your department. A recurring
event can occur daily, weekly, every other week, or monthly.
PROFS automatically marks the event on your calendar for
each occurrence.

Starting from screen W01, "Work with the Schedule,” follow
these steps:

1. Move the cursor next to the entry you want to show as a
recurring event.

2. Typer (for “recurring”) to the left of the BEGIN time beside
the entry.

3. Press ENTER.
Or, if the event is not already shown on WO1:
1. Type r to the left of of the time under the BEGIN column.

2. Type the beginning time immediately following the “r.”

w

Type the ending time under END.
4. Type a description of the meeting under DESCRIPTION.

5. Press ENTER.

3-8 Using the Professional Office System



SCHEDULE A RECURRING MEETING wes

Calendar for: G. J. Johnson Time: 2:14 PM
Tree the information below. Then press ENTER. 1997 JANUARY 1987
S 17 TESWSETRRE E RIS
Gtarting Date: 01/02/8? | N2
------------------ 4 R [ B ()
Ending Date: 01/063/817 Ho12 13 14 15 16 17
------------------ sl woy 28 727 2% 74
Meeting Time: 2:00 PM to 3:00 PM 25 M7 b 24T 7. N G |

---------------- Day of Year: 602
Trre an X next to the frequency you want:
- Baily - Weekly - Every other week - NHonthly

If you chose Weekly, Every other week, or Monthly, trre an X next to
the dar of the week on which you want the meeting:
- Sun - Hon - Tue - Wed - Thu = [7ird - Sat

If you chose Monthly, type an X next to the occurrence of the day of the week
on which you want the meeting:
- First - Second — Third - Fourth - Last

PF9 Help PF10 Next month PF11 Previous month PF12 Return

PROFS shows you screen W09, “Schedule a Recurring
Meeting.” To indicate how often the event occurs, the day of
the week on which it occurs, and the occurrence of the day of
the week within the month of the event:

1. Type X next to your choice(s).

(See “Scheduling a recurring meeting” later in this chapter
for information on choosing the frequency of a meeting.)

2. Press ENTER.

Note: If the recurring meeting is a “daily” one, PROFS will
only schedule it for up to 13 weeks. You cannot schedule a
recurring meeting beyond your company’s last scheduled
holiday. If you attempt to, PROFS tells you that the ending
date must be on or before that last date.
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See “Viewing a
schedule for a whole

i month” later in this

. chapter for a complete

|
|

explanation of the
monthly calendar.

Describing your appointments

When you add an appointment that has both a beginning and
an ending time, PROFS takes the first letter of the first word in
your description and places it on the monthly calendar to show
that you have scheduled an appointment for a particular hour.

VIEW THE MONTH OF JANUARY Was
Calendar for: George Johnson Date: 81/62/87
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
oo e e fommmmm e e N TR +
1 2 3
........ MSHGERT | A
B ittt e i e ettt Fommme e Ao R bttt L ettt +
4 5 b 7 8 & 10
............... M= Sl |t *, MM Soag! o A
L R et TR gmmmmmmmeen Fommmmemmae Fommmmeeen tmmmmmmmmem +
11 12 13 14 15 1b 17
........ B oi6s |10 oadosbn’ |looo aonoda® SA-35n oon] [{TTERRNET Feeoc <t
o e Fomemmme e Fommm e R e e Ao R s +
8 19 20 21 22 A3 24
........................................ AR e ---
Fommm e e T Hommm e D R TR Fommmmmmem dommmmmmmem domm e +
25 2b 21 28 29 30 31
........ NVVVEI cr s NP gt o ) o IR g | (Il 7
dommmmme e T Fommm e Fo-mmmmm - R oo Hommmmm e +
Note: Remember that Wilson wanted February fisures
compared with those of October and December.

O T S +

PF1 View day's schedule PF4 Next dar's notes PF5 Previous day's notes
PF9 Help PF10 Next month PF11 Previous month PF12  Return

You may begin your appointment descriptions with numbers,
letters, or words that will help you identify the items on your
monthly calendar. For example, if you have a meeting with
Wilson at 9 AM on May 15, you might want to type the following
under DESCRIPTION:

Meeting with Wilson
or,
M — Wilson to meet with me to go over accounts
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PROFS takes the first letter of the entry —the letter “M” in this
case —and places that letter at the 9 AM position on May 15 on
the monthly calendar. The letter “M” indicates to you that you
have a meeting during that hour. You can use other letters to
indicate other kinds of appointments: “I” for interviews, for
example, or “R"” for review sessions. (See “Viewing a
schedule for a whole month,” later in this chapter for more
information about reading and working with the monthly
calendars.)

Making changes to your calendar

There are paragraphs in this chapter which describe how you
can make changes to your calendar. If you are making any
combination of changes, it is important that you make changes
in the following order:

1. ERASE

2. D (delete)

3. Time field validation

4. ALL (all day event)

5. R (recurring event)

6. A (add)

7. M, C (move and copy)
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Erasing all appointments and meetings for one or
more days

If you want to cancel all appointments for one or several days,
here’s what you do:

1. Move the cursor to the first blank line of the first day you
want to erase.

2. Type erase under BEGIN time.

3. Move the cursor to the END column.

4. Type the number of calendar days to be erased.
5. Press ENTER.

PROFS erases all appointments for the number of days
shown, including holidays and non-working days.

Deleting appointments and meetings

If you cancel an appointment, you want to delete it from your
schedule. Simply follow these steps:

1. Move the cursor to the beginning of the line you want to
delete.

2. Type d (for “delete”).
3. Press ENTER.

PROFS deletes the entire event.
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Adding a line of description to an existing entry

You can add a line of information to an entry shown on your
schedule. Starting from screen W01:

1

Move the cursor to the left of the beginning time where you
want to add the new line.

Type a (for “add”) to the left of the BEGIN time.
Press ENTER.

PROFS adds a blank line. The cursor moves to the new
blank line under this entry.

Tab over to DESCRIPTION.

Type the additional line of text under DESCRIPTION in the
blank line.

PROFS adds the new line of text to the entry.

Note: To add an event, type the event after the last entry on
your screen. (PROFS will sort your calendar by the starting
and ending time.) Follow the steps in “Scheduling
appointments and meetings” in this chapter.
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Adding notes
To add notes to your calendar:
1. Move the cursor to a blank line.

2. Type NOTES: under BEGIN time. (The colon is not
required.)

3. Move the cursor to the DESCRIPTION column.

4. Type the note. You can type as many lines as you need,
starting each under DESCRIPTION. You may also use
PERS: or CONF: to type private notes.

PROFS will show you all of your notes at the bottom of your
schedule. The first line of the first note will also appear on
screen W05, “View the Month,” when that day is highlighted on
the monthly calendar (see “Viewing a schedule for a whole
month” later in this chapter).

Moving information to another date or to someone
else’s schedule

If a meeting that was scheduled for one person will be
attended instead by someone else, or if the date of a meeting
is changed, you can move the information to the new schedule
without retyping it. (You can make changes to another
person’s schedule only if you are authorized to do so.) There
are two ways to do this:

1. Type m (for “move”) to the left of the BEGIN time beside
each entry you want to move. (You can move more than
one item at a time if you want to.)

2. Press ENTER to move the cursor to the “Date” line and
type the new meeting date.

3. Tab the cursor backwards to the “Calendar for” line and
type the user name or nickname of the person’s schedule
being changed.

4. Press ENTER.
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Or,

1. Type m (for “move”) to the left of the BEGIN time beside
each entry you want to move.

2. Use one of the following PF keys:
e Press PF4 to move the entry to the next day.
e Press PF5 to move the entry to the previous day.

PROFS shows you the new schedule with the moved item
on it. PROFS erases the item from the schedule you were
viewing.

Press PF3 to cancel the move action. (Once the item has been
moved, however, pressing PF3 will not return the item to the
originally scheduled day. Therefore, the item no longer
appears on either day.) Press PF12 to store the item and
return to screen W00, “Processing Calendars.”

Copying information to another date or to someone
else’s schedule

if several people will attend the same meeting, or if one
person wants to schedule the same event on several dates,
you can copy the information to each schedule without retyping
it. (You can make changes to another person’s schedule only
if you are authorized to do so.) There are two ways you can do
this:

1. Type ¢ (for “copy”) to the left of the BEGIN time beside

each entry you want to copy. (You can copy more than one
item at a time if you want to.)

2. Press ENTER to move the cursor to the “Date” line and
type the new meeting date.

3. Tab the cursor backwards to the “Calendar for” line and
type the user name or nickname of the person’s schedule
being changed or updated.

4. Press ENTER.
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Or,

1. Type c (for “copy”) to the left of the BEGIN time beside the
entry you want to copy.

2. Press one of the following PF keys.
e Press PF4 to copy the entry to the next day.
e Press PF5 to copy the entry to the previous day.

PROFS shows you the new calendar with the copied item
on it.

Press PF3 to cancel the copy action. Press PF12 to store the
item and return to screen W00, “Process Calendars.”

Copying your schedule in a note

If you want someone to know your schedule, you can include
your calendar in a note. PROFS sends your schedule with the
note. See “Including your calendar in a note” in “Chapter 6:
Processing notes and messages.”
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3

Working with
several days
of the
calendar

There may be times when you need to view a schedule for
several days in a row instead of for only one day. PROFS lets
you view a schedule from 1 to 99 days.

Starting from screen W00, follow these steps:

1. Move the cursor to the PF2 description line.

2. Replace the number 7 on the screen with the number of

days (from 1 to 99) you want to see, beginning with the date
shown.

3. Press PF2.

PROFS shows you the schedule on screen W02, "View
Several Days of the Calendar.”

VIEW 7 DAYS OF THE CALENDAR We2
Calendar for: G. J. Johnson 01/62/81 - 61/08/87
To change a schedule, place the cursor under the day or date and press ENTER.

Friday 01/02/87

7:30AM 9:00AM PERS: Counseling session with Bill

9:00AM 10:00AM Meeting--Wilson's office

10:00AM 11:00AM CONF: Review new system with John

1:00PM  3:00PM Class

NOTES: Remember that Witson wanted February figures

compared with those of October and December

Monday 61/05/87

NOTES: Check with Jones re monthty sales report
Wednesday ©1/67/87

8:00PM 9:00PM Seminar at the club

PF4 Next 7 dars PF5 Previcus 7 days PF8 Print Screen  1of 1
PF9 Help PF10 Next Screen PFi1 Previous Screen PF12 Return
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The dates of the schedule that you see appear in the top right
hand corner of the screen. If the list is longer than one screen,
press PF10 to see the next screen.

If you want to change a schedule on screen W02, here’s what
you do:

1. Move the cursor to the date of the schedule you want to
change.

2. Press ENTER. PROFS shows you screen W01, “Work with
the Schedule.”

3. Type your schedule changes.

4. Press PF12 (or PF3 to cancel changes). PROFS returns you
to screen WO02.

You can change the number of days either forward (PF4) or
backward (PF5) of the schedule you want to see on W02.
Follow these steps:

1. Move the cursor to the bottom of the screen.

2. Type the new number of days (from 1to 99) over the
number shown next to PF4 or PF5.

3. Press PF4 or PF5. PROFS shows you the new schedules.
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4

Viewing

or changing
another
person’s
calendar

You may be authorized to simply view another person’s
calendar or to both view it and change it. For example, your
supervisors or colleagues might want you to add meetings and
appointments to their calendars — either on a regular basis or
while they are out of town.

Starting from screen W00, follow these steps:

1. Type the person’s user name or nickname over the name
shown.

2. Press one of the following PF keys:

PF1 to view the current day. (PROFS shows you screen
W01, “Work with the Day’s Schedule.”) You can make
changes to this schedule, if you are authorized, or
change the date, just as if it were your own. You can
copy it, even if you are not authorized to change it. -

PF2 to view several days at a time. (PROFS shows you
screen W02, “View XXX Days of the Calendar.”)

PF4 to view the next day. (PROFS shows you screen
W01, “Work with the Day’s Schedule.”)

PF5 to view the previous day. (PROFS shows you
screen W01, “Work with the Day’s Schedule.”)

PF6 to view the month. (PROFS shows you screen W05,
“View the Month of XXXXXXXXX.")
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5 When you want to view the schedules for a group of people all
P—— at one time, you can use a distribution list. (See “Appendix C:
Viewing a_nd Working with distribution lists” for information on how to set up
changing and use distribution lists.)

other
schedules Starting from screen W00, follow these steps:
) "fSin_g @ 4 Type the distribution list name over the name shown. (The
distribution distribution list can contain up to 150 names.)
list

2. Press PF1.

PROFS shows you each schedule on the distribution list for
the date shown on screen W04, “View the Schedules for
XXXXX.”

Note: The distribution list name appears in the screen titie.

VIEW THE SCHEDULES FOR MYLIST wo4
Date: Friday 81/02/87
To work with a schedule, place the cursor under the name and press ENTER.

Ken Hanson
1:00PM 4:30PM PROFS Users meeting
3:00PM 5:00PM Staff planning session
1. G. Earp
1:30PM 3:00PM Marketing urdate
Bob Metcalfe
7:145AM 4:36PM Meeting with new hires
M. R. Ualler
8:00AM 9:00AM RC-4 Meeting
9:00AM NOON E.O. meeting
Bob Hussins
L. A. Oliver
7:45AM 4:30PM Continuation of Prestaff

PF4 Next dar PF5 Previous day Screen 1of 1
PFS Help PF10 Next Screen PF1{ Previous Screen PF12 Return
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3. Use one of the following PF keys:
e Press PF4 to see the next day.
e Press PF5 to see the previous day.

e Press PF10 to move to the next screen if the list is
longer than one screen.

o Press PF11 to move to the previous screen.

If you want to change a schedule from this screen, here’s what
you do:

1. Move the cursor to the name on the schedule you want to
change.

2. Press ENTER. PROFS shows you screen W01, “Work with
the Schedule.”

3. Type your changes. (Remember that you can make
changes to another person’s schedule only if you are
authorized to do so.)

4. Press PF12 to store the changes (or PF3 to cancel them).
PROFS returns you to screen W04.
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6
Reserving
conference
rooms or
equipment

Conference rooms and equipment have specific names that
your PROFS administrator has assigned to them. Just as you
reserve time on your own schedule for appointments, you may,
(if you are authorized to do so) view the schedule for a
conference room or piece of equipment and reserve time for it.
(The conference room list can show up to 150 different
locations.) Starting from screen W00, there are two different
ways to do this.

The first way is to press PF3. PROFS shows you screen W04,
“View the Schedules for Conference Rooms” with a list of
conference rooms that have their own schedules.

VIEW THE SCHEDULES FOR CONFERENCE ROOMS wed
Date: Fridar ©1/62/87
To work with a schedule, place the cursor under the name and press ENTER.

CR2B26 - CONFERENCE ROOM 2B26
1:00PM  4:36PM PROFS Users meeting - Ken Hanson
J:00PM 5:00PM Staff elanning session - Bob Scott
CR2C33 - CONFERENCE ROOM 2C33
1:30PM  3:00PM Marketing urdate - 1. G. Earp
CR3A2? - CONFERENCE ROOM 3A27
9i45AM 4:30PM Meeting with new hires - Bob Metcalfe
CR3BI0 - CONFERENCE ROOM 3B36
8:00AM 9:00AM RC-4 Meeting
9:00AM  NODN E.O. meeting - M. R. Waller
CR4C22 - CONFERENCE RODM 4C22
CR4W131T - THEATER
9:45AM 4:30PM Continuation of Prestaff - Bob Hussins

PF4 Next day PFS Previous day Screen 1of 1
PF9 Help PF18 Next Screen PF11 Previous Screen PF12 Return
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You can also change the schedule if you are authorized to do
so. Here's what to do:

1. On screen W04, “View the Schedules for Conference
Rooms,” move the cursor to the name on the schedule you
want to change.

2. Press ENTER. PROFS shows you screen W01, “Work with
the Schedule.”

3. Type your changes.

4. Press PF12 to store the changes (or PF3 to cancel them).
PROFS returns you to screen W04.

The second way to change the schedule starts on screen W00:

1. Type the name of the room or the equipment name over the
name shown.

2. Press one of the following PF keys:

e PF1 to view the current day’'s schedule

e PF4 to view the next day’s schedule

e PF5 to view the previous day’s schedule.
3. Type your changes.

4. Press PF12 to store the changes (or PF3 to cancel them).
PROFS returns you to screen W00.
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7 When you press PF6 on screen W00, PROFS shows you screen

Viewing W05, “View the Month of January” (or the appropriate month).
a schedule
for a WhOIe VIEW THE MONTH OF JANUARY Wes
month Calendar for: Georse Johnson Date: 81/02/87
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday

The letter codes are
copied automatically
from your daily
schedule.

The other symbols
have special meanings
(see below).

Note: Remember that Wilson wanted February figures
comPared with those of October and Dacember.

Fommm - D T Bt et T T T +

PF1 View dar's schedule PF4 Next dar's notes PF5 Previous day's notes

PF9 Help  PF10 Next month  PFif Previous month  PF1Z  Return

This calendar uses symbols to give you a quick view of your
schedule for the month. Each symbol stands for one hour in
the day. The first symbol within a date box stands for the first
working hour in your day (for example, 9:00 AM to 9:59 AM),
the second for the second working hour in your day (for
example, 10:00 AM to 10:59 AM), and so on, until the last hour
in your working day (for example, 4:00 PM to 4:59 PM). This is
what each of the symbols mean:

e The dots (@) stand for the hours during which you have no
appointments. In the example, no appointments are
scheduled for January 6, so all eight dots appear on the
screen.

< A “less-than” sign shows that an event is scheduled before

9 AM (or the first hour). In the example, a breakfast
meeting is scheduled for January 15.
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> A “greater-than” sign shows that an event is scheduled at
or after 5 PM (or the last hour); for example, an after-hours
seminar is scheduled for January 5.

*  An asterisk shows that two or more events are scheduled
for the same hour. For example, two events are scheduled
for the second hour of the working day on January 8. This
could mean a conflict, or it could mean that two or more
events are scheduled between the beginning and the end
of the second hour. For example, one event might be
scheduled from 10:00 AM to 10:30 AM and another event
might be scheduled from 10:30 AM to 11:00 AM.

- A hyphen shows that a scheduled event is either personal
or confldential, and the person viewing the calendar is not
authorized to see the description. (Or, it means that
nothing was typed in for a description of that event.) For
example, the third through the sixth hours of the working
day are scheduled for personal or confidential
appointments on January 22.

Other letters or characters show events scheduled for a
particutar hour. These characters are always the first
character in the description of each appointment. If you have
used one of the “reserved” symbols above as the first
character (e < > *-) or a blank, PROFS will show the first
“non-reserved” or non-blank character. For example, if you
had “8:00AM 9:00AM -Go to show,” the calendar shows a “G,”
not a hyphen.

If you like, you can use particular symbols to begin the
descriptions for each event. In our example, G. J. Johnson
begins all descriptions of meetings with the letter “M,”
interviews with “l,” vacations with “V,” review sessions with
“R,” and classes with “C.” His calendar shows meetings on
January 2, 8, 12, and 15; an interview on January 9; vacation
hours on January 26; a review session on January 23, and a
class on January 2. You might even use letters to indicate the
names of people with whom you have appointments.

You can change the name or date (or both) at the top of the

calendar by typing in the user name or nickname and the date
over the one shown.
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The PF keys on screen W05 are explained below:

e Press PF1 to view the day’s schedule. If the cursor is
within the box for a date, PROFS will show you that date. If
it is not within a box, PROFS will show you the calendar for
the date shown.

Use the cursor tab keys to move the cursor within the
boxes.

e Press PF4 to view the next day’s notes. The next day's
number will be highlighted. PROFS shows you the notes
for that date, if there are any.

e Press PF5 to view the previous day’s notes. The previous
day’s number will be highlighted. PROFS shows you the
notes for that date, if there are any.

e Press PF10 to view the schedule for next month. The first
day’s number of the next month will be highlighted. PROFS
shows you the notes for that date, if there are any.

e Press PF11 to view the schedule for the previous month.
The first day’'s number of the previous month will be
highlighted. PROFS shows you the notes for that date, if
there are any.

If you want to view the notes for a selected date, simply:

1. Put the cursor somewhere within the box for the date you
want to view.

You can use the cursor tab keys to move the cursor within
the boxes.

2. Press ENTER.

PROFS shows you the notes for that date.
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8
Scheduling
a meeting

You can use the PROFS calendar to schedule meetings in any
one of three ways:

ik

You can have PROFS check schedules of a list of people to
determine what time everyone is available for a meeting.
Then PROFS will send a meeting notice to those people.

You can have PROFS send a meeting notice to a list of
people without checking to see if the people are available
for the meeting. You may want to use this method if you
must hold a meeting at a specific time, on a specific day,
regardless of who is available to come at that time.

You can have PROFS notify a list of people of a recurring
meeting. A recurring meeting is a meeting that occurs on a
regular basis (for example, daily). PROFS will not check to
see if the people are available for the recurring meeting.

In each case, PROFS will only notify the people of your
meeting. PROFS will not actually put the meetings on any
schedules.

If you invite more than 40 people to your meeting, you must
send a meeting notice by creating a document, using the
MEETING document style instead of screen W06, “Schedule a
Meeting.” (See “Chapter 8: Preparing DCF documents” to
choose the DCF MEETING document style.)
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Having PROFS check schedules

To have PROFS check schedules of a list of people for a
meeting, follow these steps:

1. Press PF7 on screen W00, “Process Calendars.” PROFS
shows you screen W06, “Schedule a Meeting.”

| SCHEDULE A MEETING Web
The date from W00

| automatically Type the information below. Then Press PF1, PFZ, or PFJ.
appears - you can
change it. Starting dafer—01/62/87

l

| Ending date:  ©1/02/87

| Anount of time needed: Hours 1 Minutes @
| Requested starting time: 9:80 AN

Trpe one user name, conference room name, or distribution list name per space.
To view a schedule, place the cursor under the name and press PF4.

USER NAME USER NAME
&Johnson TSmith_—
IRileyEtaind =0e 80, v a1 AR e

PF1 Check calendars
PF2 Send a notice of the meeting without checking calendars
PF3 Schedule a recurring meeting without checking calendars
Screen 1 of 4
PF9 Help  PF10 Next user names PF1{ Previous user names PF12 Return

2. Type the earliest possible date for the meeting. The date
cannot be earlier than today's date.

| 3. Type the latest possible date for the meeting. This date
| can be up to one year later than the first date.
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4. Type the amount of time you need for the meeting. For
example, you can type 2 hours and 30 minutes. If you type
60 minutes or more, PROFS converts the minutes to hours
and adds the hours to the hours you typed. The total
amount of time must be no greater than the amount of time
between the starting time you type and the end of your
workday.

Note: For information on how to change the end time of
your working day, see “Appendix N: Tailoring your PROFS
system.”

5. Type the earliest possible starting time you want for the
meeting. PROFS will show you the available times during
or after the time you type. The starting time cannot be
earlier than the start time of your working day.

Note: For information on how to change the start time of
your working day, see “Appendix N: Tailoring your PROFS
system.”

6. Type the user names, nicknames, or distribution list names
of the people you want to attend the meeting. You may
include users on a remote system by specifying a
nickname or by including them in a distribution list. You
may also include conference room and equipment names.
PROFS will remove any duplicates in your distribution lists
from the search list.

To display the user names contained in your distribution
lists, press ENTER. PROFS will list each user name in the
distribution list individually on your screen. (You will also
see the real name of the person whose user name you
have listed as an attendee.) You can then add or delete
names from the distribution list.

You must include your own user name if you will be
attending the meeting. If you include a conference room,
the person who maintains the conference room schedules
will automatically get a copy of the meeting notice in order
to reserve the room.
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7. Press PF1.

PROFS will search to find a time when everyone (including
any conference room or equipment you typed) is available.
(While PROFS cannot search the calendars of remote users
to check their schedules, you can send meeting notices to
remote users to tell them about a meeting. This lets them
add the meeting to their calendars.)

PROFS does not search for available times on non-working
days, including holidays.

Note: For information on how to change your non-working
days, see "Appendix N: Tailoring your PROFS system.”

8. It PROFS cannot find a free time, it first removes any
conference rooms or equipment from the search list and
checks the remaining schedules. If nothing is available,
PROFS removes names from the end of the list and
searches again. When PROFS finds a free time, it shows
the W06, “Schedule a Meeting,” screen again with the
names of those who are blocking the meeting highlighted.

Because of the way in which PROFS determines who is
blocking a meeting, you should place the names of the
people who do not absolutely need to attend the meeting, if
any, at the end of the list.

If you invite more than 40 people to your meeting, you must
send a meeting notice by creating a document, using the
MEETING document style instead of screen W06, “Schedule
a Meeting.” (See “Chapter 8: Preparing DCF documents”
to choose the DCF MEETING document style.)

If PROFS cannot find an available time, you will see a
message on screen W06, “Schedule a Meeting,” telling you
this. The names of people whose schedules are blocking
an available time will be highlighted and moved to the top
of the list of attendees.
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There are two possible actions you can take to resolve the
meeting conflict:

a.

You may schedule the meeting for those people who
are available by removing the highlighted names from
the tist. To remove the highlighted names you can
either type blank characters over the names (using the
space bar) or erase them in one keystroke (using the
EOF key).

Or, if you want to find a meeting time when all these users
are available:

a.

If you are authorized to view the person’s calendar,
place the cursor under the name of one of the people
blocking the meeting.

Press PF4.

PROFS will show you screen W02, “View Several Days
of the Calendar,” of the person you indicated for the
date range you typed on screen W06, “Schedule a
Meeting.” You can then use this information to change
the search criteria so that this person can attend your
meeting. You may find this useful if a particular person,
such as a key speaker, must attend the meeting.

Start a new search by pressing PF12 to return to screen
W06, “Schedule a Meeting.”

Change the search information.
Press PF1.

PROFS will begin another search using the new search
information.
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Some of the times
may be longer than
you asked for.

When PROFS finds an available meeting time, it shows you
screen W07, “Times Found for a Meeting.”

TIMES FOUNB FOR A MEETING we?

Starting date: 01/02/87
Ending date: ©1/685/87
Amount of time needed: Hours 1 Minutes 9

Choose a dar and time by tyring an X next to vour choice below.
the starting and ending times as required and press ENTER.

STARTING ENDING
L 3:36 PH 6:08 PH
£ Monday 01/65/87 9:60 AM 2:00 PH

Screen 1 of 1
PF1 Try another PF9 Help PF10 Next Screen PFI1 Previgus Screen PF12 Return

Screen W07 repeats the search information you typed (the
starting and ending dates and the amount of time you
requested), and shows you a list of possible times for your
meeting. There might be more than one possible time listed
for a single day. The list may be more than one screen long;
you can use PF10 and PF11 to move back and forth among the
screens.

Look over the list that you see. If you aren’t satisfied with the
list of possible times, start the search over again by pressing
PF1.
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If you see a time period that you want on screen WO07:

ils
2.

Type X in the first column on the line that you choose.

Change the starting and ending times you see by typing
over them with the times you actually want.

For example, if you want to have a one-hour meeting and
PROFS found a four-hour time period (such as, 1:00 PM to
5:00 PM), you can schedule the hour you want by typing
over the times shown with the time you want within that
time period (for example, if you would like to have your
meeting at 2:00 PM, you would type 2:00 PM over the 1:00
PM start time and you would type 3:00 PM over the 5:00 PM
end time).

You can also lengthen or shorten the meeting, as long as
the time falls within the period of time found. (If you need
to view the original time period found by PROFS, simply
press CLEAR.)

Press ENTER.
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Sending a meeting notice when PROFS checks
schedules

When you have chosen a time, PROFS shows you screen W08,
“Send a Notice of a Meeting.”

SEND A NOTICE OF A MEETING Wos
Requester: G RohnSonSEeTs ulia vy . =4
Date to be scheduled: ©1/82/8?
PROFS fills in Startinq.ﬁme: 4:08 PH
the time you chose. nging time: 5:60 PH

Tree the information below. Then press PF7 to send.

Location: Third floor conference voom (3-F-13)

You fill in

—Subjeeti—
those areass October sales report

Purposer We need to review that October sales report to see if we__..
need a new approach for our forthcoming product. Please.._
bring vour monthly reports for last vear, and the forecasts-
for this rear,

PF1 Try another PF2 Change time PF? Send PF9 Help PF12 Return

PROFS has filled in the “Date to be scheduled,” “Starting
time,” and “Ending time” that you chose.

The blank following “Requester” is filled in with your name but
you are free to change it. You may type the user name or
nickname of another person if someone other than yourself is
requesting the meeting. The location is filled in with a
conference room name if you used one on screen W06,
“Schedule a Meeting.”

When you have typed in “Location,” “Subject,” and

“Requester” information, you can type the “Purpose” of your
meeting.
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You can make the “Purpose” of your meeting brief or it can be
up to 8 lines long. You can have the purpose appear both in
the meeting notices and in the attendees’ schedules. You can
have the purpose appear only in the meeting notices. Or, you
can have all of the purpose appear in the meeting notice, and
only part of the purpose appear in the attendees’ schedules.

To have the meeting purpose appear in both the meeting
notices and in the attendees’ schedules, type the purpose on
the lines provided following “Purpose.”

To have the purpose appear in the meeting notices, and only
part or none appear in the actual schedules, type four
asterisks, separated by blanks, at the beginning of the part of
the purpose you want kept out of the attendees’ schedules.
For example:

*** * This is a fund raising meeting.

would keep the entire purpose out of the attendees’ schedules.

SENB A NOTICE GF A MEETING weg
Requester: ] S TohnsonEssc et T m
Date to be scheduled: ©1/62/87
Starting time: 4:00 P
Ending time: 5:00 PH

Trre the information below. Then eress PF7 to send.

Location: Third floor conference room (3-F-13)

Subject: finnual corporate meeting

Purpose: * « x « This is a fund raising meeting.

PF1 Try another ~ PF2 Change time  PF7? Send  PF9 Help  PFi2 Return
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The attendees will receive the entire purpose as part of the
meeting notice. However, if the meetings are added to
schedules, no purpose will appear.

Now, press PF7 to send the notice. A message appears on
your screen telling you the notice has been sent. PROFS
sends a note to the people on your list and places it in their
incoming mail. The note teils them that you request that they
attend a meeting and gives them the date, time, location,
subject, requester, and purpose of the meeting.

The people you invite to the meeting must then decide whether
to put the meeting on their daily schedules. PROFS does not
automatically add the meeting to their schedules.

If you need to schedule a second meeting for the same group
of people, during the same date range, press PF2. PROFS
shows you screen W07, “Times Found for a Meeting,” with the
list of times PROFS found. You can now choose a different
time for a meeting.
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Sending a meeting notice without having PROFS
check schedules

You can have PROFS send meeting notices to a group of
people without checking their schedules to see if they are
available for the meeting. You might want to use this method
of scheduling a meeting if you must hold a meeting at a
specific time on a specific date, regardless of who is available
to attend the meeting.

To have PROFS send meeting notices without checking
schedules, follow these steps:

1. Press PF7 on screen W00, “Process Calendars.” PROFS
shows you screen W06, “Schedule a Meeting.”

| SCHEDULE A MEETING Wob

| The date from screen

W00 automatically Tree the information below. Then press PF1, PF2, or PF3,
| SRS R W 81/82/817
| EHEaget, Ending date:  ©1/62/87
l
l

Amount of time needed: Hours 1 Minutes @
Requested starting time: 9:80 AM

| Type one user name, conference room name, or distribution list name per space.
| To view a schedule, place the cursor under the name and press PF4.

USER NAME USER NAME
GJohnson TSmith_—
LRileyz o g Yo Sl e v e |

PF1 Check calendars
PF2 Send a notice of the meetins without checking calendars
PF3 Schedule a recurring meeting without checking catendars
Screen 1 of 4
PF9 Hetp  PF10 Next user names  PF11 Previous user names  PF12 Return

2. Type the actual date for the meeting next to “Starting
date.” The date cannot be earlier than today’s date. You
do not need to type an “Ending date.”
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3. Type the amount of time you need for the meeting. For
example, you can type 2 hours and 30 minutes. If you type
60 minutes or more, PROFS converts the minutes to hours
and adds the hours to the hours you typed.

4. Type the actual starting time for the meeting. You can glso
type NOTES: (it is not necessary to type the colon) in this
item if you want to send a note to several users to store in
their calendars. For example, you may want to send a
reminder to everyone in your department to turn in a
report on a particular date.

5. Type the user names, nicknames, or distribution list names
of the people you want to attend the meeting. You may
include users on a remote system by specifying a
nickname or by including them in a distribution list. You
may also include conference room and equipment names.
PROFS will remove any duplicates in your distribution lists
from the search list.

To display the user names contained in your distribution
lists, press ENTER. PROFS will list each user name in the
distribution list individually on your screen. (You will also
see the real name of a person whose user name you have
listed as an attendee.) You can then add or delete names
from the distribution list.

You must include your own user name if you will be
attending the meeting. If you include a conference room,
the person who maintains the conference room schedules
will automatically get a copy of the meeting notice in order
to reserve the room.

If you invite more than 40 people to your meeting, you
must send a meeting notice by creating a document, using
the MEETING document style instead of screen W06,
“Schedule a Meeting.” (See “Chapter 8: Preparing DCF
documents” to choose a DCF MEETING document style.)

6. Press PF2.
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PROFS shows you screen W08, “Send a Notice of a Meeting.”

SEND A NOTICE OF A MEETING Wes
PROFS fills in Reauester: GSTRT Ohis O S R
Ui iliee o cHOBe: to be scheduled: 81/82/87
Starting time? 9:08 AN
Ending time: 16:00 AM

You fiil in

these areas. Type the information below. Then press PF? to send.

Third floor conference room (3-F-13)

October sales report

Purpose: We need to review that October sales report to see if we____
need a new approach for our forthcoming product. Please..__
bring your monthly reports for last vear, and the forecasts.
for this rear.

PFt Try another PF? Send PF9 Help PF12 Return

PROFS has filled in the date, starting time, and ending time
that you chose.

The blank following “Requester” is filled in with your name but
you are free to change it. You may type the user name or
nickname of another person if someone other than you is
requesting the meeting. The location is filled in with a
conference room name if you used one on W06, “Schedule a
Meeting.”

When you have typed “Location,” “Subject,” and “Requester”
information, you can type the “Purpose” of your meeting. (See
“Sending a meeting notice when PROFS checks schedules”
earlier in this chapter to learn how to do this.)

The people you invite to the meeting must then decide whether
to put the meeting on their daily schedule.
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! The date from screen
. W00 automatically

| appears - you can
%changeih
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Scheduling a recurring meeting

PROFS can schedule a meeting for a group of people that will
occur on a regular basis over a period of time. You can choose
the starting and ending date for which you want to schedule
the recurring meeting.

To have PROFS schedule a recurring meeting and send
meeting notices without checking schedules, follow these
steps:

1. Press PF7 on screen W00, “Process Calendars.” PROFS
shows you screen W06, “Schedule a Meeting.”

SCHEDULE A MEETING Wob
Type the information below. Then press PF1, PF2, or PF3.

Starting dater— 61/02/87

Ending date: 01/85/87

Amount of time needed: Hours 1 Minutes ©
Requested starting time: 9:00 AM

Type one user name, conference room name, or distribution List name per space.
To view a schedule, place the cursor under the name and eress PF4,

USER NAME USER NAME
GJohnson TSmith__
LRiter__ pob Ll

PF1 Check calendars
PF2 Send a notice of the meeting without checking calendars
PF3 Schedule a recurring meeting without checking calendars
Screen 1 of 4
PF3 Heir  PF10 Next user names PF11 Previous user names PF12 Return

2. Type the earliest date in the range of dates over which the
meeting will occur. The date cannot be earlier than
today’s date.
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Type the latest date in the range of dates over which the
meeting will occur. The date can be up to one year later
than the first date, but it cannot be later than the last date
in the holiday file. PROFS does not search for available
times on non-working days, including holidays. (See
“Adding company holidays to your calendar” later on in
this chapter for more information.)

Note: If the recurring meeting is a “daily” one, PROFS will
only schedule it for up to 13 weeks.

Type the amount of time you need for the meeting. For
example, you can type 2 hours and 30 minutes. If you type
60 minutes or more, PROFS converts the minutes to hours
and adds the hours to the hours you typed in.

Type the actual starting time you want for the meeting.
You can also type NOTES: (it is not necessary to type the
colon) in this item if you want to send a note to several
users to store in their calendars. For example, you may
want to send a notice to everyone in your department to
turn in an activity report on the second Tuesday of every
month.

Type the user names, nicknames, or distribution list names
of the people you want to attend the meeting. You may
include users on a remote system by specifying a
nickname or by including them in a distribution list. You
may also include conference room and equipment names.
PROFS will remove any duplicates in your distribution lists
from the search list.

To display the user names contained in your distribution
lists, press ENTER. PROFS will list each user name in the
distribution list individually on your screen. (You will also
see the real name of a person whose user name you have
listed as an attendee.) You can then add or delete names
from the distribution list.

You must include your own user name if you will be
attending the meeting. If you include a conference room,
the person who maintains the conference room schedules
will automatically get a copy of the meeting notice in order
to reserve the room.

Processing calendars 3-41



If you invite more than 40 people to your meeting, you
must send a meeting notice by creating a document, using
the MEETING document style, instead of screen W06,
“Schedule a Meeting,” of the PROFS calendar. (See
“Chapter 8: Preparing DCF documents” to choose a DCF
MEETING document style.)

Press PF3.

PROFS shows you screen W09, “Schedule a Recurring
Meeting.”

SCHEDULE A RECURRING MEETING We9
Calendar for: G. J. Johnson Time: 2:14 PM
Trre the information below. Then press ENTER. 1987 JANUARY 1987
T TR U R R S
Starting Date: 01/02/87 |5 =25 &5
—————————————————— L e i £ B B )
Ending Date: 87/63/81 TR 2SS 4 W S RN )
------------------ e Az 2 22 28 74
Meeting Time: 2:66 PH to 3:60 PH 725 iy w2y e sl iy

———————————————— Dar of Year: 002
Tyre an X next to the freauency you want:
- Daily -~ Weekly - Every other week - Monthly

[f you chose Weekly, Every other week, or Monthly, trre an X next to
the day of the week on which you want the meeting:
- Sun - Mon - Tue - led - Thu SExi - Sat

If you chose Monthly, trre an X next to the occurrence of the day of the week
on which you want the meeting:
- First -~ Second ~ Third - Fourth - Last

PF9 Help PF10 Next month PF11 Previous month PF12 Return

9. Type X on the blank next to the time which indicates the

frequency at which your meeting will be held.
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10.

The following guidelines will help you determine which
times you should mark:

DAILY

WEEKLY

EVERY OTHER
WEEK

MONTHLY

If you check “Daily,” nothing else is
required. PROFS enters the appointment
on each working day of the date range you
typed. Daily meetings can be scheduled
for approximately 13 weeks.

If you check “Weekly,” you must show
which day of the week the meeting will be
held. For example, if you have a meeting
every Friday, you would type X next to
“Weekly” and X next to “Fri.”

If you check “Every other week,” you must
show which day of the week the meeting
will be held. The meeting will be
scheduled every other week, starting with
the first occurrence of the weekday you
chose within the dates you specify. For
example, if you have a meeting every
other Tuesday, you would type X next to
“Every other week” and X next to “Tue.”

If you check “Monthly,” you must show
which day of the week and which
occurrence of that day during the month
the meeting will be held. For example, if
you have a staff meeting which is held on
the first Monday of each month, you would
type X next to “Monthly,” next to “Mon”
and next to “First.”

Press ENTER to have PROFS schedule your recurring

meeting.
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If any of the meeting days you select fall on a company holiday
(for example, a meeting scheduled to take place each Friday at
2:00 p.m. will conflict with the Fourth of July holiday), PROFS
shows you screen W20, “Meeting Date Conflict.”

MEETING DATE CONFLICT W28
Time: B:52 AM
81/83/81 is a company holiday. Press one 1987 JuLY 1987
of the fotlowing PF kers. Sebtoun N T oF 5
7
PF1 Reschedule the meeting. Type the date 5 @ ¥ 6@ 9 10 i
here: {28 ST 1 4 S | SR R 7

------------------ e e 2 22 2% 24 25
PF2 Do not schedule the meeting on the holiday 26 27 28 29 30 31
Day of Year: 184
PF3 Schedule the meeting on the holiday

PF3 Help PF10 Next month PF11 Previous month

PROFS gives you the following options:

e Press PF1 to reschedule the meeting to a non-holiday. An
example is the Thursday before the Fourth of July holiday.

e Press PF2 to cancel the meeting. For instance, do not hold
the meeting at all during the Fourth of July holiday week.

e Press PF3 to schedule the meeting anyway. For instance, if
you are scheduled to work on the Fourth of July holiday
and need to meet with others who will also be working on
that day, go ahead and let PROFS schedule the meeting.
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Sending a notice of a recurring meeting

When you have resolved any meeting date conflicts, PROFS
shows you screen W08, “Send a Notice of a Meeting.”

SEND A NOTICE OF A HEETING wes
Reauester: G. S Johnsonsestas SRR e s
Date to be scheduled: ©1/62/87 - 84/17/87
PROES fills in Starting time: 4:06 PH
the time you chose. ng time: 5:68 PH

Trre the information below. Then press PF? to send.

Locationt Third floor conference room (3-F-13)

You fill in

these areas! Subject: Weekly staff meeting
Purposer Review/asses; weekly revenue fisures
PF1 Try another PF? Send PF9 Help PF12 Return

PROFS has filled in the “Date to be scheduled,” “Starting
time,” and “Ending time” that you chose.

The blank following “Requester” is filled in with your name but
you are free to change it. You may type the user name or
nickname of another person if someone other than you is
requesting the meeting. The location is filled in with a
conference room name if you used one on W06, “Schedule a
Meeting.”

When you have typed the “Location,” “Subject,” and
“Requester” information, you can type the “Purpose” of your
meeting. (See “Sending a meeting notice when PROFS checks
schedules” earlier in this chapter to learn how to do this.)
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The people you invite to the meeting must then decide whether
to put the meeting on their daily schedules.

9 You can print your calendar for 1to 99 days. To print your
T lendar, follow these steps:
Printing °®°"%%' P

calendars 1. On screen W00, “Process Calendars,” or screen W02,
“View XXX Days of the Calendar,” press PF8. (On screen
W00, you can change the number of days. On screen W02,
PROFS will print the date range that appears on the
screen). If you try to print a calendar without entries from
screen W00, you will see screen W02 with a message
telling you that the calendar does not have entries.

PROFS shows you screen J00, "Choose a Printer.”

CHOOSE A PRINTER Jes

Press the PF ker to select the printer vou want, or send a print file
to a user or erinter not listed. Press PFB to see additional printer
options. Press ENTER when you have made your choices.

Send a print file to: _ (name) at (location)
Thisishow = JEREFRESS BTSN e SRR T oo < - v
your PROFS
_admu_n_strator Number of copies: |1 Seecial print class:
identifies Tp =
printers.
PFt SYS3203 3203 SYSTEM PRINTER - CLASS A SELECTED

PF2 SYS3287 3287 SYSTEM PRINTER - CLASS A
PF3 SYS3800 3800 SYSTEM PRINTER - CLASS Y
PF4 bb70 East Tower, Gth Floor
PF5 bb70 East Tower, 17th Floor
PFb 6670 West Tower, 2nd Floor
PF? Print at vour workstation
Screen t of |

PFB Options PF9 Help PF10 Next Printers PFI! Previous Printers PF12 Cancet

2. Select a printer by pressing the associated PF key.

Or, if you want to use the printer next to PF1, just press
ENTER. This printer is selected automatically.
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3. Press ENTER.
PROFS prints your calendar.

If you want to make additional choices on a printer, press PF8
on screen J00. PROFS shows you screen J01, “Choose Printer
Options.” (For more information about choosing printer
options, see “Chapter 4: Opening the Mail.”)

CHOOSE PRINTER OPTIONS Je1
To change printer options, tree the chanses below. Then press ENTER to
PYint.
e Option file
-------- Arrangement file for the bb70 Printer
-------- Seecial print form
-------- Spaces to shift to the riaht
é;;nt from page to page

PFB Previous Secreen PF9 Help PF12 Cancel
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10

Choosing from
main menu
number 2

The PROFS calendar has two main menus. The tasks you just
completed were on calendar main menu number 1. To see the
second main menu, press PF10 on screen W00, “Process

Calendars.”

PROFS shows you screen W10, “Process Calendars.”

PROCESS CALENDARS

Calendar for: &. J. Johnson

Press one of the foltowing PF keys.

PF1 Change user access to the catendar

PF2 View the list of authorized users

PF3 Add ail comeany hotidars to the calendar
starting from 81/62/817 to the

end of that rear

PF11 View calendar main menu number t

PF9 Help PF12 Return

1
18
25

Wie

Time: B:52 AN

JANUARY 1987
v or FS
15 S2923
AR C R )
13 14 15 16 17
A0 2R S 2
21 28 29 30 3t
Day of Year: 002

This menu lists additional calendar tasks on PROFS.

To go back to the first main menu, press PF11. (Do not try to
return to the first main menu by pressing PF12. This will take

you to the PROFS main menu, screen AQO.)
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1
Changing
user access
toa
calendar

You control what other people can do with your calendar. You
may be authorized to control access to other people’s
calendars. For example, if you are a secretary, you may
control access to your manager’s calendar.

When you want to change what someone else can do with a
calendar, follow these steps:

1.

Press PF10 on screen W00, “Process Calendars.” PROFS
shows you the second calendar main menu, screen W10,
“Process Calendars.”

Make sure that the name shown next to “Calendar for” on
screen W10 is the name of the person whose calendar
access you want to change. If you want to change access
to your calendar, your name should be shown. [f you want
to change access to someone else’s calendar, their name
should be shown. To change the name shown, type the
user name or nickname of the person whose calendar
access you want to change over the name shown.
Remember that you can only change access to someone
else’s calendar if you have been authorized to do so.

Press PF1.
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PROFS shows you screen W11, “Change User Access to
the Calendar.”

CHANGE USER ACCESS TO THE CALENDAR w1
Calendar for: G. J. Johnson

Tyee the user name to whom authority is being given (ar type your own user name
to change the standard access that others have to vour calendar):

Then press ENTER.

PF3 Heip  PF12 Return

4. In the space provided, type the user name or nickname of
another user to whom calendar access is to be given or
changed. If you want to change what someone else can do
with a calendar, type the user name or nickname you used
on screen W10, “Process Calendars” (the user name or
nickname of the person whose calendar access you want to
change).

5. Press ENTER.
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PROFS shows you screen W13, “Change User Access to
the Calendar.”

CHANGE USER ACCESS TO THE CALENDAR W13

Calendar for: G. J. Johnson
Authority being granted to: Bavid Richards

Press one or more of the following PF keys to indicate the tyee of
authorization for this user. Then press ENTER to give the user
access to the calendar.

PF1 User may view times of entries only

PF2 User mar view nonrestricted entries SELECTED
PF3 User mar view confidential entries

PF4 User mar view persaonal entries SELECTED
PF5 User mar chanse nonrestricted entries SELECTED

PF6 User may chanse confidential entries
PF? User may change personal entries
PF8 User may change authorized access to the calendar

PF9 Heip PF12 Cancel

This screen gives you the option to grant or deny user
access to a calendar. There are eight levels of
authorization. When you press the PF key associated with
a level that has not been granted, the word SELECTED
appears next to the authorization. if you press a PF key
associated with a level that has been granted, that level is
removed. |If none of the levels are granted to a particular
user, then the user has NO access.

When you grant or deny a certain authorization, other
related authorizations will be granted or denied. For
example, if you grant authority to change confidential
entries, the user will have authority to view both
nonrestricted and confidential entries and to change both
nonrestricted and confidential entries.

Press ENTER to grant authorization, or PF12 to cancel your
changes.
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Viewing
the list of
authorized
users

Press PF10 on screen W00, “Process Calendars.” PROFS
shows you screen W10, “Process Calendars.”

Press PF2 on W10. PROFS shows you screen W12, “View the
List of Authorized Users.”

VIEW THE LIST OF AUTHORIZED USERS W12
Calendar for: 6. J. Johnson

The following users have been authorized to access the calendar.

USER NOER TRl e ST - A e Sl W ==mmmmn § aemead CHANGE-------
Time Norm Conf Pers Norm Conf Pers Auth
Standard Authorization Y NNt ‘N N N N N
ZERRO2  John Smith NN - Y YERCRNEE NN
ZGWGO3  David Richards Ny Y NS N N

Screen 1 of 1
PFS Help PF18 Next Screen PF11 Previous Screen PF12 Return

Screen W12 contains a table showing the standard
authorization, and what certain specified people are allowed to
do with your calendar, if their authorization is different from
the standard authorization list. There are eight different
options you can use to determine what other people can do
with your calendar. The terms are described below:

Y A person can do this with your calendar
N A person cannot do this with your calendar
Standard What everyone can do with your

Authorization calendar
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Time Blocks of time when you are busy, without

descriptions

Norm Descriptions of items on a calendar which are

not classified as “personal” or “confidential”

Cont Descriptions of items classified as
“confidential”

Pers Descriptions of items classified as “personal”

Auth Whether or not a person can change what

other people can do with your calendar.

Restricting information

You can type personal and confidential entries that can be
seen by you or other people you authorize.

You may request any one of the following types of
authorization for each person who has access to your
calendar:

View the times of entries only.

View nonrestricted entries.

View nonrestricted and confidential entries.

View nonrestricted and personal entries.

View and change nonrestricted entries.

View and change nonrestricted and confidential entries.
View and change nonrestricted and personal entries.

Change authorized access to the calendar.
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| WORK WITH THE SCHEDULE wet
: ggf"{:zg:ecgg“ Calendar for: 6. J. Johnson Date: 61/62/81 Friday

i ...............................................

| ?;if;;%ﬁ',"al Type any changes to the schedule below.

| \Bsmﬂgmnﬁscmpnm

| 7:368M G7 PERS: Counseling session with Bill

| Only those you 9:00AM 18:00AM Meeting--Wilson's office

| authorize can \M‘ Bring fisures for February

| see confidential 10:B0AH 11: CONF: Review new system with John

| information. 1:60PM 3:60PM Class

| NOTES: Remember that Wilson wanted February figures

| comPared with those of Gctober and December

| PF3 Cancel changes PF4 Next day PFS Previous day Screen 1 of 1

PF9 Help PF10 Next Screen PF11 Previous Screen PF12 Return

Personal information. To have personal information that can
be seen only by you or others whom you authorize:

1. Type BEGIN and END times for the item.
2. Move the cursor to the DESCRIPTION column.

3. Type PERS: and whatever information you want to add.
(The colon is required.)

4. Press ENTER.

Other people who are not authorized to view personal
entries will see the time and the word PERS: but will not
see the information that follows it. You can also use
“PERS:” for private notes.
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Adding
company
holidays to
your
calendar

Confidential information. To have confidential entries that can
be seen only by you or others whom you authorize:

1. Type BEGIN and END times for the item.
2. Move the cursor to the DESCRIPTION column.

3. Type CONF: and whatever information you want to add.
(The colon is required.)

4. Press ENTER.

Other people who are not authorized to view confidential
entries will see the time and the word CONF: but will not see
the information that follows it. You can also use “CONF:” for
private notes.

The company holidays for your location are listed in a holiday
file maintained by your PROFS administrator. This file is
called HOLIDAY EPSFILE. You may add any of these holidays
to your personal schedule from a specified date until the end of
that year. To add company holidays to your schedule, make
sure you are on screen W10, “Process Calendars.” Then do
the following;

e Type the first date for which you want PROFS to begin
adding the holidays to your schedule.

o Press PF3.

PROFS gives you a message that the holidays have been
added to your schedule.

PROFS uses the start and end time of your workday when
scheduling the holiday. (See “Appendix N: Tailoring your
PROFS system” for information on how to change your working
hours.)

Processing catendars 3-55



Processing
Calendars

Fast Track

Within a distribution Mﬁ

-

N

woe w04 Wo1
PF1
- PF4 Work with ="R" Schedule & View the ENTER Work with
PFS the Recurring 8chadules for e
Scheauie Meeting XXHXXX: Schadule
L 7
[ PFB *
r N
wo2 wot JOO JO1
-PF2<3mml  View Geveral ENTER Work with Choose a Choose
Days of the > the Printer B8 Printer
Calendar Schedule Options
e \. 2/
prm———
wo4
.’ View the kENTER Work with
[ Schedule for the
Conference Gchadule
Rooma
R S eSS
AOC Woo W05 Wwo1
Maln Menu PF1 Process PFE<Jpwi  View the =PF1=3I  Work with
Cealendars i Manth glen =
chedule
e/
A PF2
PF1
r—pmﬁ I
__L g .
woe wo7 woe woa
! o - Sand Schaduie a
on al screens e e SRR T Rotieof o Recurng
PF8 Help Meating Meating
PF12 Return L
{except PF12 "END"
on AQOD} I
PF1 —
PF3
T e =
JOO Jo1
[-PFe -3 choose & ~PFe=3»|  Choose
Printer grplrtlltar
one
& J
frr—— (7
W10 wit ENTER w13 W12
LpEioP  Process [-PF1—3  Change User Change User View the List
Calendars Access to Access to of Authorized
(Main Menu 2) the Calendar the Calendar Usera

PF1

3-56 Using the Professional Office System



Opening
the mail



8

INtroduction ..o 4-1
Choosing from the main menu ........cccooociiiiiiiiiniccin e 4-2
Looking through your incoming mail .................c.ccoo 4-3
Working with all your notes or documents ...............c........ 4-7
Working with one note atatime ..o, 4-9
Working with one document atatime ......................... 4-23
Printing copies of notes and documents ......................... 4-47
Working with files that are not from PROFS .................... 4-49

PaSt TFACK i o e e e e B A S e s S e s e i sTrosloe 4-52



Introduction

4 Opening the mail

This chapter will help you understand:

How to choose mail from the main menu (“Choosing from
the main menu”).

How to look through your incoming mail on screen C00, and
how to choose one of your items to work with (“Looking
through your incoming mail”).

How to work with many items quickly. You handle notes
and documents somewhat differently (*Working with all
your notes or documents”).

The details that will help you work with notes that you've
received (“Working with one note at a time”).

How to work with documents.

How to print an item in your incoming mail (“Printing
copies of notes and documents”).

How to process mail that is not from PROFS (“Working with
files that are not from PROFS”).

At the end of this chapter, you'll find a “fast-track” diagram that
summarizes the chapter pictorially.
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2 With PROFS, you can send and receive mail electronically, and

Choosing

PROFS makes it easy to go through your incoming mail. Press
PF2 on the main menu to see what’s in your incoming maii. If

from the oy have mail, PROFS shows you screen C00, “Open the Mail,”
main menu which has a brief description of each piece of mail. PROFS
even tells you which items are new and which are old.

You can quickly look through the list and decide which piece of
mail you want to work with first.

Depending on what kind of mail it is—a note or a document —
you can then do one or more of these tasks with the item:

Read it.

Add comments to it.

Make changes to it.

Proofread it.

File it in a variety of ways.

Erase it.

Forward it to others.

Send a reply to the person who sent it to you.
Print it.

Leave it in your incoming mail.

Add meeting information described in a note or document
to the calendar.
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3 Screen C00, “Open the Mail,” gives you basic information

Looking

about each piece of mail you have received. New arrivals to
your mail go on top of old ones — just like papers stacked in

through your  your “in-tray.” This means that the most recent piece of mail
incoming mail to come in is always listed as PF1.

Highlighted lines show
new mail.

What it is about.

Highlighted PF keys show
old mail you haven't dealt
with.

No highlighting means
you have worked with the
item, but haven’t filed it
or erased it.

This telis you if you have

You may have more mail than can be shown on one screen.
To see the next screen in the sequence, press PF10. To see
the previous screen, press PF11. If you are viewing the first
screen when you press PF11, you'il reach the last screen. |f
you are viewing the last screen when you press PF10, you'll
see the first screen.

To whom it is addressed When you might need to When a note was sent, or
(you might be sent copies take action on the item.  what the number of a
of someone else’s mail). document is.

What kind of mail it is-a
note or a document.

Who sent it to you. You can type ALL here or

or the number of the
screen shown below.

GPEN THE MA

Presq the PF key for the
thesel documents, tyee ALL

cument you want.\ Or, f pou want to vidw all of

=] e =SS [()===-E TYPE} DUE DATE DOCUMENT NO.

PFt Riley, L. . Johnson, G. J. RFT- 876627576612
Subject: Report information in last memo

PF2 Smith, G. Johnson, G. J. RFT-D 876027570068
Subject: HMonthly report

PF3 Doe, L. M. Johnson, G. J. Paper 81602HBCO603
Subject: Monthiy sales and credits

PF4 John Smith George Johnson Meetin 01/62/81 13:16
Subject: Meeting with Marketing Grour

PF5 ROEMARYZ--VMSYS! JOHNSONG--YMSYS 1 Reply 01/02/87 11:21

Subject: Estimates for report

PFb David Richards George Johnson Note
Subject: Meeting schedule

01/02/87 11:25

PF7 Smith, G. Johnson, G. J. Draft 8700275700602
Subject: Monthly report
PFB Riler, L. M, Johnson, G. J. Final  81/62/87 B7002T5TO001
mail listed on other screens. Subject: January sales report
lof 2

PF9 Help PF1© Next Screen PF11 Previous Screen PF12 Return
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The highlighting

If all or part of your mail is highlighted, you have either new
mail or mail that you haven’t worked with yet.

e If the whole line for an item is highlighted, the item has
arrived since you checked your mail the last time.

e |f only the PF key number is highlighted, the item was listed
when you last checked your mail, but you haven’t worked
with it yet.

e If nothing is highlighted, you've worked with the item, but
you haven't yet filed it or erased it from your incoming
mail.

If you have a terminal with color capability, PROFS uses colors
to show highlighting.

Who sent it

You will usually find the sender listed under “FROM" on the
screen.

e For a note, you will see either (1) the user name of the
person who sent it followed by a system name (for
example, “ROEMARY2—-VMSYS1") or (2) the name of the
user. What you see depends on how the sender set up his
nickname file. (See “Appendix B: Working with nickname
files.”)

e For a document, you will see the name of the person who
wrote the document (for example, “Riley, L. M.”). If it was
forwarded to you by a person who is not the original
author, you will see the author’s name and not the sender’s
name.
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Who received it

Your own name will usually be in the column under “TO.”

For a note, you will see either (1) your user name followed
by a system name or (2) your name. What you see
depends on how the sender set up his nickname file (see
Appendix B).

For a document, you will see the person’s name. If a
document was first sent to someone eise and then
forwarded to you, that person will be listed under “TO.”
Someone else’s name may appear under “TO” if you are
part of a mailing list.

What type of mail it is

You will find the type of mail listed in the column under
SR RE:F

if it's a note, you will see one of the following:

Note for newly created notes sent to you

Reply for replies to notes you have sent

Forward for notes routed to you from someone else
Meeting for notices of a meeting for you to attend

Reserve for reservations for the conference rooms for
which you are responsible

Resend for notes that were originally distributed but are
being sent again

Ackimnt for notes for which you've requested an
acknowledgment

Error for notifications of errors PROFS found when
distributing a document for you.
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If it's a document, you will see RFT-D, RFT-F, Draft, Final,
Paper, Graphic, or Other. These are the kinds of documents
that PROFS distinguishes. (For more information, see
“Sending and receiving information” in Chapter 1.)

When you might need to take action

If someone sends you mail that requires you to act by a certain
date, you will see the date under “DUE DATE.” The due date
will also appear in your mail log.

How the mail is numbered

Both notes and documents are numbered under “DOCUMENT
NO.”

e For notes, you will see the date and time the note was sent.
There is no other reference number for notes.

e For documents, you will see the number used to identify
the document in PROFS storage. (See “Sending and
receiving information” in Chapter 1).

What it is about

The topic is stated briefly beside “SUBJECT” on the screen.
For example, “January sales report” is the subject of item 8 on
the example of screen C00, “Open the Mail,” earlier in this
chapter.
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q
Working with
all your notes
or documents

To work with all the notes and documents that you see listed
on screen CO00 at once, type ALL on the command line of
screen C00, “Open the Mail,” and press ENTER. PROFS shows
you screen C06, “Process the Incoming Mail.”

PROCESS THE INCOMING MAIL €
Press one of the following PF keys.

PF1 View all items

PF2 File them in the mail log and erase them from the incoming mail
PF3 Keep all items in the incomins mail and the mail log

PF4 Erase all items from the incoming mail and the mail log

BF9 Help PF12 Return

When you choose one of the PF keys on this screen, the action
applies to all the items listed in your incoming mail on the
screen where you typed ALL.

If you press PF1, PROFS shows you the contents of all the
notes and documents except for Paper documents not
produced using PROFS. The notes and documents will appear
one after the other. You can press PF12 to move to the next
note or document. If it is a Revisable-Form Text (RFT)
document and you are finished processing it, you must press
PF12=END on the DisplayWrite/370 “View" screen to view the
next note or document. If you are finished processing the Draft
and Final documents found, you can type EXIT on the
command line of screen 100, “View the Document,” and you
will return to the main menu.
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If you press PF2, PROFS files all the notes and documents.
PROFS shows you your list of mail again with the word FILE
beside each document or note, under “DOCUMENT NO.” If
you press PF4, PROFS erases all the notes and documents
from the incoming mail and the mail log.

IF YOU CHANGE YOUR MIND

If you change your mind about filing or erasing the notes and
documents, you can put them back into your incoming mail as
long as you are still working with your incoming mail and do
not press PF12 on screen C00, “Open the Mail.”

To put the notes and documents back into your incoming mail:

1. Press the PF key on screen C00 next to the note or
document you filed or erased. PROFS shows you screen
EQ1, “View the Note” if it is a note and screen C31, C30,
C02, C01, CO05, or C08, “Process the Incoming Mail,” if it is
a document.

2. Press PF3 to keep the note or document in the incoming
mail.

PROFS shows you screen C00 again with the date and time the
note was sent to you or the document number if it is a
document. The word FILE or DELETE is removed.
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5 Viewing the note

Working
| ith one note When you press the PF key on screen CO0 next to a note you
I wi t a ti want to work with, PROFS shows you screen EO1, “View the
ataume Note.”

| VIEW THE NOTE E01
| e From: ROEMARY2--VMSYS Date and tine  01/02/87 11:27:33
shown only if you typed To: JOHNSONG--VMSYS!

it in your nickname file. -
From: Rosemary Smith

| Subject: Estimates for report
| [ will send you the new estimates by Monday.

| END OF NOTE

Use these keys if the
note is longer than one
screen.

| PFY Alternate PFs PF2 File NOTE PF4 Erase PFS Forward Note
| PF6 Reply PF? Resend PFB Print PF9 Helr*PF18 Next™PF11 Previous PF12 Return

If the note is too long for one screen, you can use the PF keys
at the bottom of the screen to move back and forth among
screens (PF10 and PF11). After you have read the note, you
can do some tasks while you have the note in front of you, or
you can press PF12 to get back to screen C00, “Open the
Mail.”

If a document is referenced in the note, you can view that
document by moving the cursor under the document number,
and pressing ENTER. PROFS shows you the DisplayWrite/370
“View” screen for an RFT-D or RFT-F document or screen 100,
“View the Document,” for a Draft or Final document.
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What you can do when You oan also
you receive a note

note logs
Your incoming ‘Q
mall (electronic) N = /\

/
Reply . TartalShia File
to the - - = {add comments
Sender's terminal sender — -+ if you wish)

Add to : |
your calendar e & '
" Forward to
A other users
P s
7 | A

¢ | ¥

While viewing your note in the incoming mail,
you can reply to it, file It, forward it to others,
erase it, and so forth.
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Using split screens to work with the note on the screen. The
PF keys at the bottom of screen EO1 aliow you to work with the
note while you are still viewing it.

You can:

e Forward the note (press PF5).

e Reply to the note (press PF6).

e Send the note again (press PF7).

e Add personal comments (press PF1, then PF4).
e Send a new note (press PF1, then PF5).

No matter which PF key you press, PROFS shows you a split
screen. A split screen is really two screens that appear, one
above the other, on your terminal. The note is on the top
screen (E12 is the split screen version of EO1) and you do your
work with the bottom screen. To use the PF keys on a split
screen, you must put the cursor anywhere on the same half of
the screen as the PF key you want to use.

Filing the note and erasing it from your incoming
mail

You may want to keep the note in your files. PROFS gives you
a general file for notes called a note log.

Press PF2 on screen EQ1. PROFS files the note along with
basic summary information about the note (“From,” “To,”
“Date,” “Time,” and “Subject”) in your note log.

You can also create other note logs with different names to
keep notes that are from a particular person or on a particular
subject together. You can create as many separate note logs
as you need. To create a new note log:

1. Choose a name for the log —for example, JOHNSON for
notes to or from Mr. Johnson or ASSIST for notes about a
request for assistance (the name cannot be longer than
eight characters).
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2. Type the name you have chosen over the highlighted word
NOTE on the PF2 line of screen EO1.

3. Press PF2 to file the note.

When you finish opening the mail and press PF12, PROFS will
erase the note from your incoming mail. You won'’t be able to
work with it again by opening the mail, but you can always get
it later from your note log by going back to the main menu and
pressing PF4 (see “Chapter 6: Processing notes and
messages”).

When you file the note, PROFS will show you screen CQ00,
“Open the Mail.” The word FILE will be under the column
called "DOCUMENT NO.” for the note you were working with.

IF YOU CHANGE YOUR MIND

If you change your mind about filing the note away, you can
put it back into your incoming mail as /ong as you are still
working with your incoming mail and do not press PF12 on
screen C00, “Open the Mail.”

To put the note back into your incoming mail:

1. Press the PF key on screen CO0 beside the note you filed.
PROFS shows you the “View the Note” screen (EQ1) for the
note.

2. Press PF3 to keep the note in the incoming mail.

PROFS shows you screen C00 again with the date and time the
note was sent to you. The word FILE is removed.

4-12 Using the Professional Office System



Erasing the note from your incoming mail

You may want to erase a note from your incoming mail without
keeping a copy in your note log. When you press PF4 on
screen EO1, “View the Note,” PROFS erases the note from your
incoming mail and, of course, you can do no more work with it.
PROFS then shows you screen C00, “Open the Mail,” again
with the word DELETE beside the note under the column
heading “DOCUMENT NO.”

IF YOU CHANGE YOUR MIND

If you change your mind about erasing the note, you can put it
back into your incoming mail as /ong as you are still working
with your incoming mail.

To put the note back into your incoming mail:

1. Press the PF key on screen C00 beside the note you
erased. PROFS shows you screen EQ1.

2. Press PF3 to keep the note in the incoming mail.

PROFS shows you screen C00 again with the date and time the
note was sent to you. The word DELETE is removed.
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Type a user name,

Forwarding the note

To forward a note to someone else before you file or erase it,
press PF5 on screen EO1, “View the Note.” PROFS shows you
screen E11, “Forward the Note” (this will be a split-screen
version). You can then forward the note as is, or forward it
with your comments.

VIEW THE NOTE E12
From: ROEMARYZ--VMSYSI Date and time  ©1/02/87 11:27:33
To: JOHNSONG--VMSYSH

system name (user name)

| combination, nickname,
| or distribution list name

| The sender’s name is
| shown only if you typed
i it in your nickname file.

From: Rosemary Smith

Subject: Estimates for report

[ will send you the new estimates by Monday. If there are no other urdates
coming in from the field offices, we should be able to finish this

up early next week.

ESNSN I OIESNETIRTS E
2 Down PF9 Help PFIO Next Screen PFIl Previous Screen

FORWARD THE NOTE EN
\Forward to:

From: G. J. Johnson
Subiect: Estimates for report

PF1 Tor PF2 Bottom PF3 Ervase Line PF4 Add Line PFS5 Nulls Off PFb Format
PF? Send PFB Proofread PF9 Help PF10 Next PFif Previous PF12 Cancel

PROFS fills in the subject of the note for you, along with the
date and time the note was originally sent to you.
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To send the note:

1. Type the user name, system name (user name)
combination, the nickname of the person, or the
distribution list name to whom you want to forward the
note. If your name does not appear after “From,” you can
type your name. (See “Sending a Note” in Chapter 6 for
more information.)

2. If you want to add some of your own text, you may type it
on the screen beneath the “Subject” line.

3. Press PF7 to send the note.

PROFS puts the note (with your comments, if there are any) in
the incoming mail of the person(s) you are forwarding it to.

PROFS shows you a message on the screen to tell you that
your note has been sent. Press CLEAR to continue working
with the note. The note you just forwarded stays in your
incoming mail until you either file it or erase it.

IF YOU CHANGE YOUR MIND

If you decide not to forward the note, press PF12 to cancel it
instead of pressing PF7. If you typed anything, PROFS asks
you if you really want to cancel the note. Type Y and press

ENTER.
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Sending a reply to the note

You may want to send a reply to someone who sent you a note.
Press PF6 on screen EO1, “View the Note.” PROFS shows you
screen E02, “Reply to the Note.” (This will be a split-screen
version.)

PROFS puts a separator line on the screen when the person
receives the note to indicate that this is a reply to his note.

This is the split screen
version. VIEW THE NOTE Ei2

From: ROEMARYZ--VMSYS] Date and time ©1/02/87 11:27:33
To: JOHNSONG--VMSYST

From: Rosemary Smith

Subject: Estimates for report

I will send you the new estimates by Monday. [f there are no other updates
PROFS fills this in for you. coming in from the field offices, we should be able to finish this

up early next week.

END OF NOTE
PFt Up PF2 Down PF9 Help PF10 Next Screen PFI1 Previous Screen
REPLY TO THE NGTE E02

Type your reply here.

Reply to: ROEMARY--VMSYSI
From: G. J. Johnson
Subject: Estimates for report

PF{ Tor PF2 Bottom PF3 Erase Line PF4 Add Line PFS Nulls Off PFb Format
PF? Send PF8 Proofread PF9 Help PF10 Next PFI1 Previous PF12 Cancel

PROFS fills in the user name of the person who sent you the
note and the subject of your reply.
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If your name does not appear after “From,” you can type your
name. Then you:

1. Type your reply.

2. Press PF7 to send it.

PROFS shows you a message on the screen to tell you that
your note has been sent. Press CLEAR to continue working
with your mail.

PROFS puts your reply as a note into the other person’s

incoming mail. The note you received stays in your incoming
mail until you either file it or erase it.

IF YOU CHANGE YOUR MIND

If you decide not to send a reply after typing it, press PF12 to
cancel it instead of pressing PF7. If you typed anything,
PROFS asks you if you really want to cancel the note. Type Y
and press ENTER.
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Type a user name,
system name (user name)
combination, nickname or
distribution list name.

PROFS fills this in for you.

Sending the note again

You may want to send a note after it has been forwarded to
you. Press PF7 on screen EO1, “View the Note.” PROFS shows
you screen E13, “Send the Note Again.” (This will be a
split-screen version.)

VIEW THE NOTE E12
From: ROEMARYZ2--VMSYS| Date and time  01/62/87 11:27:33
To: JOHNSONG--VMSYSI

From: Rosemary Smith

Subiect: Estimates for report

[ will send you the new estimates by Mondar. If there are no other uedates
coming in from the field offices, we should be able to finish this

P early next week.

ESNSDCAEENEORIR B
PF2 Down PF9 Help PF10 Next Screen PF1! Previous Screen
SENB THE NOTE AGAIN E13
Resend to:™_
To: JOHNSONG--VMGYSH

From: Rosemary Smith
Subject: Estimates for report

Text of the note and the names of those to wham
you have alreadr sent the note goces here.

PF1 Top PF2 Bottom PF3 Erase Line PF4 Add Line PFS Nulls Off PFb Format
PF7 Send PF8 Proofread PF9 Help PF10 Next PFII Previous PF12 Cancel

PROFS automatically fills in the note you want to resend and
the names of people to whom the note has already been sent.

1. Type the user name of the person to whom you want to
send the note next to the words “Resend to.”

2. Press PF7 to resend the note.
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PROFS shows you a message on the screen to tell you that
your note has been sent. Press CLEAR to continue working
with your mail. The note you just resent stays in your
incoming mail until you either file it or erase it.

IF YOU CHANGE YOUR MIND

If you decide not to send the note again, press PF12 to cancel it
instead of pressing PF7. PROFS will ask you if you really want
to cancel the note. Type Y and press ENTER.

PROFS shows you Forward, Reply, or Resend in the “TYPE”
column on screen CO0, “Open the Mail,” and screen E08,
“View the Note Log,” when you receive or send these kinds of
notes. You can use any of the special note commands
discussed in “Chapter 6: Processing notes and messages.”
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Adding a meeting notice to your calendar
To add a meeting notice to your calendar:

1. Press the PF key next to the Meeting on screen C00, “Ope?
the Mail.” PROFS shows you screen E01, “View the Note.

2. Press PF7 to add the notice of the meeting to your
calendar.

You can also add a meeting notice for a conference room
reservation for which you are responsible. First you press the
PF key next to Reserve on screen C00, “Open the Mail.”
PROFS shows you screen EO1, “View the Note.” Press PF7 to
add the meeting notice for the conference room to the

calendar.
VIEW THE NOTE E61
From: JSMITH --VMSYSI Date and time  B3/06/87 13:16:33
To: GGJOHNSON-VMSYSH
Fromi
Requester: John Smith
Date to be scheduled: 03/09/87
Starting time: B:00 AM
Ending time: 9:30 AM

Location:  Conference room 4B
Subject: Meeting with Marketins Group
Purpose: Discuss new product line.
dook ok ok kK ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok K ok ok k X
END OF NOTE

PF1 Alternate PFs PF2 File NOTE PF3 Keer PF4 Erase PF5 Forward PFb Reply
PF7 Add te Calendar PFB Print PF9 Help PF1@ Next PF!! Previous PF{2 Return

4-20 Using the Professional Office System



Adding your own comments to a note log

To add comments to any note:

1. Press PF1 to get the alternate PF keys, then press PF4 on
screen E0O1. PROFS shows you a split screen, with screen
E12 on the top half and screen E03, “Add Personal
Comments to Your Note Log,” on the bottom half.

2. Add your own text.

3. Press PF7 to add the comments to your note log.

Sending a new note

While you are viewing a note on screen E01, you may decide to
send a new note that is not a reply. The new note might be to
a different person or about a different subject. (Remember
that when you send a reply, PROFS automatically sends the
reply to the person who sent the note, and the reply has the
same subject as the original note.) Or, you may want to type
the text of a note while you have another note in the top half of
the screen in order to copy information from it.

To send a new note:
1. Press PF1 to get the alternate PF keys.
2. Press PF5 on screen EO1. PROFS shows you a split screen,

with screen E12 on the top half and screen E04 on the
bottom half.
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Printing a note

You may want to print a note.

Press PF8 on screen EO1, “View the Note.” PROFS shows you
screen J00, “Choose a Printer.”

CHOOSE A PRINTER Joo

Press the PF key to select the printer you want, or send a print file
to a user or printer not listed. Press PFB to see additional printer
options. Press ENTER when you have made rour choices.

Send a print file to: _ (name) at (location)
Number of copies: | Seecial print class:
PF1  SYS3203 3203 SYSTEM PRINTER - CLASS A SELECTED

PF2 SYS3287 3287 SYSTEM PRINTER - CLASS A
PF3 SYS3B800 3800 SYSTEM PRINTER - CLASS Y
PF4 b670 East Tower, 9th Floor
PF5 bb70 East Tower, 17th Floor
PFb 6670 West Tower, 2nd Floor
PF? Print at your workstation
Screen | of 1

PF8 Options PF9 Help PF10 Next Printers PF1! Previous Printers PF{2 Cancel

If you want to specify additional options (or override options
connected to the PF key you select), press PF8 on screen J0O.
PROFS shows you screen J01, "Choose Printer Options.”

For instructions on how to use this screen, see "“Printing
copies of notes and documents” later in this chapter.
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6 When you press the PF key for a document in your incoming

Working with
one document

mail on screen C00, PROFS shows you the “Process the
Incoming Mail” screen for that type of document:

atatime e C31for RFT-D documents

e C30 for RFT-F documents

| e (02 for Draft documents

| e (01 for Final documents and softcopy documents not
| created using PROFS

| e (05 for Paper documents

| e (08 for Paper documents with a routing slip attached.

| This is the screen From:
| for RFT-D documents. Subject: Monthly report

This tells you which
| document you are PF1
| working with. PF2
| PF3
[ PF4
[ PF5
| PFb
| PF?
| PFe

| PF10

PROCESS THE INCOMING MAIL
Smith, G.

Type: RFT-D

one of the following PF kers, or press PF10 to view more choices.

View the document

File in the mail log and erase from the incomins mail
Keep in the incoming mail and the mail log

Erase from the incoming mail and the mail log
Forward the document

View the distribution list

View or change the mail los information

Print the document

View more choices

BFY Help  PF12 Return

Opening the mail
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| This is the screen

This is the screen for
Draft documents.

for RFT-F documents.

PROCESS THE INCOMING MAIL €30

From: Riley, L. M. Document No.: 870027570012
Subject: Report information in last memo Type: RFT-F

Press one of the following PF keys, or press PF10 to view more choices.

PF1 View the document

PF2 File in the mail log and erase from the incoming mail
PF3 Keep in the incoming mail and the mail log

PF4 Erase from the incoming mail and the mail log

PF5 Forward the document

PF6 View the distribution list

PF? View or change the mail log information

PF8 Print the document

PF10 View more choices

PF9 Help PF12 Return

PROCESS THE INCOMING MAIL ce2
From: Smith, G. Document No.: B700275T0002
Subject: Monthly report Trre: Draft

Press one of the following PF keys, or press PF10 to view more choices.

PF1 View the document

PF2 File in the mail [o9 and erase from the incoming mail
PFS Keep in the incoming mail and the maiil los

PF4 Erase from the incoming mail and the mail los

PFS Forward the document

PF6 View the distribution list

PF? View or change the mail log information

PF8 Print the document

PF10 View more choices

BF9 Helr  PF12 Return
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This is the screen for
Final and softcopy
documents.

This is the screen for
Paper documents.

From:

PROCESS THE INCOMING MAIL co1

Ritey, L. M. Document No.: B7002TSTE001

Subject: January sales rerort Type: Final

Press one of the following PF keys, or press PF10 to view more choices.

PF1
PF2
PF3
PF4
PF5
PFb
PF?
PF8

PF10

View the document

File in the mail log and erase from the incoming mail
Keep in the incoming mail and the mail log

Erase from the incoming mail and the mail [og
Forward the document

View the distribution iist

View or change the mail log information

Print the document

View more choices

BF9 Help PF12 Return

PROCESS THE INCOMING MAIL ces
From: Doe, L. M. Document No.: 87002HDCOEG3
Subject: Monthly sales and credits Trre: Parer

Press one of the following PF keys.

PF2
PF3
PF4
PF5
PF1

File in the mail lo9 and erase from the incoming mail
Keep in the incoming mail and mail log

Erase from the incoming mail and the mail lo9
Forward the document

View or change the mail log information

BF9 Help PF12 Return

Opening the mail
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| PROCESS THE INCOMING MAIL ces
. p

‘ ;Z;,se',s‘:';ﬁus,f,?,ﬁg :1:" From: Doe, L. M. Document No.: 87002HDCOOO3

| a routing slip attached. Subject: Monthly sales and credits Type: Paper

| Press one of the following PF keys.

PF1 View the routing slip

PF2 File in the mail log and erase from the incoming mail
PF3 Keep in the incoming mail and mail tog

PF4 Erase from the incoming mail and the mail log

PFS Forward the document

PF? View or change the mail log information

BF3 Helr  PF12 Return

| Depending on what kind of document it is— RFT-D, RFT-F,

| Draft, Final, or Paper—you can do one or more of these tasks
with it

e View it (except Paper documents).
e File it and erase it from your incoming mail.
e Keep itin your incoming mail.
e Erase it from your incoming mail and your mail log.
e Forward it to someone else.
| e View the distribution list for it.
| e \View or change the information about it in your mail log.
e Copy it into your personal storage (except Paper).
e Change the text (RFT-D and Draft only).

e Print it (except Paper documents).
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Except for printing, all the other tasks are described in this
section. To get information about printing notes or documents,
see “Printing copies of notes and documents” later in this
chapter.

Viewing the document

To view the document, press PF1 on one of the “Process the
Incoming Mail” screens (C31 for RFT-D documents, C30 for
RFT-F documents, C02 for Draft documents, and C01 for Final
and softcopy documents).

If it is an RFT document, PROFS shows you the
DisplayWrite/370 “View” screen. If itis a DCF document,
PROFS shows you screen 100, “View the Document.”

Note: You can reply to a document with a note by pressing
PF6 on the DisplayWrite/370 “View” screen or screen 100.

If it is a Graphic document, PROFS shows you screen 101,
“View the Graphics Document.” See “Appendix L: Working
with graphics documents (GDDM).”

When you have finished viewing the document, press
PF12=END if you are viewing an RFT document or PF12 if you
are working with a DCF document to return to the “Process the
Incoming Mail” screen for that document.
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Viewing another version of RFT-D documents. To view another
version of an RFT-D document, do the following:

Ts

Press PF10 on screen C31, “Process the Incoming Mail.”
PROFS shows you another “Process the Incoming Mail”
screen —C33.

PROCESS THE INCOMING HAIL C33
From: Smith, G. Document No.: B87002TSTE0GB
Subject: Monthly report Tree: RFT-D

If you want to work with a version other than the most current (version 1),
type the number you want to work with here: 1

Press one of the followina PF keys, or press PFI| to view the previous
choices.

PF1 View the document
PF2 Copy the document into your personal storage

PF3 Work with the document
PF4¢ Create a new document from a copy of this document

PFi1 View previous choices

PF9 Hele PF12 Return

2. Type the number of the version you want to view.
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If you press PF1 on screen C31 or C33, PROFS shows you
the DisplayWrite/370 “View” screen. The following screen

is an example.

76026808 RFTD A5 VIEW Page 1

T I L B R O e T
------------------------------------------------------------------- Page 1 ----

Janvary 15, 1987 870027576008
G. Smith, 212/555-1212
Market Research Division
New York, New York 10007
8th Floor
Memo to: G.J. Johnson
Subject: Monthly report

Reference:

[ will be on vacation from May 26 to Mar 30.

PF 1=Top 2=Bottom 3=Cmd! ine 4=Next 5=Docview b=Note
PF 1=Left 8=Risht 9=HELP 10=Farward {1=Backward 12=END

Opening the mail
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Viewing another version of a Draft or Final document. You
usually view a document in its final form; however, a document
is normally also kept in its original form — with format controls
shown in the text—for a specific number of days and then is no
longer available. To see the document as it was originally
typed, do the following:

1. Press PF10 on the “Process the Incoming Mail” screen
(CO1 or C02) for the document you want to see. PROFS
shows you another “Process the Incoming Mail”
screen — C04 for Final and softcopy or CO7 for Dratft.

PROCESS THE INCOMING MAIL co4
From: Riler, L. M. Document No.: B870027STE001
Subject: January sales report Tyee: Final

If you do not want to work with the final document, key in the

| For Finals, if you want to number 2 to work with the d -1
see the original document
as it was typed, type 2.

Press one of the following PF kers, or eress PRIl to view the previous
choices.

PF1 View the document
PF2 Copy the document into your personal storage

PF1t View previous choices

PF9 Help  PF12 Return
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For Dratfts, if you want to
see a version other than

the most current version,

type the number here.

PROCESS THE INCOMING MAIL ce?

From: Smith, G. Document No.: B87002TSTEGOZ
Subject: Monthly reeort Tree: Draft

If you want to work with a version other than the most current (version 1),
type the number you want to work with hersi-i

Press one 2 owing PF keys, or press PF11 to view the previous

PF1 View the document

PF2 Copy the document into your personal storase

PF3 Work with the document

PF4 Create another document by converting the DCF control words
to RFT controls

PF11 View previous choices

PF9 Help PF12 Return

You can work with another version of either the Final and

softcopy or Draft documents by typing a 2 if you are on

screen C04, or a number up to 4 if you are on screen C07.

Press PF1 on screen C04 (Final) or CO7 (Draft). PROFS
show you screen 100 (or screen 101 for Graphic).

will

You may see PF4 on your screen. This PF key is displayed

if you have Host-Displaywriter Document Interchange

(HDDI) attached. See "Appendix K: Working with PROFS

at a Displaywriter.”
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Filing the document and erasing it from your
incoming mail

You can file key information about a document you have
received in your own mail log. While the document itself is
stored in PROFS storage, your mail log is your own personal
index to the documents in that file. When you file information
about a document, the information is erased from your
incoming mail.

To file information about a document, press PF2 on one of the
“Process the Incoming Mail” screens (C31 for RFT-D
documents, C30 for RFT-F documents, C02 for Draft
documents, C01 for Final and softcopy documents, and C05 or
CO08 for Paper documents).

PROFS shows you the “Open the Mail” screen (C00) with the
word FILE beside the document you have just filed.

OPEN THE MAIL cos

Press the PF key for the document vou want. Or, if you want to view all of
these documents, type ALL here and press ENTER===) _

sondffllifpees 0 seese T0----- TYPE  DUE DATE DOCUMENT NO.
PF1 Riley, L. M. Johnson, G. J. RFT-F B7002TSTO012
Subject: Reeort information in last memo
PF2 Smith, G. Johnsan, G. J. RFT-D 87602TSTE008
Subject: Monthly rerort
PF3 Doe, L. M. Johnson, G. J. Paper 87002HDCOOA3
Subject: Monthly sales and credits
PF4 John Smith George Johnsan Meet ing 01/02/81 13:16
Subject: Meeting with Marketing Groue
PF5 ROEMARY2--VMSYS JOHNSDNG--VMSYS T Reply 01/02/87 11121
Subject: Estimates for report
You'll see the word FILE PFb David Richards George Johnson Note 01/02/87 t1:25
instead of the number if SubJject: Meeting schedule
you file Smith’s Draft PF? Smlfh, G. Johnson, G, 1 Draft FILE
report. Subject: Monthly report
PF8 Riley, L. M. Johnson, G. J. Final 18/81/87 870027570001

Subject: January sales report

Screen 1 of 1
PF9 Help PF10 Next Screen PF11 Previous Screen PF12 Return

4-32 Using the Professional Office System



IF YOU CHANGE YOUR MIND

If you change your mind about filing the information about the
document, you can put it back in your incoming mail. You can
do this only as long as you are still working with your incoming
mail and do not press PF12 on the “Open the Mail” screen,
which shows the word FILE beside the document.

To put the document back into your incoming mail:

1. Press the PF key beside the document on screen C00,
“Open the Mail.” This brings you to a “Process the
Incoming Mail” screen for the document (C31, C30, C02,
C01, C05, or C08).

2. Press PF3 to keep the document in your incoming mail.

PROFS shows you screen C00 again with the word FILE
replaced with the document number. You can now continue

working with that document or with the rest of your incoming
mail.

Opening the mail  4-33



Erasing the document from your incoming mail and
mail log

You may want to erase a document from your incoming mail
and from your mail log. To do this, press PF4 on one of the
“Process the Incoming Mail” screens (C31 for RFT-D
documents, C30 for RFT-F documents, C02 for Draft
documents, CO1 for Final and softcopy documents, or C05 or
C08 for Paper documents).

PROFS shows you screen C(00, “Open the Mail” with the word
DELETE beside the document under the column heading
“DOCUMENT NO.” This means that the document will be
erased from your incoming mail and the mail log when you

- press PF12 on screen C00. When you erase a document from

your mail log, it remains in PROFS storage. You must know
the document number to work with it later.

Note: If you press PF4, you erase the document from the
incoming mail and from the mail log. If you want to erase the
document from the incoming mail but keep it in your mail log,
press PF2 on one of the “Process the Incoming Mail” screens.
PROFS shows you screen C00, "Open the Mail,” with the word
FILE under the column heading “DOCUMENT NO."
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You will see the word
DELETE instead of the
number if you erase
Riley’s Final report.

OPEN THE MAIL ceo

Press the PF ker for the document you want. Or, if vou want to view all of
these documents, trre ALL here and press ENTER===)_

e g oL 10----- TYPE  DUE DATE DOCUMENT NO.

PF1 Riley, L. H. Johnson, G. J. RET-F 816021570012
Subject: Report information in last memo

PF2 Smith, 6. Johnson, G. J. RFT-D 870027570008
Subject: Monthly reeort

PF3 Doe, L. M. Johnson, G. J. Parer 87002HDCO03
Subject: Monthly sales and credits

PF4 John Smith George Johnson Meeting 01/02/87 13:16
Subject: Meeting with Marketing Group

PFS ROEMARY2--YMSYSt JOHNSONG--VMSYS Reply 01/62/87 11:27
Subject: Estimates for report

PFb David Richards George Johnson Note 01/02/87 11:25
igct: Meeting schedule

PF? Smith,. G. > Draft 870021570002
Subject: Monthly reeort
PFB Riley, L. M. Johnson, G. J. Finat @1 DELETE

Subject: January sales repart

Screen 1 of !
PF9 Heip PF10 Next Screen PF11 Previous Screen PF12 Return

IF YOU CHANGE YOUR MIND

If you change your mind about erasing the document, you can
put it back into your incoming mail as long as you continue
working with your incoming mail and do not press PF12 on
screen C00, “Open the Mail.”

To put the document back into your incoming mail:

1. Press the PF key on screen C00 beside the document you
erased. PROFS shows you the “Process the Incoming
Mail” screen for that document (C31, C30, C02, C01, C05, or
C08).

2. Press PF3 to keep the document in the incoming mail.
PROFS shows you screen C00 again with the word DELETE

replaced by the document number. You can continue to work
with the document or with the rest of your incoming mail.
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|
i
I
|

|Youcanaboindude
your own note.

by which a response

You can select one of
these messages by pressing

the PF key. \PFZ For your comments
PF3

Forwarding the document

To forward a document you have received to another PROFS
user, press PF5 on one of the “Process the Incoming Mail”
screens (C31 for RFT-D documents, C30 for RFT-F documents,
CO02 for Draft documents, C01 for Final and softcopy documents,
and CO05 or CO08 for Paper documents).

PROFS shows you screen H0Q, “Assign the Document
Distribution Information,” for RFT-D, RFT-F, Draft, Final, and
softcopy documents. (PROFS shows you screen H05, “Assign
the Reviewer Distribution Information,” for Paper documents.)

You can forward the document and send certain other
information along with it, if you choose, by following these
steps:

1. Type the name of the person(s) you want to forward the
document to. Press PF1 on screen H00. PROFS shows you
screen HO2, "Attach a Routing Slip.”

ATTACH A ROUTING SLIP 274
From: Riter, L. M. Document No.: B87002TST 0001
To! Johnson, G. J.
Subject: January sales report
ate:

Press the PF key for the text you want and tree a note if vou want to add
more text.

PF1 For your information
For your approval
PF4 Please handle
PF5 Please circulate
PFb Prepare reply for my signature

Trre Note===) _

When you are finished, press ENTER.

PF9 Help PF12 Cancel distribution

4-36 Using the Professional Office System



2. If you want a response by a specific date, type this date on
the line after “Due date.” This due date will appear in the
incoming mail of the person to whom you are forwarding
the document and will be included in your mail log for this
document (if another due date does not appear in the mail

log).

3. If you want to attach a note (routing slip or buckslip) to the
document, you can choose one of the six standard
messages on the screen by pressing the PF key beside the
one you want. The word SELECTED will appear next to
your choice. (If you change your mind about your choice,
just press the same PF key again. It will be cancelled.)

4. Whether or not you choose one of the six standard
messages with PF1 through PF6 you can also add your own
note to the routing slip. Just type your message after the
arrow near the bottom of the screen. The first greeting line
of your nickname file is included. This is where your name
appears. See “Appendix B: Working with nickname files.”

5. Press ENTER to forward the document.

IF YOU CHANGE YOUR MIND

If you decide you do not want to forward the document, press
PF12 to cancel instead of pressing ENTER.

You will see messages on your screen saying that the
document has been forwarded. The notice of the document is
now in the incoming mail of the person to whom you forwarded
it. (If the document was restricted, you will not be able to
forward the document — PROFS notifies you of this.)

The word “MORE..."” wiil appear at the bottom of the screen.

Press CLEAR to return to the "Process the Incoming Mail”
screen for the document.
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Viewing the distribution list for the document

To view the list of people who have received the document,
press PF6 on one of the “Process the Incoming Mail” screens
(C31 for RFT-D documents, C30 for RFT-F documents, C02 for
Draft documents, CO1 for Final and softcopy documents, and
CO05 or C08 for Paper documents).

PROFS shows you screen K21, "View the Distribution List,”
which lists the user names of the people who have received
the document, as long as they are on the same PROFS system
as the person who sent the document.

VIEM THE DISTRIBUTION LIST K21
Document No.: B870027ST0012 Type! RFT-F
Draft cories: | Owner: RILEYL
From: Riter, L. M.
Information about the To: Johmson, . J.
document. Subject: Report information in last memo

This document has been mailed to the followina. Their user names are listed.

JOHNSONG # %k xxx JSMITH
Who the documeV TR Iel

has been sent to.

If there is more than one
page of names, use the
PF keys to move among
the screens.

PF1 Ta
PF9 Hele

e

PF2 Bottom
PF10 Next Screen

Up PF5 Down Screen | of
PF11 Previous Screen PF12 Return

If you are looking for a person who was mailed a document but
who is no longer on the PROFS system, you will see asterisks

(********) instead of a user name.
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Changing information about the document in your
mail log

To help you search later for the document after you have filed
it in your mail log, you may want to change or add to the
information under which the document is filed. For example,
you may want to add a special identifier (such as “tax”) that
you associate with documents about various types of taxes. Or
you may want to add a general key word (for example,
“budget”) that puts the document in a category that you use
frequently — you can then locate the document along with all
the others in that category. These changes affect only your
personal mail log. They do not affect the way the document is
stored in PROFS storage and they are not sent with the
document if you distribute the document later.

To change the information for one of the documents in your
mail log, press PF7 on one of the “Process the Incoming Mail”
screens (C31 for RFT-D documents, C30 for RFT-F documents,
CO1 for Final and softcopy documents, and C05 or C08 for
Paper documents).
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PROFS shows you screen D18, “View or Change the Mail Log
Information.”

VIEW OR CHANGE THE MAIL LOG INFORMATION D18

Z"‘"ma"‘t’" about the Type the changes you want for document no.: 87002TST 0008
gcuments Then press ENTER to chanse the mail tog information.

From: Riler, L. M.

To: Johnson, G. J.

Subject: Monthly rerort

You can add comments.
If the document had

reference information in
it, PROFS automatically
puts it into the comments
line.You can change the = — HINIISGIT T 0% i 0 B BT i R S i S e i
mail log information.

Action: Due date:

Identifier: Tyee: M

PF9 Hele  PF12 Cancel

These are discussed
in Appendix A.
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On this screen, you see the information that is now filed about
this document in your mail log.

1. Move the cursor to the line that you want to change, and
type your changes or additions. You can change anything
(except the document number) or add to what is already
there. You can find out more about how to use “Action,”
“Identifier,” and “Type” in Appendix A.

Note: Inthe “Type” field, PROFS uses the letter M to
mean that the document is an RFT-F or Final document and
the letter U to mean that the document is an RFT-D or Draft
document.

2. Press ENTER.

Your additions and corrections will become part of the
information in your mail log. PROFS takes you back to the
“Process the Incoming Mail” screen (C31, C30, C02, C01, CO05,
or C08) so you can continue to work with the document.

Note: If you already received this document earlier, be careful
about pressing PF7 on a “Process the Incoming Mail” screen
(C31, C30, C02, CO1, CO5, or C08). You aiready have an entry
for it in your mail log. If you were to press PF7, you would not
see what is in your mail log for this document on screen D18,
“View or Change the Mail Log Information.” Instead you
would see what is currently listed in your incoming mail.

(They may not be exactly the same.) tf you change the
information on screen D18, this new information would replace
whatever is already in your mail log for this document.

For this reason, you may prefer to change the mail log
information by working through the mail log directly (see
“Chapter 5. Finding documents” and “Chapter 10: Processing
the mail log”) rather than while handling your incoming mail.
On the other hand, you may view the information on screen
D18 without changing anything. Just be sure to leave the
screen by pressing PF12.
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Copying the document into your personal storage

When you are preparing a document, you may want to use all
or part of an existing document (whether you have created it or
received it). You can copy the full document from the PROFS
' storage and put it into your personal storage. (You can do this
| with RFT-D, RFT-F, Draft, Final and softcopy documents.)
Follow these steps:

1. Press PF10 on one of the “Process the Incoming Mail”
screens (C31, C30, C02, or C01) for the document you want
to copy. PROFS shows you alternate screen C33 (for
RFT-D documents), C32 (for RFT-F documents), C07 (for
Draft documents), or C04 (for Final and softcopy

documents).
| PROCESS THE INCOMING MAIL €32
| = - From: Riter, L. M. Document No.: B87002TSTE012
| RERE scuments Subiect: Repart infarmation ta—tast-mene——Frpet— RFT-F
| RFT-Fd 1S, — ooy 1 gt AP - P R L el
l Press PF2 to put the Press one of the following PF keys, or press PFI1 to view the previous
| document in your choices.

personal storage.
| \\\\\\‘-\\\~PF1 View the document

| PF2 Copy the document into rour personal storage
| PF4 Create a new document from a copy of this document

| PF11 View previous choices

PF9 Hele PF12 Return
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l PROCESS THE INCOMING MAIL €33

From: Smith, &. Document No.: B87002TST0008

| This screen is for RFT-D Subject: Monthly reeort e TR
| documents.

| If you want to work with a version other than the most curvent (version 1),

i type the number you want to work wit -1
| ',,'ey,‘;?o:,at';,'pin,%?irumbe, e of the following PF kers, or press PRIl fo view the previous

| wars screen.

| PF1 View the document

| PF2 Copy the document into your personal storage

| P PE2 ,’,r”/”’PFJ Work with the document

| d(r::;nent I‘: ;):‘t”fhe PF4 Create a new document from a copy of this document
personal storage.

| PF11 View previous choices

PF3 Help PF12 Return

2. Type the number of the version of the document you want.
PROFS automatically keeps two versions of each RFT-D,
Draft, and Final document. PROFS only keeps one version
of an RFT-F document.

If you want to copy a version of the document other than
version 1, type the number over the number where the
cursor is showing.

For an RFT-D or Draft document, version 2 is the document
before the last changes were made. For a Final document,
version 2 is the current version displayed with the DCF
control words in the text. If PROFS has been told to keep
more than two versions, there may also be a version 3 or
even 4 of an RFT-D or Draft document. Versions of the
document other than 1 will be available only if the time
limit for keeping them has not passed.

3. Press PF2 to copy the version of the document you want.
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PROFS puts the document into your personal storage and tells
you the document name in the form of a filtename and filetype.

When the document is in your personal storage, you’ll need to
know the filename and filetype to work with it. You can change
the text of a document when it is in your personal storage even
if it was an RFT-F or Final document when you received it. The
original document remains in PROFS storage. If you file the
new document in PROFS storage with your changes, PROFS
will tell you what the new document number is.

4. Press PF3 to work with the document.

5. Press PF4 to create a new RFT-D or RFT-F document from
a copy of this document.

If the document is already in your personal storage when you
press PF2, PROFS shows you screen X10, “Copy the
Document.”

COPY THE DOCUMENT X16

A cory of: DB1200OB RFTD A1 is already in your personal storase.

ss one of the followins PF kevs, If you want to keep the file

The filename, filetype, g : .
in your personal storage without chamging the name, press PFI2.

and filemode of your
document will be here.
PF1 Give the file in your personal storage another name.
Trre the new filename and the filetyre below first before pressing
the PF key. Filename and fitetype===) _

Rename your file here. Erase the file in vour personal storage and continue

with a new copy

PFS Helr PF12 Return
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At the top of the screen you see a message telling you that a
copy of the document you requested —identified by the
filename, the filetype, and the filemode —is already in your
personal storage.

You have several choices:

e You can leave the copy of the document as it is in your
personal storage, and not get another copy from PROFS
storage. Press PF12 and PROFS takes you back to one of
the “Process the Incoming Mail” screens.

® You can rename the document file that is already in your
personal storage and save the file. To do this, type the
new filename and filetype in the spaces after the arrow.
Then press PF1.

e You can erase the document file in your personal storage.
Press PF2.

Creating a new RFT document using a copy of this
document

For RFT-D and RFT-F documents you can create a new
document by copying a previous RFT-D or RFT-F document.
Press PF4 on screen C32 for RFT-F documents and screen C33
for RFT-D documents.

PROFS shows you screen F63, “Process the Document.” To

get help in using this screen to change and file the document,
see “Chapter 7: Preparing RFT documents.”
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Changing an RFT-D or Draft document

The RFT-D and Draft documents are documents to which you
can make changes. Otherwise, they are handled in the same
way as an RFT-F or Final document.

To make changes to an RFT-D or Draft document:

1. Press PF10 on screen C31, “Process the Incoming Mail,”
for an RFT-D document or screen C02, “Process the
Incoming Mail,” for a Draft document. PROFS shows you
screen C33, “Process the Incoming Mail,” for RFT-D
documents and screen C07, “Process the Incoming Mail,”
for Draft documents.

PROCESS THE INCOMING MAIL €33
From: Smith, G. Document No.: B7002TSTOGC8
Subject: Monthly report Type: RFT-D

If you want a different
;2::’0"’ et N If you wan : rsion other than the most current (version 1),
: type the number you want to work wi Tl

Press one of the following PF kers, or press PFI1 to view the previous
screen.

Press PF3 to work with PETVian the docnaeht

the docurnent.-_._-____________-PFZ Copy the document into vour personal storage
PF3 UWork with the document

PF4 Create a new document from a copy of this document

PF11 View previous choices
PF9 Help PF12 Return

2. If you want to work with a version of the RFT-D or Draft
other than the most recent (version 1), type the version
number you want over the number 1 that is shown.

3. Press PF3.
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7

Printing
copies of
notes and
documents

Your PROFS
administrator will explain
how this screen works for
your system.

PROFS shows you screen F63, “Process the Document,” for
RFT-D documents or screen F01, “Process the Document,” for
Draft documents. To get help in using these screens to change
and file RFT-D and Draft documents, see “Chapter 7: Preparing
RFT documents” and “Chapter 8: Preparing DCF documents.”

You may want to have a paper copy of a note or document you
have received in your incoming PROFS mail. The note or
document stays in your incoming mail, even if you print a copy,
until you file it or erase it. To print a copy, make sure you are
on one of the “Process the Incoming Mail” screens (C31 for
RFT-D documents, C30 for RFT-F documents, C02 for Draft
documents, C01 for Final and softcopy documents, or EO1 for
notes). Then press PF8. PROFS shows you screen J00,
“Choose a Printer.” If you are working with graphics
documents, see “Appendix L: Working with graphics
documents (GDDM).”

CHOOSE A PRINTER Joo

Press the PF key to select the printer vou want, or send a print file
to a user or printer not listed, Press PFB to see additional printer
options. Press ENTER when you have made your choices.

Send a print file to: _ (name) at (location)
Number of copies: | Special print class:
PF1 SYS3203 3203 SYSTEM PRINTER - CLASS A SELECTED

PF2 SYS3287 3287 SYSTEM PRINTER - CLASS A
PF3 SYS3800 3800 SYSTEM PRINTER - CLASS Y
PF4 bb670 East Tower, 9th Floor
PFS bb70 East Tower, 17th Floor
PF6 6670 West Tower, 2nd Floor
PF? Print at your workstation
Screen 1 of 1

PFB Options PF9 Help PF10 Next Printers PFi1 Previous Printers PF{2 Cancel
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The top part of this screen lists several choices for you to fill in
on the lines. If you leave the lines blank, PROFS will make
some (or all) of the choices for you automatically — it depends
on how the printers are set up for your system. If you need
help, your PROFS administrator can tell you what these
automatic choices are.

If you want to make some of the choices yourself, here is how
to print the document:

1. Type the number of copies you want (from 1 to 99) on the
line before “Number of copies.”

2. If you want to send a printable copy to another user
(usually not a PROFS user), type the user name of the
person after “Send a copy to” and the system name after
“at.” The person can then print the document or view it.

3. Press the PF key beside the printer you want. If you want
the printer next to PF1, it is already selected for you. If
there are more than six printers available on your system,
the message at the bottom of the screen will show how
many screens there are and which one you are on. You
will see the word SELECTED on the same line as the
printer you choose to use. Press PF10 to see the other
printers listed.

4. After you have made your choices, press ENTER.

If you want to make additional choices on a printer, press PF8
on screen J00. PROFS shows you screen J01, “"Choose Printer
Options.”

On screen JO1, you can specify an option file, arrangement file,
or a special form for the document. You can shift the
document contents to the right on the page. You can print a
partial document by specifying the first page to print and the
last page to print. You can also make different or additional
choices by typing them on the command line. See your PROFS
administrator for help on these choices.
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8

Working with
files that are
not from
PROFS

You may have mail that was not created using PROFS. If so
when you press PF12 on screen C00, “Open the Mail,” you are
asked “Do you want to process the files that are not from
PROFS? Type Y or press ENTER to process these files,
otherwise type N.”

PROFS shows you screen C09, “Process Files That Are Not
From PROFS.” Move the cursor next to the file you want to
work with. Press PF1 and PROFS shows you screen C10,
“View or Change the File.”

You can also store the file in your personal storage. Move the
cursor next to the file you want to store and press PF2. If you
already have a file in your personal storage with the same
filename that this one has, PROFS will ask you if you want to
replace it with this file.

If you want PROFS to display the list in a different order, press
PF3, PF4, PF5, PF6, or PF7 to sort the list the way you want it.

If you want to discard a file, press PF8.

PROCESS FILES THAT ARE NOT FROM PROFS ceg
Cmd Filename Filetrre Class From at Location Hold Records Date Time
4 PROFILE EXEC PUN A USERA  MSNVMZ  NONE Jo e1/02 13:15:34

PROFILE XEDIT  PUN B USERB  DALHQIC! LSER 1234 01/03  9:43:01

PF1 View PF2 Store PF3 Sort(filename) PF4 Sort(filetype)
PFS Sert(records) PFb Sort(from) PF? Sort(date) PF8 Erase
PF3 Help PF10 Next PF1t Previous PF12 Return
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VIEW OR CHANGE THE FILE

x « » TOP OF FILE » *
&TRACE

EXEC SETPF

ACC 399 B/A

ACC 202 C

ACC 203 D

ACC 204 E

&EXIT

» » % END OF FILE * * »

PF1 Store PF2 Cursor PF3 File changes
PFS Erase a line PFb Add a line PF? Risht/Left
PF9 Help PF10 Next PF11 Previous

====) _

PFB Split/Join

c1e

On screen C10, you can store the tile in your personal storage
by pressing PF1. If you already have a file in your personal
storage with the same filename as this one has, PROFS will

ask if you want to replace it with this file.

If you have made any changes to the file and you want to store
them, press PF3. PROFS leaves the file as it was on screen
CO09, “Process Files That Are Not From PROFS,” and puts a

copy with any changes you have made in your personal

storage.

Press PF2, PF4, PF5, PF6, PF7, or PF8 to make changes to the

file.
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1

Choosing
from the
main menu

Press PF3 on the main menu. PROFS shows you screen D01,
“Find Documents.” (See “Searching through a mail log” later
in this chapter.)

Start with this menu to:

e Find documents that are in your mail log or other mail logs
(see "Searching through your mail log” which follows).

e Work with a list of the documents PROFS found (see
“Working with a list of the documents that PROFS found”
later in this chapter).

e Work with the documents that PROFS found:

— All at once (see “Working with all of the documents that
PROFS found” later in this chapter)

— One document at a time (see “Working with one of the
documents that PROFS found” later in this chapter).

At the end of this chapter, you'll find a “fast-track” diagram that
summarizes the chapter pictorialily.

To review the different kinds of documents and information that
are listed in your mail log, see “Sending and receiving
information” in “Chapter 1: Communicating with PROFS” and
see “Chapter 10: Processing the mail log.”
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2 You use two screens to look for documents in a mail log:
: screen DO1, “Find Documents,” and screen D03, “Process the
Searchmg Documents Found.” On screen D01 you set up a search by
through  gescribing the documents that you are looking for. If you have
a mail log been authorized, you can also start a search in other mail logs
from this screen. You use screen D03 to find out how many
documents in the mail log match the description you gave and,
if necessary, to change parts of the description or start the
search over again.

PROFS storage

Your mail log is
an index to your
documents in PROFS

storage
Mail fo PROFS st e
Your terminal e
7_ ] =
| w— |
Access
=
Other users have «.—s”
access to their =i
documents through
individual mail logs
TATAISL. .
ML .

TYAEL-

i [ 22N
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These words are all
“prompts” that ask you
for information.

Setting up a search

To set up a search, press PF3 on the main menu. (You could
also set up a search by pressing PF1 on screen DOO, “Process
the Mail Log.” See “Finding information about documents,” in
Chapter 10.) PROFS shows you screen D01, “Find
Documents.”

if you are authorized, you
can type another user name,
nickname, or distribution list here.

FIND S pe1

To search another mail log, tree: (user name or distribution list)
[ Type the information below. To change the search, press the PF key(s).
Time period: - /

Key word: % ¢
AND e e e

] Te: / /

AN'D ______________________________________________________
Identifier: V /
AND S5s mes eee

Type: 7 N7
AND SN2

Action: / /

____________________

PF1 Find documents due:

PF2 Find the documents that have all the ker words
PF3 Repltace AND with OR in the search above

Now, press ENTER to start the search.

PF9 Help PF12 Return

If you want to search someone else’s mail log, type that
person’s user name or nickname in the blank space on the first
line. If you want to search several mail logs at one time, you
can type a distribution list name. Don’t type anything here if
you are searching your own mail log.
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Describe the documents that you want PROFS to look for by
typing information about them on the screen and using PF1
through PF3.

Typing the information. The words next to the blank lines on
screen D01 are prompts. They ask (or prompt) you to describe
certain features of the documents that you are looking for. You
can type information next to as many or as few prompts as you
want. How much you type depends on how much you can
remember about the documents and how sure you are of what
you remember.

As you can see, each blank line is divided by a slash
( / ). Type only one word on each part. Here is
how to respond to each of the prompts:

Time period. You can type the dates of the documents that
you are looking for in a humber of ways. You can type a
single day, month, or year; a span of days, months, or
years; or certain parts of a year.

1. If you want to look for documents with dates in the last
90 days (including today’s date), leave the line next to
“Time period” blank.

2. If you want to specify a span of time by quarters or
halves, you may use the “Q” and “H” codes: “1Q87”
means first quarter of 1987; “2H87” means second half
of 1987; and so forth.

3. If you want to specify a more particular time span, you
can type month — month or mm/dd/yy — mm/dd/yy (for
example, January —March or 12/10/87 — 12/15/87). You
may leave out the year if you want to search the current
year only. The time span is typed before the slash.

4. If you want to look for documents with today’s date,
type TOD or today’s date.

5. If you want to look for documents with any date, type
ALL.

See Appendix | for more information about how to type
dates.
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From. Type the last names (not the user names or
nicknames) of the persons who wrote the documents that
you are looking for.

Key word. A key word is any word that is typed on the
“Subject” line or in the “Comments” for the mail log
information about the documents. For example, if the
sentence “This is the January estimate” is in the
“Comments” area of the mail log for the document that you
are looking for, you could type January or estimate as a
key word here.

You should avoid using the following six characters in your
key word search: /| + &, =. If you must use any of these
characters in your search, be sure to double it. Otherwise,
your key word will be treated as an error. For example, if
you want to search for the key word “Ultra+,” you must
type Ultra+ +.

If one of the following special characters precedes a
keyword, you do not have to type the character. PROFS

will look for the keyword and will ignore the special
character. The characters are:

% ¢. < ()I$*;-->2: 4@ "
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In this example, PROFS
would look for all the
documents listed in your
mail log that are dated
during January (of the
current year), that are
from Riley, and that have
either “report” or
“sales” as a word in the
subject or comments line.

FIND DOCUMENTS Do1

To search another mail los, tree: (user name or distribution list)
Type the information below. To change the search, press the PF ker(s).

Time period:  Janvary 7

From: Riter / /

AN s e o e g ket tbiae a7 =

Key word: reeort / sales /

AND  mmmmmmmmmmmemoe eemeeeoemccin e

To: % /

AND  mrmmmmmm e e o

Identifier: / /

AND - e -

Trpe: i/

AND S

Action: / /

PF2 Find the documents that have all the key words
PF3 Replace AND with OR in the search above
Now, press ENTER to start the search.
PF9 Hetp PF12 Return

To. Type the last name of the person to whom the
documents were written. If the documents were written to
several people, type the last name of the first person on the
list.

Identifier, Type, and Action. You don’t have to use these
fields, but they greatly increase your searching
capabilities. See Appendix A for instructions on how to use
them.
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What PF1 does. If you want PROFS to look for documents in a
mail log by due date, you type the dates or date range and
press PF1. The following are examples of how the range of
dates can be typed: 6/08/87 to 7/09/88; 4/87 - 6/88; 7/21
through 7/30. If you don’t type a year with the date, PROFS
assumes that you are asking for a future date. If you press PF1
without typing a date, PROFS shows you all the documents that
are due today or are past due (instead of just the last 90 days,
as PROFS usually does when you don’t type a due date). The
word SELECTED will appear on the line for PF1.

What PF2 does. The slashes (/) on each line mean the same
thing as the word OR. For example, if you type report and
sales on the “Key word” line, you are telling PROFS that you
want to look for documents that have either report or sales on
the “Subject” line or in the “Comments,” but not necessarily
both.

You can change the meaning of the slashes only on the “Key
word” line from OR to AND by pressing PF2. The slashes on
the “Key word” line will change to plus signs (+) and the word
SELECTED will appear on the screen next to PF2. By pressing
PF2, you are telling PROFS that you want to look for
documents that have all the key words that you typed on the
“Key word” line (word 1 plus word 2 plus and so forth).

What PF3 does. Notice that, except for the “Time period”
prompt, the word AND appears on the screen between the
prompts. This means that you are telling PROFS that you want
to look for documents for which at least one piece of
information on each line is true.

For example, if you type Riley after the “From” prompt and
sales after the “Key word” prompt, you are telling PROFS that
you want to look for documents that Riley wrote and that have
the word sales on the “Subject” line or in the "Comments.”

You can change the AND between the prompts to mean OR by
pressing PF3. PROFS changes the word AND to OR on the
screen and the word SELECTED will appear after PF3 at the
bottom of the screen.
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When you press PF3, you are telling PROFS that you want to
look for documents for which any one piece of information that
you have typed is true. For example, if you type Riley after the
“From” prompt and sales after the “Key word” prompt, and
you press PF3, you are telling PROFS that you want to look for
documents either that Riley wrote or that have the word sales
on the “Subject” line or in the “Comments.”

Remember that AND does not appear between the “Time
period” prompt and other prompts, so it cannot be changed to
OR. This means that if you type a date, PROFS always looks
for documents with that date and for which some or all of the
rest of the information is true.

IF YOU CHANGE YOUR MIND

If you change your mind after you press one of these PF keys,
just press the same PF key again to cancel. The word
SELECTED will disappear.
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The number of
documents found.

Starting the search. After you have typed the information and
decided whether to use the PF keys, press ENTER to tell
PROFS to search for the documents you described. (If you are
searching another person’s mail log, you may have to type a
READ password and press ENTER again at this point.) PROFS
then shows you screen D03, “Process the Documents Found.”

PROFS found:

PF1
PF2
PF3
PF4
PFS
PFb
PF?
PF8

PROCESS THE DOCUMENTS FOUND poe3

3 document(s).

W, press one of the following PF keys.

View the list of documents found with the mail log comments
View the list of documents found without the mail log comments
Save the list of documents found in a file

Change the previous information

Rereat the previous reauest without using any key words

Repeat the previous redauest with the time period expanded
Find documents using new information

Print the mail log information for the list of documents found

PF9 Help PF12 Return

The first line on screen D03 tells you the number of documents
that PROFS found that matched the description you gave. If
the number seems too large or too small to you, you will
probably want to change the description or start the search

again.

If the number seems right to you, you can begin to work

with the list of documents that PROFS found. See “"Working
with a list of the documents that PROFS found” later in this
chapter.

If PROFS doesn’t find your documents, a message will appear
on screen D01, “Find Documents,” that says PROFS found no
documents that matched your search request.
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Changing the description

The first line on screen D03, “Process the Documents Found,”
tells you the number of documents that PROFS found which
match the description that you typed on screen D01, “Find
Documents.” If the number seems too large or too small to
you, you can continue the search in the following ways.

To change parts of the description, press PF4. PROFS shows
you screen D01 again with the information that you typed and
with the PF keys that you selected. Then:

1. Move the cursor to the lines with the information that you
want to change. You can type over the information or
erase it (by using the EOF key or by moving the space bar
along the line). For example, if you had typed September 3
on the “Time period” line and sales on the “Key word”
line, you could change September 3 to September 4 and
erase sales.

2. You can also change your choice of PF keys. For example,
if you had pressed PF3 before to change AND to OR, you
could press PF3 again so that AND is again in effect.

3. Press ENTER to start the search again.

PROFS will show you screen D03 again. The first line of
screen D03 tells you the number of documents that PROFS
found that match the new description.

To remove all the key words from the description, press PF5
on screen D03. PROFS will look for documents that match the
description you gave before on screen DO1— but as if you had
not typed any key words. For example, if you had typed report
and sales on the “Key word” line and September 3 on the
“Time period” line, PROFS will now look for any document
with the date of September 3, whether or not the document has
report or sales as a key word.

When you press PF5, PROFS shows you screen D03 again.

The first line on screen D03 tells you the number of documents
that PROFS found that match the new description.
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To make the time period longer, press PF6 on screen D03.
PROFS will look for documents that match the description that
you gave before —but as if you had typed a time period that
was one unit longer in both directions. For example, if you
typed Feb-Mar on the “Time period” line, PROFS will now look
for documents with dates one month earlier and one month
later — from January through April. If you typed Sep 23, PROFS
will now look for documents with dates one day earlier and
one day later —September 22 through September 24.

When you press PF6, PROFS shows you screen D03 again.
The first line on the screen tells you the number of documents
that match the new description.

Setting up a new search

You might want to set up a new search rather than change only
parts of the description. Press PF7 on screen D03.

PROFS will show you screen D01 again. All the information
that you typed before is erased, and the PF keys you selected
are no longer in effect. You can now type different information
about the documents that you are looking for and change your
choice of PF keys.

When you are ready, press ENTER to start the search again.
PROFS will show you screen D03 again. The first line on the
screen will tell you the number of documents PROFS found that
match the new description.
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3

Working with
a list of the
documents
that PROFS
found

You can work with a list of the documents that PROFS found by
pressing PF1, PF2, PF3, or PF8 on screen D03, “Process the
Documents Found.” (Remember that you reached this screen
by pressing ENTER on screen D01.)

A list of documents is really a list of information from the mail
log about each document. You can work with a list, starting
from screen D03, in the following ways:

e View the list.

e Save the list in a user file.

e Print the list.

If you view a list, you can go to other menus where you can

work with the text of a document. You'll find out how to work
with documents later in this chapter.
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This screen shows the list
with the comments.

Viewing a list

You can view a list that includes the comments from the mail
log or a list that does not include them. Press PF1 on screen
D03, “Process the Documents Found,” to view a list that
includes comments. PROFS shows you screen D04, “List of
the Documents Found.”

You can type ALL here
or the number of the
screen shown below.

LIST OF THE DOCUMENTS FOUND D04

Press the PF key for the document you want. Or, iffvou walit to view all of
these documents, type ALL here and press ENTER===)_'
-=--FROM----  --——- T0----- ACTION  IDENT
RRUSIR e IS Johnson, G. J.
Subject: Report information in last memo

DOCUMENT NO.
-F 87002TSTO012

Comments: Need to check dates
PF2 Smith, G. Johnson, G. J. RFT
Subject: Monthly report

870027570008

Comments: Figures are far below last month's
PF3 Johnson, G. J. Roe, J. J. Graph
Subject: January report of sales

870027570007

Comments:

PF4 Doe, L. M. Johnson, G. J. Paper
Subject: Monthly sales and credits
Comments: Good Job of reporting the fisures

Screen | SO T
PF9 Help PF10 Next Screen PF11 Previous Screen PF12 Return
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Press PF2 on screen D03, “Process the Documents Found,” to
view a list without comments. PROFS shows you screen D0G,
“List of the Documents Found.”

LIST OF THE DOCUMENTS FOUND Do6
Press the PF ker for the document rou want. Or, if vou want to view all of
these documents, type ALL here and press ENTER===)_
s==dfRliE=ee ==eee i==== ACTION [DENT TYPE  DOCUMENT NO.
PF1 Riler, L. M. Johnson, G. J. RFT-F 870027570012
Subject: Report information is last memo
PF2 Smith, G. Johnson, G. J. RFT-D  B7002TSTE008
Subject: Monthly report
’ . PF3 Johnson, G. J. Roe, J. J. Graphic 87002TSTORO?
Tl.ns screen shows;thisigt Subject: Janvary report of sales
withioait €3e; CamFments: PF4 Doe, L. M. Johnson, G. J. Parer  B7002HDCOO3
Subject: Monthly sales and credits
PF5 Ritey, L. M. Johnson, G. J. Final B7002TSTOCON
Subject: January sales report

| Screen | of 1
| PF9 Help  PF10 Next Screen  PF11 Previous Screen PF12 Return

Both screens list information about each document next to a
PF key. They tell you who wrote the document, to whom it was
written, the subject of the document, and the document’s
number and type.

For some of the documents, the screens may list the “Action”
| and “ldentifier” information. If you pressed PF1 on screen
| D03, the screen also lists the comments from the mail log.

The list may be more than one screen long. To move back and
forth between screens, press PF10 and PF11. You can also

| type the number of the screen you want to see after the arrow

| ===) at the top of the screen.
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Saving a list in a user file

If you want to work with a list of documents some time after
you have made a search or want to work with the lists from
several searches at the same time, you can save the lists in a
user file. You can also include this list in a note using a
special command. See “Special commands for notes” in
Chapter 6.

Press PF3 on screen D03. PROFS puts the list in a file with a
filename of $SEARCHS and a filetype of OFSDATA. If this file
already exists, PROFS asks you if you want to add the results
to the existing file. If you type Y, the new list is added to the
end of the existing file. If you type N, the old list is erased and
the new list is saved.

You can work with these lists using Conversational Monitor
System (CMS).
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Printing a list

To print the list of documents that PROFS found, press PF8 on
screen D03. PROFS shows you screen F30, “Print the Mail Log
Information.”

PRINT THE MAIL LGG INFORMATION F30
Press the PF ker(s) to choose the way you want the information printed.
PF1 Print without the mail tos comments
CHOOSE ONLY ONE OF THE FOLLOWING.

PF2 Print in sequence by document number
PF3 Print in alphabetic sequence by the last

name of the person who wrote the document (“FROM")
PF4 Print in alphabetic seauence by the last

name of the person(s) to whom the document

was sent ("T0")

Then, press ENTER.

PF9 Help  PF1Z Return

The list will be printed with the information from the mail log.
If you want to print a list without the comments from the mail
log (but with all the other information), press PF1 on screen
F30.

You can print the list in any of three different orders (press
only one of these PF keys).

1. To print the list in order by document number, press PF2.
(This is the same as printing the list in order by date,
because the first part of the document number is the
document’s date. PROFS will print the oldest documents
first.)
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2. To print the list alphabetically by the last name of the
person who wrote the document, press PF3.

3. To print the list alphabetically by the last name of the
person to whom the document was written, press PF4.

You can press PF1 and one (but only one) of the other three PF
keys, PF2, PF3, or PF4. When you press one of these keys, the
word SELECTED will appear next to it.

Press ENTER when you are ready to print the list.

IF YOU CHANGE YOUR MIND

If you change your mind and decide you want to print the
documents in some other sequence, or decide that you do
want to print the comments, just press the appropriate PF key
again. The word SELECTED will disappear.
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Working with

5-18

4 If you are viewing a list of documents that PROFS found, you
can go to other screens where you can work with the
documents themselves. You can work with all of the

all of the documents on one screen at once or you can work with one

documents document at a time.
that PROFS

To work with all of the documents shown on one screen at
found

once, type ALL on the command line after the arrow at the top
of screen D04 or D06. PROFS shows you screen D07, “Process
the Documents Found.”

PROCESS THE DOCUMENTS FOUND Do
Press one of the following PF keys.

PF1 View all documents

PF2 Erase all documents from the tist of documents found

PF3 Keer all documents in the list of documents found

PF4 Erase all documents from the [ist of documents found and the mail los

PF9 Help PF12 Return

From this menu you can:
e View all documents.
e Erase all the documents from the list.

e Keep all the documents (cancelling an order to erase
them).

e Erase all the documents from the list and from the maitl log.
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Viewing all the documents

To view all the documents on the screen, press PF1 on screen
D07. PROFS shows you the document that was first on the list
of documents found. When you want to view the next
document on the list, press PF12. (When you are viewing the
last document, pressing PF12 will take you back to screen D07,
“Process the Documents Found.”) If a document is longer than
one screen, press PF10 and PF11 to move back and forth
between screens.

Erasing all the documents from the list

If you don’t need to work with the documents any more, press
PF2 on screen D07 to erase them from the list. If you view the
list of documents on screen D04 or D06 again, you will see the
word REMOVE instead of the document numbers.

IF YOU CHANGE YOUR MIND

If you change your mind and decide not to erase the
documents from the list before you press PF12 on screen D04
or D06, type ALL again and press PF3 on screen DO7. The
documents will remain on the list.
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Erasing all the documents from the list and from
the mail log

If you don’t need to work with the documents from the list and
from the mail log any more, press PF4 on screen D07. If you
view the list of documents on screen D04 or D06 again, you will
see the word DELETE instead of the document numbers.

IF YOU CHANGE YOUR MIND

If you change your mind and decide not to erase the
documents from the list before you press PF12 on screen D04
or D06, type ALL again on and press PF3 on screen DO7. The
documents will remain on the list.
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5

Working with
one of the
documents
that PROFS
found

This is the screen for
RFT-D documents.

To work with one document, press the PF key that is next to the
document on screen D04 or D06. PROFS shows you one of five
screens, each with a different menu, depending on whether the
document is an RFT-D document (D41), an RFT-F document
(D40), a Draft document (D11), a Final or softcopy document
(D08), or a Paper document (D12).

PROCESS THE BOCUMENT FOUND E 3
From: Smith, G. Document No.: B100275TOR08
Subject: Contents of your memo Tyre: RFT-D

Press one of the following PF kers, or press PF10 to view more choices.

PF1
PF2
PF3
PF4

View the document

Erase from the list of documents found

Keep in the list of documents found

Erase from the list of documents found and the mail log
Forward the document

View the distribution list

View or change the mail los information

Print the document

View more choices

PF9 Help PF12 Return
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| This is the screen for
RFT-F documents.

This is the screen for
Draft documents.

PROCESS THE DOCUMENT FOUND D46

From: Riley, L. M. Document No.: 870027570012
Subject: Report informatiom in last memo Tree: RFT-F

Press one of the following PF kers, or press PF10 to view more choices,

PF1 View the document

PF2 Erase from the list of documents found

PF3 Keep in the list of documents found

PF4 Erase from the list of documents found and the mail log
PF5 Forward the document

PFb View the distribution list

PF? View or change the mail log information

PF8 Print the document

PF1@ View more choices

PF9 Help PF12 Return

PROCESS THE DOCUMENT FOUND D11
From: Smith, G. Document No.: B7002TSTGE62Z
Subject: Monthly report Trre: Draft

Press one of the follewing PF kers, or press PFI0 to view more choices.

PF1 View the document

PF2 Erase from the list of documents found

PF3 Keep in the list of documents found

PF4 Erase from the list of documents found and the mail los
PF5 Forward the document

PFb View the distribution list

PF? View or change the mail log information

PF8 Print the document

PF18 View more chaices

PF9 Help PF12 Return
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This is the screen for
Final and softcopy
documents.

This is the screen for
Paper documents.

PROCESS THE DOCUMENT FOUND pog

From: Riler, L. M. Document No.: B700275T76081
Subject: Januvary sales report Type: Final

Press one of the following PF kers, or press PF1@ to view mare choices.

PF1 View the document

PF2 Erase from the list of documents found

PF3 Keep in the list of documents found

PF4 Erase from the list of documents found and the mail los
PF5 Forward the document

PF6 View the distribution list

PF? View or change the mail log information

PFB Print the document

PF18 View more choices

PF9 Help PF12 Return

PROCESS THE DOCUMENT FOUND D12
From: Doe, L. M. Document No.: 87602HDCO0O3
Subject: Monthly sates and credits Trpe: Paper

Press one of the followina PF keys.

PF2 Erase from the list of documents found

PF3 Keep in the list of documents found

PF4 Erase from the List of documents found and the mait log
PF5 Forward the document information

PF? View or chanse the mail log information

PF9 Help PF12 Return
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You can do five of the same tasks with all five types of
documents, and you do them in exactly the same way. These
tasks are:

e Keep the document.

e Forward the document.

e View or change the mail log information about the
document.

e Erase the document from the mail log and the list.

e Erase the document from the list.

You can do five of the same tasks with RFT-F, RFT-D, Draft,
Final and softcopy documents, and you do them in exactly the
same way. These tasks are:

e View the document.

e View the document’s distribution list.

e Print the document.

e Put the document in your personal storage.

There is one task that you can do with RFT-D documents, Draft
documents, and softcopy documents.

e Change the draft.

Note: You can change a softcopy document if you use the
RETRIEVE command on the command line of the main menu
(screen A0Q) or the interrupt menu (screen S00) followed by
the document number. See “Retrieving electronic documents
(softcopies),” in Chapter 9 for more information about the
RETRIEVE command.
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Viewing the document

You can view an RFT-D document, an RFT-F document, a Draft
document, or a Final or softcopy document. You can’t view a
Paper document because PROFS has only the mail log
information for it.

To view an RFT-D document, press PF1 on screen D41. To
view an RFT-F document, press PF1 on screen D40. PROFS
shows you the DisplayWrite/370 “View” screen. To view a
Draft document, press PF1 on screen D11. To view a Final or
softcopy document, press PF1 on screen D08. PROFS shows
you the document on screen 100 (or 101 for graphics
documents, see Appendix L). If the document is more than one
screen long, press PF10 and PF11 to go back and forth
between screens.

Erasing a document from the list

If you don’t want to work with a document any more, you can
erase it from the list of documents that PROFS found. Press
PF2 on one of the “Process the Document Found” screens. If
you view the list of documents after you press PF2, you will
see the word REMOVE instead of the document’s number.

IF YOU CHANGE YOUR MIND

If you change your mind and decide not to erase the document
from the list, press PF3 on one of the “Process the Document
Found” screens. The document will then remain on the list.
You must press PF3 on one of the “Process the Document
Found” screens before you press PF12 on screen D04 or D06.
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Erasing a document from the mail log and the list

If you don’t need a document any longer, you can erase it from
both the mail log and the list of documents that PROFS found.
You can do this with any type of document. Press PF4 on one
of the “Process the Document Found” screens (screen D41 for
RFT-D documents, D40 for RFT-F documents, D11 for Draft
documents, D08 for Final and softcopy documents, and D12 for
Paper documents). If you view the list of documents after you
press PF4, you will see the word DELETE instead of the
document’s number.

If you erase the document from your mail log, you will have to
know the document number to work with it again.

IF YOU CHANGE YOUR MIND

If you change your mind and decide not to erase the document,
press PF3 before you press any other PF key.

Forwarding a document

You can forward all five types of documents. (You forward
only the mail log information for Paper documents.) Press PF5
on one of the “Process the Document Found” screens (screen
D41 for RFT-D documents, D40 for RFT-F documents, D11 for
Draft documents, D08 for Final and softcopy documents, and
D12 for Paper documents). PROFS shows you screen HOO for
all types of documents except Paper. PROFS shows you
screen HO5 for Paper documents. See “Forwarding the
document” in Chapter 4.
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Viewing the distribution list for a document

You can see a list of other people who have received a
document on your PROFS system. Just press PF6 on one of
the “Process the Document Found"” screens (screen D41 for
RFT-D documents, D40 for RFT-F documents, D11 for Draft
documents, D08 for Final and softcopy documents). PROFS
will show you screen K21, “View the Distribution List,” for all
document types except Paper.

Information about the VIEW THE DISTRIBUTION LIST K21
document.
Document No.: 870027570012 Trpe: RFT-F
Draft copies: | Owner: RILEYL
From: Riley, L. M.
To whom the document To: Johnson, G. J.
has been sent. Subject: Report information in last memo

This document has been mailed to the following. Their user names are listed.

JOHNSONG #xkswinr JEMITH
If there is more than one END OF LIST

page of names, use the
PF keys to move among
the screens.

PFY ToP
PF9 Help

PF2 Bottom 4 Up
PF10 Next Screen

PFS Down Screen I @i il
PFt1 Previous Screen PF12 Return

This screen shows you the user nhames of the people to whom
you have sent the document, as long as they are on the same
PROFS system as you. If you are looking for a person who
was mailed a document but who is no longer on the PROFS
system, you will see asterisks (********) instead of a user name.
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This screen also shows you:

The document number at the top left

Whether the document is an RFT-D document, an RFT-F
document, a Draft document, or a Final or softcopy
document

The number of versions of the document, beneath the
document number

The name of the person who wrote the document
The owner’'s user name

The subject.

Changing the mail log information about a
document

You can add to, change, or erase the mail log information for
any type of document, if you searched your own mail log. (If
you searched other mail logs, you can view only the mail iog

information.) Press PF7 on one of the “Process the Document

Found” screens (D41, D40, D11, D08, or D12). PROFS shows
you screen D18, “View or Change the Mail Log Information,”

with the information that you already put in your mail log about
the document. See “Changing information about the document

in your mail log” in Chapter 4.
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Iline. You can change the

VIEW OR CHANGE THE MAIL LOG INFORMATION D18

Type the chanses vou want for document no.: B7002TST 0008
Then press ENTER to change the mail log information.

From: Riley, L. M.

Information about the
document. To:

Subject: Monthly Report

Comments:
You can add comments. e U S
If the document had Action: Due date:
reference information in

it, PROFS automatically .. ... .\
puts it into the comments

Trre: M

mail log information.

PF9 Hele  PF12 Return

These are discussed in
Appendix A.

Change the information by typing over it, or erase it by

pressing the space bar along the line or pressing the EOF key.

Add information by typing it on the appropriate line.

You can find out more about “Action,” “Identifier,” and “Type”

in “Appendix A: How to index documents in PROFS.”

Note: Inthe “Type” field, PROFS uses the ietter M to mean
that the document is an RFT-F or Final document, and the
letter U to mean that the document is an RFT-D or Draft
document.

When you are finished, press ENTER. Your additions and
corrections become part of the information in your mail log.

Finding documents  5-29



Printing a document

You may want to have a paper copy of a document that PROFS
found. The document stays in PROFS storage even if you print
a copy.

You can print a copy of an RFT-D document, an RFT-F
document, a Draft document, or a Final or softcopy document.
Press PF8 on one of the “"Process the Document Found”
screens. PROFS shows you screen J00, “Choose a Printer.”

CHOOSE R PRINTER Joo

Press the PF key to select the printer you want, or send a print file
to a user or printer not listed. Press PFB to see additiomal printer
options. Press ENTER when you have made your choices.

Your PROFS
administrator will explain

how this screen works for Send a erint file to! =N s cfi (location)
your system.
Number of copies: | Special erint class:
PF1 5YS3203 3203 SYSTEM PRINTER - CLASS A SELECTED

PFZ SYS3287 3287 SYSTEM PRINTER - CLASS A
PF3 SYS3800 3800 SYSTEM PRINTER - CLASS Y
PF4 bb70 East Tower, 9th Floor
PF5 bb70 East Tower, 17th Floor
PF6 0670 West Tower, 2nd Floer
PF? Print at vour workstation
Screen | of |

PF8 Options PF9 Help PFtO Next Printers PFi! Previous Printers PF12 Cancel

For instructions on how to use this screen, see “Printing
copies of notes and documents,” in Chapter 4.
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This is the screen for

| RFT-D documents.

Working with alternate screens

If you press PF10 on one of the “Process the Document Found”
screens (D41 for RFT-D documents, D40 for RFT-F documents,
D11 for Draft documents, or D08 for Final and softcopy
documents), PROFS shows you one of four other screens: (D43
for RFT-D documents, D42 for RFT-F documents, D09 for Draft
documents, or D02 for Final and softcopy documents.) All
these screens are also called “Process the Document Found.”

As you view the following four screens, you will see the key
information from the mail log is at the top of each screen: the
name of the person who wrote the document as well as the
“Subject,” “Type,” and “Document No.”

PROCESS THE DOCUMENT FOUND D43
From: Smith, G. Document No.: B7002TSTGOGB
Subject: Monthly report Tyre: RFT-D

If you want to work with a version other than the most current (version 1),
tree the number vou want to work with here: 1

Press one of the following PF kers, or press PFI1 to view the previous
choices.

PF1 View the document

PF2 Copy the document into your personal storase

PFY Work with the document

PF4 Create a new document from a copy of this document

PFt1 View previous choices

PF9 Hetp PF12 Return
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This is the screen for
RFT-F documents.

This is the screen for
Draft documents.

PROCESS THE DOCUMENT FOUND B42

From: Riter, L. M. Document No.: B8700275T0012
Subject: Repart information in ltast memo Trre: RFT-F

Press one of the following PF keys, or press PFif to view the previous
choices.

PF1 View the document
PF2 Copy the document into your personal storage
PF4 Create a new document from a coey of this document

PF11 View previous choices

PF3 Help PF12 Return

PROCESS THE DOCUMENT FOUND pe9
From: Smith, G. Document No.: B700275T0002
Subject: Monthly report Tree: Draft

If you want to work with a version other than the most current (version 1),
type the number vou want to work with here: 1

Press ane of the following PF keys, or press P11 to view the previous
choices.

PF1 View the document
PF2 Copy the document into your personal storage
PF3 Work with the document

PF11 View previous choices

PF9 Help PF12 Return
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|

PROCESS THE DOCUMENT FOUND ez

This is the screen for From: Riler, L. M. Document No.: B7002T5TEOO1

| Final and softcopy Subject: January sales report Type: Final

documents.

If you do not want to work with the final copy of the document, key in the

number 2 to work with the draft -1
| If you want another B of the following PF kers, or press PF11 to view the previous
| version, type the number choices.

here.
PF1 View the document
PF2 Copy the document into your persomal storase

PF11 View previous choices

PF9 Help PF12 Return

Viewing different versions of a document

PROFS automatically keeps two versions of each RFT-D, Draft,
and Final document. PROFS only keeps one version of an
RFT-F document.

If you want to view a version of the document other than
version 1:

1. Type the number over the number where the cursor is
showing. For an RFT-D or Draft document, version 2 is the
document before the last changes were made. For a Final
document, version 2 is the current version displayed with
the format controls in the text. If PROFS has been told to
keep more than two versions, there may also be a version
3 or even 4 of an RFT-D or Draft document. Versions other
than 1 will be available only if the time limit for keeping
them has not passed.
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2. Press PF1 to view the document.

PROFS shows you the DisplayWrite/370 “View” screen for
RFT-D documents, or screen 100, “View the Document,” for
Draft, Final, and softcopy documents.

After viewing the document, press PF12=END or PF12 to
return to one of the “Process the Document Found” screens
(D41, D11, or D08).

Putting a copy of a document in your personal
storage

You may want to use an RFT-D, RFT-F, Draft, or Final
document to create a new and separate document. (For
example, you might use last month’s report as the framework
for this month’s report.) If you put a copy of the RFT-D, RFT-F,
Draft, or Final document in your personal storage, PROFS will
assign the copy a filename and you can make changes to it.
(The original document stays in PROFS storage with its
original number.)

Press PF2 on screen D43, D09, or D02 to put a copy of the first
version of the document in your personal storage. To put
another version in personal storage, type the number of that
version over the number 1 at the top of the screen before you
press PF2. For an RFT-F document, press PF2 on screen D42,

You can create a new RFT-D or RFT-F document using a
document you have in your personal storage. You press PF4
on either screen D43, “Process the Document Found,” for
RFT-D documents, or screen D42, “Process the Document
Found,” for RFT-F documents.

If the document is already in your personal storage when you
press PF2, PROFS shows you screen X10, “Copy the
Document.”
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The filename, filetype,

and filemode of your COPY THE DOCUMENT X10
document will be here.
A copy of T~D8126668 RFTD A1 is already in vour personal storase.

Press one of the followina PF keys. If you want to keep the file
in your personal storase without changing the name, press PF1Z.

PF1 Give the file in your persomal storase another name.
Type the new filename and the fitetree betow first before pressing
the PF key. Filename and filetype===

PF2 Erase the file in your storase and continue

with a new cg

Rename your file here.

PF9 Help PF12 Return

At the top of the screen you see a message telling you that a
copy of the document you requested —identified by the
filename, the filetype, and the filemode —is aiready in your
personal storage.

You have several choices. You can:

o Leave the copy of the document as it is in your personal
storage, and not get another copy from PROFS storage.
Press PF12 and PROFS takes you back to the first “Process
the Document Found” screen (D41, D40, D11, or D08).

e Rename the document file that is already in your personal
storage and save the new document. To do this, type the
new filename and filetype in the spaces after the arrow.
Then press PF1.

e Erase the document file in your personal storage and save
the new copy. Press PF2.
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Changing an RFT-D or Draft document

You can make changes only to RFT-D and Draft documents
(although you can make changes to copies of RFT-F and Final
documents that you put in your personal storage —see the
previous section). Press PF3 on screen D43 or D09. PROFS
shows you screen F63, “Process the Document,” for an RFT-D
document and screen FO1, “Process the Document,” for a Draft
document. Press PF2 to make changes to a copy of the
document.

If you want to change an earlier version of an RFT-D document
or a Draft document, type the number of that version over the
number 1 at the top of screen D43 or D09 before you press PF3.

No one else can make changes to any version of the RFT-D
document or Draft document until you've finished making
changes and filed it back in PROFS storage.

Use the RETRIEVE command followed by the document
number to begin working with a softcopy document you want to
change. See "Appendix G: Using commands with PROFS” for
more information about this command.
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If you try to retrieve a document when you already have a copy
in your personal storage, PROFS shows you screen F18,
“Change the Document.”

CHANGE THE BOCUMENT F18
Document No.: 70020008

The copy of the document rou are trying to change is currently stored
in your personal storage.

Press one of the following PF keys.
PF1 Erase the copy in rour personal storage and set the
coPy in PROFS's storase to chanse

PF2 Assion the copy in your personal storage a new document
number

PF9 Help PF12 Return

You must then do one of the following:

e Press PF1 to get the document from PROFS storage in
order to view it or change it. The other copy in your
personal storage will be erased.

e Press PF2 to get the document and also keep the existing
copy {with a new document number) in your personal
storage.

o Press PF12 if you want to do neither.
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1

Choosing
from the
main menu

You use notes and messages to communicate informally with
other PROFS users. For example, you might use a note or
message to send information that you would usually deliver in
person or by telephone.

A note is more lasting than a message. When you send a note,
the note goes into the other person’s incoming mail. It will stay
there until the person opens the mail and files or erases it.

You can keep a copy of the notes that you send and receive in
your note log, or other note logs that you set up yourseif.
PROFS automatically keeps an electronic copy of the note for
you, unless you tell it not to.

When you send a message, it appears directly on the other
person’s screen. A message does not go into the incoming
mail, and PROFS does not keep a copy of it. Therefore, your
message will not be received unless the person you are
sending it to is signed on to the VM system when you send the
message.
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Press PF4 on the main menu (screen A00). PROFS shows you
screen E05, “Process Notes and Messages.”

PROCESS NOTES AND MESSAGES EB5
Press one of the foliowing PF keys.

PF1 Send a note
PF2 Send a messase

PF3 View thg Note Log If you want to work with
T K with e Ve MR BGHETY another note log, tree
© wopk wilth spcoinl iogh, — PF4 (hanse the Note Log the log's name over the

type the name of the log

over “Note.” highlishted name and then

Note Log press the PF ker.

PF9 Halp PF12 Return

Starting from this screen, you can:
e Send a note (see “Sending a note” later in this chapter).

e Send a message or have a conversation using messages
(see “Sending a message” later in this chapter).

e Work with the notes you have filed in your note logs:

— Individually (see “Working with a note in your note log”
later in this chapter)

-~ In groups (see “Working with all the notes listed on one
screen” later in this chapter).
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When you work with a note in one of your note logs, you can:

At the end of this chapter, you'll find a “fast-track” diagram

View it.

Copy it to another note log.

Add comments to it.

Forward it to others.

Reply to the person who sent it to you.

Erase it from the note log.

Send it again.

Print it.

Add it to your calendar if it is a meeting notice.
Add it to the conference room schedule (if it is a

reservation notice for a conference room you are
responsible for).

that summarizes the chapter pictorially.

Processing notes and messages
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2 Press PF1on screen E05. PROFS shows you screen E04,

sending ‘Send a Note.
a note

SEND A NOTE E04

|
| Type a user name, [
| system name (user name) Fram:
} combination, nickname,
or name of a distribution
list.

Your name is shown
only if you typed it
in your nickname file.

Type your note here.

Press PF7 to send the
note.

f PF1 Tor PF2 Bottom PF3 Evase Line PF4 Add Line PF5 Nulls Off PFb Format
| PF? Send PFB Proofread PF9 Help PF10 Next PFIf Previous PF12 Cancel

From screen E04, you can:

e Send a note.

e Proofread a note.

e Send copies of the note to other people.

e Put the note in a special log or no log at all.

e Change customized headings and closings that may be on
your screen.

e Include the humber of a document (or list of documents)
you want to send with the note.
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Special commands for notes

You can do additional things with your notes by typing special
commands at the beginning of any line that you are not using
for the text of a note. Each command is a period followed by

two or three letters.

The following chart shows a list of the note commands and a
description of each.

Command
.ad

.ak

.at

.cc

.ct

.gc

.of

.grf

.nak

.nl

.pf

.ref

.wh

Description Page No.
Adds more names 6-6
For note acknowledgement 6-6
Substitutes titles instead of names 6-6
Sends a copy of the note 6-11
Substitutes titles instead of names 6-11

for the copy list

Includes any calendar you have 6-12
access to in a note

Gets information from a file 6-8
into a note

Sends several documents 6-7

with the note

Adds a file to a note 6-7
Puts note in special log 6-11
Cancels note acknowledgement 6-7
Doesn’t put note in log 6-12
Saves the note (including the 6-12

“Subject”line) in a file
Sends a document with the note 6-7

Views a list of names the note 6-6
will be sent to

Processing notes and messages
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Note: If you press ENTER or PF6 while you are working with
your note, any commands you have typed, except .im and .ref,
won't show up again on the screen. The .grf commands will be
changed to .ref commands. PROFS will still use those
commands when you send your note.

e The command .ad is used for adding user names to the
“Send to” line. The names you want to add should then be
typed after the command (for example, several user
names). Don’t type anything else on that line.

If you run out of space on the “Send to” line, you can type
the .ad command at the beginning of a blank line, and then
type the additional user names, nicknames, or names of
distribution lists.

e If you are sending several notes to several people, you
may want to see whom you have made “addressees”
(listed at the top of a note) or whom you have put on the
carbon copy (.cc command) list (listed at the bottom of a
note) with the .wh command. PROFS will show you a list.
If you used a distribution list, PROFS will show the
distribution list name above the list of user names.

e If you don’t want PROFS to show you a long list of user
names, and so forth, that you have typed on the “Send to”
line, you can type the .at command to substitute a title (for
example, “All Sales Reps”) for the list of people. If you use
this command for titles in your notes, then these tities
instead of names will appear in the “TO” column on screen
C00, “Open the Mail,” and on screen E08, “View the Note
Log.”

e Use the command .ak if you want to know if the person you
sent your note to has received it. PROFS will send you a
note once the person opens the mail. When you check your
incoming mail (on screen C00, “Open the Mail”), you will
see your original subject line and the word ACKLMNT will
appear under “TYPE” of mail.
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The note will look like this:

This is to acknowledge that your note of 01/02/87
11:25:12 has been opened.

If you want to cancel your request to have your note
acknowledged, you can type .nak on a new line and press
ENTER.

You can send several documents using a note to group the
documents. You type .ref and the document number on any
text line of any of the screens used to create notes. The
person you send the note to will get the note and each of
the documents separately. The .ref command remains in
the note. The person you send the note to can choose to
view the note and then view each of the documents by
placing the cursor under the document number and
pressing ENTER.

If there is a group of documents you want to include in your
note, you can use the PROFS document search function to
find the documents. While you are using the document
search function (screen D03), press PF3 to save the list of
documents. When you are creating a note, you can type
.grf on any blank text line without specifying a filename,
filetype, or filemode. PROFS will take the list of documents
you saved and process it as if you had typed a .ref for each
document in your saved search list. If you want PROFS to
use another list of documents, type .grf followed by a
filename, filetype, and filemode. Each record of the
specified file must have the document number in columns 1
through 12. Remember, it is not necessary to type a
filename, filetype, and filemode if you are using the list you
saved when you searched your mail log.

If you want to add a file from your personal storage to the
note, you can use the .im command. Type .im at the
beginning of a line where you want the added text to
appear, followed by the filename and filetype of the file you
want to add. Don’t type anything else on that line. PROFS
will not show you the text of the file you have requested. (If
you want to see the file you are adding first, use the .gt
command.) PROFS will include the file you requested
when it sends the note.
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e Use the special command .gf to get information from a file
into a note. Type .gf and the filename and filetype of the
file you need at the beginning of a line. Then press ENTER.
PROFS will replace your .gf command with the full text of
the file you requested. If you are getting a note you saved,
type .gf at the beginning of the line immediately following
the “Subject” line. This will properly position the “Subject”
line in the note you saved. Now you can edit the note or
add to it or simply send the same note to someone else

without having to compose a new note or retype an oid
one.

What happens when Other person's
you send a note incoming mail

(electronic) .
4 “

Other person's
terminatl

When you send a note,
PROFS keeps a copy

automatically in your
note log

Your terminal

AL R R )
TN WO L

While viewing your note in the incoming mail,
the receiver can reply to it, file it, forward it to
others, erase it, and so forth.
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Sending a note
To send a note, follow these steps.

Step 1. Tell PROFS whom to send your note to. Type the name
of the person or group you are sending your note to on the line
that begins with “Send to.” You may use any one of the
following forms, or you may combine them:

e [f you are sending your note to a person who uses the
same PROFS system that you do (a local user), type that
person’s user name.

e If you are sending your note to a person who is not on your
PROFS system (a remote user), type the name of that
person’s computer system foliowed by the person’s user
name in parentheses: for example, ATL50 (JPJONES).

e For both remote and local users, you can type a nickname
if the nickname is in your own nickname file or your PROFS
system’s nickname file. (See “Appendix B: Working with
nickname files.”)

e If you are sending your note to several people you
frequently send the same material to, type the name of a
distribution list. (See “"Appendix C: Working with
distribution lists.”)

You can type more than one user name, nickname, or name of
a distribution list on the “Send to” line; just leave a space
between each one.

Step 2. Type the text of the note. Move the cursor to the line
that begins with “"Subject” and type the subject of the note.
Then move to the next line and begin typing the note. If you
want to make the lines more even and close up space on the
display screen, press PF6. If you do not press PF6, others will
see the note exactly the way you type it.

If you fill up all the space on one screen, press PF10 to

continue typing on another screen. Use as many screens as
you need.
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Note: You should press ENTER frequently when you are
typing a long note. If a warning message appears on your
screen, all the text you typed since you pressed ENTER or a PF
key will be lost. Press PF11 to go back through the screens
you have used.

You can make changes in the text by typing over it and by
using PF keys:

e To erase a line, move the cursor to the line you want to
erase and press PF3.

e To add a line, move the cursor one line before the line you
want to add and press PF4. You will get a blank line. Use
it to type the information you want to add.

You use the insert key if the words “Nulls Off” appear at the
bottom of the screen next to PF5. If the words “Nulls On”
appear next to PF5, press PF5 so the words “Nulls Off” appear.
When you finish using the insert key, press PF5 again so the
words change to “Nulls On.”

{F YOU CHANGE YOUR MIND

To cancel a note before you send it, press PF12. [f you typed
anything, you see a message that asks you if you want to
cancel the note. Type Y and press ENTER. PROFS returns you
to screen EQ5.
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Step 3. Press PF7 to send the note. When you have finished
typing your note, press PF7. You see several messages saying
that PROFS sent your note. If you typed a name incorrectly,
PROFS will tell you. You can type ? and PROFS will show you
screen T00, “Process Your PROFS Control Files.” From there,
you can view your nickname files, add a nickname, view your
distribution lists, add a distribution list, and so on. PROFS
returns you to screen E05, “Process Notes and Messages,”
after you have sent the note.

Your note is now in the incoming mail of the person you sent it
to. PROFS also puts your note in your note log. If you want to
put your note in a special note log that you set up with a
different name, or in no note log at all, see “Putting a note in a
special log or no log at all” later in this chapter.

Proofreading a note

PROFS lets you proofread a note by first pressing PF8 on
screen E04, “Send a Note.” PROFS shows you screen E14,
“Proofread the Note.” (See Chapter 13, "Proofreading notes
and documents.”)

Sending copies of a note to other people

Use the special command, .cc, to tell PROFS to send copies of
your note to other people and to list their user names at the
end of your note, rather than at the beginning where the
addressees are listed.

if you don’t want PROFS to display a long list of names, you
can type the .ct command. This will tell PROFS to substitute a
title (for example, “All Sales Reps”) for the list of names. You
can use this command only if you also use the .cc command.

To use .cc, or .cc and .¢t, type the commands at the beginning
of any blank line. Then, on the same line, type the user
names, nicknames, or names of distribution lists that identify
the people you’re sending copies to (for .cc) or the title you
want to substitute for the list of user names (for .ct). If you
need more than one line, type the command again on the new
line. Don’t type anything else on these lines.
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Putting a note in a special log or no log at all

When you send a note, PROFS automatically puts it in your
note log unless you tell PROFS to do something else.

Use the special command, .If, to put your note in a special log.
(See “Working with one note at a time” in Chapter 4 for
information about setting up other logs.) Type .lif and the name
of the log in which you want to put your note at the beginning
of any blank line in the text of the note. Your nickname file
may be set up so all notes to a person can be put into a special
log. (See “Appendix B: Working with nickname files.”)

Use the special command, .nl, to tell PROFS not to keep your
note in any log. Type .nl at the beginning of any blank line in
the text of the note.

Don’t type anything else on these lines.

Saving a note to work with or send later

If you're not ready to send the note you’ve been working on or
if you want to send it but also want to work with it later, use the
.pf command. Type .pf and a filename and filetype of the note
you’'re working with on a new line and press ENTER. PROFS
will save the “Subject” line of the note along with the text of
the note. Later you can use .gf to get the note back.

Including your calendar in a note

When you type .gc in your note, PROFS includes scheduled
events from your calendar or another user’s calendar in the
note you send. You can specify today’s schedule, a 7-day
schedule, or up to 99 days of scheduled events beginning with
a specific date. When you press ENTER, the calendar appears
in the note.
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The format of the command is:

.gc [function [#days] [user]]

where:

function is one of the following:

#days

user

TODAY Brings in 1 days scheduled events
beginning with today. The number of days
can be changed using the #days option.

DAYS Brings in 7 days scheduled events
beginning with today. The number of days
can be changed using the #days option.

mm/dd/yy Brings in 1 days scheduled events
beginning with the date specified. The
number of days can be changed using the
#days option.

The default function is TODAY.

If other options are to be used, a function must be
specified.

The number of days for which calendar entries are to
be included in the note, beginning with the date
specified by the function. This option may have a
value from 1-99.

The default for this option is based on the function.

Function #days default

TODAY 1
DAYS 7
mm/dd/yy 1

User name or nickname of the calendar to be
processed. A distribution list cannot be used.

The default for this option is your user name.
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Changing customized headings and closings on
your screen

If your PROFS administrator has set up standard headings and
closings for notes on screen E04, you can change them by
typing over them after you press ENTER. You can also change
them permanently using the CONTROL command to process
your nickname file.

SEND A NOTE EG4
Send to: _

From-The Training Bivision!
This is the heading. You /‘ﬂ?:ct:
can change it or blank it

out after you press ENTER.

Press these PF keys to
look at the heading or
closing.

PF{ Tor "PF2 Bottom PFj Erase Line PF4 Add Line PFS Nulls Off PFb Format
PF7 Send PFB Proofread PF9 Help PF1O Next PF!! Previeus PF12 Cancel

If you want to make changes to the heading in this note:

1. Press PF1 to go to the top of the screen. PROFS shows you
the heading at the top of the screen. If you are already at
the top, you must have pressed ENTER at least once on
screen E04, “Send a Note.”

2. Move the cursor to the line with the heading.
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3. Either type something else over the heading or erase it.
You can erase it by pressing the space bar along the length
of the line or by pressing EOF.

If you want to make changes to the closing in this note:

1. Press PF2. The closing will appear at the bottom of your
screen.

2. Move the cursor to the line with the closing.

3. Type something else on top of the closing or erase it. You
can erase it by pressing the space bar along the iength of
the line or by pressing EOF.

You can find more information about setting up greetings and

closings in “Working with control fite information” in
“Appendix B: Working with nickname files.”

Processing notes and messages 6-15



3 Press PF2 on screen E05, “Process Notes and Messages.”
. PROFS shows you screen E07, “Send a Message.” Once you
Sendmg are on screen EQ7, you can:

a message

e Send a message.

e Use a series of messages to have a two-way
“conversation.”

SEND A MESSAGE E0?
Send to: _ _
Message text:
You fill in these parts. == s TRENEEEESEE Feb e mutmpaae ¥ -t S g g " " T T TR SRS T T

Type the information above and press PF? to send.

PF? Send  PF9 Help  PF12 Cancel
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Sending a message

You follow three steps to send a message:

1. Tell PROFS whom to send the message to.
2. Type the text of the message.

3. Press PF7 to send the message.

What happens when Other person's
you send a message terminal

Your terminal

1N TR
IR G TIMIIE G A TE 0 I

PROFS keeps no record of messages.

Step 1. Tell PROFS whom to send the message to. Type the
name of the person or group you are sending your message to
on the line that begins with “Send to.”

e If you are sending your message to a person who uses the
same PROFS system that you do (a local user), type the
person’s user name.

e |f you are sending your message to a person who is not on
your PROFS system (a remote user), type the name of that
person’s computer system followed by the person’s user
name in parentheses: for example, ATL50 (JPJONES).
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e For both remote and local users, you can type a nickname
instead of a user name if the nickname is in your own
nickname file or your PROFS system’s nickname file. (See
“Appendix B: Working with nickname files.”)

e If you are sending your message to several people to
whom you frequently send the same material, type the
name of a distribution list. PROFS will send your message
to everyone on it. (See “Appendix C: Working with
distribution lists.”)

You can type more than one user name, nickname, or name of
a distribution list on the “Send to” line. Just leave a space
between each one.

Step 2. Type the text of the message.

1. Move the cursor to the line that begins with “Message
Text.”

2. Type the text.
You can make changes in the text by typing over it.

Step 3. Press PF7 to send the message. When you are ready
to send your message, press PF7. PROFS shows you a
message that tells you whether the other person received your
message. The word "MORE...” is at the bottom of the screen.
Press CLEAR. If the name is incorrect or the person is not
logged on to the computer system, you will get a message
from PROFS that the person is not logged on. PROFS returns
you to screen EQ5.

If the person you send the message to is not using the VM
system when you pressed PF7, that person will not receive
your message. In that case, you should send the person a note
(see “Sending a note” earlier in this chapter) or send the
message again later. PROFS does not keep a record of
messages.

You can send a PROFS message only from screen EQ7, “Send

a Message,” the PROFS command line, or the CMS command
line.
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IF YOU CHANGE YOUR MIND

To cancel a message before you send it, press PF12. The
screen goes blank, and you see a message saying that PROFS
cancelled your message. The word “MORE...” is at the bottom
of the screen. Press CLEAR. PROFS returns you to screen
EQ5.

Using messages to have a “conversation”

You can use messages to have a two-way “conversation” with
another person by:

1. Typing a plus sign (+) at the end of the message text.
(This tells PROFS that you are planning to send more
messages to that person.)

2. Pressing PF7 to send your message.

After that, when you press ENTER, PROFS will send to that
person anything you type on your screen. To end the
“conversation,” press ENTER twice.

Note: You can have a conversation with only one person at a
time.
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q
Working with a
note in your
note log

Press the PF key next to
the note you want to
work with.

If the list is more than
one screen long, use
these PF keys to move
back and forth between
screens.

PROFS tells you how
many screens are in the
list.

To begin work with one note at a time, press PF3 on screen
EO5, “Process Notes and Messages.” To work with a note in a
special log that you have set up, type the name of the log over
“Note” before you press PF3. PROFS shows you screen E08,
“View the Note Log.” (The screen title includes the name of
your special log if you typed it.)

Press the PF key for the note you want.

VIEW THE NOTE  LOG

these notes, type ALL here and press ENTER===) _
seealfflipees s=ese 10----- TYPE

PF1 John Smith Georse Johnson Meeting
Subject: Status meeting for Project Sunshine

PF2 John Smith Conference Room 4B Reserve
Subject: Status meetins for Project Sunshine

PF3 SMITHG --VMSYSI JOHNSONG--VMSYS | Forward
Subject: Request for assistance

PF4 David Richards George Johnson Note
Subject: Meeting schedule

PF5 ROEMARY2 --VMSYS!  JOHNSONG--VMSYSH Note
Subject: Estimates for report

Secreen

E68

Or, if you want to view all of

DATE and TIME
03/66/87 13: 16

03/06/87 13:1b
02/20/87 13:20

01/02/87 11:25
01/02/87 11:23
| of |

PF9 Help “PF10 Next Screen PF11 Previous Screen  PF12 Return

As you can see, screen EO08 lists information about each note
next to a PF key. When you select the note you want to work
with, press the PF key next to it. PROFS shows you screen

E20, “View the Note,” shown later in this chapter.
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From this screen, you can:

View a document referenced in the note.

Copy the note to another note log.

Add personal comments.

Forward a note.

Reply to a note.

Erase a note from a note log.

Send a note again.

Print a note.

Add a meeting to your calendar, or a reservation to a

conference room schedule you are responsible for.

Send a new note.

VIEW THE NOTE E20

From: ROEMARYZ2--VMSYSH Date and time  01/02/87 11:23:33

To: JOHNSONG--VMSYSH

Text of the note.
From: Rosemary Smith
Subject: Estimates for report

PROFS shows you a split
screen if you press one
of these PF keys.

Press these PF keys if
the note is longer than
one screen.

[ will send you the new estimates by Monday.

END OF NOTE

PFY Altegnate PFs PF2 Copy to =
PFb Reply PF7 Resend PF8 Print PF9 He
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Using split screens. Press PF5, PF6, or PF7 at the bottom of
screen E20 (or PF1 followed by PF4 or PF5) to work with the
note while you are still viewing it. PROFS shows you a split
screen. A split screen is really two screens that appear
together on your terminal. The note is on the top screen and
you do your work with the bottom screen.

To use the PF keys on a split screen, put the cursor anywhere

on the top half of the screen to use the PF keys on the top half

of the screen and anywhere on the bottom half of the screen to
use the PF keys on the bottom half of the screen.

Use the split screens to:

e Forward the note (press PF5).

e Reply to the note (press PF6).

e Send the note again (press PF7).

e Add personal comments (press PF1, then PF4).

o Send a new note (press PF1, then PF5).
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Viewing a document referenced in the note

While you are on screen E20 or the split screen version of E12,
(if there is a document number in the note), you can place the
cursor anywhere under the document number and press
ENTER. PROFS will show you the DisplayWrite/370 “View”
screen if it is an RFT document or will show you the document
on screen 100, “View the document,” if it is a DCF document (or
101, “View the Graphics Document,” if it is a Graphic
document). When you are finished viewing the document and
press PF12, PROFS will show you the note again.

Copying the note to another note log

To copy a note from one note log to another note log, type the
name of the note log next to PF2 on screen E20. When you are
ready to copy the note, press PF2.
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The note is still on the
screen.

Type comments in this
space.

Use these PF keys as
you type in your
comments.

Adding comments about a note to the note log

You can add comments to the note log and later view these
comments. Press PF1 to get the alternate PF keys; then press
PF4 on screen E20. PROFS shows you a split screen, with
screen E12 on the top half and screen E03, “Add Personal
Comments to Your Note Log,” on the bottom half.

VIEW THE NOTE E12
From: ROEMARYZ2--VMSYSI Date and time  01/02/87 11:23:33
To: JOHNSONG--VMSYSH

From: Rosemary Smith

Subiect: Estimates for report

[ will send you the new estimates by Monday. If there are no other updates
coming in from the field offices, we should be able to finish this

up early next week.

{ Up PF2 Down PF9 Helr PF1O Next Screen PFI1 Previous Screen
ADD PERSONAL COMMENTS TO YOUR NOTE LOG E63
Commants™>_

IF’F1 Tor PFZ Bottom PF3 Erase Line PF4 Add Line PFS Nulls Off PFb Fm'matj
PF? Add PF8 Proofread PF9 Help PF10 Next PF!1 Previous PF12 Cancel

Use these PF keys if your comments
are longer than your screen.
1. Type your comments.
2. Press PF7 to add the comments to the note log.

PROFS will not send your comments with the note if you
forward it or send it again.
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IF YOU CHANGE YOUR MIND

If you decide before you press PF7 that you don’t want to add
comments, press PF12. If you typed anything, you see a
message that asks you if you want to cancel the note. Type Y
and press ENTER. PROFS returns you to screen E20.

Forwarding a note

Press PF5 on screen E20. PROFS shows you a split screen
| with E11, “Forward the Note,” on the bottom and screen E12,
| “View the Note,” on top.

| VIEW THE NOTE E12
This is a split screen with y

| E12 and E11. From: ROEMARY2--VMSYSI Date and time 01/02/87 11:23:33

] Toi JOHNSONG--VMSYS!

From: Rosemary Smith

Subject: Estimates for report

I will send you the new estimates by Monday. If there are no other updates
The cursor is ready for coming in from the field offices, we should be able to finish this
you to type in the name up early next week.
of the person or group
you want the note to go to.

PFZ Down PF9 Helr PF10 Next Screen PF11 Previous Screen

FORWARD THE NOTE E1t
Forward to™_

From: G. J. Johnson

Subject: Estimates for report

| PF1 Top PF2 Bottom PF3 Erase Line PF4 Add Line PF5 Nulls Off PFb Format
| PF? Send FFB Proofread PF9 Help PF10 Next PFI1 Previous PF12 Cancel

You can forward the note by itself, or you can add your own
comments to send along with the note.
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1. Type the user names, system name (user name)
combinations, nicknames, or distribution list names of the
person or group you want to forward the note to. Use the
line that begins with “Forward to.” (See Appendix C for
detailed instructions on distribution lists.)

2. If you want to add comments to the note, type them below
the “Subject” line. You can also use any of the special
note commands. lf a name does not appear after “From,”
you can type a name. If a name appears after “From” and
you want to change it, press ENTER, then type the name.

3. Press PF7 to forward the note.

When you press PF7, the screen goes blank and you see a
message saying that PROFS has forwarded your note. PROFS
automatically puts a separator line between the old note and
your comments. This allows the person receiving the
forwarded note to see the route the note took, and where the
note originated.

IF YOU CHANGE YOUR MIND

If you decide not to forward the note before you press PF7,
press PF12. If you typed anything, you see a message that
asks you if you want to cancel the note. Type Y and press
ENTER. PROFS returns you to screen E20.
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Replying to a note

Press PF6 on screen E20. PROFS shows you a split screen
with screen E02, "Reply to the Note,” on the bottom and screen
E12, “View the Note,” on top.

PROFS fills in this

information for you.
VIEW THE NOTE E12

From: ROEMARYZ--VMSYSI Date and time  01/02/87 11:23:33
To: JOHNSONG--VMSYST

From: Rosemary Smith

Subject: Estimates for report

I will send you the new estimates by Monday. If there are no other urdates
coming in from the field offices, we should be able to finish this

early next week.

Type your reply here.

2 Down PF9 Help PF!0 Next Screen PFi{ Previous Screen

REPLY TO THE NOTE EB2
ReplyN\to: ROEMARY2--VMSYSH

From: J. Jehnson

Subject:‘Estimates for report

PFt Tor PF2 Bottom PF3 Erase Line PF4 Add Line PF5 Nulls Off PFb Format
PF? Send PFB Proofread PF9 Helep PFI1O Next PF11 Previous PF12 Cancel

You can send a reply to the note that has been sent to you.

1. Type your reply beginning on the line below the “Subject”
line.

2. Press PF7 to send the reply.
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IF YOU CHANGE YOUR MIND

If you decide not to reply to the note before you press PF7,
press PF12. If you typed anything, you see a message that
asks you if you want to cancel the note. Type Y and press
ENTER. PROFS returns you to screen E20.

Erasing a note from a note log

To erase a note from a note log, press PF4 on screen E20.
PROFS shows you screen E08 with DELETE next to the note.
When you press PF12 on screen E08, PROFS erases the note.

IF YOU CHANGE YOUR MIND

If you press PF4 but decide to keep the note, press the PF key
to choose the note again. Then press PF3. PROFS will show
you screen E08 with the date and time of the note instead of
the word DELETE.
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Sending a note again

If you want to send the note to someone else, press PF7 on
screen E20. PROFS shows you a split screen with screen E13,
“Send the Note Again,” on the bottom and screen E12, “View
the Note,” on top.

Type in a user name,

system name (user name) VIEW THE NOTE : E12
combination, nickname, From: ROEMARYZ2--VMSYSI Date and time  01/02/87 11:23:33
or distribution list name To: JOHNSONG--VMSYS!

here.

From: Rosemary Smith’

SubJect: Estimates for report

[ will send you the new estimates by Mondayr. [f there are no other urdates
coming in from the field offices, we should be able to finish this

up early next week.

Subject and text of the
note you are resending.

PF2 Down PF9 Help PF10 Next Screen PFI! Previous Screen

Use these PF keys as SEND THE NOTE AGAIN E13

you type in your
comments.

Resend toi™.

From: Rosemary Smith

Subject: Estimates for report

fL|_send vou the new estimates by Monday. If there are no other updates
the field offices, we should be able te finish this

PF{ Top PF2 Bottom™PF3 Erase Liné™~PF4 Add LI PF5 Nulls Off PFb Format
PF? Send PF8 Proofread PF9 Help PF1O Next PF11 Previous PF12 Cancel

Use these PF keys If your
comments are longer
than one screen.

You can resend the note by itself or you can add comments to
send along with it:

1. Type in the user names, system name (user name)
combinations, nicknames, or distribution list names of the
person or group you want to send the note to. (See
Appendix C for detailed instructions on distribution lists.)
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2. If you want to add comments to or change the text of the
note, type them below the text of the note you are
resending. You can also use any of the special note
commands listed at the beginning of “Sending a note”
earlier in this chapter. If you want to add or change a
name after “From,” then type the name.

3. Press PF7 to resend it.

PROFS puts the note into the incoming mail of the
person(s) you sent it to.

When you press PF7, your screen goes blank and you see a
message saying that PROFS sent the note. The word
“MORE..." is at the bottom of the screen. Press CLEAR.
PROFS returns you to screen E20.

IF YOU CHANGE YOUR MIND

If you decide not to send the note again before you press PF7,
press PF12. PROFS will ask you if you really want to cancel
the note. Type Y and press ENTER. PROFS returns you to
screen E20.

PROFS shows you Note, Forward, Reply, or Resend in the
TYPE column on screen C00, “Open the Mail,” and screen EQ08,
“View the Note Log,” when you receive or send these kinds of
notes.
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Printing a note

You may want to have a paper copy of a note that is in a note
log. PROFS keeps the note in the note log even if you print a

copy.

Press PF8 on screen E20. PROFS shows you screen J0O,
“Choose a Printer.”

CHOOSE A PRINTER Joe

Press the PF key to select the printer you want, or send a print file
to a user or printer not listed. Press PFB to see additional printer
options. Press ENTER when you have made your choices.

Send a erint file to: _ (name) at (location)
Number of copiesi | Seecial print class:
PF1 SYS3203 3203 SYSTEM PRINTER - CLASS A SELECTED

PF2 SYS3287 3287 SYSTEM PRINTER - CLASS A
PF3 5YS3800 3B00 SYSTEM PRINTER - CLASS Y
PF4 6670 East Tower, 9th Floor
PF5 6670 East Tower, 17th Floor
PF6  bb70 West Tower, 2nd Floor
PF? Print at rour workstation
Screen t of 1

PFB Options PF9 Help PF10 Next Printers PF1t Previous Printers PF12 Cancel

For instructions on how to use this screen, see “Printing
copies of notes and documents” in Chapter 4.
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Adding a meeting notice to your calendar
To add a meeting notice to your calendar:

1. Press the PF key next to the “Meeting” on screen E08,
“View the Note Log.” PROFS shows you screen E20, “View
the Note.”

2. Press PF7 to add the notice of the meeting to your
calendar.

You can also add a meeting notice for a conference room
reservation for which you are responsible. First you press the
PF key next to Reserve on screen E08, “View the Note Log.”
PROFS shows you screen E20, “View the Note.” Press PF7 to
add the meeting notice for the conference room to the

calendar.
VIEW THE NOTE E20
From: JSMITH --VMSYSH Date and time  03/06/87 13:16:33
To: GGJOHNSON-VMSYSH
Requester: John Smith
Date to be scheduied: 03/09/87
Starting time: 8:00 AM
Ending time: 9:30 AM

Location: Conference room 4B
Subject:  Notice of a meeting

Purpose: We need to hold a daily status meetins between now and
the end of the year for Project Sunshine.

18 meetings will be scheduled. The dates are:
03/16/87 03/30/87 04/06/87 04/20/87 05/04/87 ©5/18/87
10/05/87 10/01/87 10/09/87 10/13/87 10/15/87 10/11/817
11/03/87 11/04/87 11/05/87 11/06/87 11/23/81 11/25/87

ok ok ¥ ok ok ¥ ok ok ok ok ok ok ok ok ok k ok &k ok & ok ok k& K ok k¥

PF{ Alternate PFs PF2 Copy to _ PF3 Keer PF4 Erase PF5S Forward PFb Reely
PF? Add to Calendar PF8 Print PF9 Help PF1Q Next PF1! Previous PF12 Return
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Sending a new note

While you are viewing a note on screen E20, you may decide to
send a new note that is not a reply. The new note might be to a
different person or about a different subject. (Remember that
when you send a reply, PROFS automatically sends the reply to
the person who sent the note, and the reply has the same
subject as the original note.) Or, you may want to type the text
of a note while you have another note in the top half of the
screen in order to copy information from it.

To send a new note, press PF1 to get the alternate PF keys,
then press PF5 on screen E20. PROFS shows you a split
screen, with screen E12 on the top half and screen E04 on the

bottom half.
| VIEW THE NOTE E12
From: ROEMARYZ2--VMGYSH Date and time 01/02/87 11:23:33
Ta: JOHNSONG--VMSYS!
The old note is still on From: Rosemary Smith
the screen. Subject: Estimates for report

I will send you the new estimates by Monday. If there are no other uedates
coming in from the field offices, we should be able to finish this
up early next week.

PFf Up PF2 Down PF9 Hele PF10 Next Screen PFI{ Previous Screen

SEND A NOTE EG4
—_— 5 Send to: _
| Fill in these two :tems.<l__mm: i el
| Subiect!

Type the text of the new
note in this space. T

| PF1 Tor PF2 Bottom .PF3 Erase Lips i PF5 Nulls Off PFb Format
| PF? Send PFB Pz PFi1 Previous PF12 Cancel

Use these PF keys as Use these PF keys if your
you type in the text of the note is longer than one
note. screen.
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These are the same screens described in “Sending a note”
and “Viewing a note” earlier in this chapter. You use these
screens in the same way — except that you cannot use PF3
through PF7 on screen E12 to split the screen again. Put the
cursor anywhere on the top half of the screen to use the PF
keys on screen E12 and anywhere on the bottom half to use the
PF keys on screen E04.

When you press PF7 to send the note, you see a message
saying that PROFS sent your note. The word “MORE...” is on
the bottom of the screen. Press CLEAR. PROFS returns you to
screen E20. The new note is now in the incoming mail of the
person you sent it to and in your note log as well.

IF YOU CHANGE YOUR MIND

If you decide not to send a note before you press PF7, press
PF12. If you typed anything, you see a message that asks you
if you want to cancel the note. Type Y and press ENTER.
PROFS returns you to screen E20.
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5

Working with
all the notes
listed on

one screen

To begin working with all the notes listed in your note log,
press PF3, PF4, or PF8 on screen E05. If you want to work with
the notes in a special log that you have set up, type the name
of the log over “Note” before you press the PF key.

PROCESS NOTES AND MESSAGES £65
Press one of the following PF keys.

PF1 Send a note
PF2 Send a messase

PF3 View the Bote Log If you want to work with
-------- another note log, tree
PF4 Change the Note Los the log's name gver the
-------- hishlishted name and then
PF8 Print the Note Log press the PF key.

PF9 Help PF12 Return

If you press PF3, PROFS shows you screen E08, “View the
Note Log,” shown in “Working with a note in your note log”
earlier in this chapter. (The screen title will include the name
of your special log if you typed it.)

To work with all the notes listed on screen E08, type ALL next
to the arrow at the top of the screen, and press ENTER.
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PROFS shows you screen E10, “"Process All the Notes on the
Previous Screen.” From screen E10, you can view all the
notes or erase all the notes.

PROCESS ALL THE NOTES ON THE PREVIOUS SCREEN E10
Press one of the followina PF keys.
PF1 View all the notes

PF3 Keep all the notes in NOTE Log
PF4 Erase all the notes from the note log

PF9 Help  PF12 Return
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Viewing all the notes listed

Press PF1 on screen E10. PROFS shows you screen E20,
“View the Note,” with the text of the newest note in the note
log.

To view the next note, press PF12. When you have viewed all
the notes, PF12 returns you to screen E10.

Erasing all the notes listed

To erase all the notes listed on screen EQ08, press PF4 on
screen E10. PROFS shows you the E08 screen again with
DELETE next to each of the notes.

IF YOU CHANGE YOUR MIND

If you press PF4 on screen E10, but decide that you want to
keep the notes in the Note log, type ALL on the command line
on screen EQ8, and press ENTER. Then press PF3 on screen
E10. PROFS shows you the E08 screen again with the dates
and times next to each of the notes, instead of DELETE.
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Changing or adding information to a note log

If you want to change or add information to notes in the Note
log, press PF4 on screen E05. If you want to change or add
information to a special log, type the name of that log over
“Note” before you press PF4. PROFS shows you screen E53,
“Change the Note Log.” (The screen title will include the name
of your special log if you typed it.)

CHANGE THE NOTE L0G E53
MSG FROM: ROEMARY2--VMSYSI TO: JOHNSONG--VMSYS!  ©1/02/87 11:23:33

From: Rosemary Smith

Subject: Estimates for report

[ will send you the new estimates by Mondar. If there are no other urdates
coming in from the field offices, we should be able to finish this

up early next week.

Use these keys to go to
other notes.

PFY First Note "PF2 Last Note ~PF5 Next Nofe™~PFb Prev. Note PFT Which Note
PF9 Hefr PF10 Next Screen PF11 Previous Sereen PF12 Return

Type in commands here. Use these keys if a note
is longer than one screen.
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Screen E53 shows you the oldest (first filed) note in the note
log first. To move back and forth through the note log to view
other notes, press PF5 or PF6. To page back and forth
between screens in one note, press PF10 or PF11. [f you are
on the last screen of a note, pressing PF10 will take you to the
first screen of the same note. If you are on the first screen of a
note, pressing PF11 will take you to the last screen of the same
note.

Press PF1 and PF2 to go to the first or last note in the note log.

If you want to know how many notes are in the note log or the
sequence number of the note you are viewing, press PF7.
PROFS sends you a message on the screen —for example:

This note is number 4 of 12 note(s) in this notelog.
If you want to go to a particular note in the note log:

1. Type GOTO and the number of the note you want to view
next to the arrow at the bottom of the screen. Leave a
space between GOTO and the number. For example:

goto 9
2. Press ENTER.

PROFS shows you the note you asked to see. You may
also specify GOTO TOP or GOTO BOT to view the first and
last note in the note log.

When you come to a note you want to add information to, move
the cursor to the end of the note's text, and begin typing. If you
want to change information that is already there, type over it or
erase it by pressing the space bar along the line.

You can use XEDIT commands to change the notes. You can
correct spelling and make other changes in the text just as you
can to any other file in your personal storage. These changes
will be seen if you later send the note or have it printed.
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You can change the subject of a note. However, screen E08,
“View the Note Log,” will continue to show the old subject. If
you forward a note after you have changed its subject, the
recipient will see both the old and new subjects. You cannot
change the first line of any entry in a note log. An example of
this line is shown below.

MSG FROM: user1 TO: user2 mm/dd/yy hh:mm:ss

Press PF12 to go back to screen E05 when you finish changing
the note log.

Printing all the notes in a note log

You may want to have a paper copy of all the notes in a note
log. PROFS keeps the notes in the note log, even if you print
them.

To print all the notes in your Note log, press PF8 on screen
EO5. If you want to print the notes in a special log, type the
name of the log over “Note” before you press PF8. PROFS
shows you screen J00, “Choose a Printer.”

You use screen JOO to print all the notes in a note log in
exactly the same way as you do to print one note.

For instructions on how to use this screen, see “Printing
copies of notes and documents” in Chapter 4.
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6 Processing Notes
and Messages

Fast Track

E07 To have a conversation using messages,
type + aftar the text of the massaga.

To and the conversation, press EN
—PF2 send a | twice. —
(
& a (on that
screen)

Process All the F’FZ-) Keap all
Notes on the {Cancels
Previous Bcreen PF4)

PF4 3 Erase all

View the

from the
Note Lag Note Log
Al
. PF key
naxt to
{ Main Menu L'PFA Process Notes the not
and Messages if you want & yo# mm
log with a name .
other than
NOTE, typa the
name over
NOTE.
ES3
—PFe—3  Changa the f
On &l screens: Note Log
PFB Help

PF12 Return

{except PF12 "End"
on AOO and PF12
“Cancel” on EO2, EO3,
EO4, EN, E13)

—prg =3 Choose a

Choose
Printer

Printer
Options

This sequence prints all the notes
in the IO%F To print one note, use PF3

on EQS, key for the note you want on
E08, PF8 on Eyzo.
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(with Base
PF Keys)

View the Ef2
Note
PF4

— PF1 View the
ote EQ3
(with Alternate Add Personal
eys. Comments
—PF2——3» Copy
_PFS_h aeseepto View the E12
cance! PF4) hote
— PF5 ——J
E04
PF4 , Erase from Send a Note
the Note Log
e e
View the €12 '
Note These ar?E 1829|.It
screens. is
PF5 the split scresn
Forward En version of £20.
the Note
N e
(. T
View the ErR
Note
—PFe
Reply to 02
the Note
e — |
A
View the E12
Nots
—PF7
Send the E13
Note Again
NS e
—PF7 —=—3» Add to calendar
Meeting
Notice
——PF8 Choose a PF8 Choose

Printer
Options

Printer

Processing notes and messages 6-43



Preparing RFT
documents
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Choosing
from the
main menu

When you are creating documents, PROFS gives you the
choice of creating either Revisable-Form Text (RFT) or
Document Composition Facility (DCF) documents.

You can create an RFT document at your IBM Personal
Computer or Displaywriter and then transfer it to the PROFS
system to be reviewed and changed by you and others that
have access to PROFS storage. You can also transfer RFT
documents from the PROFS system and work with them at your
PC or Displaywriter. When you use DisplayWrite/370 to create
and edit RFT documents, you see the formatted document. You

can see the changes that you make to your document while you
are editing it.

DCF documents require control words and tags that are
processed by the system to produce your documents. You see
the control words and tags in your DCF document when you
are creating or editing it. PROFS shows you the DCF
document in formatted form when you view or print the
document.

You can transform your DCF documents to RFT documents and
work with them using DisplayWrite/370, your PC, or a
Displaywriter. See the RETRIEVE command with the XFORM
option in “Appendix Q; Converting a document.”

Note: Before you can use this chapter to create documents,
you must be able to use DisplayWrite/370. See “Getting
Started with DisplayWrite/370” and “Using DisplayWrite/370”
for step-by-step instructions for using DisplayWrite/370.

This chapter tells you how to prepare RFT documents. If you

need information about processing DCF documents, see
“Chapter 8: Preparing DCF documents.”

Preparing RFT documents  7-1



The memos, letters, and reports you write are more formal
communications than notes. In PROFS, they are called
documents. To use PROFS to prepare RFT documents, press
PF5 on the main menu. PROFS shows you screen F0O,
“Prepare Documents.”

PREPARE DOCUMENTS Foe
Press one of the following PF kers.
PF1 Prepare a document using the standard dacument style.
PF2 Prepare a document using another document styie. To view the list

of available document strles, press the PF2 ker. Or trpe the
name of the style you want below and press the PF2 key.

PF3 Chanse a draft document. Type the document number below first.
Then press the PF3 key.

PF9 Help  PF12 Return
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Now you can:

e Write a new document in any of several styles. (See
“Writing a new document.”)

e Change or edit an existing RFT-D document. (See
“Changing or editing an existing RFT-D document.”)

e Process the document further. (See “Processing
documents”), including:

- Viewing it
— Proofreading it
— Filing it in your personal storage
— 8Sending an RFT-D to others to read, review, or change
— Sending an RFT-F to others
— Printing it
— Erasing it.
However, if you are preparing an RFT document that requires

an author profile, you must create an author profile.

“Appendix J: Working with author profiles” tells you how to do
this.

At the end of this chapter, you'll find a “fast-track” diagram
that summarizes the chapter pictorially.
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2

Writing

a new
document

Choosing a document style

PROFS comes with several styles for memos or letters. These
styles include formats for RFT documents and for DCF
documents. You or your PROFS administrator can add
additional styles.

Two appendixes of this manual give you information about
creating your own RFT document styles. “Appendix P:
Creating RFT document styles” explains how to create your
own RFT document styles and add them to screen F04, “List of
Available Document Styles.” “Appendix A: How to index
documents in PROFS” tells you how to index an existing
document. The index controls can also be included as part of
your document style. See the two appendixes for more
information.

When you write a new document, you can use the document
style named STANDARD, the format for an interoffice memo, or
one of the other styles.

Press PF1 on screen F00, “Prepare Documents,” if you want to
use the STANDARD document style. PROFS comes with the
STANDARD document style as an RFT document. Check with
your PROFS administrator to find out what document style is
standard for your site.

If you do not want the STANDARD document style and you
know which style you want, type the name of the style on the
line under PF2 and press PF2.
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if you want to see a list of the avaiilable document styles, press
PF2 without filling in the line. PROFS shows you screen F04,
“List of Available Document Styles.”

LIST OF AVAILABLE DOCUMENT STYLES Fe4
Press the PF key for the document strle you want.
PF1 STANDARD This is an RFT interoffice memo.
PF2 DISTLIST This is an RFT memo besinning with “Te: Distribution".
PF3 BUSIMNESS This is an RFT formal letter to send outside rour company.
PF4 STANDDCF This is a DCF interoffice mems using the memo prompter.
PF5 DISTDCF This is a DCF memo besinning with "To: Distribution".
PF6 BUSIKF  This is a DCF formal letter to send outside your company.
PF? BLANK  This is an empty RFT format file.
PFB MEETING This is a DCF interoffice meeting notice.

Screen 1 of |
PF9 Help PF10 Next Screen PF11 Previous Screen PF12 Return

=== DI

Selecting author profile information

If you choose a document style that requires an author profile,
PROFS shows you screen F61, “Enter Author Profile.” After
you select the author profile you want to use, press ENTER.
PROFS shows you the DisplayWrite/370 “Edit” screen. There
is not a title or a screen identifier on the DisplayWrite/370
“Edit” screen.

To prepare a document using the STANDARD document style,
press PF1 on screen F00, “Prepare Documents.”
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PROFS shows you screen F61, “Enter Author Profile.”

ENTER AUTHOR PROFILE Fol

An author profile contains information about the author that PRUFS
automatically adds to the documents that vou create. If you first
want to create, change, or view an author profile, press PF1.

Trre the name of the author erofile you wish and then press ENTER.
MYAUTHOR

PF! Author PF9 Help PF12 Cancel

On this screen, you type the name of the author profile that you
want to use in your document. If you want to use the author
profile displayed, press ENTER to move on to the
DisplayWrite/370 “Edit” screen.

If you want to use an author profile other than the one that
appears on screen F61, “Enter Author Profile,” type the name
of the author profile on the line and press ENTER to move on
to the DisplayWrite/370 “Edit” screen.

If you have not created the author profile that you want to use
or you want to change or view an author profile, press PF1.
PROFS will display screen T20, “Process an Author Profile.”
“Appendix J: Working with author profiles” gives step-by-step
instructions for processing an author profile.

You can choose which author profile will appear on the F61
screen by changing the information in your user profile. See
“Appendix N: Tailoring your PROFS system” to learn how to
display a different author profile on the F61 screen.

7-6 Using the Professional Office System



Typing the document text

When you type a correct author profile on screen F61 and
press ENTER, PROFS shows you the DisplayWrite/370 “Edit”
screen. If you select the STANDARD document style for your
document, the cursor will be placed after “Memo to” in your
document. Type the addressee and then press PF7 =Next to
move to the next place in your document to type information.
The system moves the cursor and then shows you a message
that identifies the information.

There are 5 prompts in the STANDARD document style. The

following lists the type of prompt and the message you receive
from PROFS.

Type of prompt Message

Addressee Prompt: Type addressee:
Subject Prompt: Type subject:
Reference Prompt: Type reference:

Text (body of your document) Prompt: Type text:
Typist’s initials Prompt: Type typist’s initials:

PROFS displays 12 or 24 PF keys depending on the information
in your system or user profile. (See “Appendix N: Tailoring
your PROFS system” to learn how to change the PF keys for
your terminal.) Use this screen to type the text of your
document. DisplayWrite/370 shows you the format of your
document as you type it.
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This is the Aithough DisplayWrite/370 does

name of your not show a title or a screen id,

document. this is the DisplayWritel/370
“Edit” screen.

1 RFTD A PROMPT Page
+* Prompt: Tyee addressee:

A Sy SR SR IRV O IR S SN SRR S JD SR

PROFS copies this | DLRESn s donbel s e i SO~ D7 YT e
information from December 9, 1986 TIRAFT 1

"’eda,"";w P"?"',’e\ Marilyn Shane , (262) 974-3985

=i Inglifles i TechnoCone Unl imited

your document. Marketing

West Building, Room 2-5E
Washington, DC 20007
SHANE/TECHNO

Memo to: -

SubJect:

Reference:
Trrpe text here.

PF 1=Block 2=Insert 3=Cmdl ine 4=Instr. 5=Tspell b=Aid
PF 7=Next 8=Command  9=HELP 10=Forward  11=Backward 12=END
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The DisplayWritel370
“Edit” screen
with 24 PF keys.

1 RFTD A PROMPT Page

¥+ Prampt: Trpe addressee:
zjj-+_---I_---+.--—2_---+----3_---+_V--4_---+_---5_---+_---h_'--+_—--?_)——+----
-------------------------------------------------------------------- Pagse 1----
December 9, 1986 DRAFT §

Marilyn Shane , (202) 974-3985
TechnoComp Unl imited
Marketing

West Buildina, Room 2-5E
Washington, OC 20007
SHANE/TECHNO

Memo to: y
Sublject:

Reference:

PF 1=Block 2=Insert 3=Cmdl ine 4=Instr. 5=Tspel | b=Aid
PF 7=Next 8=Command 9=HELP 10=Forward 11=Backward 12=END
PF13=Cursor 14=Goto 15=Quit {b=Addenda  17=Rfind 18=Synonym
PF19=Left 20=Risht 21=HELP 22=Format 23=Previous 24=END

DisplayWrite/370 uses an editing style that allows you to see
the changes you make to your document as you make them.
See Getting Started with DisplayWrite/370 for information
about typing a document using DisplayWrite/370.

In addition to the overall document style you have selected,
DisplayWrite/370 allows you to add additional controls to
change the margins, tabs, line spacing (single, double, triple),
line alignment (left, right, justify), and the font. See Using
DisplayWrite/370 for an explanation of the DisplayWrite/370
FORMAT command.

Note: You will not see some of your changes until you press
ENTER or use the PAGINATE command. See Using
DisplayWrite/370 for information about the PAGINATE
command.

Press PF12=END on the DisplayWrite/370 “Edit” screen when
you have finished typing. PROFS shows you screen F63,
“Process the Document.” (See “Processing documents” later
in this chapter.)
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Before typing your own document, review the function of the
following PF keys.

The PF keys on the DisplayWrite/370 “Edit” screen

Refer to Using DisplayWrite/370 for a complete explanation of
the commands assigned to the PF keys on this screen.

The following 24 PF key assignments are the ones that come
with PROFS. The first 12 PF keys can be used with terminals
having 12 PF keys. The additional PF keys (13 through 24) can
be used with terminals having 24 PF keys. If your terminal
doesn’t have 24 PF keys, you can type the command assigned
to the PF key on the command line or on the floating command
line and press ENTER.

PF1=Block Mark the beginning or end of a block of
text and display the DisplayWrite/370
BLOCK command menu. See Getting
Started with DisplayWrite/370.

PF2=Insert Insert a tixed number of blank lines into
your document. (Unused lines disappear
when you press PF12=END or ENTER.)

PF3 =Cmdline Display the floating command line.

PF4 =Instr. Display the DisplayWrite/370 CONTROLS
(Instruction) menu. You can choose a
format control from a menu to put in your
document (for example, Tab, Page End,
Center). See Getting Started with
DisplayWrite/370.

PF5=Tspell Use the TSPELL command to check the
document for misspelled words without
turning off the display of controls. See
Using DisplayWrite/370.

PF6 = Aid Use the AID command to provide
alternative spellings for a misspelled
word, or to provide a display of a control at
the cursor position. See Getting Started
with DisplayWrite/370.
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PF7 = Next

PF8 = Command

PF9 = HELP

PF10=Forward

PF11 =Backward

PF12=END

PF13 = Cursor

PF14 = Goto

PF15 = Quit

Move to the next occurrence of a word
identified by the VERIFY command or to
the next prompt. See Getting Started with
DisplayWrite/370.

Display the DisplayWrite/370 COMMAND
menu. You can choose one of the
DisplayWrite/370 commands on this menu
by moving your cursor to the command
and pressing ENTER. See Getting Started
with DisplayWrite/370.

Display the DisplayWrite/370 HELP
information. See Getting Started with
DisplayWrite/370.

Move the document one screen toward the
end. '

Move the document one screen toward the
beginning.

End the editing session and save the
changes to your document. PROFS shows
you screen F63, “Process the Document.”
(See “Processing documents” later in this
chapter.) This PF key can also be used to
close a window (for example HELP, a
command menu, or a selection menu).

If you are using a command and press
PF12=END before the command is
completed, PROFS does not process the
command.

Moves the cursor from the text to the
command line and back.

Use the DisplayWrite/370 GOTO command.
See Getting Started with DisplayWrite/370.

Use the DisplayWrite/370 QUIT command.

(DisplayWrite/370 does not save your
changes.) See Using DisplayWrite/370.
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PF16 = Addenda

PF17 = Rfind

PF18 =Synonym

PF19 = Left

PF20 = Right

PF21=HELP

PF22 = Format

PF23 =Previous

PF24 =END
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Add a new term to your DisplayWrite/370
addenda dictionary. See Getting Started
with DisplayWrite/370.

Repeat the FIND command you typed. See
Getting Started with DisplayWrite/370.

Provide a synonym of the word at the
cursor position. See Getting Started with
DisplayWrite/370.

Move the document approximately
one-half screen to the right.

Move the document approximately
one-half screen to the left.

Display the DisplayWrite/370 main HELP
menu. See Getting Started with
DisplayWrite/370.

Use the DisplayWrite/370 FORMAT
command. See Using DisplayWrite/370.

Locate the previous word identified using
the VERIFY command or return to the
previous prompt. (See PF7=Next.) See
Getting Started with DisplayWrite/370.

End the editing session and save the
changes to your document. PROFS shows
you screen F63, “Process the Document.”
(See “Processing documents” later in this
chapter.) This PF key can also be used to
close a window (for example, HELP, a
command menu, or a selection menu).

If you are using a command and press
PF24 = END before the command is
completed, PROFS does not process the
command.



See the description of EDITPFS in “Appendix O: Using
DisplayWrite/370 and CLISTs” to learn how to change the PF
key assignments on the DisplayWrite/370 “Edit” screen.

Note: Although the PF keys in PROFS are different from the
PF key assignments in the DisplayWrite/370 manuals, the effect
of the command does not change. For example, Cmdline is
PF12 in the DisplayWrite/370 manuals and PF3 in PROFS. If
you are using DisplayWrite/370 from PROFS, you will need to
press PF3=Cmdline to display the floating command line.

Proofreading an RFT document

The system uses the DisplayWrite/370 dictionary and user
addenda dictionary to proofread your documents. To make
proofreading your RFT document easier, PROFS has assigned
some of the DisplayWrite/370 proofreading commands to PF
keys.

e PF5=Tspell on the DisplayWrite/370 “Edit” screen checks
the spelling of words in your document. [f you press
PF5 = Tspell again, spelling verification is turned off.

e PF7=Next moves your cursor to the next word that the
system has identified as misspelled.

e PF6=Aid gives you alternate spellings for a word identified
by the Tspell command.

See Using DisplayWrite/370 for more information about the AID
and TSPELL commands.
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If your terminal has 24 PF keys, the following proofreading
commands are available:

e PFi16=Addenda adds a word to your DisplayWrite/370 user
addenda dictionary.

e PF18=Synonym gives you a synonym for the word at the
cursor.

e PF23=Previous moves the cursor to a previous word that
the system identified as misspelled.

If your terminal doesn’t have 24 PF keys, you can type the
command assigned to the PF key on the command line or on
the floating command line and press ENTER.

If you already have PROFS addenda dictionaries in your
personal storage that you would like to be able to use with
DisplayWrite/370, you can copy these dictionaries to
DisplayWrite/370 by using the ADDWORDS command. See
“Appendix G: Using commands with PROFS.”

A complete explanation of the proofreading commands, the

DisplayWrite/370 dictionary, and user addenda dictionary is in
Using DisplayWrite/370.
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3 Inaddition to being the screen where you originally type the
. document text, the DisplayWrite/370 “Edit” screen allows you
Chan,g_mg ar to change an already existing RFT-D document. Listed below
editing an  4r¢ three possible paths you can use to reach this screen:
existing RFT-D _ _ _
document e If you want to edit a document you have just written, but not
filed, you can use any of the DisplayWrite/370 commands to

change the document.

e |[f you want to edit a document after you press PF12=END,
press PF2 on screen F63, “Process the Document.” PROFS
shows you the DisplayWrite/370 "Edit” screen.

e If you want to edit a document you have filed in PROFS
storage or in your personal storage:

1. Press PF5 on AQ0O, “PROFS Main Menu.”

2. Type the 7-, 8-, or 12-character document number or the
filename and filetype of the document in the area
provided at PF3 on screen F00, “Prepare documents.”

3. Press PF3 on FOO.

4. Press PF2 on F63, “Process the Document.” PROFS
displays the DisplayWrite/370 "Edit” screen.
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There are some special commands you can use while you are
editing a document. See "Appendix O: Using
DisplayWrite/370 and CLISTs” for more information.

The following are the special commands and their meaning:

CHGAUTH

DOCVIEW

DOCVIEW PRINT

INDEX

INSERTVAR

NOTE

PRINT

Change the author profile for the document
you are editing. PROFS shows you screen
F61, “Enter Author Profile.”

View the document referred to in the
document you are editing.

Print the document referred to in the
document you are editing. PROFS shows
you screen J0O, “Choose a Printer.”

Display the Index Tag Selection menu.
See "Appendix A: How to index
documents in PROFS” for more
information.

Display the Insert Variable Selection
menu. See "Appendix P: Creating RFT
document styles” for more information.

Send a note about the document you are
editing.

Print the document you are editing.
PROFS shows you screen J00, “Choose a
Printer.”

If you use the DOCVIEW PRINT or the PRINT command, PROFS
shows you screen J00, “Choose a Printer.” For more
information on the use of the JOO screen, see “Printing copies
of notes and documents” in “Chapter 4; Opening the mail.”
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[ 4 If you press PF12=END on the DisplayWrite/370 “Edit” screen,
| Processing you reach screen F63, “Process the Document.”
l

documents

i PROCESS THE DOCUMENT Fb3

Docume — |
yee: RFT-D

I PROFS shows you
l the document
I

L Press Onerof-The o lloalna Proare,
f ‘:;,R"dFS shows you PF1 View the document
'y;e ocument PF2 Change the document

PF3 Assion a new document number

PF4 View or change the index information

PF5 File the document as a Final document (and mail if desired)

PF6 File the document in your personal storage for further chanses

PF? File the document as a Draft document (and mail to reviewers if desired)
PF8 Print the document

To erase the document from rour persomal storage, type DELETE below and
press ENTER.

PF9 Help

From screen F63, you can choose what you want to do with
your document:

e View or change the document.
e Give it a new number.
e View or change the index information.
e File it in three different ways:
— as an RFT-F document in PROFS storage.
— as an RFT-D document in PROFS storage.
— as an RFT-D document in your personal storage.

e Print the document.

e Erase the document.
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Viewing the document

Press PF1 on screen F63 if you want to view the document but
not change it. PROFS shows you the document on the
DisplayWrite/370 “View" screen in the document style you
selected.

There are some special commands you can use while you are

viewing the document. “Appendix O: Using DisplayWrite/370

and CLISTs” explains how to use DOCVIEW, DOCVIEW PRINT,
NOTE, and PRINT. The following lists the commands and what
you tell the system.

DOCVIEW View the document referred to in the
document you are viewing.

DOCVIEW PRINT  Print the document referred to in the
document you are viewing.

NOTE Send a note about the document you are
viewing.
PRINT Print the document you are viewing.
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l This is the Although DisplayWrite/370 does

! name of the not show a title or a screen id,
{ document. this is the DisplayWrite/370
The system shows «yiew” screen.

you messages here.

You can type

commands on this 3 RFTD [ VIEW Page 1
command line or \
on the floating

command line. (---:_---1_---+_---2_---+_---3_---+_V—-4_-—-+_——-5_-——+_-—-b_—--+_—~-?_—--+----

-------------------------------------------------------------------- Page 1----
February 14, 1987 BRAFT 3

Kathleen Johnsan , (212) 555-1212

National Chemical Company

Market Research Division

TE2-D24

New York, NY 10007

Memo to: Samantha Houston

Subject: Regional Conference

We will host the regional conference here on Sunday, March 8. Jean
Martinez and I will give an office tour to conference attendees.

PF 1=Top Z=Bottom 3=Cmdl ine 4=Next 5=Docview b=Note
PF 7=Left B=Right 9=HELP {0=Forward 1!=Backward 12=End

If PROFS shows you the entire document on one screen, you
don’t need to use the PF keys. However, if the document is
larger than one screen, use PF10=Forward and

PF11 = Backward to move back and forth in the document.

On the DisplayWrite/370 “View” screen, PF keys 13 to 24 are
duplicates of PF1 through PF12. Except for PF5 =Docview,
PF6 = Note, PF17 = Docview, and PF18 = Note, an explanation of
the command assigned to each PF key can be found in Using
DisplayWrite/370.
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The following explains what you tell PROFS when you press

each key:

PF1=Top
PF13=Top

PF2 = Bottom
PF14 = Bottom

PF3=Cmdline
PF15=Cmdline

PF4 = Next
PF16 = Next

PF5=Docview
PF17 = Docview

PF6 = Note
PF18 = Note

PF7 = Left
PF19 = Left

PF8 = Right
PF20 = Right

PF9 = HELP
PF21 =HELP

PF10 = Forward
PF22 =Forward

PF11 =Backward
PF23 = Backward

PF12=END
PF24=END
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Display the beginning of the
document.

Display the end of the document.

Display the floating command line at
the cursor position in the document.

Display the next occurrence of a word
identified by the VERIFY command.

Display the document represented by
the document number at the cursor
position. A complete explanation of
DOCVIEW is in Appendix O.

Respond to the document you are
viewing with a note. A complete
explanation of the NOTE command is
in Appendix O.

Move the document approximately
one-half screen to the right.

Move the document approximately
one-half screen to the left.

Display the DisplayWrite/370 main
HELP menu.

Move the document one full screen
toward the end.

Move the document one full screen
toward the beginning.

Return to screen F63, “Process the
Document.”



See VIEWPFS in “Appendix O: Using DisplayWrite/370 and
CLISTs” to learn how to change the PF keys on the
DisplayWrite/370 “View” screen.

If you use the DOCVIEW PRINT or the PRINT command, PROFS
shows you screen J00, “Choose a Printer.” For more
information on the use of the JOO screen, see “Printing copies
of notes and documents” in “Chapter 4. Opening the mail.”

When you have finished viewing the document, press
PF12=END to return to screen F63, “Process the Document.”

Changing the document

Press PF2 on screen F63, “Process the Document,” if you want
to edit or change the document. PROFS shows you the
DisplayWrite/370 “Edit” screen. You can edit the document by
using the PF keys and the DisplayWrite/370 commands. (See
“Changing or editing an existing RFT-D document” later in this
chapter.)
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Assigning a new document number

Normally, PROFS assigns a document number when you place
the document in PROFS storage. (See “Sending and storing
information” in “Chapter 1: Communicating with PROFS.”) If
you want to assign a new document number to your RFT-D
document, press PF3 on screen F63, “Process the Document.”
PROFS shows you screen F03, “Assign a New Document
Number.”

ASSIGN A NEW DOCUMENT NUMBER Fo3

The document number currently assigned is: |

Press ENTER 1o assisn a new document number. If you do
not want to assian a new document number, press PF12.

PF9 Helr PF12 Return

On this screen, press ENTER to assign a new document
number that has the current date. When you press ENTER,
PROFS assigns a new number. You can assigh a hew number
as long as the document is an RFT-D document. This number
will not change if you later make the document final and put it
in PROFS storage.
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Viewing or changing the index information

When you are searching for documents, PROFS uses the index
information you type on screen D01, “Find Documents,” to find
your documents in PROFS storage. If you wanted to find all of
the documents you had written to M. J. Westley, you include
the index information in the addressee field (To) on screen
DO1. But, if one of your letters to M. J. Westley was filed in
PROFS storage without the addressee information, PROFS
would not be able to find the letter. For more information
about finding document filed in PROFS storage, see “Chapter
5. Finding documents.”

Before PROFS puts your document in PROFS storage, it must
contain index information. If the document style that you are
using does not require an author profile and you have not
marked index information, you will have to index your
document. If your document doesn’t have index information
marked, you can use index controls to identify the information
in your document that you want to index, or you can use
screen F66, “View or Change the Index Information,” to add
index information about your document. “Appendix A: How to
index documents in PROFS” gives a complete explanation of
the index tags and controls.

To change the “Action,” “Identifier,” and “Type” fields for a
document you’ve written, you can use either screen F66, “View
or Change the Index Information,” or screen D18, “View or
Change the Index Information.” You see screen D18 when you
are processing the mail log. (See “Changing information
about your document” in “Chapter 4: Opening the Mail” for
more information.)
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The “Type” field has the following values if you do not type
information in them and if the document was created using
PROFS:

M RFT-F document

U RFT-D document, which can be changed by you or the
reviewers

See “Appendix A: How to index documents in PROFS” for
more information about using the “Action,” “Identifier,” and
“Type” fields to index documents.

When you press PF4 on screen F63, “Process the Document,”
PROFS shows you screen F66, “View or Change the Index
Information.” You will also reach this screen if you try to put
your document in PROFS storage without any index
information.

VIEW OR CHANGE THE INDEX INFORMATION Fbb

Type the chanses you want for document no.: |
Then press ENTER to chanse the index information.

From: =

To:

Sublject:

Comments:

Action: Due date:

Identifier: Trpe:

PF9 Help PF12 Cancel

7-24  Using the Professional Office System



You can change the information on screen F66 by typing over it
with new information. When you press ENTER, PROFS uses
the new information to index the document.

If you press PF12 before you press ENTER, PROFS does not
use the changes you made to the information. If you requested
to view or change the index information and you cancel the
changes, or if you tried to file a document without index
information and you cancel the changes, PROFS displays
screen F63, “Process the Document.”

Filing an RFT document

When you file a document in PROFS storage, as RFT-F or
RFT-D, PROFS checks to make sure that your document has at
least one indexed field. {See “Appendix A: How to index
document in PROFS.”) If it does not, PROFS shows you screen
F66, “View or Change the Index Information.” You must
identify index information for your document before PROFS
can file it.

The following information describes filing and sending an

RFT-F document, filing and sending an RFT-D document, and
filing your document in personal storage.
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Making an RFT-F document and sending it

Press PF5 on screen F63 when you have finished changing the
document and want to send the RFT-F to other people on the
PROFS system. PROFS shows you screen F68, “File the
Document as a Final Document.”

FILE THE DOCUMENT AS A FINAL DOCUMENT Ft8
Trre the information you want Below, then press ENTER to fite the
document .,
Y Mail the document. (Y - ves, N - no)
& Print the document. (Y - ves, N - no)
& Restrict those who can see the document to you and

the peorle on the mailing list. (Y - ves, N - no)

PF9 Help PF12 Cancel

When you make an RFT-F document, PROFS assigns the
document a permanent document number and stores the
RFT-F document in PROFS storage.

You can mail the document, print it, and/or restrict who can
see it to you and the mailees. You can choose any
combination of these selections. You can change your user
profile to automatically display your choice for each option on
F68. See "Appendix N: Tailoring your PROFS system.”
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If you change your mind about any choices, type the letter of
your choice over the one in the blank. Press ENTER after you
have made your choices.

PROFS now assigns the document a permanent number using
the current date unless you have already assigned a document
number by using screen F03, “Assign a New Document
Number.”

If you choose all three, PROFS handles the tasks for you in this
order:

e Printing

e Distributing

e Restricting.

Printing. Screen J00, “Choose a Printer,” appears first. For

more information on using this screen, see “Printing copies of
notes and documents” in “Chapter 4. Opening the mail.”
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Distributing. Screen H0O0, “Assign the Document Distribution
Information,” appears next.

ASSIGN THE DOCUMENT DISTRIBUTION INFORMATION Hee

Document No.: B87002NYC 0001 Location: VMSYS!

Tyee in the information below and press PF{ or PF2 to send the document.
USER NAME at LOCATION USER NAME at LOCATION

PF1 Send the document and attach a routing slip
PF2 Send the document without a routing slip

PF10 Add more names to the list

PF9 Heip PF{2 Return

On this screen you can type the user names and locations of
the people who will receive the document. If you are sending
the document to someone on your local system, you do not
have to include the LOCATION information. If you are sending
the document to another system, you can use the 3-character
location identifier of the location you are sending the document
to, rather than the system name. If you are sending the
document to someone whose name is in your nickname file
(see “Appendix B: Working with nickname files”), you can
type a nickname instead of a user name and location.

Also, you can type the name of a distribution list (see
“Appendix C: Working with distribution lists”) in the USER
NAME column. Your distribution list can include other
distribution list names, nicknames, user names, or system
name (user name) combinations. If you run out of space and
want to add more names, press PF10.
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When you have finished typing the names, press PF1 or PF2. If
you press PF2, PROFS mails your document. {f you press PF1,
PROFS shows you screen H02, “Attach a Routing Slip.” The
people you name will receive a notice in their incoming mail
about the document.

| ATTACH A ROUTING SLIP HB2

Type the date when From: Shane, Marilyn Document No.: B8700ZNYC 0061
you want a response. To: Wills, Robert

\SubJect: Second Quarter Profits
Due date:

You can select one
of the messages by
pressing the PF key.

Press the PF ker(s) for the text vou want and tyee a note if vou want to add
more text.

PF1 For your information
PF2 For your comments
PF3 For your approval

In addition, you PF4 Please handle

can also include PF5 Please circulate
PFb

your own note. Prepare reply for my signature
| Trre Note===r—_

f When you are finished, press ENTER.

| PF9 Help  PF12 Cancel distribution

Press the PF key on screen H02 for the information that you
want to include in the routing slip. In addition to pressing the
PF key, you can type your own note if you want to add more
information. Press ENTER when you are finished. PROFS
mails your document with a routing slip. See “Chapter 4:
Opening the Mail” for more information about screen H02.
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What happens when Other person's
you send a notice incoming mail
of a document

Other person's

Your mail log is terminal Other person's
also a record of mail log
notices of documents

you send and receive

@] Access

Your terminal

PROFS storage

—

When you send a notice of a document, PROFS puts information
about it in your mail log and the other person's incoming
mail. The document itself is filed in PROFS storage.
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Restricting. You will not see a screen if you choose to restrict
the document. The document will be restricted to you and the
people you mail it to. They can see the document but cannot
forward it. Only you, the author, can forward it.

If you want to add or remove a restriction after you have
pressed ENTER, go back to the main menu and type the
command RESTRICT. PROFS shows you screen F20, “Restrict
Distribution of a Document.” Type the document number (in
either the 7-, 8-, or 12-character format). Press PF1 to restrict
the document, or press PF2 to remove a restriction.

RESTRICT DISTRIBUTION OF A DOCUMENT F28

Tyre the number of the document vou want to work with here===) _

Now, press one of the following PF keys.
PF1 Restrict the distribution of the document to only those

people on the distribution list
PF2 Remove the restriction placed on the document

PF9 Hele PF12 Return
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Filing an RFT-D document for further changes by
you and the reviewers

Press PF7 on screen F63 to file an RFT-D in PROFS storage so
that either you or other people can change it. PROFS shows
you screen F70, “File the Document as a Draft Document.”

FILE THE DOCUMENT AS A DRAFT DOCUMENT Fe

Tree the information vou want below, then press ENTER to file the
document.

Y Mail the document. (Y - ves, N - no)

N Print the document. (Y - ves, N - no)

N Restrict those who can see the document to you and

= the peorle on the distribution list, (Y - ves, N - no)

2 Type the number of draft versions of the document you

3 want to keep. (Choose {, 2, 3, or 4.)

R38 Tree the number of dars (preceded by an R) rou want to keer

-------- all draft versions of the document, or type the date. After
this time only the mest current version will be kept.

PF9 Help PF12 Cancel

You can tell PROFS how long to keep copies of the RFT-D
document. PROFS automatically keeps the RFT-D for 30 days.
If you want to change the number of days, type a new number
over the 30 (next to “R”) on the screen, or type the date when
all copies can be erased. See “Appendix |I: Typing names,
dates, and times” for information about typing dates in PROFS.

You can also tell PROFS to keep up to 4 versions of the RFT-D

document. PROFS is set to keep 2 versions. To change this
number, type the number 1, 3, or 4 over the “2.”
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Printing, distributing, and restricting an RFT-D document is the
same as printing, distributing, and restricting an RFT-F
document. The difference is that you and the reviewers can
change the RFT-D version of the document you placed in
PROFS storage. You can change your user profile to
automatically display your choice for each of the options on
screen F70. See “Appendix N: Tailoring your PROFS system.”

You can send draft documents for review to another PROFS
installation. Screen HOO, "Assign the Document Distribution
Information,” aliows you to specify locations (system names)
as well as user names. A new document number will be
assigned to the document at the receiving location.

Note: You can send an RFT-D document to other locations
that have DISOSS Version 3, Release 3 or PROFS Version 2,
Release 2. If the receiving location cannot accept an RFT-D
document, PROFS will send you a message telling you to
finalize the document and send it again.

Filing the document in your personal storage

Press PF6 on screen F63, “Process the Document,” if you want
to keep the RFT-D in your personal storage. Use your
personal storage rather than PROFS storage if you are not
finished typing the document and you plan to return to it soon.
No one else can see a document that is in your personal
storage.

When you file a document in your personal storage, PROFS
uses the temporary number (1 to 99) assigned to the document
when it was created and shows you the number on the screen.
You use the number of your RFT-D document on screen F0O,
“Prepare Documents,” when you want to continue to work with
it. If you move the document to PROFS storage, PROFS
assigns the document a new number. (For more information,
see “Sending and storing information” in “Chapter 1:
Communicating with PROFS.”)
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Printi>ng the document

You can print a document by pressing PF8 on screen F63 or by
typing a Y in the “Print the document” selection on screen F68,
“File the Document as a Final Document,” or screen F70, “File
the Document as a Draft Document.”

When you press PF8 on screen F63, “Process the Document,”
or when you type a Y on the “Print the Document” selection of
F68 or F70 and press ENTER, screen J00, “Choose a Printer,”
appears. For more information on how to use this screen, see
“Printing copies of notes and documents” in “Chapter 4:
Opening the mail.”

Erasing the document

To erase a document from your personal storage, but not from
PROFS storage, type delete on the command line of screen
F63, “Process the Document,” and press ENTER.

Note: If the document has not been filed in PROFS storage,
using the DELETE command for a document in your personal
storage will erase the only copy of the document. You will
have to recreate the document if you need it later.
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1

Choosing
from the
main menu

The memos, letters, and reports you write are more formal
communications than notes. in PROFS, they are called

documents. To use PROFS to prepare documents, press PF5

on the main menu. PROFS shows you screen F00, “Prepare
Documents.”

PREPARE DOCUMENTS Fo0

Press one of the following PF keys.

PF1 Preeare a document using the standard document strle.

PF2 Prerare a document using another document style. To view the list
of available document strles, press the PF2 key. Or type the
name of the style you want below and press the PF2 key.

PF3 Change a draft document. Type the document number below first.
Then press the PF3 key.

PFS Help PF12 Return
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Now you can:

e Write a new document in any of several styles (see “Writing
a new document” later in this chapter).

e Change or edit an existing Draft of the document (see
“Changing or editing an existing Draft” later in this
chapter).

® Process the document further (see “Processing documents”
later in this chapter) including:

— Viewing it

— Proofreading it

— Filing it in your personal storage

— Sending a Draft to others to read, review, or change

— Sending a Final version to others

— Printing it

— Erasing it.
However, before you prepare a document, you must create an
author profile. “Appendix J: Working with author profiles”
tells you how to do this.
“Appendix D: Using the System Product (SP) Editor (XEDIT)”
tells you the commands to use to prepare Document
Composition Facility (DCF) documents. “Appendix E: Using
GML and DCF to format documents” explains the format

commands that you can include in your DCF documents.

At the end of this chapter, you’'ll find a “fast-track” diagram that
summarizes the chapter pictorially.
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2

Writing

a new
document

Choosing a document style

PROFS comes with several styles or formats for memos or
letters. Your PROFS administrator can add additional styles.
When you write a new document, you can use the document
style named STANDDCF, which is the format for an interoffice
memo, or one of the other DCF styles.

Press PF2 on screen F00, “Prepare Documents,” if you want to
use the STANDDCF document style. PROFS shows you screen
F04, “List of Available Document Styles.” Then press PF4 on
screen F04.

If you do not want the STANDDCF document style and you

know which style you want, type the name of the style on the
line under PF2 and press PF2.
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If you want to see a list of the available document styles, press
PF2 without filling in the line. PROFS shows you screen F04,
“List of Available Document Styles.”

LIST OF AVAILABLE DOCUMENT STYLES Fo4

Press the PF ker for the document style you want.

PF1
PF2
PF3
PF4
PF5
PFb
PF?
PFB

PF9 Help

STANDARD This is an RFT interoffice memo.

BISTLIST This

BUSINESS Thi's

STANBDCF This i
DISTOCF  This |
BUSDCF  This |
BLANK  This |

MEETING This i

S

S

wn

(]

wn

an RFT memo beginning with "To: Distribution".

an RFT formal letter to send outside your comeany.
a OCF interoffice memo using the mems prometer.

a DCF memo besinning with "To: Distribution".

a OCF formal letter to send outside your company,
an emptr RFT format file.

a ICF interoffice meeting notice.

Screen 1 of |

PF10 Next Screen PF11 Previous Screen PF12 Return

The list you see may be different from this one, because your
PROFS administrator may have included document styles that
are appropriate to your company. Press the PF key for the
style you want to use.

8-4 Using the Professional Office System



here.

The PF keys are
explained on the following
| pages.

i

|
|
|
You must type the e R,
) name of an author profile /TYP'“ ST

Typing the document heading (STANDDCF
document style)

If you choose the STANDDCF document style, you use one
screen for the document heading and another screen for the
document text. Press PF2 on screen F00, “Prepare
Documents.” PROFS shows you screen F04, “List of Available
Document Styles.” Press PF4 on screen F04. PROFS shows
you screen F51, “Document Heading.”

Document No.: 3 DOCUMENT HEADING F51
Tree the information befow and then eress PFT.

---- Baginning of document ----- Document Style: STANDDCF ----
Author profile name:

To:

SubJect:

Reference:

Attachment? Y/ves, n/no, or your own text:

Copy List:

PF1 View PF2 Add PF3 Erase PF4 Tab PF5 Selit/Join PFb Alternate PFs
PF7 Next Part PFB Prev. Part PF9 Help PFI0 Forward PF!Y Backward PFi2 File

On this screen, you must type at least the name of the author
profile. If you leave out the other information, those lines will
not appear on the document.

Note: Do not use a colon (:) or semicolon (;) on screen F51.

PROFS recognizes these characters as having special
meanings.
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Author profile name: Type the name of the author profile. You
must have an author profile to type the document heading. if
you do not have an author profile, you can create one easily.
(See “Appendix J: Working with author profiles” for more
information.)

Typist’s initials: Type the typist's initials only if you want them
to appear in the document. They will appear in lowercase at

the end, following the author’s initials in uppercase (for
example, DJK:fir).

To: Type the names of the persons to whom the document is
being written. Type one name per line. (If you need to add
extra lines to the screen, see the description of PF2 in “The PF
keys on screen F51” later in this chapter.)

If you already have a list of names in a file and you want to use
that list in the document, use the GET command. Just follow
these steps:

1. Press PF6 (alternate PFs).

2. Move the cursor to the line where you plan to add the
names.

3. Press PF4 to make that line the current line.
4. Press ENTER to move the cursor to the command line.
5. Type the following command:

get filename filetype

For example, if your file with a list of managers’ names is
called MANAGERS NAMELIST, you type:

get managers namelist
PROFS puts the list of names in the section you identified.
Now you can use the list as is, or you can add, erase, or sort
names. For information on how to sort lists of names

alphabetically, see “Appendix I: Typing names, dates, and
times.”
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Subject: Type the subject of the document.

Reference: Type any references. Start each reference on a
new line. This information will appear in the “Comments”
portion of the mail log.

Attachment:

o If you type No or N, the word “Attachment” will not appear
on the document.

e If you type Yes or Y, the word “Attachment” will appear at
the end of the document.

e If you want your own text to appear, type it instead of Y or
Yes.

Copy list: Type the names of people you want on the copy list
of the document. Type one name per line. (If you need to add
extra lines to the screen, see the description of PF2 later in
this chapter, “The PF keys on screen F51.” If you want to use
lists of names that you have already filed away, you can do it
in the same way described for “To” above.)

When you have finished typing in the information on screen
F51, “Document Heading,” press PF7 to move on to the
document text. However, first review the functions of the PF
keys later in this chapter, “The PF keys on screen F51.”
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Typing the document heading (MEETING document
style)

You can create a document that contains a meeting notice that
can be added to a calendar. If you choose the MEETING
document style, you use one screen for the document heading
and another screen for the document text. After you type
Meeting beside PF2 on screen F00, “Prepare Documents,”
press PF2. PROFS shows you screen F51, “Document

Heading.”
| Document No.: 3 DOCUMENT HEADING F51
You must type the Type the information below and then press PF7.
name of an author profile ---- Besinning of document ----- Document Style: MEETING ----
here. Nuthor profile name:

Treist's initials:

the meeting here. To:

Date(s) of the meetins, one per line (must be mm/dd/yy).

l
I
‘ Type information about
|
| Press PFZ to add more dates:

|
I

Starting time Chh:mm AM or hh:mm PH):

Endins time Chhimm AM or hh:mm PM):

The PF keys are Location of the meeting:
explained on the following
pages. Subject of the meeting:

l

| PFY View PF2 Add PF3 Erase PF4 Tab PFS Seiit/Join PFb Alternate PFs
| PF? Next Part PFB Prev, Part PF9 Help PF10 Forward PF!! Backward PFi2 File
|
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| If you cannot see all of screen F51, use PF10 and PF11 to move
| back and forth on screen F51 before pressing PF7 to move on
| to the text of the meeting notice.

Document No.: 3 DOCUMENT HEADING F51

This is the F51 screen

after you press PF10 to . 4

move forward. Tree in the information below and then press PF7.
Starting time (hh:mm AN or hh:mm PH):

| “Ending time (hh:mn AN or hh:mm PH):

Location of the meeting:
Type information about

| the meeting here. Subject of the meeting:

Purpose of the meeting:

Copy list:

PF1 View PF2 Add PF3 Erase PF4 Tab PFS Selit/Join PFb Alternate PFs
PF? Next Part PFB Prev. Part PF9 Hele PF10 Forward PF11 Backward PF12 File

On this screen, you must type at least the name of the author
profile, the time and date of the meeting, and a purpose and a
location for the meeting, in the specified format.

When you have finished typing in the information on screen

F51, “Document Heading,” press PF7 to move on to the
meeting notice.
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The PF keys on screen F51

PF1 View: Use this key to view the formatted version of the
document on screen 100, “View the Document.” The document
number you see on screen 100 will always have the word
“Draft” in front of it until you store the document in PROFS
storage.

PF1 Author: (Displayed with alternate PF keys only; see
description of PF6.) Use this key to reach screen T20,
“Process an Author Profile.” See “Appendix J: Working with
author profiles” for details on how to use this screen.

PF2 Add: Use this key to add a blank line:

1. Place the cursor at the beginning of the line you want the
blank line to follow.

2. Press PF2.

PROFS adds a blank line below the cursor. Press PF2
repeatedly if you want more than one blank line.

PF3 Erase: Use this key to erase a line:
1. Place the cursor under the line you want to erase.
2. Press PF3.

PROFS erases the line.

PF4 Tab: PROFS presets the tabs to stop the cursor every five
spaces. PF4 acts as a tab key.

If you want to reset the tabs, type the SET TABS command on
the command line along with the settings. For example, to
stop the cursor at columns 42 and 60, type:

set tabs 42 60

If you want to find out what the current tab settings are, type:

query tabs
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PF4 Current Line: (Displayed with alternate PF keys only; see
description of PF6.) When you use editing commands some of
them require that you indicate the current line that the
command should start with. See “Appendix D: Using the
System Product (SP) Editor (XEDIT),” for more information. To
indicate the current line:

1.

Move the cursor to the line that you want to be the current
line.

Press PF4.

The screen will then be positioned properly for carrying out
your command.

PF5 Split/Join: Use this key to split a line or to join two lines.
To split a line:

1

Move the cursor to the place where you want to split the
line.

Press PF5.

PROFS moves the text to the right of the cursor to a new
line. This gives you room to insert extra words.

To join two lines:

1.

Move the cursor to the place where you want the following
line of data to be joined.

Press PF5.

PROFS moves the following line of data to the place where
you positioned the cursor.
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PF6 Alternate PFs: Use this key to get an alternate set of PF
keys. When you press PF6, PF1 becomes “Author,” PF2
becomes “Add Line,” PF4 becomes “Current Line,” and PF6
becomes “Base PFs.” No other key names change. When you
press PF6 again, the original PF key names return.

PF7 Next part: Use this key to see the next part of your
document if it covers more than one part or section. This
depends on your document style. For example, when you have
finished typing the document heading (first part) of a
STANDDCF style document, press PF7 to move on to the next
part, the document text. The third part of a document may
contain attachments or other back matter. Each part of the
document may contain several screens. Use PF10 and PF11 to
move back and forth among screens within a single part. If
you are on the last part when you press PF7, nothing happens.

PF8 Prev. Part: Use this key to see the previous part of your
document (see PF7 above). If you are on the first part when
you press PF8, nothing happens.

PF9 Help: Use this key to view the HELP screen.

PF10 Forward: Use this key to move one-half screen forward
(towards the end of the document).

PF11 Backward: Use this key to move one-half screen
backward (towards the beginning of the document).

PF12 File: Use this key when you are finished typing in the
document. PROFS shows you screen F0O1, “Process the
Document.” (See “Processing documents” later in this
chapter.)
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Typing the document text

When you press PF7 on screen F51, “Document Heading,”
PROFS shows you screen F52, “Document Text.” Use this
screen to type the text of your document.

Document No.: 1 DOCUMENT TEXT F52
INPUT MODE:
Trre the document text below and press PFi12 to file the document.

PFY View PF4 Tab PF7 Next Part PFB Prev. Part PF9 Helr PF{Q Power PF12 File
To make changes, press ENTER twice.

PROFS formats the document after you file it. You can aiso
use DCF commands and Generalized Markup Language (GML)
tags (format controls) for additional text placement. These
tags are explained in “Appendix E: Using DCF and GML to
format documents.”

PF1, PF4, PF7, and PF8 on this screen are used the same way
they are on screen F51, “Document Heading,” and are
explained earlier in this chapter. (See “The PF keys on screen
F51” earlier in this chapter.)
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This screen is F54 even
though the screen id is
not shown.

Press PF10 to use power typing. PROFS shows you screen
F54, “Power Typing,” (neither the screen id nor any PF keys
appear on this screen). You can type a long paragraph on this
screen without worrying about line length. When you reach
the end of a line, the text is automatically continued on the
next line. Therefore, you should not divide words with
hyphens at the ends of lines, because the lines will be
adjusted automatically.

If you start a word on one line and finish it on the next, PROFS
reconstructs the word when it formats the text.

While you are typing, you can use a pound sign (#) when you
want text to start on a new line. To use the # to put text on a
new line, you must first type the Script command .fo off in the
first column of your document before you press PF10. To add a
line of space, type ##.

1 SCRIPT A1 *xx x POWER TYPING % »» ALT=1
* x % TOP OF FILE * » x
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3

Changing

or editing an
existing Draft

if you fill up the screen and want to continue typing using
power typing, press ENTER. The last line you typed will be
shown at the top of a new power typing screen and you can
continue typing.

Press ENTER twice when you are finished power typing.
PROFS takes you back to screen F52, “Document Text.”

You can do minor editing on screen F52, “Document Text” and
screen F54, “Power Typing” by typing over text and using the
INS (insert) and DEL (delete) keys on the keyboard. If you
want to do more extensive editing, press ENTER twice (or once
if you have typed in nothing since you last pressed ENTER).
PROFS shows you screen F53, “Change Document Text.” See
the following section for more information on using this
screen,

Press PF12 on screen F52, “Document Text,” when you have
finished typing. PROFS shows screen FO1, “Process the
Document.” (See “Processing documents” later in this
chapter.)

Screen F53, “Change Document Text,” allows you to edit a
Draft document by using the XEDIT commands. You reach this
screen from one of three possible paths:

e |f you are editing a document you have just written, press
ENTER twice on screen F52.

e If you are editing a document you have just filed, press PF2
on screen F0O1, “Process the Document.” PROFS shows
you screen F51. Press PF7 on screen F51.

e |f you are editing a document you have filed in PROFS
storage or your personal storage, type the 7-, 8-, or
12-character document number or the filename filetype of
the document, and press PF3 on screen F00. (The filetype
of a DCF document must be SCRIPT.)

PROFS shows you screen FO01. Press PF2 on screen FO1.
PROFS shows you screen F51. Press PF7 on screen F51.
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If you take any of these paths, PROFS shows you screen F53,
“Change Document Text.”

DOCUMENT No.: 1 CHANGE DOCUMENT TEXY F53
Press PF12 when vou have finished changing the document text.
* «  TOP OF RANGE (LINE=nn) * * %

* » &« END OF RANGE (LINE=nn) * * *

PF1 View PF2 Add PF3 Erase PF4 Tab PF5S Selit/Join PFb Alternate PFs
PF7 Next Part PF8 Prev. Part PF9 Help PF10 Forward PFI1 Backward PF12 File

The PF keys on this screen are used the same way as those on
screen F51, “Document Heading.” (See “Writing a new
document” earlier in this chapter.)

The XEDIT commands that you can use to edit your text and
GML tags that you can use to format your text are described in
“Appendix D: Using the System Product (SP) Editor (XEDIT)"
and in “Appendix E: Using GML and DCF to format
documents.”

You can include Info Center/1 documents in PROFS
documents. (See “Appendix M: Working with Info Center/1
files” for information about info Center/1 documents.) Type
getr filename on the command line of screen F53 to include an
Info Center/1 document in your PROFS document.
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4
Processing
documents

Note: If you get a message telling you that you have run out of
storage, you can do only one of two things. You can type
command file on the command line, which will save everything
that you've done to the document. Or, you can type command
quit on the command line, which will erase only your changes
but will keep the original file.

Note: If you are creating a new document and you get a
message teiling you that you have run out of storage, the
whole document will be erased. None of the PF keys will work.

If you press PF12 on screen F51, “Document Heading,” screen
F52, “Document Text,” or screen F53, “Change Document
Text,” you reach screen F01, “Process the Document.”

PROCESS THE DOCUMENT Fo1

Document No.: i
Trre: Draft

Press one of the following PF keys.

PF1 View the document

PF2 Change the document

PF3 Assign a new document number

PF4 Proofread the document

PF5 File the document as a Final document (and mail if desired)

PFb File the document in your personal storage for further chanses

PF? File the document as a Draft document (and mail to reviewers if desired)
PF8 Print the document

PF10 Process the document using an intelligent workstation

To erase the document from vour personal storase, trpe DELETE below and
press ENTER,

PF3 Help
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On screen FO1, you can:

View, change, or proofread a document.

Give it a new number.

File it in three different ways:

— As a Final document in PROFS storage

— As a Draft document in PROFS storage

— As a Draft document in your personal storage.
Print it.

Erase it entirely.

Process it using an intelligent workstation.

You do these tasks primarily with PF keys, although a few
require that you type commands on screen F01. In addition to
the commands discussed in this section, the following
commands (except for the HELP for the commands) can be
used on screen FO1: Assign, Draft, Mail, Edit, SPellchk,
Postpone, Stow, and Update. For a detailed description of
these commands see Using Line-Mode Support with the
Professional Office System.
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Viewing the document

Press PF1 on screen FO1, “Process the Document,” if you want
to view the document but not change it. PROFS will show you
screen 100, “View the Document,” with the document formatted
in the document style you chose.

VIEW THE DOCUMENT 160
Memo to: PROFS dert.

Requester: John Smith
Date to be scheduled ©1/02/87
Startina time: 3:00Pm
Ending time: 4:00pm
Location: 18J17

Subject:  PROFS Users Meeting
Purpose:  Discuss new uses for this office product
e A Wk kg byl Additional comments * * % * ¥ ¥ x » ¥

We will be having an open forum at the end of this meeting

to discuss any ideas vou misht have regarding other ways

of using PROFS, Joining us wifl be Mr. J. Q. Public,

of International Office Products. His company has been

using PROFS quite effectively for several years. He

will present some data on eproductivity sains with PROFS.

PF1 Top PF2 Bottom PF4 Up PFS Down PFb Note Screen 1 of 1
PF? Add te Calendar PF9 Help PF10 Next PFi{ Previous PF12 Return

E=SH

If PROFS shows you the entire document on one screen, you
don’t need to use the PF keys. However, if the document is
larger than one screen, use the PF keys to see all of it. The
following explains what you tell PROFS when you press each
key:

PF1 Top. Show the document with the beginning at the top of
the screen.

PF2 Bottom. Show the document with the end at the top of the
screen.

PF4 Up. Move the document one line toward the end.
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PF5 Down. Move the document one line toward the beginning.
PF6 Note. Send a note in response to this document.

PF7 Add to Calendar. Add a meeting notice to your calendar.
(PROFS shows you this PF key only if you're viewing a meeting
notice.)

PF9 Help. Show the HELP screen.

PF10 Next Screen. Move the document one full screen toward
the end.

PF11 Previous Screen. Move the document one full screen
toward the beginning.

If you are viewing one document on screen 100, “View the
Document,” in which another document is referred to and you
want to view the second one, put the cursor anywhere under
the document number and press ENTER. The document you
are now viewing will be replaced by the new document for
viewing. Press PF12 to return to the previous document you
were viewing.

You can print the document this way, too. While still viewing it
on screen 100, “View the Document,” type print on the
command line, put the cursor under the document number and
press ENTER. PROFS shows you screen J00, “Choose a
Printer.” See “Printing copies of notes and documents” in
“Chapter 4. Opening the mail,” to learn how to use this
screen.

When you have finished viewing the document, press PF12 to
return to screen FO1.

Changing the document

Press PF2 on screen FO1, “Process the Document,” if you want
to edit or change the document. PROFS shows you screen
F51, “Document Heading.” Press PF7 on screen F51. PROFS
shows you screen F53, “Change Document Text.” You can
then edit the document by using PF keys and the XEDIT
commands. (See “Changing or editing an existing Draft”
earlier in this chapter.)
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Assigning a new document number

Normally, PROFS assigns a document number when you place
the document in PROFS storage. (See “Storing information” in
“Chapter 1. Communicating with PROFS.") If you want to
assign a document number while the document is still in Draft
form, press PF3 on screen F01, “Process the Document.”
PROFS shows you screen F03, “Assign a New Document
Number.”

ASSIGN A NEW DOCUMENT NUMBER Fo3
The document number currently assigned is: B7002TSTE008

Press ENTER to assign a new document number. If vou do
not want to assian a new document number, press PF12.

BF9 Help  PF12 Return

On this screen, press ENTER to assign a new document
number that has the current date. You can assign a new
number as long as the document is a Draft. This number will
not change if you later make the document Final and put it in
PROFS storage.
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Proofreading the document

Press PF4 on screen F01, “Process the Document,” if you want
to check the document for spelling or word usage. PROFS
shows you screen F05, “Proofread the Document.” See
“Chapter 13: Proofreading notes and documents” for a
detailed explanation of how PROFS proofreading works.

Making a Final version and sending it

Press PF5 on screen FO1, “Process the Document,” when you
have finished revising the document and want to send the Final
version to other people on the PROFS system. PROFS shows
you screen F06, “File the Document as a Final Document.”

FILE THE DOCUMENT AS A FINAL DOCUMENT Fob

Trpe the information you want below, then press ENTER to file the

document.

Y Mail the document. (Y - ves, N - no)

N Print the document. (Y - ves, N - no)

N Restrict those who can see the document to you and

% the people on the mailing list. (Y - ves, N - no)

R38 Type the number of dars (preceded by an R) you want to keep

-------- the draft copy of the document, or the date. After
this time only the final copy will be keprt.

PF9 Heltp PF12 Cancel
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When you make a document Final, PROFS also keeps the most
recent Draft version. PROFS is set up to keep the Draft for 30
days. if you want to change the number of days, type a new
number over the 30 (next to the “R”) on the screen , or type the
date when this Draft copy can be erased.

Also, you can restrict who can work with the document to you
and those to whom you mail it (type Y for restrict), you can
mail the document (type Y to mail), and you can print the
document (type Y to print). You can type any combination of
these selections: one, two, all three, or none. Press ENTER
after you have made your selections. PROFS now assigns the
document a permanent number unless you previously
assigned a document number by pressing PF3 on F01,
“Process the Document.”

If you typed Y for all three selections, PROFS handles the tasks
for you in this order:

e Printing

e Distributing

e Restricting.

Printing. Screen J00, “Choose a Printer,” appears first. For

more information on using this screen, see “Printing copies of
notes and documents” in “Chapter 4: Opening the mail.”
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| Distributing. Screen H00, “Assign the Document Distribution
| information,” appears next.

ASSIGN THE DOCUMENT DISTRIBUTION INFORMATION Hee

Document No.: B7002TST 0001 Location: VMSYSI

Trre in the information below and press PF1 or PF2 to send the document.
USER NAME at LOCATION USER NAME at LOCATION

PFt Send the document and attach a routing slip
PF2 Send the document without a routing slir

PF18 Add more names to the list

PF9 Help PF12 Return

On this screen you can type the user names and locations of
the people who will receive the document. If you are sending
the document to someone on your local system, you do not
have to include the LOCATION information. If you are sending
the document to another system, you can use the 3-character
location identifier of the location you are sending the document
to, rather than the system name. If you are sending a notice of
the document to someone whose name is in your nickname file
(see "Appendix B: Working with nickname files”), you can
type a nickname instead of a user name and location. Also,
you can type the name of a distribution list (see “Appendix C:
Working with distribution lists”) in the USER NAME column.
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Your distribution list may include other distribution list names,
nicknames, user names, or system name (user name)
combinations. If you run out of space and want to add more
names, press PF10. When you have finished typing the names,
press PF1 or PF2. If you press PF1, PROFS shows you screen
HO02, “Attach a Routing Slip.” See “Forwarding the document”
in “Chapter 4. Opening the mail” for information about
attaching a routing slip. The people you mailed the document
to will receive a notice in their incoming mail about the
document.

If you type mailroom (or mr for short) instead of a user name,
you will see a message that asks you for the name and mailing
address of the person you’re sending it to. A copy will be
printed with a header sheet containing that information on it.
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What happens when Other person’s
you send a notice incoming mail
of a document

Other person's

Your mall log is terminal Other person's
also a record of mail log
notices of documents

you send and receive

@ Access

Y

PROFS storage
[ 1™

=

Your terminal

When you send a notice of a document, PROFS puts information
about it in your mail log and the other person's incoming
mail. The document itself is flled in PROFS storage.
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Restricting a document. You will not see a screen if you
choose to restrict the document. The document will be
restricted to you and the people you mail it to. They can see
the document but cannot forward it. Only you, the author, can
forward it.

If you want to add or remove a restriction after you have
pressed ENTER, go back to the main menu and type the
command RESTRICT. PROFS shows you screen F20, “Restrict
Distribution of a Document.” Type the document number (in
either the 7-, 8-, or 12-character format). Press PF1 to restrict
the document, or press PF2 to remove the restriction.

RESTRICT DISTRIBUTION GF A DOCUMENT F2e

Trre the number of the document vou want te work with here===) _

Now, press one of the following PF kers.
PF1 Restrict the distribution of the document to onty those

peorle on the distribution list
PF2 Remove the restriction placed on the document

PF3 Help PF12 Return
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Filing the document in your personal storage

Press PF6 on screen FO1, “Process the Document,” if you want
to keep the Draft in your personal storage. Use your personal
storage rather than PROFS storage if you are not finished
typing the document and you plan to return to it soon. No one
else can see a document that is in your personal storage.
When you file a document in your personal storage, PROFS
uses the temporary number (1 to 99) assigned to the document
when it was created and shows you the number on the screen.
You will type the number as the filename and a filetype of
SCRIPT under PF3 on screen F0O0, “Prepare Documents,” to
continue to work with the Draft.

If you move the document to PROFS storage, PROFS assigns
the document a number. (For more information, see “Sending
and receiving information” in “Chapter 1: Communicating with
PROFS.")
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Filing a Draft for further changes by you and the
reviewers

Press PF7 on screen F01, “Process the Document,” to file a
Draft in PROFS storage so that either you or other people can
change it. PROFS shows you screen F08, “File the Document
as a Draft Document.”

FILE THE DOCUMENT AS A DRAFT DOCUMENT FG8

Type the information you want below, then press ENTER to file the
document.

Y Mail the document. (Y - ves, N - no)

N Print the document. (Y - ves, N - no)

N Restrict those who can see the document to you and

= the people on the distribution list. (Y - ves, N - no)

2 Tyre the number of draft versions of the document you

= want to keep. (Choose 1, 2, 3, or 4.)

R36 Tyre the number of days (preceded by an R) you want to keep

-------- all draft versions of the document, or tyee the date. After
this time only the most current version will be keet.

PF9 Hele PF12 Cancel

You can tell PROFS how long to keep copies of the Draft.
PROFS is set up to keep the Draft for 30 days. If you want to
change the number of days, type a new number over the 30
(next to the “R”) on the screen, or type the date when all
copies can be erased.

You can also tell PROFS to keep up to 4 versions of the Draft.

PROFS is set up to keep 2 versions. To change this number,
type the number 1, 3, or 4 over the “2.”
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Also, you can send notices that the Draft is ready for review
and change (type Y to mail the document), you can restrict who
can work with the document to you and those to whom you
send the notices (type Y to restrict the document), and you can
print the Draft (type Y). You can type Y or N for one, two, or all
three selections. Press ENTER after you have made your
selections. PROFS now assigns the document a number.

If you type Y for all three, PROFS handles the tasks for you in
this order:

e Printing

e Distributing

e Restricting.

Printing. Screen J00, “Choose a Printer,” appears first. For
more information on how to use this screen, see “Printing

copies of notes and documents” in “Chapter 4. Opening the
mail.”
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Distributing. Screen H00, “Assign the Document Distribution
Information,” appears next.

ASSIGN THE DOCUMENT DISTRIBUTION INFORMATION HOO
Document No.: 87002TST @001 Location: VMSYSI

Tree in the information below and press PF! or PFZ to send the document.
USER NAME at LOCATION USER NAME at LOCATION

PF1 Send the document and attach a routing siip
PF2 Send the document without a routing slip

PF18 Add more names to the list

PF9 Help  PF12 Return

On this screen you can type the user names and locations of
the people who will receive the document. You can use the
3-character location identifier of the location you are sending
the document to, rather than the system name. If you are
sending the document to someone whose name is in your
nickname file (see “Appendix B: Working with nickname
files™), you can type a nickname instead of a user name and
location. Also, you can type the name of a distribution list (see
“Appendix C: Working with distribution lists”) in the USER
NAME column.

Your distribution list can include other distribution list names,
nicknames, user names, or system name (user name)
combinations. If you run out of space and want to add more
names, press PF10. When you have finished typing in the
names, press PF1 or PF2. If you press PF1, PROFS shows you
screen H0O2, “Attach a Routing Slip.” The people you named
will receive a notice in their incoming mail about the
document.
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Restricting a document. You will not see a screen if you
choose to restrict the document. The document will be
restricted to you and the people to whom you send it.

If you want to remove a restriction after you have pressed
ENTER, go back to the main menu and type the command
RESTRICT. PROFS will show you screen F20, “Restrict
Distribution of a Document.” Type the document number and
press PF2 to remove the restriction.

RESTRICT DISTRIBUTION OF A DOCUMENT F28

Trre the number of the document you want to work with here===) _

Now, press one of the following PF keys.

PF1 Restrict the distribution of the document to only those
people on the distribution list
PF2 Remove the restriction placed on the document

PF9 Help PF12 Return

You can send Draft documents for review to another PROFS
installation. Screen HOO, “Assign the Document Distribution
Information,” allows you to specify locations (system names)
as well as user names. A new document number will be
assigned after the document is sent to another location.
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Printing the document

You can print a document by pressing PF8 on screen FO1,
“Process the Document.” You can also print a document by
typing Y on screen F06, “File the Document as a Final
Document” or by typing Y on screen F08, “File the Document
as a Draft Document.” Screen J00, “Choose a Printer,”
appears. If you want to make additional choices about the
printer, press PF8 on screen J0O0. PROFS shows you screen
J01, “Choose Printer Options.” For more information on how
to use this screen, see “Printing copies of notes and
documents” in “Chapter 4. Opening the mail.”

Erasing the document

To erase a document from your personal storage, but not from
PROFS storage, type delete on the command line of screen
F01, “Process the Document,” and then press ENTER.

Note: If the document has not been filed in PROFS storage,
using the DELETE command for a document in your personal
storage will erase the only copy of the document. You will
have to recreate the document if you need it later.
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1

Choosing
from the
main menu

9 Processing
documents from
other sources

Besides the notes and documents that other people send you
through PROFS, you may receive Paper documents and
electronic documents from sources outside of PROFS.

Paper documents (sometimes called hardcopy documents) are
written or printed on paper but not by PROFS and are not in the
computer system. You can’t work directly with them on
PROFS, but you can add information about them to your mail

log, and you can even send this information to other PROFS
users.

Graphic documents in PROFS are documents that were
produced by the Graphical Data Display Manager (GDDM).

You can store these documents in PROFS using the “Process
Documents from Other Sources” function. There are four types

of information that PROFS recognizes as Graphic documents.
They are:

e Picture form
e Printform
e Order form

e Chart form.
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Some of these Graphic documents can be viewed or printed
but not necessarily viewed and printed. Screen 101, “View the
Graphics Document,” is used to view the documents that can
be viewed on the terminal. If you use the standard character
sets, you do not have to be connected to GDDM to view the
document. If you use additional characters, you must be
connected to GDDM to view the document. You can print those
documents that can be printed by pressing PF8 on any of the
following screens:

e (01, “Process the Incoming Mail”

e D08, “Process the Document Found”

e D22, “Process the Mail Log Information”
e |01, “View the Graphics Document”

e XO01, “Process a Document.”

For more information see “"Appendix L: Working with graphics
documents (GDDM).”

Other documents (sometimes called softcopy) are electronic
documents that were not written using PROFS. These
documents could be documents that are sent to you but not
listed in your incoming mail, or they could be documents that
you created outside of PROFS with another editing program.
You can change them into PROFS documents, add information
about them to your mail log, and store them in PROFS storage.
When these documents are stored in PROFS, they are referred
to as “softcopy.” Hf you want to make changes to a softcopy
document, you must use the RETRIEVE command. (See
“Retrieving electronic documents (softcopies)” later in this
chapter.)

To work with these documents, press PF6 on the main menu.
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A document file is a
softcopy document.

PROFS shows you screen A05, “Process Documents from
Other Sources.”

PROCESS DOCUMENTS FROM OTHER SOURCES Aes

Press one of the following PF kers.

PF1 Add mail tog information for a paper document
PF2 Add and change a document file and its mait tog information

PF9 Help PF12 Return

Mail Waiting

The tasks you can do now depend on whether a document is
Paper (see “Processing Paper documents” which follows) or
another electronic document (see “Processing other electronic
documents” later in this chapter).

At the end of this chapter, you'll find a “fast-track” diagram that
summarizes the chapter pictorially.
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9  If you have a Paper (hardcopy) document to work with, press
. PF1 on screen A05 to add information to your mail log. PROFS
Processing shows you screen D15.
Paper

documents
i ADD MAIL LOG INFORMATION FOR A PAPER DOCUMENT D15

Tree the information below. Then, press one of the following PF keys.

From: =

To:

Subject:

Comments:

Action: Due date:

Identifier: Tyee:

[ PF1 Add to the mail los
| PF2 Add to the mail log and forward to others

| PF3 Help  PF12 Return

On this screen, type information about the Paper document
that you want to store in your mail log. Use the following
formats:

From: Type the name of the person who wrote the
document. PROFS stores the name in the form of Last,
First M. (where M. is the middle initial). You could type it
that way, or type First M. Last— PROFS will change it for

| you. (See “Appendix |: Typing in names, dates, and

| times” for information on typing names.) Names are
limited to 16 characters (including commas and spaces),
but PROFS tells you if it cuts a name short. Only one name
is allowed.
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To: Type the name of the person to whom the document
was sent. The same rules apply to the name here that
applied to the “From” name.

Subject: Type the subject of the document. Remember
that words in the subject can be used later when you want
to find information in your mail log.

Comments: Type any comments you have about the
document. These words can also be used for mail log
searches later. This is the same information that you
would usually find in Reference for a document.

Due Date: If you want to use it, type the date when you (or
someone else) must respond to the document. See
“Appendix |: Typing in names, dates, and times” to learn
about typing dates.

Action, ldentifier, and Type: You don’t have to type
information on these lines. If you want to use them, see the
instructions in “Appendix A: How to index documents in
PROFS.”

After you have typed all the information you want to keep in
the mail log about this document, you have two choices:

e Press PF1 if you want to add this information to your
mail log.

e Press PF2 if you want to add this information to your

mail log and also forward it to other PROFS users on
your local PROFS system.
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Users on your own
system.

PROFS adds the information and shows you a message
that your entry has been added to your maii log. If you
pressed PF2 on screen D15, “Add Mail Log Information
for a Paper Document,” PROFS shows you screen HO5,
“Assign the Reviewer Distribution Information.”

ASSIGN THE REVIEWER DISTRIBUTION INFORMATION He5

Type the distribution for document: 87082TST 0601 below. Then press PFi or
PF2 to send the document locally. — -------v ----

USER NAME USER NAME USER NAME USER NAME

PF1 Send the document and attach a routing slip
PF2 Send the document without a routing slie

PF18 Add more names to the list

PFY Hele  PF12 Return
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On this screen, type the user names, nicknames, and
distribution list names of the people to whom you want to
forward the mail log information. Then press PF1 or PF2. If
you press PF1, PROFS shows you screen H02, “Attach a
Routing Slip.” The people you named will receive a notice in
their incoming mail about the document. Remember that they
will not receive a copy of the Paper document itself —just the
information you have typed in your own mail log. Because
Paper documents are handled this way, you might want to use
“Comments,” “Action,” or “Identifier” to tell people where the
document is physically located (for example, “See Carol,” or
the volume, number, and page of a magazine).

If you type nicknames for people on another PROFS system or
distribution list names that include users on another PROFS
system, PROFS does not forward information from screen H05
to these people. Instead, PROFS shows you a message for
each person on another system, saying that it cannot forward
the mail log information to them. It will still forward the

information to the other users you named who are on your
PROFS system.
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3 From the main menu, press PF6 if you want to store your
Processin electronic document in PROFS storage. PROFS shows you
th g screen A05, “Process Documents from Other Sources.”
other

electronic  Press PF2 on screen AO5 to add information to the mail log
documents about the electronic document. PROFS shows you screen F13,
“Add and Change a Document File and Its Mail Log
Information.”

ADD AND CHANGE A DOCUMENT FILE AND ITS MAIL LOG INFORMATICON F13

Type the file name here! _ (filename, filetrpe, filemode)
-------------------- (the default filemode is A1)
Tyee the mail log information below, if you want it included.

From:

To:

Subject:

Comments:

Action: Due date:

[dentifier: Type:

Now, press ENTER.

PF9 Help PF12 Return

On this screen, you first type some information to identify the
document in its electronic form (the cursor is already in the
correct position):

e Type the filename and press the space bar one time.
e Type the filetype and press the space bar one time.

e Type the filemode if it is different from A1. PROFS
assumes A1 if nothing is typed.

e Type information about the document that you want in the

mail log, in the same way that you would for a Paper
document (see the previous section).
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e Press ENTER.

PROFS shows you screen F14.

ADD AND CHANGE A DOCUMENT FILE AND ITS MAIL LOG INFORMATION F14
Press one of the followine PF kers.

PFt Add a new document file to which you will be making changes.
Trre the number of draft copies of the document that you want

to save here=== (4 is the maximum number)
PF. gecument file to which no changes will be made
You can save more than PF3 Change a document file you previousiy added

one version.
Press the PF key(s) for additional document file information.

PF4 Restrict those who can see the document to you and
the peorle on the document distribution list
PF5 Assian the document distribution information

Press ENTER to add or change the document file and its mail log information.

PF9 Helr PF12 Return

On this screen, you first choose how you want the electronic
document stored:

e Press PF1 if you are storing the document for the first time,
and plan to change it later. PROFS will automatically store
only one copy (version) of the document. If you want it to
save more, type over the number “1” after the arrow ===
with the number you want. The limit is four copies or
versions.

e Press PF2if you are storing it for the first time and will not
be changing it.

e Press PF3 if you are storing a changed copy of a document
that is already in PROFS storage.
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You can only press one of the keys, PF1 through PF3. After
you have made your choice, you can also restrict the document
so only you and those to whom you send it can view it.

e Press PF4 to restrict the document if you first pressed PF1.
(You can only restrict the document from screen F14, “Add
and Change a Document File and lts Mail Log Information,”
it you are storing the document for the first time. If you
pressed PF3 on screen F14, you would have to type the
RESTRICT command on screen A00.)

e Press PF5 if you want to forward the document to other
PROFS users.

e After you have made all your choices with PF keys, press
ENTER.

PROFS puts the document in its storage and adds information
about the document to the mail log. If you pressed PF5, you
will also reach screen HOO, “Assign the Document Distribution
Information” (see “Processing documents” in “Chapter 8:
Preparing DCF documents” for instructions on this screen).

After you have finished, you'll see the assigned document
number and the message:

Do you want to erase the document from your personal
storage?

Type YES if you want the document erased from your personal
storage; type NO if you want the document kept in your
personal storage. PROFS returns you to screen A05, “Process
Documents from Other Sources.”
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4
Retrieving
electronic

documents
(softcopies)

You can get electronic (softcopy) documents from PROFS
storage when you search your mail log (PF3 on the main
menu). However, if you get a softcopy document out of storage
in this way, you cannot change it—it is processed as a Final
document. If you want to make changes to a softcopy
document, you must type RETRIEVE on the command line of
the main menu (screen A00) or the interrupt menu (screen
$00). (You may also use this command to retrieve any
document for which you already know the number.)

PROFS shows you screen X01, “Process a Document.”

PROCESS A DOCUMENT Xe1

Trpe the number of the document you want to work with below.

Document No.===) .

If you want to work with a version other than the most current (version 1),
trre the number you want to work with here: 1

Now, press one of the following PF keys.

PF1 View the document in the document strle chosen for it

PF2 View the document the war it was typed

PF3 Copy the document into your personal storase to make changes
PF4 Copr the document into your personal storage

PF8 Print the document

PF9 Help PF12 Return
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After typing the document number on this screen, you can
choose to view the document, copy it into your personal
storage, or print it. (If you don’t know the number, you can find
it by pressing PF1 on screen D00 or PF3 on screen A00.) Type
over the number 1 if you want to work with another version.

Press PF1 to view the formatted document.

Press PF2 to view the document (with format controls, if
any, shown in the text).

If you plan to make changes to the document, press PF3 to
copy it into your personal storage.

If you do not plan to make changes to it, press PF4 to copy
it into your personal storage.

Press PF8 to print the document. PROFS shows you screen
J00, “Choose a Printer.” (For instructions on how to use

this screen, see "Printing copies of notes and documents”
in Chapter 4.)
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1
Choosing
from the
main menu

Your mail log lists information about documents you have filed
from your PROFS incoming mail, and information about

documents that are stored in PROFS. Your mail log serves as
your individual index to PROFS storage (sometimes called the
“central file” or “data base”) where the documents are stored.
Your mail log also contains any information you add to it about

Paper documents (sometimes called hardcopy documents) or
files that are not stored in PROFS.

Note: If a document in PROFS storage is not listed in your

mail log or incoming mail, you cannot work with it (even if you
are authorized) unless you know the document number.
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Press PF7 on the main menu to work with your mail log.

PROFS shows you screen D00, “Process the Mail Log.”

PROCESS THE MAIL LOG

Press ane of the following PF kers.

PF1
PF2

PF3
PF4
PF5
PFb
PF8

Find documents

Add mail loa infarmatiaon for a Paper document received
from another source

Forward mail log information for a parer document

View or change the mail log information for a document
Erase mail log information

View the mail log information

Print the mail log information

PF9 Hele  PF12 Return

bee

You can do several tasks with your mail log. The sections that
follow explain these tasks in the order they are listed:

e Find information about documents you (or someone else)
filed.

e Add information to your mail log about a Paper document
that you received from a source outside PROFS.

e Forward information about a Paper document from your
mail log to another person.

e View or change information about a document already in
your mail log.
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Erase the information for a document from your mail log.

View your mail log on the screen. While you are viewing it,
you can do other tasks as well.

Print a copy of your mail log.

At the end of this chapter, you'll find a “fast-track” diagram
that summarizes the chapter pictorially.

PROFS storage

Your mail log is
an index to your
documents in PROFS

storage
) Mail log PROFS storage
Your terminal
@ (=]
b
—
c

Other users have -_—_-a"
access to their =

documents through )
individual mail logs \7

FAYACEL ..

ETIEER,

i
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2

Finding
information
about
documents

These are prompts,

You may want to find information about a document, or a set of
documents, that you have filed in your mail log. For example,
you may only want to see who sent you the document and
when, or you may want to view the document on your screen.

To find documents in your mail log, press PF1 on screen D(_)O,
“Process the Mail Log.” PROFS shows you screen D01, “Find
Documents.”

If you are authorized, you

can type another user name,

nickname, or distribution
The cursor is here. list here.

FIND DOCUMENTS Dol

To search anothar mail los, type: (user name or distribution tist)
Type the informalion below. To chanse the search, press the PF ker(s).
Time period: . /

3 From: / /
T e e
Key word: / 7
R e s e s
To: / /
AND  mmemeememmeeeee eeeeeemmmiees meeemeeeemaeeean
Identifier: / a
AND wes mms | ceo
Trpet s/
AND = oA~
Action:
N

PF1 Find documents due:

PF2 Find the documents that have all the key words
PF3 Replace AND with OR in the search above

Now, press ENTER to start the search.

PF9 Help PF12 Return

This screen gives you several choices for searching. How you
search will depend on the information you remember about the
documents. For instructions on how to fill in information on
this screen and how to do your search, see “Searching through
a mail log” in Chapter 5.
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3

Adding
information
about Paper
documents

You may want to add information to your mail log about Paper
documents which are written or printed on paper but not by
PROFS and are not in the computer system. Examples might
be magazine articles, letters from outside the company, or
bulletins. You can’t work with Paper documents directly on
PROFS, but you can add information about them to your mail
log, and you can even send this information to other PROFS
users.

Press PF2 on screen D00, “Process the Mail Log.” PROFS

shows you screen D15, “Add Mail Log Information for a Paper
Document.”

ADD MAIL LOG INFORMATION FOR A PAPER DOCUMENT D15

Trre the information below. Then, press one of the following PF keys.

From:

To:

Subject:

Comments:

Action: Due date:

Identifier: Trre:

PFt Add to the mail log
PF2 Add to the mail log and forward to others

PF9 Help PF12 Return

For instructions on how to work further with this screen, see
“Processing Paper documents” in Chapter 9.
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4 You can also send other people the information about a Paper
. document later, after you have filed the information in your
Forwa':dmg own mail log. First, be sure you know the document nu_mber.
the mail 1og |t you don’t know the document number, find it by pressing PF1
information  on screen D00, “Process the Mail Log,” and then follo'w th(—_3
for Paper procedure for forwarding the document after PROFS finds it.

(See “Working with one of the documents that PROFS found” in
. documents Chapter 5.)

If you know the document number, foliow these steps:

1. Press PF3 on screen D00, “Process the Mail Log.” PROFS
shows you screen H05, “Assign the Reviewer Distribution
Information.”

| ASSIGN THE REVIEWER DISTRIBUTION INFORMATION He5

| Trre the distribution for document: below. Then press PFl or
t PF2 to send the document locally. — -------- ----

USER NAME USER NAME USER NAME USER NAME

|
% Local users only.

| PF1 Send the document and attach a routing slip
f PF2 Send the document without a routing siip

| PF18 Add more names to the list

| PF3 Help  PF12 Return
2. Type the 12-character document number in the space
shown at the top of the screen.
3. On the blank lines type the user names, nicknames, or

distribution list names of the people on the local system to
whom you want to send the mail log information.

10-6 Using the Professional Office System



5

Changing
the mail log
information

4. Press ENTER.

PROFS forwards the mail log information to the peopl.e you
have named. The information appears in their incoming

mail.

You may want to change or add to the information under which
you've filed a document in your mail log. First, be sure you
have the document number. If you don’t know the number, find
it by pressing PF1 on screen DOQ, “Process the Mail Log,” and
then follow the procedures for changing the filing information
after PROFS finds it. (See “Working with one of the documents
that PROFS found” in Chapter 5.)

If you know the document number, follow the next 5 steps:

1. Press PF4 on screen D00, “Process the Mail Log.” PROFS
shows you screen D17, “View or Change the Mail Log
Information.”

YIEW OR CHANGE THE MAIL LOG INFORMATION B17

Trre the document number and press ENTER===) _

PF9 Help PF12 Return
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2. Type the document number in the space at the top of the

screen. For an RFT-D, RFT-F, Final and softcopy, or Draft

| document from the PROFS system you are using, use the
7-, 8-, or 12-character document number. For a Paper
document, or any document sent from another PROFS
system, use the 12-character document number. (If you
don’t know the number, you can search for it by pressing
PF1 on D00 or PF3 on A00.)

3. Press ENTER.

PROFS shows you screen D18, “View or Change the Mail
Log Information,” for the document you have specified.

[ VIEW OR CHANGE THE MAIL LOG INFORMATION B8

| Type the changes you want for documen

~B70027ST 6001
| Then press ENTER t

mall log information.

| PROFS has filled these in

Johnson, G. J.
for you.

Subject: January sales report

| Comments:
Action: Due date:
Identifier: Type: M

| PF9 Help  PF12 Return

4. Type the changes or new information you want to add.
You can find out more about “Action,” “ldentifier,” and
“Type” in Appendix A.
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6

Erasing

the mail log
information

5. Press ENTER.

PROFS records the new information you have typed in
your mail log. Note that the information in PROFS storage
does not change. If the document is an RFT-D or Draft
document and you retrieve the document to update it, the
information in PROFS storage will replace the information
that is in your mail log.

You may decide to erase the information listed for documents
in your mail log. Erasing the listings in your mail log will not
erase the documents themselves, and the documents may stili
be listed in the mail logs of other PROFS users and in PROFS
storage. If you want to get the document after you have erased

the mail log information, you will have to know the document
number.

First, be sure you have the document numbers of the document
mail log items you want to erase. If you don’t have the
document numbers, find them by pressing PF1 on screen D00
and then follow the procedures for erasing document mail log
information after PROFS finds them. (See “Working with one
of the documents that PROFS found” in Chapter 5.)
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If you already have the document numbers, follow these steps:

1. Press PF5 on screen D00, “Process the Mail Log.” PROFS
shows you screen D19, “Erase Mail Log Information.”

ERASE HAIL LOG INFORMATION D18

Type in the document number(s) to be erased from the mail log.

DOCUMENT NO. DOCUMENT NO.

Now, press ENTER.

PF3 Helr PF12 Return

2. Type the document numbers of the mail log items you want
to erase. For an RFT-D, RFT-F, Final and softcopy, or Draft
document from a user on your PROFS system, you may
use the 7-, 8-, or 12-character number. For Paper
documents or any documents you’'ve received from users
on other PROFS systems, use the 12-character number.

3. Press ENTER.

PROFS erases the information in your mail log for each
document you have listed.

Note: Remember, if you then want to retrieve the document,
you must know the document number.
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7 You can view your entire mail log, or parts of it, on your
Viewin screen. You can then do various tasks with one or more of the
th il g documents you see listed there.
€ maii 10g

information Press PF6 on screen D00, “Process the Mail Log.” PROFS_
shows you screen D20, “View the Mail Log Information,” with
the information for the documents in your mail log. Each
document is listed beside a PF key.

PROFS shows you
information about each
entry in your mail log.

VIEW THE MAIL LOG INFORMATION D26

Press the PF key for the document you want. Or, if you want to view all of
these documents, trre ALL here and press ENTER===) _
---FROM---- - T0----= ACTION IDENT TYPE  DOCUMENT NO.
PFY Riler, L. M, Johnson, G. J. RFT-F  87002TST0012
Subject: Report information in last memo

Comments: Need to check dates
PF2 Smith, G. Johnson, G. J. RFT-D B8700275TO008
Subject: Monthly report

Comments: Fisures are far below last month's
A WerEs UL ik, Johnsen, G. J. Parer B002ZHDCEOO3
Subject: Monthly sales and credits

Comments:
PF4 Riler, L. M. Johnson, G. J. Final 870027570001
Subject: January sales report

Comments: Sales are up in Texas

Screen | of b
PF9 Hefp PF10 Next Screen PF11 Previous Screen PF12 Return

If you have more entries
than will fit on one
screen, press PF10.
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The documents are shown in order of document number.
Several categories (“Action,” “Identifier,” “Subject,”
“Comment,” and “To”) may be blank. This means nothing was
typed on those lines when the information was filed.

If there are more documents in your mail log than PROFS can
list on one screen, PROFS will tell you how many screens
there are for your mail log at the bottom right of the screen.
Press PF10 to see the next screen. Press PF11 to return to the
previous screen.

If you want to work with the documents you see listed in your
mail log, there are two ways you can do that:

e Working with all the documents listed on that screen
e Working with the documents one at a time.

Both of these are explained in the sections that follow.
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Working with all the documents
To work with all the documents listed in your mail log on that
screen, type ALL on the command line on screen D20 and

press ENTER. PROFS shows you screen D21, “Process the
Mail Log Information.”

PROCESS THE MAIL LOG INFORMATION D21
Press one of the followina PF keys.

PF1 View all the documents
PF3 Keep all the documents in the mail log
PF4 Erase all the documents from the mail log

PF9 Helr PF12 Return

Note that you have three choices on this menu. You can:
e View all your documents (PF1).
e FErase all your documents from your mail log (PF4).

e Reverse the decision to erase all of your documents and
keep them instead (PF3).
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Viewing the documents. Press PF1 to view all the documents
in your mail log shown on that screen. PROFS shows you the
documents one at a time on:

e The DisplayWrite/370 “View” screen, if it is an RFT-D or
RFT-F document

e Screen 100, “View the Document,” if it is a Final (or
softcopy) or Draft document

e Screen 101, “View the Graphics Document,” if it is a
Graphic document.

Press PF12=END or PF12 when you have finished reading one
document and PROFS will show you the next one in your mail
log. If you decide not to view or to stop viewing the Draft and
Final documents, you can type EXIT on the command line of
screen 100 and you will return to the main menu, screen AQO.

Because Paper documents are not stored in PROFS, a screen
will not be shown for Paper document mail log items in the list.

Erasing the documents from the mail log. Press PF4 to erase
the information in your mail log for all the documents on that
screen. (The documents themselves will remain in PROFS
storage.)

IF YOU CHANGE YOUR MIND

PROFS will not actually erase the document information from
your mail log until you leave the “View the Mail Log
Information” screen (that is, when you go back to screen D00
from screen D20, “View the Mail Log Information). If you
change your mind about erasing the information in your mail
log, press PF3 on screen D21. But be sure to do it before you
press PF12 to leave screen D20.
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Working with one document at a time

When you press the PF key for the document you want to work
with, PROFS shows you different screens, depending on the
type of document you are working with: D31 and D33 for RFT-D
documents; D30 and D32 for RFT-F documents; D22 and D26 for

Both screens
are for RFT-D

| documents.

Final and softcopy documents; D24 and D27 for Draft
documents; or D23 for Paper documents.

PROCESS THE MAIL LOG INFORMATION

From: Smith, G. Document No.: 870027570068

Subject: Monthly Report Trre: RFT-D

If you want to work with a version other than the most current (version 1),
tyre the number you want to work with here: i

Press one of the followina PF kers, or press PFl! to view the previous
choices.

PF1 View the document

PF2 Copy the document into vour personal storage

PF3 Work with the document

PF4 Create a new document from a copy of this document

PROCESS THE MAIL LOG INFORMATION D31
From: Smith, G. Document No.: B7002TST0003
Subiect: Monthly report Tree: RFT-D

Press one of the following PF kers, or press PF1@ to view more choices.

PF{ View the document

PF3 Keer in the mail los

PF4 Erase from the mail log

PF5 Forward the document

PFe View the distribution list

PF? View or chanse the mail {09 information
PFB Print the document

"”,,, PF18 View more choices
This PF key

will cause
screen D33
to appear.

PF9 Help PF12 Return

Processing the mail log
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Both screens
are for RFT-F

documents.

This PF key
will cause
screen D32
to appear.
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Both screens are for
Final and soficopy
documents.

This PF key
will cause
screen D26
to appear.
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Both screens are for
Draft documents.

This PF key
will cause
screen D27
to appear.
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| PROCESS THE MAIL LOG INFORMATION D23

From: Doe, L. M. Document No.: B7002HDCEOA3
{ Subject: Monthly sales and credits Type: Paper
| This screenisfor ~ WDNEGSACEts raony ey s st D e & e TR
P .
{ dz'cf;ems. Press one of the following PF keys.

PF3 Keep in the mail log
| PF4 Erase from the mail log
| PFS Forward the mail log information
| PF? View or change the mail log information

! PF9 Help  PF12 Return

The tasks on the screens are very similar for each of the five
kinds of documents. With an RFT-F document (screens D30

and D32) or Final and softcopy documents (screens D22 and
D26) you can:

e View it (or view an earlier version of the document).

e Forward it to another PROFS user.

e View the distribution list, which shows to whom the
document has been mailed.

e View or change the mail log information.

o Print the document.

e Copy the document into your personal storage (for
example, to use parts of it in another document you are

preparing).

o Erase the document information from your mail log.
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You can do these same tasks with an RFT-D document
(screens D31 and D33), or with a Draft document (screens D24
and D27), as well as make changes to it.

With Paper documents (screen D23), you can:

e Forward the mail log information to another local PROFS
user.

e View or change the mail log information.
e Erase the document information from your mail log.

You can’t view a Paper document using PROFS, because
PROFS has only the mail log information for it.

The following sections explain how to do these tasks.

Viewing the document. To view an RFT-D, RFT-F, Draft, Final,
or Graphic document, press PF1 on one of the “Process the
Mail Log Information” screens.

PROFS shows you the document in final form, as it was mailed
to you. If the document is an electronic document that was
produced on another system, you will see it the way it was
sent to you. For RFT-D and RFT-F documents, PROFS will
show you the DisplayWrite/370 “View” screen. For Final and
softcopy, and Draft documents, PROFS will show you screen
100, “View the Document.” For Graphic documents, PROFS
shows you screen 101, “View the Graphics Document.” (See
“Appendix L: Working with graphics documents (GDDM).”)

If the document is too long for one screen, use the PF keys at
the bottom of the screen to see more of the document. With
these keys you can go directly to the text on the next screen
(RFT-D and RFT-F documents), or you can move the text up or
down one line at a time (Draft, Final, and softcopy documents).

When you have finished viewing the document, press
PF12=END for RFT-D and RFT-F documents or PF12 for Draft,
Final, softcopy, and Graphic documents to go back to the
“Process the Mail Log Information” screen for that document.
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You might also want to view an earlier version of an RFT-D or
a Draft document. You might also want to view a different
version of a Final or softcopy document, as it was originally
typed, with format controls shown in the text. (PROFS keeps
only one version of an RFT-F document. See Using
DisplayWrite/370 for information on seeing controls in RFT
documents.) To view a different version:

ils

Press PF10 on one of the “Process the Mail Log
Information” screens (D31 for RFT-D documents, D24 for
Draft documents, or D22 for Final and softcopy documents).
PROFS shows you one of the following “Process the Mail
Log Information” screens (D33 for RFT-D documents, D27
for Draft documents, or D26 for Final and softcopy
documents).

If you want to view a version of the document other than
version 1, type the number over the number where the
cursor is showing. Version 1 is the current version. For an
RFT-D or Draft document, version 2 is the document before
the last changes were made. For a Final document,
version 2 is the current version with the format controls in
the text. If PROFS has been told to keep more than two
versions, there may also be a version 3 or even 4 of an
RFT-D or Draft document. Versions other than 1 will be
available only if the time limit for keeping them has not
passed.

Press PF1 to view the document.
PROFS shows you the DisplayWrite/370 “View” screen for

RFT-D and RFT-F documents, or screen 100, “View the
Document,” for Draft, Final and softcopy documents.

After viewing the document, press PF12=END or PF12 to
return to one of the “Process the Mail Log Information”
screens (D31, D30, D24, or D22).
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Forwarding the document. If you want to forward the
document (or just the mail log information in the case of Paper
documents) to another person who uses PROFS, press PF5 on
one of the “Process the Mail Log Information” screens (D31 for
RFT-D documents, D30 for RFT-F documents, D24 for Draft
documents, D22 for Final and softcopy documents, or D23 for
Paper documents). PROFS then shows you screen HOO,
“Assign the Document Distribution Information,” for all the
document types except Paper. PROFS show you screen H05,
“Assign the Reviewer Distribution Information,” for Paper
documents.

ASSIGN THE DOCUMENT DISTRIBUTION INFORMATION Hee

Document No.: 876892TST 0081 Location: VMSYSI

Tree in the information below and press PPl or PF2 to send the document.
USER NAME at LOCATION USER NAME at LOCATION

PF1 Send the document and attach a routing slip
PF2 Send the document without a routing slip

PF10 Add more names to the list

PF9 Help PF12 Return

On screen HOO or HO5 you can type the user names or
nicknames of the people who will receive the document. You
can also type the names of distribution lists (see Appendix C).
If you run out of space and want to add more names, press
PF10. When you have finished typing the names, press PF1 or
PF2. If you press PF1, PROFS shows you screen H02, “Attach
a Routing Slip.” The people you named will receive a notice in
their incoming mail about the document.
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Information about the
document.

Users that document
has already been sent
to.

Viewing the distribution list. If you want to see who has
received the document, press PF6 on one of the “Process the
Mail Log Information” screens (D31 for RFT-D documents, D30
for RFT-F documents, D24 for Draft documents, or D22 for Final
and softcopy documents). PROFS shows you screen K21,
“\/iew the Distribution List,” which lists the user names of the
people on the local system the document has been sent to.
You may want to view this list of names before you forward the
document, so you won'’t duplicate names. If you are looking
for a person who was mailed a document but who is no longer
on the PROFS system, you will see asterisks (********) instead
of a user name.

VIEMW THE BISTRIBUTION LIST K21
Document No.: 87002TSTO012 Trpe: RFT-F
Draft coeies: | Owner: RILEYL
From: Riley, L. M.
To: Johnson, G. J.
Subject: Report information in last memo

This document has been mailed to the following. Their user names are listed.
JOHNGONG *# sk xaxk ROE]
END OF LIST

PF1 Top PF2 Bottom PF4 Up PF5 Down Screen it wpi -l
PF9 Help PF10 Next Screen PF{t Previous Screen PF12 Return

== _

Press PF12 to return to one of the “Process the Mail Log
Information” screens. If you are finished viewing the
distribution lists and you want to return to the main menu
quickly, you can type EXIT on the command line of screen K21,
“View the Distribution List,” and press ENTER.
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Viewing or changing the mail log information. You may view,
change, or add to the information that is filed in your mail log.
This would help you later to search more quickly for
documents you have filed. Remember, however, that this does
not change the information in PROFS storage.

Press PF7 on one of the “Process the Mail Log Information”
screens (D31 for RFT-D documents, D30 for RFT-F documents,
D24 for Draft documents, D22 for Final and softcopy
documents, or D23 for Paper documents). PROFS shows you
screen D18, “View or Change the Mail Log Information,” with
the information that you aiready have about the document in
your mail log.

VIEW OR CHANGE THE MAIL LOG INFORMATION big

= B1002TST 0001
09 information.

Trpe the changes you want for document
Then press ENTER to change

PROFS has filled these in we=—"—___ =~~~ """ 77T ""=""

for you.

10-24

Subject: January sales reeort

Comments:

Action: Due date:
[dentifier: Tree: M

PF9 Hetp PF12 Cancel

1. Type the changes or new information you want to add. You
can find out more about “Action,” “Identifier,” and “Type”
in Appendix A.

2. Press ENTER.
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PROFS records the new information and takes you back to one
of the “Process the Mail Log Information” screens so you can
continue to work with the document. Note that the information
in PROFS storage does not change. If the document is an
RFT-D or Draft document and you retrieve the document to
update it, the information in PROFS storage will replace the
information that is in your mail log.

Printing the document. If you want a paper copy of a document
listed in your mail log, press PF8 on one of the “Process the
Mail Log” screens. PROFS shows you screen J00, “Choose a
Printer.”

CHOOSE A PRINTER Jee

Press the PF ker to select the printer you want, or send a erint file
to a user or printer not listed. Press PF8 to see additional erinter
ortions. Press ENTER when vou have made your chaices.

Send a print file to? - (name) at (tocation)
Number of copies: | Seecial print class:
PF1  SYS3203 3203 SYSTEM PRINTER - CLASS A SELECTED

PF2 5YS3287 3287 SYSTEM PRINTER - CLASS A
PF3 SYS3800 3800 SYSTEM PRINTER - CLASS Y
PF4 bb70 East Tower, 9th Floor
PF5 bb70 East Tower, {?th Floor
PFb 6670 West Tower, 2nd Floor
PF? Print at rour workstation
Screen ! of !

PFB Options PF3 Helr PF10 Next Printers PFit Previous Printers PFi2 Cancel

==n)

For instructions on how to use this screen, see "Printing
copies of notes and documents” in Chapter 4.
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This is the
second screen
for RFT-D
documents.

Copying the document into your personal storage. You might
want to use parts of a document you have received in another
document you are preparing. For example, you may have a
document that you use to send out a monthly sales report. The
wording in the document may stay the same, but the figures
and dates would probably change. To use a part of last
month's report, you must copy the document from PROFS
storage into your personal storage so you can work with it.
Just follow these steps:

1.

Press PF10 on one of the “Process the Mail Log
Information” screens for the document you want to copy
(D31 for RFT-D documents, D30 for RFT-F documents, D24
for Draft documents, or D22 for Final and softcopy
documents).

PROFS shows you a second screen with a different menu
(D33 for RFT-D documents, D32 for RFT-F documents, D27
for Draft documents, or D26 for Final and softcopy
documents).

PROCESS THE MAIL LOG INFORMATION B33
From: Smith, G. Document No.: 87001TSTEEE8
Subject: Memthly report Tree: RFT-D

[f you want to work with a version other than the most current (version 1),
trre the number you want to work with here: 1

Press one of the followins PF keys, or press PFI1 to view the previous
choices.

PF1 View the document
PF2 Copy the document into vour personal storase

PF3 Work with the document
PF4 Create a new document from a copy of this document

PF11 View previous choices

PF9 Help PF12 Return
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PROCESS THE MAIL LOG INFORMATION D32

From: Riler, L. M. Document No.: 870027576012
Subject: Report information in last memo Tree: RFT-F

Press one of the foltowing PF keys, or press PFi1 to view the previous
choices.

PF1 View the document
PF2 Copy the document into your personal storagse

THiis % A PF4 Create a new document from a copy of this document

second screen
for RFT-F

documents. ' ; -
PF11 View previous choices

PF9 Help PF12 Return

PROCESS THE MAIL LOG INFORMATION D27
From: Smith, G. Document No.: B87002TSTEROZ
Subject: Monthiy reeort Trre: Draft

If you want to work with a version other than the most current (version 1),
trre the number you want to work with here: 1

Press one of the following PF kers, or press PFi} to view the previous
choices.

PF1 View the document

[P
This is the PF2 Copy the document into vour personal storase

second screen PF3 Work with the document
for Draft

documents.

PF11 View previous choices
PFS Help PF12 Return
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PROCESS THE MAIL LOG INFORMATION D26

Fromé Riler, L. M. Document No.: 87002757001
Subject: January sales report Trre: Final

If you do not want to work with the final copy of the document, ker in the
number 2 to work with the draft copy. 1

Press one of the following PF kers, or eress PF11 to view the previous

choices.
This is the

| second screen PF1 View the document

for Final and

PF2 Copr the document into rour personal storase
softcopy documents.

PF11 View previcus choices

PF9 Help PF12 Return

2. |f you want to copy a version of the document other than
version 1, type the number over the number where the
cursor is showing. Version 1 is the current version. For an
RFT-D or Draft document, version 2 is the document before
the last changes were made. For a Final document,
version 2 is the current version with the format controls in
the text. If PROFS has been told to keep more than two
versions, there may also be a version 3 or even 4 of an
RFT-D or Draft document. Versions other than 1 will be
available only if the time limit for keeping them has not
passed.

3. Press PF2.

PROFS copies the document into your personal storage
and assigns a filename and filetype. It then tells you what
name has been assigned.

if the document is already in your personal storage when you
press PF2, PROFS shows you screen X10, “Copy the
Document.”
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The filename, filetype,
and filemode of your
document will be here.

COPY THE DOCUMENT X8
A copy of:-D0026881 SCRIPT A1 is alreadr in rour personal storase.

Press one of the followins PF keys. If you want to keep the file
in vour personal storage without changing the name, press PF12.

PF1 Give the file in vour personal storase another name.

Rename your file here. | ] 1
itename and the filetype below first before pressing
the PF key. Filename anoft ==

PF2 Erase the file in your personal storase and continue
with a new copy

PF9 Help PF12 Return

At the top of the screen you see a message telling you that a
copy of the document you requested — identified by the
filename, the filetype, and the filemode —is already in your
personal storage.

You have several choices. You can:

Leave the copy of the document as it is in your personal
storage, and not get another copy from PROFS storage.
Press PF12 and PROFS takes you back to one of the
“Process the Mail Log Information” screens.

Rename the document file that is already in your personal
storage and save the new file. To do this, type the new
filename and filetype in the spaces after the arrow, then
press PF1. PROFS copies the new document to your
personal storage.

Erase the document file in your personal storage. Press

PF2. PROFS copies the new document to your personal
storage.
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Changing an RFT-D or Draft document: To make changes to an
RFT-D or Draft document:

1. Press PF10 on screen D31 or screen D24, “Process the
Mail Log Information.”

PROFS shows you screen D33 or D27.

2. If you want to use a draft version of the document other
than the most recent (version 1), type the number over the
number where the cursor is showing.

3. Press PF3.

4. If you are authorized to make changes PROFS shows you
screen F63, “Process the Document,” for RFT-D documents
or screen FO1, “Process the Document,” for Draft
documents.

To get help in using this screen to revise, edit, and file draft
documents, see “Processing documents” in “Chapter 7:
Preparing RFT documents” or in “Chapter 8. Preparing DCF
documents.”

Creating a new document from an RFT-D or RFT-F document:
You can create a new document from an RFT-D or RFT-F
document. Press PF4 on screen D32 or screen D33, “Process
the Mail Log Information.” PROFS shows you screen F63,
“Process the Document.”

Erasing the mail log information: To erase the information
listed in the mail log for the document, press PF4 on one of the
“Process the Mail Log Information” screens (D31, D30, D24,
D23, or D22).

Erasing the item from your mail log will not erase the
document itself. The document will remain in PROFS storage,
and it may still be listed in the mail logs of other PROFS users.
But the only way you’ll be able to work with the document is by
knowing the document number.
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8

Printing

the mail log
information

IF YOU CHANGE YOUR MIND

If you change your mind about erasing the information, press
PF3 on the “Process the Mail Log Information” screen. PROFS
will keep the document listed in the mail log.

You can have part or all of your mail log printed for you. You
can use a shortcut method to print all the mail log items for the
last 90 days. If you want to print mail log items for other than
the last 90 days, you will first have to do a searching task. You
will find how to do that later in this chapter.

Printing the mail log for the last 90 days
To print your mail log for the last 90 days only, follow these
steps:

1. Press PF8 on screen D00, “Process the Mail Log.”
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PROFS shows you screen F30, “Print the Mail Log
Information,” which offers you several ways to have your
mail log printed.

PRINT THE MAIL LOG INFORMATION F30

Press the PF key(s) to choose the way you want the information printed.
PF1 Print without the mail log comments

CHOGSE ONLY ONE OF THE FOLLOWING.
PF2 Print in sequence by document number
PF3 Print in airhabetic sequence by the last

name of the person who wrote the document ("FROM")
PF4 Print in alehabetic sequence by the last
name of the rerson{s) to whom the document
was sent ("T0")

Then, press ENTER.

BF9 Help  PF12 Return

2. Press PF1 if you want your mail log printed without mail
log comments. If you do not press PF1, PROFS will print it
with the comments included.

3. Decide in which order you want the mail log information to
be listed:

e Press PF2 for a chronological list from the oldest to the
most recent documents.

e Press PF3 for an alphabetical list according to the
person who wrote the document (“FROM”).

e Press PF4 for an alphabetical list according to the
person to whom the document was written (“TO").
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You can choose only one of the keys PF2 through PF4.
PROFS puts the word SELECTED next to your choice. You
can change your choice by pressing another PF key.

4. Press ENTER.

PROFS is now ready to print your mail log for the last 90 days.
PROFS will show you screen J00, “Choose a Printer,” for you
to make printing choices. If you want to make additional
choices about the printer, press PF8 on screen J00. PROFS
shows you screen J01, “Choose Printer Options.” For more
information on using these screens, see “Printing copies of
notes and documents” in Chapter 4.

Printing the mail log for other time periods

To print your mail log for more or less than the standard 90
days of listings, you must first do a search:

1. Press PF1 on screen D00, “Process the Mail Log.”
PROFS shows you screen D01, “Find Documents.”

2. Type a time period for the documents you want listed, or
type ALL if you want a listing of all documents. Then press
ENTER.

PROFS shows you the results of the search on screen D03,
“Process the Documents Found.”

3. Press PF8.

PROFS shows you screen F30, “Print the Mail Log
information.” You then choose whether to have the
comments printed and in what order you want the mail log
printed. (See “Working with a list of the documents that
PROFS found” in Chapter 5.)
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1

How to check
the outgoing
mail

Checking the
outgoing mail

Press PF8 on the main menu to find out whether a document
that you sent has been received. PROFS shows you screen
GO03, “Check the Outgoing Mail.”

CHECK THE OUTGOING MAIL G093

OFSMRAG1OT The outgoing mail was checked and the following was found:
ALL MAIL SENT BY: ROEMARYZ HAS BEEN DELIVERED AND. ACKNOWLEDGED.
* % x END OF MESSAGES * * »

PF1 Top PF2 Bottom PF4 Up PFS Down Screen IO Tar=h
PF9 Help  PFIO Next Screen  PFif Previous Screen  PFI2 Return
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If all the documents you sent have been received, PROFS will
show you the following message:

ALL MAIL SENT BY: (your user name)
HAS BEEN DELIVERED AND ACKNOWLEDGED.

This means that all the people you have sent documents. to
have viewed their respective “Open the Mail” screens since
you sent the documents.

If some of the mail has not been received, PROFS shows you a
message that names only those items that have not been
received.

For example, if you sent a document to L. M. Riley and he has
not received it, PROFS shows you the following message:

OFSMRQO011! FILE ID 86233XXX 0003
SENT TO LRILEY XXX ON 09/17 REC’D (NO)

This message means that L. Riley has not viewed his “Open
the Mail” screen since you sent the mail. The XXX is the
3-character location code.

If there are more messages than one screen can show, press
PF10 to see the next screen; press PF11 to see the previous
screen.
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1

Choosing
from the
main menu

49 Adding automatic
— reminders

You can have PROFS remind you of a number of things:
meetings, appointments, important dates or events, and so
forth. You can add several reminders, and each one will
appear on your main menu at the time and date you specify.

If you are not viewing your main menu when it’s time for the
reminder, PROFS will hold the message until the next time you
view your main menu or subset menu. If you are not signed on
to PROFS when it is time for your reminder to appear, PROFS
will hold the message until you sign on again. If your terminal
has an automatic audible alarm, the alarm will sound when you
return to your main menu to see the message.

You can:

e Add a reminder (see “Adding a reminder” later in this
chapter).

e View the reminder, change it, or erase it by typing certain
commands on the main menu (see “Working with your
reminders” later in this chapter).

At the end of this chapter, you’ll find a “fast-track” diagram
that summarizes the chapter pictorially.
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2 To add a reminder, press PF10 on the main menu. PROFS
Adding a shows you screen X03, “Add an Automatic Reminder.”

reminder
ADD AN AUTOMATIC REMINDER X03
To have PROFS remind you of an Time: 4:17 PM
PROFS fills in today’s event, type in the date and time
date automatically. you want to be reminded. Also, 1987 JANUARY 1987
tyre in the note you want PROFS SRt IRNT Ea sl S5
You type the time you to show vou at that time. PR AT
want to be reminded and Gy SIS R e I | o)
what you want to be Date™01/23/87 11N 28 s N4 a1 S has?
reminded of. N 18 19 20 21 22 23 24
Time: 5:00pm 2585767 2 (e 7B 8020 RS M |
------- Day of Year: 023
Note:
This is the number of times Check the road conditions due to ice storms in area.

you want to be reminded and """""""“'""'"""""""T“""'“'"“"""""""""‘T """""
the number of minutes have PROFS remind you several times, type below the number of times you
between each reminder. reminder repeated and the number of minutes between each reminder.

Times™3  Minutesy5

Then, press ENTER ta send the information to PROFS.

PF9 Help PF10 Next Month PF11 Previous Month PF12 Return

To add a reminder, follow these steps:

1. Type the date and time you want to be reminded. PROFS
automatically fills in today’s date, so you must type over
the date if the reminder is for another date. (See Appendix
| for information on how to type dates and times.)

2. Type what you want to be reminded about under the word
“Note.”
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If you would like the reminder repeated, follow these
additional two steps:

3. Type the number of times you want the message repeated
after the word “Times.” PROFS will repeat a reminder up
to nine times.

4. Type the number of minutes between each reminder after
the word “Minutes.” PROFS will accept from 1 to 99
minutes.

5. Press ENTER to add the automatic reminder.
PROFS will show you the reminder note on the main menu or
subset menu at the times you specify. If you are not on the

main menu when it’s time for the reminder, you will not see
the message until the next time you are on the main menu.
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3 After you have added a reminder, you can view, change, or
erase it by typing commands on the main menu’s command

Working
with your
reminders

line.

| PROFS MAIN MENU

| Press one of the following PF kers,

| PF1 Process calendars

PF2 Open the mail

PF3 Find documents

PF4 Process notes and messages

PF5 Prepare documents

PFb Process documents from other sources
PF? Process the mail log

PFB Check the outgoing mail

PF18 Add an automatic reminder

. PFi1 View main menu number 2
i Your reminder appears

5 here.

Type commands here.

| Viewing your reminders

If you want to view all the reminders you’'ve added but which

have not yet expired, type

REMINDER View

on the command line on the main menu. PROFS shows you all

Time: {1:17 AM

1987  JANUARY 1987
IR I TR Ul TR RS
(2 RUeS

R R SN C ST B ()
I 12 A e i G
TR R/ ORI 7875 W74
2T, (7 B RS BN (IS |
Day of Year: 002

PF9 Help  PF12 End

Mail Waiting

of your reminders, along with the date and time of each.

| Note: Sometimes you must type the whole command, and
sometimes you can use an abbreviated command such as

| REMINDER DELete. You have to type only the part of the

| command shown in uppercase.

12-4  Using the Professional Office System



If you want to view only the reminder that is scheduled to
appear next, type

REMINDER Next

on the command line on the main menu. PROFS shpws you
the next reminder, along with the date and time it will appear.

If you want to view your reminders for specific days, type
REMINDER View, followed by the beginning date and the
ending date, on the command line on the main menu. For
example, to view your reminders from November 8 to
November 10, inclusive, type

REMINDER View 11/8 11/10

PROFS shows you the reminders for that period. If you only
type one date, PROFS shows you the reminders for that date
alone.

Changing your reminders

If you want to change the time or date of a reminder, type
REMINDER CHange, followed by the old date and time and
then the new date and time, on the command line on the main
menu. For example, to change the reminder time from
October 6 at 2:30 to October 7 at 3:30, you would type

REMINDER CHange 10/6 230 10/7 330

PROFS makes the change and shows you the reminder before
and after the change. (See Appendix | for information on how
to type dates and times.)

Note: The reminder note, number of times, and minutes
between each time cannot be changed. lf you want to change
any of these, you should erase that reminder and add a new
reminder with the corrected information.
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Erasing your reminders

If you want to erase a future reminder, type REMINDER
DELete, followed by the date and time of that reminder, on the
command line on the main menu. For example, to erase a
reminder for October 7 at 3:30, you would type

REMINDER DELete 10/7 330

PROFS erases the reminder and shows you a message that it
has been erased.

If you want to erase an active reminder (one that has started to
remind you, repeatedly), type REMINDER CAncel on the
command line on the main menu. For example:

REMINDER CAncel

PROFS cancels the reminder but does not show you a
message that the reminder has been cancelled.
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How PROFS
proofreads
for you

Proofreading
notes and
documents

PROFS checks your documents and notes for spelling errors
and for other problems in the words and phrases you use.
PROFS also offers you solutions: correct spellings, synonyms,
and alternatives for words and phrases.

Proofreading tasks are done somewhat differently depending
on whether you are working with Revisable-Form Text (RFT)
documents or Document Composition Facility (DCF) documents
and notes.

Proofreading RFT documents

Note: Before you can proofread an RFT document, you must
be able to use DisplayWrite/370. See Getting Started with
DisplayWrite/370 and Using DisplayWrite/370 for step-by-step
instructions for using DisplayWrite/370 and proofreading an
RFT document.

With RFT documents, you can proofread while you are working
with the document. You can use the VERIFY SPELL or the
TSPELL command to check the document for misspelled words.
See “"How to start proofreading an RFT document” later in this
chapter.
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Proofreading DCF documents and notes

The following paragraphs describe the separate proofreading
tasks for notes and documents prepared using DCF.

PROFS checks the spelling of every word in your note or
document against the words in its standard dictionaries.
PROFS allows you to build addenda dictionaries for your own
specialized words (for example, proper names or acronyms).
PROFS gives you the correct spelling of words when you aren’t
sure. See “Checking your spelling in DCF documents and
notes” later in this chapter.

PROFS checks spelling in context by looking for words that
may be spelled right, but may not be used correctly in the
sentence. PROFS uses a list of commonly confused words
such as “effect/affect,” “then/than,” and other words that
sound alike but have different meanings. When PROFS spots a
possible problem, it shows you alternative words with
definitions for each one, to help you make the right choice.
See “Checking for spelling in context in DCF documents and
notes” later in this chapter for information about commonly
confused words.

PROFS checks for awkward, redundant, and wordy phrases.
PROFS also shows you possible alternative phrases or tells
you when it would be better to eliminate the phrase without
replacing it. See “Checking for awkward words and phrases in
DCF documents and notes” later in this chapter for information
about correcting awkward phrases and cliches.
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PROFS also helps you write your notes and documents for
specific reading levels. PROFS lets you choose a reading
comprehension grade level (from 4-16) for your notes and
documents, and tells you which words are above that grade
level. PROFS helps you replace difficult words with synonyms
that are within the grade level you choose. See “Checking the
reading comprehension grade levels of words” later in this
chapter for information about checking the grade level of your
words.

While PROFS is proofreading for you, you can ask for a
synonym for any word in your text. If PROFS has suggestions
for that word, you will see a list of choices. (PROFS’ source for
synonyms is Roget’s Il: The New Thesaurus, copyright 1982 by
Houghton Mifflin Company.) See “Choosing synonyms in DCF
documents and notes” later in this chapter for help with
synonyms.

If you want to keep your corrected text, you must tell PROFS
before you leave the proofreading function. See “Saving your
corrections and finishing proofreading” later in this chapter
when you're ready to stop proofreading.

See “Proofreading shortcuts for DCF documents and notes”
tater in this chapter for information about proofreading
shprtcuts in PROFS.

At the end of this chapter, you'll find a “fast-track” diagram
that summarizes the chapter pictorially.
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2

How to start
proofreading
an RFT
document

DisplayWrite/370 provides proofreading support for your RFT
documents. In addition to the following commands,
DisplayWrite/370 can perform other proofreading tasks (for
example, grade level analysis). See Getting Started with
DisplayWrite/370 and Using DisplayWrite/370 for a complete
explanation of proofreading RFT documents.

You can use several PF keys on the DisplayWrite/370 “Edit”
screen to do proofreading tasks:

e Press PF5=Tspell to highlight the misspelled word.
e Press PF6=Aid to see a spelling aid window.

e Press PF7=Next, or press PF23 =Previous to move from
one highlighted word to another.

e Press PF16 = Addenda to add a new term to your addenda
dictionary.

e Press PF18=Synonym {o see a window containing a list of
synonyms.

If you do not have 24 PF keys, you can use the Addenda,
Previous, and Synonym commands by following these steps:

1. Place your cursor under the word you want to add to your
addenda.

2. Press PF3=Cmdline.

3. When the floating command line appears, type addenda
and press ENTER.

The word is added to the addenda dictionary.

To use the previous or synonym command, follow the same
steps. When the floating command line appears, type
previous or synonym (depending on which command you
want), and press ENTER.
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3 There are two ways to start proofreading DCF documents or
notes. Use the first way if you want to proofread a document or
How to St_art note you are currently preparing. Use the second way for DCF
proofreading  documents or notes that you have already filed.

a DCF
document Proofreading a DCF document you are preparing

If you are currently preparing a document, follow these steps:
1. Begin at screen FO1, “Process the Document.”

2. Press PF4. PROFS shows you screen F05, “Proofread the

Document.”
PROOFREAD THE DOCUMENT Fo5
PROFS shows you the
document number and ——______ Document No.: !
type. Type! Draft

Press one of the followina PF keys.

PF1 Check the spelling
PF2 Check the spelling in context
PF3 Check the phrasing within a sentence
PF4 Check the readins comprehension level
Tree the grade level to use===) _8 (Choose from arades 4-1b)

PF9 Halp PF12 Return

The top of this screen shows you the document number and the
type of document you are working on. The four major
proofreading tasks are listed next to the PF keys.
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Proofreading an existing DCF document

If you want to proofread a document in your personal storage,
type PROOFREAD on the command line of the main menu.
PROFS shows you screen F07, “Proofread a Document.”

If you don’t want a
SCRIPT filetype, type
Type the filename here. another filetype here.

A DOCUMENT Fo?
Type the letter of the disk Type in the followina infori . Tree over the highlighted word if it
here if you know it. does not agree with|what yc
> SCRIPT

This shows the name of the File mode K
system profile if you have System profTTE===7
one. User profile

T i les===) NO

ad only part of fhe document from line=== to line===

| Type the name of yéur

file if '
;’:f,'sgr,{'e' GRAIEaT PF1 Check the seelli

PF2 Check the spellips in context

PF3 Check the phrasipg within a sentence

PF4 Check the readigg comprehension level
Trre the grade fevel to use===) B (Choose from aradgs 4-1b)

PF5 Add a new addeyda dicticnary

PF6 Check addenda flictionaries asainst system dictionarie

PF9 Help PF12 Refurn

If you don’t want to proof
Type yes if you don’t the whole text, type the
want to use a profile. first and last lines you want.

On the top half of the screen you must type information to
identify the document you want PROFS to proofread:

e Type the filename of your document. This is the name that
was assigned when the document was created.
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e If you want to see a SCRIPT file, go on to the next step. If
the filetype of the document you want to proofread is not
SCRIPT, type the filetype.

e PROFS will search all file disks for the document if an
asterisk (*) appears next to filemode. If you know the name
of the disk where the document is filed, type its name (A, B,
C, D, and so forth) over the asterisk.

e System profile. This is the name of the file that contains
your PROFS proofreading choices. If your installation uses
a system profile, you should change it only if your PROFS
administrator tells you to do so.

e User profile. If you want to specify an alternate set of
proofreading choices, type the name of the profile here.
(You will find more information on setting up your own user
profile for proofreading in “Proofreading shortcuts for DCF
documents and notes” later in this chapter.)

e |If you don’t want PROFS to proofread the entire document,
tell PROFS which lines to read. After the first arrow, type
the line number where you want PROFS to begin. After the
second arrow, type the line number where you want
PROFS to stop proofreading. If you want PROFS to
proofread to the end of the text, leave the second space
blank or type an asterisk (*).

The bottom half of the screen lists all the major ways you can
proofread using the PF keys. Notice that PF1 through PF4 on
screen FO7, “Proofread a Document,” are identical to PF1
through PF4 on screen F05, “Proofread the Document.” You
can use only one of the four PF keys on either screen F05 or
FO7 at a time.

Note: When you proofread from the FO7 screen, PROFS will
show you the text and also the SCRIPT commands in the text.
Be aware that any changes you make to the control
information may affect the appearance of the document.
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Proofreading a note you are preparing

To begin proofreading a note you are preparing, follow these
steps:

1. Begin at screen E05, “Process Notes and Messages.”
Press PF1 on screen E05. PROFS shows you screen E04,

“Send a Note.”

2. Type your note. Press PF8 on screen E04. PROFS shows
you screen E14, "Proofread the Note.”

PROCFREAD THE NOTE E14
Press one of the fallowing PF keys.
PF1 Check the spellins
PF2 Check the spelling in context
PF3 Check the phrasing within a sentence

PF4 Check the reading comprehension level
Trpe the grade level to use===) _B (Choose from grades 4-1b)

PF9 Help PF12 Return
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Press PF1 on screen E14. PROFS shows you the “Check
the Spelling” version of screen F10.

Press PF2 on screen E14. PROFS shows you the “Check
the Spelling in Context” version of screen F10.

Press PF3 on screen E14. PROFS shows you the “Check
the Phrasing Within a Sentence” version of screen F10.

Press PF4 on screen E14. PROFS shows you the “Check
the Reading Comprehension Level” version of screen F10.

You can also press PF8 on one of the following screens:

E02,
EO3,
E06,
EilG

E13,

“Reply to the Note”

“Add Personal Comments to Your Note Log”
“Send a Note”

“Forward the Note”

“Send the Note Again.”

PROFS shows you screen E14, “Proofread the Note.”

Note that the greeting and closing lines in the note are not
proofread.
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4 Beginning the spelling check

Checking
our Press PF1 on screen F05 or FO7 to have PROFS check your
y_ spelling in a document, or on screen E14 to have PROFS check
spelling  your spelling in a note.

in DCF , . .
documents PROFS compares each word in your text against the words in

d not the dictionary or dictionaries it is using. PROFS shows you
and notes your text, screen by screen.

Number of changes
you’ve made since you
last saved this file
Filetype
The top line on this
Filename Filemode screen and total number

of lines in your text
Proofreading task PROFS
is doing \

Proofread (spell): SAMPLE SCRIPT A1 Alt=3 Line 4 of 31
H-R
Are you still proofreading the old fashioned way, with a pencil and dictionary?
The letter you are now readins has been pProcesed by the PROFS proofreading
function. The dictionaries that come with this prosram include 256,800 words,
they cover general Enslish as well as special business, lesal, and medical
terminclosy. As vou can see, if a word in the text is not found in the system
dictionary, it is hishlishted on the display screen. This provides assistence
Text to the princiral or secretary who is creating or proofreading a document.
HS
The automatic spellins aid, a standard feature, is able to prompt vou with the
correct spelling for a misspelled word. The proofreading function can even
rerlace the misspelled word for you at the touch of a sinsle key. Just
think how this will affect vour daily business operations!
P,
Scale line If you freauently use technical or special terms (such as "cerenesator" or
"PROFS"), you can add them to one of vour dictionaries--asain, by pressing a
single key.
P,
[ think you will find that this feature is easy to use and reauires very little
e L [ e T 2 A AR SRR 4 St e D e o5 e o D SRS (A Sk
£F! Addenda  PF2 Selit PF3 Aid PF4 Unlock PFS Newtoe PF6 Synonym
xt PFB Previous PFY Help PF10 Forward PF1! Backward PFI2 File

Command line

PROFS highlights all the words that are not in the dictionaries
it is checking.
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If you don’t see any highlighted words in the first screen that
PROFS shows you, you can move to the first highlighted word
in the document or note by pressing PF7. You can also move
forward one screen at a time by pressing PF10. To move back
one screen, press PF11.

The PROFS dictionaries

PROFS comes with two general English dictionaries and two
technical dictionaries.

e US is the United States English dictionary of about 130,000
general English words.

e UK is the United Kingdom English dictionary of about
130,000 general English words. The U.K. dictionary
contains essentially the same word list as the U.S.
dictionary; but it uses British spellings. For example, the
word “color” appears as “colour” in the U.K. dictionary. In
addition, some words will be found in one dictionary and
not the other. For example, the term “lorry” appears in the
U.K. dictionary.

Neither of the two English dictionaries contains many technical
terms. However, PROFS has two technical dictionaries that list
terms with both U.S. and U.K. spellings:

e MEDICAL has about 105,000 medical terms.

e LEGAL has about 20,000 legal terms.
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If you don’t specify which dictionaries you want, PROFS checks
against the dictionaries that your PROFS administrator has
named in the system profile. If you want to use a different
dictionary or use more than one dictionary, follow these steps:

1. Move the cursor to the command line. You can move the
cursor by using the arrow keys, the tab key, or by one of
these methods:

e If the cursor is in the text area, and you have just typed
something, press ENTER twice.

e |f the cursor is in the text area, and you have not just
typed something, press ENTER once.

2. Type dictionary followed by the names of the dictionaries
you want to use. You may list the dictionaries in any order.
PROFS considers the word spelled correctly if it finds it in
any dictionary.

3. Press ENTER.

If you don’t know which dictionaries are active, you can ask
PROFS to show you a list:

1. Move the cursor to the command line.
2. Type query dictionary.
PROFS will show you a list of dictionaries. The list will

appear on the command line. You may change this list and
then press ENTER.
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Dealing with highlighted words: An overview
There are three ways to deal with a highlighted word:

e If you know that a word is spelled incorrectly and you know
how to correct it, you can fix it yourself.

e If you are not sure of the correct word, you can ask PROFS
for aid.

e |f you know that the word is correct, you can putitin an
addenda dictionary, so that the word will no longer be
highilighted when it appears.

Of course, you can always ignore the highlighting and leave
the word in the text. You would do this if you know the word is
correct, but you don’t want to add it to a dictionary (for
example, people’s names, product names).

Fixing a word yourself

You can correct a word in the same way that you do when you
create or change a document. Type the new word over the old
one and use the INSERT and DELETE keys to adjust the
spacing of the words in the line. If you want to insert an
additional letter into a highlighted word, you have to first press
PF4. This temporarily highlights the entire line of text. Press
ENTER when you have finished correcting the line. The
highlighting will disappear uniess the word is still misspelled.
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Highlighted word

Getting assistance from PROFS

If you're not sure what's wrong with a highlighted word or

don’t know the correct spelling, PROFS will assist you. Follow

these steps:

1.

Put the cursor under the highlighted word. Make sure the
cursor is under a letter in the word or to the immediate

right of the word. The easiest way to move the cursor is to

press PF7 to move it to the next highlighted word or to
press PF8 to move it to the previous highlighted word.

2. Press PF3. PROFS shows you a “spelling aid window.”

Proofread (spell): SAMPLE SCRIPT A1 Alt=3 Line 4 of 3f Fi0
WP,

Are you still proofreading the old fashioned way, with a pencil and dictionary?
The letter you are now reading has beap Procesed by the PROFS proofreading
function. The dictionari LT g . gram include 250,000 words,
they cover gene sh as well as} processed | ness, lesal, and medical
terminabegy. As vou can see, if a wo} Proceed is not found in the system
fetionary, it is hishlishted on the | processes | This provides assistence

to the princiral or secretary who is ,=«--------- 8 ruofreading_a document .

o

The automatic spelting aid, a standard feature, is able to prompt you with the
correct spelling for a missrelled word. The proofreading function can even
rerlace the misspelled word for you at the touch of a sinale key. Just

think how this will affect your daily business operations!

P,

If you frequently use technical or special terms (such as “cerenesator” or
"PROFS"), you can add them to one of your dictionaries--asain, by pressing a
sinale ker.

P,

[ think you will find that this feature is easy to use and reauires very little
SHER R 3 i e LM G 1 Bt B B0 S B DI O T ot Rad 0o o R
PF1 Addenda PF2 Selit PF3 Aid PF4 Unlock PFS Newtor PF6 Synonym
PF? Next PF8 Previous PF9 Help PF10 Forward PF1! Backward PF12 File

The window shows the correct spelling for the word that
PROFS thinks you are trying to spell. If there is more than one
possible correction, PROFS shows you a small list in the

window. The list will show you what PROFS considers to be
the most likely word first, followed by the next most likely, and
so forth.
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if you are using more than one dictionary, PROFS will check all
of them. PROFS lists the possible correct words from each
dictionary.

To choose a correctly spelied word from the window, follow
these steps:

1. Move the cursor in the window list until it is under the word
that you want to use. (The cursor will be placed under the
first word when the window is first shown.)

2. Press ENTER.

PROFS substitutes the correctly spelled word for the
highlighted word in the text. The new word is not
highlighted and the window disappears. You can now
move to the next highlighted word.

You can cancel the spelling aid window without choosing a
replacement by pressing PF3 again.

Checking spelling while doing other proofreading

Any time you are proofreading a document or note, you can
ask PROFS to check a word even if it is not highlighted. Put
the cursor under the word and press PF3.

PROFS will first check the word for the proofreading task it is
doing. If PROFS finds information for that task (spelling in
context or awkward phrasing) you will see a window with that
information. If PROFS finds nothing relating to that task, it
checks the spelling of the word and shows you a spelling aid
window if the word is misspelled.
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Fixing words next to punctuation or in a series

To highlight a word, PROFS inserts a special blank character
before it. Another special blank is inserted after the word to
change the text back to normal lighting.

Occasionally, a misspelled word will be located immediately
next to punctuation or to other words without any blank
spaces. For example:

procesed.
rock/scissors/pafer

PROFS highlights the period after “procesed.” PROFS
highlights all three words “rock/scissors/pafer,” because the
three words are written together with no blanks separating
them.

You can ignore highlighted punctuation marks or correctly
spelled words that are joined to the incorrect word. But you
must move the cursor under the word you want to correct. If
you press PF3 while the cursor is under “rock” or “scissors,”
PROFS tells you that the word is spelled correctly. Use PF7,
PF8, or the cursor movement keys to place the cursor under
the word that is misspelied.
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Adding to the dictionaries: Addenda dictionaries

PROFS sometimes highlights a word that is spelled correctly.
This means that the word is not included in any of the
dictionaries you are using. Examples might be proper names,
technical terms that don’t appear in the medical or legal
dictionaries, and acronyms. Occasionally, you may find an
English word that is not in the PROFS dictionaries.

If you don’t want PROFS to highlight the word every time it
appears in this document and future documents or in notes,
you must add it to a dictionary. You can’t change PROFS’
standard dictionaries, but you can build your own customized
dictionaries for these words called addenda dictionaries. You
can put all these extra words in one addenda dictionary or you
can make several addenda dictionaries so that you can keep
different kinds of words in different categories. For example,
you might want one dictionary for acronyms, another for
names, and another for words that you use on one project, in
one document style, or with one client.

Adding words to an addenda dictionary: To add a word to an
addenda dictionary, follow these steps:

1. Place the cursor under the word on your screen.

2. Press PF1.

PROFS will show you an addenda update window. The
window contains the word you want to add and a list of
addenda dictionaries. PROFS gives you two choices to
start with: a general addenda dictionary called PROOF and
one with the filename of the document or note that PROFS
is proofreading. Your PROFS administrator may have
changed these or added more choices. You may also
create your own addenda dictionaries. (See “Creating
new addenda dictionaries” later in this chapter. )
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Highlighled word Proofread (spell): SAMPLE SCRIPT AT Alt=3 Line 4 of 31 F18

Are you still proofre ioned way, with a pencil and dictionary?
The letter you are now reading has been processe PROFS proofreading
Addenda dictionaries tion, The dictionaries that come with this progra .---------- . 000 words,
window they cover ge : special business, | PROFS edical
terminolosr. As rou can see, if a word in 7 * PROOF | the system
dictionary, it is hishlighted on the display screen. SAMPLE | assistence.
Just press ENTER to put To the princiral or secretary who is creating or proof ‘'---------- ' cument.
the word in the dictionary 45 ! oLy .
marked with the *. Move The automatic spellins aid, a standard feature, is able to erompt you with the
the cursor to SAMPLE correct spelling for a misspelled word. The proofreading function can even
and press ENTER to put rerlace the misseelled word for rou at the touch of a single key. Just
the new word in the think how this wild affect your daily tusiness operations!
dictionary named SAMPLE. P,

If you freauently use technical or special terms (such as "cerenegator" or

You san. mame ngw "PROFS"), vou can add them to one of your dictionaries--asain, by pressing a

addenda dictionaries by

using commands. ?;ngle ker,
I think vou will find that this feature is easy to use and requires very little
(R gt R e b e et B T R By ] P e I,

PFI Addenda  PF2 Selit  PF3 Aid  PF4 Unlock  PF5 Newtop  PFb Synonvm
Next PFB Previous PF9 Heir PFIOQ Forward PF11 Backward PF12 File
check case, add hrehens (ex-am-rle), select addenda.

3. Check the word you are adding for capital letters and word
division. (See the special notes in the next two sections.)

4. One of the dictionaries in the window is marked with an
asterisk (*). If you want the word to be added to this
addenda dictionary, you do not have to move the cursor. If
you want the word to be added to one of the other addenda
dictionaries, move the cursor until it is directly under the
name of the addenda dictionary you want.

5. Press ENTER to add the new word.
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Special notes on capital letters

PROFS puts a word into the addenda dictionary exactly as it
appears in the addenda update window, with the same
uppercase and lowercase letters. Make sure that this is the
way you want it to be stored. If a word begins with a capital
letter in your text only because it is at the beginning of a
sentence, you probably don’t want to add it to the addenda
dictionary with a capital letter at the beginning. Correct the
letters inside the window by typing over the character,
replacing it with the one you want.

If you store the word with all lowercase letters, PROFS will
consider the word to be spelled correctly in a document or
note if it has:

e All lowercase letters, or

¢ An initial uppercase letter, or

o All uppercase letters.

For example, the word you store in the addenda dictionary as
cerenegator will be considered spelled correctly if it is
cerenegator, Cerenegator, or CERENEGATOR in the text.

If you store the word with an initial uppercase letter, PROFS
will consider the word to be spelled correctly in a document if
it has:

e An initial uppercase letter, or

e All uppercase letters.

For example, if you add the word Gaithersburg to an addenda
dictionary, PROFS will not highlight Gaithersburg or
GAITHERSBURG, but it will highlight gaithersburg.

If you store the word with any other combination of uppercase
and lowercase letters, the word in the text must match the
dictionary entry exactly. For example, McGonigal, PEnfant,

and NYC must look like this in the text. PROFS will highlight
other spellings such as Mcgonigal, ’enfant, nyc, or Nyc.

Proofreading notes and documents 13-19



Special notes on word division

Before you enter a word into an addenda dictionary, you can
also tell PROFS how the word should be hyphenated at the end
of a line of text. You can tell PROFS where to divide a word by
putting single hyphens (-) into the word in the addenda update
window.

Creating new addenda dictionaries

If you want to have more addenda dictionaries, for example,
one for names and one for acronyms, follow these steps:

1. Move the cursor to the command line.

2. Type adictionary. Type the names of the addenda
dictionaries you want. For example,

==) adict names acronyms

3. Press ENTER.

When naming an addenda dictionary, choose a name that is
eight characters or less and that includes only letters or
numbers (no special characters). The addenda dictionaries
that you name following ADICTionary will be the choices you
now see in the addenda window. If you also want to use other
addenda dictionaries that you had been using before, you must
list them along with your new ones. For example,

==) ADICT names acronyms proof =

You can also use the command ADICTionary to tell PROFS
when you start proofreading which addenda dictionaries to use
with this text. You can type the names of as many as seven
addenda dictionaries. if you want PROFS to use the addenda
dictionary that has the same name as the file you are working
on, just type an equal sign (=) for the dictionary name.
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5

Checking
for spelling
in context
in DCF
documents
and notes

Note: The ADICTionary command not only creates new
dictionaries, it also identifies the dictionaries to be used for the
proofreading session. You can type new addenda dictionary
names and existing dictionary names after the ADICT
command.

if you are not sure which addenda dictionaries you are using,
1. Move the cursor to the command line.

2. Type query adictionary.

3. Press ENTER.

PROFS shows you a list of active addenda dictionaries.
You may change this list and press ENTER.

PROFS checks for spelling in context by finding words that are
spelled correctly but might not be used appropriately in a
sentence. PROFS uses its list of commonly confused words
(such as “principal/principle” or “their/there/they’re”) to find
inappropriate words.

If PROFS is already proofreading your document or note, move
the cursor to the command line, type verify context, and press
ENTER.

If you are on either screen F05, “Proofread the Document,” or
screen F0O7, “Proofread a Document,” or screen E14,
“Proofread the Note,” press PF2.

PROFS shows you your text with problem words highlighted.
To fix a highlighted word, follow these steps:

1. Move the cursor under the highlighted word.

2. Press PF3.
PROFS shows you a window with a list of words that might
be more appropriate in your sentence. PROFS also gives

you a short definition of each word to help you choose the
most appropriate one.
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Proofread (context): SAMPLE SCRIPT A1 Alt=3 Line 4 of 3! F10

PROFS is checking Are you still proofreading the old fashioned way, with a pencit and dictionary?
spelling in context The letter you are now reading has been processed by the PROFS proofreading
function.The dictionaries that come with this prosram include 250,000 words,
they cover general Enslish as well as special business, lesal, and medical
terminology.As you can see, if a word in the text is not found in the system
dictionary, it is hishlishted on the displar screen.This provides assistance.
to the princiral or secretary who is creating or proofreading a document.
HN
The avtomatic spelling aid, a standard feature, is able to erompt you with the

spelling for a misspelled word.The proofreading function can even
replace isspelted word for you at the touch of a sinsle key.Just

think how this wiTt affect your daily business operations!

Aid window ] T e e, L e et ot Soaasmoae o
affect - cause emotion or have influence
effect - result of action or te bring about

Highlighted word

egator" or

"PROFS"), you can essing a

single key.
P,

[ think you will find that this feature is easy to use and reauires very {ittle
LG s Aoy LRt Ay S i e i A S o e IR R R DL G AIE G e 0 0 0% x0T 4 PR e
PF{ Addenda  PF2 Selit PF3 Aid PF4 Unlock PFS Newtor PFb Synonym
PF? Next PFB Previous PF9 Help PF10 Forward PFi! Backward PFI2 File

====

To replace an inappropriate word, follow these steps:

1. Move the cursor under the word in the window that you

want to put in the text.

2. Press ENTER.

PROFS puts the new word into the text. The window

disappears. You can now move the cursor to the next
highlighted word.
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6

Checking
for awkward
phrases

in DCF
documents
and notes

Sometimes PROFS highlights a replacement word, because it
cannot tell whether the new word is used correctly. This would
happen if more than one word in the window is appropriate in
a particular sentence. For example, look at the sentence:

Easter Island is an awesome cite.

“Cite” is clearly the wrong word for this sentence. But both of
the possible replacements, “sight” meaning “viewing” and
“site” meaning “location,” are appropriate. PROFS highlights
either replacement word in this case. If you're sure it's the
word you want, ignore the highlighting and go on to the next
highlighted word. Press PF3 again.

PROFS checks your document or note for cliches and for
phrases that are redundant, awkward, or wordy. PROFS also
suggests ways to rewrite phrases to eliminate the problem.

If PROFS is already proofreading your document or note, move
the cursor to the command line, type VERify PHRases, and
press ENTER. If you are on either screen F05 or screen F07 for
documents or screen E14 for notes, press PF3. PROFS shows
you your text with awkward phrases highlighted.

You may be able to improve the phrase yourself by rewriting it.
You can use PF2 to split lines if you need more space to
rewrite your sentence. Press PF4 to “Unlock” a line before you
make any changes to it. If the sentence you are looking at is
near the bottom of the screen, you may want to see more of the
text before you rewrite. PF5 moves the line with the cursor to
the top of the screen, and PROFS shows you the next part of
your text on the rest of the screen. If you want help in
changing the phrase, follow these steps:

1. Move the cursor under the highlighted phrase.
2. Press PF3.
PROFS either shows you a window with a rewritten version

of the phrase, or it will tell you that it can’t suggest a
replacement for the phrase.
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, Checking
| the reading
| comprehension
| grade levels of
. words in DCF
| documents
| and
| notes

If you want to use the phrase that PROFS suggests:
1. Move the cursor under the phrase in the window.
2. Press ENTER.

The new phrase will appear in the text in place of the old
one, and the window will disappear.

When the new phrase appears as part of a sentence, you
might have to rewrite other parts of the sentence to make
sure the phrase fits grammatically. If you don’t want to
make any changes, press PF3 again.

PROFS can check words in your document or note to make
sure that they do not go beyond the reading comprehension
grade level that you specify. PROFS checks the reading
comprehension grade levels (from 4 to 16) of about 40,000
words in PROFS’ U.S. English dictionary. These grade levels
are based on studies done with The Living Word Vocabulary,
published in 1981 by World Book, Inc., in which words and their
meanings were checked for understanding at many levels.
PROFS cannot check for grade levels for words in specific
contexts, and does not assign grade levels for medical or legal
terms. If PROFS finds a word in the U.S. English dictionary
without grade level information, it highlights the word.

If PROFS is already proofreading your document or note, move
the cursor to the command line, type VERify GRADESs, a space,
and a number from 4 to 16. Then press ENTER.

If you are on the F05, FO7, or E14 screen, type a number from 4
to 16 after the arrow at the end of the PF4 key line. Press PF4.
If you do not type a number, PROFS will automatically choose

grade level 8.
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PROFS shows you your text on screen F10. Any words that are
above the grade level you chose (shown at the top of the
screen) are now highlighted.

These words are above
the 8th grade reading
comprehension level.

(grade 8): SAMPLE SCRIPT A1 ALt=3 Line 4 of 3! Fié

P,
Are vou still proofreas + fashioned way, with a pencil and dictionary?
The letter you are now reading has processed by the PROFS proofreading
unction. The dictionaries that come with this program include 250,000 words,
y cover general English as well as special business, lesal, and medical
terminology, As you can see, if a word in the text is not found in the system
dictionary, it is hishlishted on the displar screen. This provides assistence
to the princiral or secretary who is creating or proofreadins a document.
Press PF3 to find P
the grade level of a The automatic seelling aid, a standard feature, is able to prompt you with the
highlighted word. correct spelling for a misseelled word. The proofreading function can even
replace the misspelled word for you at the touch of a sinale ker. Just
think how this will affect your daily business gperations!

you frequentty use technical or special terms (such as "cerenesator" or

Change the grade B

level for which PROFS that this feature is easy to use and reavires very tittle
checks by typing the—__ (. .+ .20 0 Bobo o T do vdlls 50 T ipn e Bt So B 000 Bl oot i
VERity GRADEs PFI Addenda  PF2 Selit “SPF3 Aid  PF4 Unlock  PFS Newtor  PFb Synonym

command here. 7 Next PF8 Previous PF9 Help PF10 Forward PFI1 Backward PF12 File

If you want to know what grade level has been assigned to a
highlighted word:

1. Put the cursor under the word.
2. Press PF3.

PROFS shows you a message on the command line at the
bottom of the screen. For example:

The vocabulary grade level of “fashioned” is 12.
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If you want to change the grade level PROFS checks for, type
the VERify GRADEs command and a different number on the
command line. For example:

==) VER GRADE 10

Then press ENTER.

Replacing a word
1. Move the cursor under the highlighted word.
2. Press PFé6.

PROFS shows you a window containing a list of synonyms
arranged in columns, with each column heading indicating
a different part of speech. The words in each column may
be further divided into sections representing differences in
meaning. A dash divides each section. Words above the
grade level you chose will be highlighted just as they are in
the text.

Proofread (arade 8): SAMPLE SCRIPT A1 Alt=3 Line 4 of 3 F10
P,
Are you still proofreading the old fashioned way, with a pencil and dictionary?
The letter vou are now reading has been processed by the PROFS proofreading
function. The dictionaries that come with this prosram include 250,000 words,
they cover seneral Enalish as well as special business, lesal, and medical
terminology. As you can see, if a word in the text is not found in the system
---------------- . hishlishted on the dispiar screen. This pravides assistence

n. r secretary who is creating or proofreading a document.
language
dialect ling aid, a standard feature, is able to prompt you with the
idiom or a misspelled word. The proofreadins function can even
Jargon lled word for you at the touch of a single key. Just
lexicon I affect your daily business operations!
vernacuiar
vocabulary use technical or seecial terms (such as “cerenesator" or
---------------- add them to one of your dictionaries--asain, by Pressins a
single ke,
H
I think you will find that this feature is easy to use and reauires very little
B o L L SO e e s A by Dttt P S ettt ariss

PF1 Addenda  PF2 Split PF3 Aid PF4 Unlock PF5 Newtop PFb Synonym
PF7 Next PFB Previous PF9 Hele PFI0 Forward PF!! Backward PFi2 File
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8
Choosing
synonyms
in DCF
documents
and notes

To replace the highlighted word with a synonym:
1. Move the cursor under the first letter of a synonym.
2. Press ENTER.

PROFS replaces the word and the window disappears.

If you decide that you don't want any synonym from the
window, press PF6 again. The window will disappear, and
your original word will reappear in the text, even if you were
trying out a synonym. (To find out how to try out synonyms
before making a final choice, see “Choosing synonyms in DCF
documents and notes” later in this chapter.)

Remember to change a word to plural or possessive
agreement in the window before you put it in the text. Some
words may not have synonyms in PROFS or, if your word is
misspelled, PROFS may show you a window of synonyms that
is different from what you expected. Check the spelling first.
When spelling is corrected, the grade levels may change.

While PROFS is proofreading your document or note in any of
the three ways, you can also ask for appropriate synonyms for
almost any word in your text. PROFS uses Roget’s ll: The New
Thesaurus, copyright 1982 by Houghton Mifflin Company, as
the source for its synonyms. PROFS does not give synonyms
for technical words.

Finding synonyms

To find synonyms for a word, follow these steps:

1. Move the cursor under the word.

2. Press PF6.
PROFS shows you a window containing a list of synonyms.
in the window, PROFS shows you synonyms arranged in
columns, with each column heading indicating a different
part of speech. The words in each column may be further

divided into sections representing differences in meaning.
A dash divides each section.
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PROFS is giving

Proofread (spell): SAMPLE SCRIPT A1 Alt=J Line 4 of 3I Fi1o

fapill ¥ P,
synonyms for “stil. \"HT'E‘rﬁﬁ-still proofreading the old fashioned way, with a pencil and dictionary?

TRE .===mmmm=mm=mm=mm = mmmmmmmmm o —meeo oo —es——eemssoneos . ding

fun | adv. adi. vb. n. 00 words,
the | additionally silent silence silence edical
ter also hush hush hush e system
dic further noiseless shut up uietness sistance.
o furthermore quiet = stillness ment.

H-R item = calm

The more motiontess allayr u with the
cor 2 stationary Compose even

rep even = lulbl t

thi yet calm quiet

H- N halcyon settle

If placid soothe or

"PR quiet sing a
simn.

P,
[ think you will find that this feature is easy to use and reauires very little

PF1 Addenda PF2 Selit PF3 Aid PF4 Unlock PF5 Newtor PFb Synonym
PF? Next PFB Previous PF9 Hele PFIO Forward PFi1 Backward PFI2 File

If your word is plural or has an ending added to it, PROFS
might not find synonyms for your exact word. PROFS will then
search by looking for synonyms for the root word. For
example, if your word is “dictionaries,” PROFS will show you a
list of synonyms for the root word “dictionary.” If you want to
put a synonym for the root word into your text, you may need
to change it slightly or add an ending. Change the word in the
window before you put it in your text.

To replace a word in the text with a synonym from the list,
follow these steps:

1.

Move the cursor under the first letter of the synonym you
have chosen.

Press ENTER.

PROFS replaces the word and the window disappears.
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Trying out synonyms

If you are not sure which synonym will work best in your text,
you can try out as many as you want while you keep the
synonym window on the screen. Follow these steps:

i[E

Put the cursor under the word you want to try, but make
sure that the cursor is not under the first letter of the word,
(M the cursor is under the first letter, the window will close.)

Press ENTER.

The synonym you chose will appear in your text, replacing
the original word. The window will remain on your screen
so that you can continue to view all of the choices. The
synonym you chose will also still be in the window. The
cursor will now be under the first letter of this synonym.

If you decide that you want to use this synonym, press
ENTER.

The synonym will stay in your text and the window will
disappear. If you want to try other synonyms instead, you
can repeat steps 1 and 2 as often as you like before you do
step 3.

If you decide that you don’t want any synonym from the
window, press PF6 again. The window will disappear, and
your original word will reappear in the text, even if you were
trying out a synonym.
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9 PROFS proofreads documents or notes in its own storage. The
- corrected document or note does not replace the old one until
Saving your o "\ PROFS to do so.
corrections

and finishing If you want to stop proofreading and save your correction,
i press PF12. PROFS files the corrected version of your
proofreading document or note and returns you to the screen where you
started proofreading.

If you want to save the corrections you have made so far but
continue proofreading, type SAVE on the command line. Press
ENTER. PROFS files the corrected version and continues to
show you the proofreading screen. (You can also make the
SAVE command automatic. See “Proofreading shortcuts for
DCF documents and notes” iater in this chapter.)

If you want to stop proofreading and not keep any of your
corrections, type QUIT on the command line and press ENTER.
PROFS keeps the old version of the document or note and
returns you to the screen where you started proofreading.

10 Using the AUTOAID, AUTONEXT, and AUTOsave
Proofreading commands
shortcuts _ , .
for DCF When PROFS is proofreading for you, you can save time and
steps by setting up some steps automatically with commands.
documents Remember to press ENTER to have PROFS accept your
and commands.
notes
If you want PROFS to show you an aid window automatically
for every highlighted word or phrase when you use PF7 or PF8,
type AUTOAID on the command line on any text screen. You

can cancel AUTOAID by typing AUTOAID OFF on the command
line.

If you want PROFS to move automatically from one highlighted
word or phrase to the next one, type AUTONEXT on the
command line on any text screen. When you request AiD from
PROFS (either by using AUTOAID or by pressing PF3) and then
choose a word from the aid window, PROFS automatically
finds the next highlighted word for you. You can cancel
AUTONEXT by typing AUTONEXT OFF on the command line.
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If you want PROFS to save your changes automatically at
regular intervals as you are proofreading your text, type
AUTOsave on the command line and then type a space
followed by a number from 1 to 99999. The number tells
PROFS how many corrections to accept before saving your
corrected text. To cancel the AUTOsave command, type
AUTOsave OFF or AUTOsave 0 on the command line.

Specifying the default addenda dictionary

If you know you'll be adding many words in your document or
note to one of your addenda dictionaries, you may want to
specify it as the default addenda dictionary. The default
addenda is marked with an asterisk (*) in the window. You add
words to it by pressing ENTER; you don’t have to move the
cursor.

To change the defauit addenda dictionary, type ADEFault on
the command line followed by a space and then the name of
the addenda dictionary you want as the default. Press ENTER.

Building an addenda dictionary before you
proofread your text

You can set up an addenda dictionary for all of the highlighted
words in a specific document. You can then review this list
without dealing with each instance of the word as it occurs in
the text. To set up an addenda dictionary for a specific text,
press PF5 on screen FO7, “Proofread a Document.”

The name of this dictionary is the same as the filename of your
document. The filetype is ADDENDA. You can now use XEDIT
to review this file and eliminate any misspelled words that you
do not want to be added to this addenda dictionary. You can
do this by erasing the entire line entry in the addenda file that
contains the misspelled word. (See “Appendix D: Using the
System Product (SP) Editor (XEDIT)” for more information
about XEDIT commands.)
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Checking your addenda dictionaries against the
system dictionaries

To keep your addenda dictionaries as short as possible, you
can check to be sure you are not keeping words in your
addenda dictionaries that are already in the system
dictionaries.

Press PF6 on screen F0O7, “Proofread a Document.” PROFS
checks all addenda dictionaries in the profile that is specified
on screen FO07. If there is no profile specified, PROFS checks
the addenda dictionary called PROOF and the one that has the
same name as the filename of the document (if it is given on
screen F07). After you press PF6, PROFS sends you a series
of messages. The first one is that the addenda dictionaries are
being verified. Then, one message is shown for each addenda
dictionary checked. PROFS shows the total number of
duplicate words that were erased from each of the addenda
dictionaries.

PROFS erases words from the addenda dictionaries that are
already listed in the system dictionaries. PROFS also sorts the
words again in the addenda dictionaries to make its own
search task easier.

Setting up your own user profile

PROFS has an initial setting (system value) for every
proofreading option. Your PROFS administrator may change
the commands and options that PROFS will use when
proofreading for everyone on your system. The list of options
and commands that your PROFS administrator sets up is the
system profile.

If you want to specify commands or options that differ from the
system profile (SYSPROF PROOF), you can create your own
user profile called "PROFILE PROOF.” For example, you can
teil PROFS which systems dictionaries and which addenda
dictionaries you always use. You can also specity that you
want to use the AUTONEXT and AUTOAID commands
whenever you proofread. (Remember that you can cancel
either of these commands if you find it easier not to have them
while you’re proofreading a particular document or note.)
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When PROFS reads the profiles, it first reads the system value,
then the system profile, and then the user profile. It accepts
the last value for each command or option it finds. For
example, look at the following table of commands and options:

System System User Final

Value Profile Profile Value

DICT US DICT US LEGAL DICT US LEGAL
ADICT PROOF = ADICT NAMES =  ADICT NAMES =
ADEF PROOF ADEF = ADEF =
AUTONEXT OFF AUTONEXT ON AUTONEXT ON
AUTOSAVE OFF AUTOSAVE OFF

To set up a user profile, you must go outside of PROFS to
create a Conversational Monitor System (CMS) file. Your
PROFS administrator can help you.
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3 Proofreading Notes
and Documents
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When working with an RFT documant
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1
Introduction
to indexing
documents

Note: Before you can use this appendix to index
Revisable-Form Text (RFT) documents, you must be able to use
DisplayWrite/370. This appendix explains the index tags and
controls you can use to mark index information in your
document. See Getting Started with DisplayWrite/370 and
Using DisplayWrite/370 for step-by-step instructions for using
DisplayWrite/370.

Index information about your document is very important when
filing your document in the data base or when searching the
mail log for documents. PROFS adds the index information
about your documents to the mail log.

When you are searching for documents that you have filed in
PROFS storage, PROFS uses the index information about your
document to find your document. To search for documents,
you type index information about the documents on screen
D01, “Find Documents.” PROFS uses the information you type
on screen DO1 to find your documents in PROFS storage.

For example, if you wanted to find all documents that you had
written to M. J. Westley, you include that information in the
addressee field (To) on screen DO1. But if one of your letters
to M. J. Westley was filed in PROFS storage without the
addressee information, PROFS would not be able to find the
letter. See “Chapter 5: Finding documents” for more
information about finding documents filed in PROFS storage.
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Before PROFS puts your document in PROFS storage, your
document must have index information associated with it. If
the document style that you are using does not require an
author profile, you must type the index information on screen
F66, “View or Change the Index Information,” or you must
mark index information in your document by using index
controls. See “Chapter 7: Preparing RFT documents” for
information about using screen F66.

“How to index an RFT document” in this appendix shows you
how to add index controls to an RFT document. Index controls
identify index information for an RFT document that you are
writing or editing.

“How to use the “Action,” “Identifier,” and “Type” fields in this
appendix explains how to add additional index information
about your documents.

You can use the fields for “Action,” “Identifier,” and “Type” for
both RFT and Document Composition Facility (DCF) documents
when you are filing information in your mail log about
documents. You do not have to use these fields; you can leave
them blank. But you may find them very helpful in keeping
track of your documents. If you regularly put codes in these
fields, you can have PROFS use them when searching for
documents for you.

The following topics in this appendix will be helpful when you
are indexing a document:

e How to index an RFT document

e The index tagsin a STANDARD RFT document
e |Index tags and controls

e Getting HELP for indexing RFT documents

e Index controls in a document style

e How to use the "Action,” “Identifier,” and “Type” fieids.
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2

How to index
an RFT
document

Each of the index tags identifies a specific kind of information:
author, addressee, company name, company address, subject,
or reference. In this appendix, the words “tag” and “control”
have special meanings. The tag is the word that you see on
the selection menu. The control is the instruction that
DisplayWrite/370 inserts into your document for that tag.

Each of the index tags that you see on the Index Tag Selection
menu has a control associated with it. DisplayWrite/370 puts
the control in your document when you choose the tag. The
tag that you see and the control that DisplayWrite/370 inserts
in your document do not look exactly alike. Controls tell
DisplayWrite/370 how you want your document to look and
what special tasks you want DisplayWrite/370 to perform.

When you have marked index information in your document,
DisplayWrite/370 transfers that indexing information to PROFS
to use when you file a document in PROFS storage.

Indexing an existing RFT document

You can use the index tags to index information in a document
that you are writing or editing. This example will show you
how to index the author of a letter you typed using the BLANK
document style without index controls.

If you want to index the author name, you must choose the
index tag “Aname” and place it in front of the author’'s name
and the index tag “End” and place it at the end of the author’s
name. DisplayWrite/370 inserts the controls for the tags in
your document.

<VAR: @BN@> Marilyn Shane <VAR: @END@ >

Follow these steps to insert the index controls in your
document:

1. Place your cursor under the first letter of the author’s name
(Marilyn Shane) and press PF3 = Cmdline.

2. When DisplayWrite/370 shows you the floating command
line, type index and press ENTER.
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This is the name Although DisplayWritel370 does

of your document. not show a title or a screen id,
this is the DisplayWrite/370
“Edit” screen.

1 RFTD A Page 1

===)
(rect_msailmomtiresflre st seosiisamillp=t)l et macl) pomy oedflBocd coof) of=tiosas
---------------------------------------------------------- Page 1----
December 9, 1986
Marilyn Shane, Ext. 3985
Marketing Manaser

Enter a command:
===) index.

Memo to: Robert Wills
Subject: Third Quarter Profits

I have reviewed the figures that you sent to me last week. Your
report indicates that the Third Quarter Profits for fiscal 1986
have exceeded the projected fisure develored during our stratesyr
meeting in July 1985.

Paul suggested that the three of us meet on December 12 at 9:00.

PF 1=Block 2=Insert 3=Cmdline  4=Instr. 5=Tspel | b=Aid
PF 7=Next 8=Command 9=HELP 10=Forward  {1=Backward 12=END

DisplayWrite/370 shows you the Index Tag Selection menu.

3. When you see the Index Tag Selection menu, move the
cursor under the “Aname” tag. Press ENTER.

The Index Tag Selection menu is replaced by the text of

your document. The system inserts the index control into
your document at the cursor position.
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1 RFTD fA VARIABLE Page 1

| E==)i
T e T B L B B At i
-------------------------------------------------------------------- Page 1----

December 9, 1986 DRAFT 1
e T T G A S e e e e e P e e .
Marketing M Index Tag Selection
New Product
Washington,| TAG HEANING CONTROL

| Addree  Addressee name (person) (VAR: BBAR

| mMoveltheiaursor Memo to: Ro| Caddree Addressee name (company)  (VAR: BCADDREEG)

under Aname when -Aname  Author name (person) CVAR: EBNE>
| DisplayWrite/370 ect: Th| Cname Author name (company) (VAR: BCNAMER)
shows you the Index Ref Reference <VAR: @BRE)

| Tag Selection menu. I have revie| Subiect Subiect of document (VAR: GBSR)

| report indic| End End of indexed information (VAR: GEND@)

| have eXeeede --==-===m - = m e

| meeting in July 1985,

| Paut suggested that the three of us meet on December 12 at 9:00.

| PF 1=Black 2=Insert 3=Cmdline  4=Instr. 5=Tspell b=Aid

| PF 7=Next 8=Command ~ 9=HELP {0=Forward  1{=Backward 12=END

‘ 4. Now move the cursor to the end of the author’'s name and
| press PF3=Cmdline. The last command you typed on the
| floating command line (INDEX) is still there. Press ENTER.

| 5. When DisplayWrite/370 shows you the Index Tag Selection
! menu, move the cursor to the “End” tag. Press ENTER.

| The Index Tag Selection menu is replaced by the text of

your document. The author information for your document
is now marked for indexing.
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If you type verify variable on the command line and press
ENTER, your document will look like this:

These are VERIFY Although DisplayWritel370 does
the index controls VARIABLE not show a title or a screen id,
that you put in is in effect. this is the DisplayWrite/370
your document. “Edit” screen.

VARIABLE Page |

--------------------------------------- Page 1----
DRAFT |
(VAR: GBN@) Marilyn Shane (VAR:GEND@) , Ext. 3985
Marketing Manager
New Product Development
Washington, OIC 20002
Memo to: Robert Wills
Subject: Third Quarter Profits
I have reviewed the figures that vou sent to me last week. Your
report indicates that the Third Quarter Profits for fiscal 13986
have exceeded the projected fisure developed during our strategy
meeting in July 1985,
Paul suggested that the three of us meet on December 12 at 9:00.
PF 1=Block 2=Insert 3=Cmd! ine 4=Instr. 5=Tspell b=Aid
PF 7=Next 8=Command  9=HELP 10=Forward  {{=Backward 12=END

To index other information in your document, repeat the steps
for indexing the author name:

1. Move your cursor under the first letter of the information
you want to index. Press PF3=Cmdline.

2. When DisplayWrite/370 shows you the floating command
line, type index and press ENTER.
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3. When you see the Index Tag Selection menu, move your
cursor to the tag you want and press ENTER.

The Index Tag Selection menu is replaced by the text of
your document. The system inserts the index control into
your document at the cursor position.

4. Move to the end of the information you want to index, press
PF3 =Cmdline, type index on the floating command line,
and press ENTER.

5. When DisplayWrite/370 shows you the Index Tag Selection
menu, move your cursor to the End tag and press ENTER.

The Index Tag Selection menu is replaced by the text of
your document. The system inserts the index control into
your document at the cursor position.

Copying, deleting, or moving index controls

You can use the DisplayWrite/370 BLOCK commands to copy,
delete, or move controls in an RFT document. You can also
use PF6 = Aid and the ERASE EOF key to delete controls. See
Getting Started with DisplayWrite/370 for information about
using the BLOCK and AID commands.
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3

The

index tags in
a STANDARD
RFT document

Put the index control i "
in front of the variable (VAR: DEPT) Marketing
(VAR: CITY) Washinston, DC

control if you want to
index the information,

This index control marks
the author name for
indexing.

This control marks
the end of the index
information.

The following example shows you the index controls that are
included in the STANDARD RFT document style. If you are
creating a new document using the STANDARD RFT document
style supplied with PROFS, the author of your document will be
marked for indexing. You supply the other information
(Addressee, Subject, Reference) for indexing when you type or
change your document.

You can display the index controls in your document by typing
verify variable on the command line and pressing ENTER. See
Using DisplayWrite/370 for information about the VERIFY
command.

Notice that the index control (<VAR: @BN@ >) is placed in
front of the author variable control (<VAR: AUTHOR>). To
index variable information, the index control must come in
front of the variable control. See “Appendix P: Creating RFT
document styles” for information about DisplayWrite/370
variable controls.

1 RFTD fA VARIABLE Page 1
(---:_——-1_--—+~---2_---+_---3_-——+_V--4_——-+_~-—5_-——+_~——b_—-—+_---7_—>—+——--
-------------------------------------------------------------------- Page f----

(VAR: DATE1> December 9, 198b (VAR: DOCNUM> DR

(VAR: GBNB)> <(VAR: AUTHOR) Maritrn Shane (VAR: GEND@) , (VAR: TELE) 202-974-3985
COMP)> TechnoCome Unlimited

(VAR: ZIP) West 221

Hemo to: (VAR:

Tree text here.

PF 1=Block 2=Insert J=Cmdline 4=Instr, 5=Tspell b=Aid
PF 7=Next 8=Command  9=HELP 10=Forward  11=Backward 12=END
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PROFS uses the information between the beginning and end
controls for each of the index tags as index information for your
document.

To turn off the display of the controls, type verify off on the
command line and press ENTER. The system shows you your
document without the controls in the style that you selected.

1 RFTD f Page 1
S==HE
Your document is R B e T B B T O
displayed inthe e e e e e e e e e e G = [HEE e
| style you selected. December 9, 1986 DRAFT 1

Marilyn Shane, 202-974-3985
Marketing Manager
TechnoComp Unlimited
Marketing

Washington, DC 20007
Memo to:
Subject:

Reference:

Trre text here.

PF 1=Block 2=Insert 3=Cmdl ine 4=Instr. 5=Tseel | b=Aid
PF 7=Next 8=Command 9=HELP 10=Forward  {=Backward 12=END
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4
Index tags
and controls

You choose index tags to identify the index information in your
document. There are seven index tags: six tags mark the
beginning of the index information, and one tag marks the end.
The “End” tag is used to mark the end of the index information
for all of the beginning index tags. You should only use each
beginning tag (Addree, Aname, Caddree, Cname, Ref, Subject)
one time in your document. You can use the “End” tag as
many times as necessary to end each beginning tag.

Note: DisplayWrite/370 stops marking information for an index
tag when it finds an “End” tag or another index tag. When
DisplayWrite/370 finds another index tag, it stops marking
index information for the first tag as if you had used the “End”
tag.

When DisplayWrite/370 displays the controls, you temporarily
lose the formatted appearance of your document. When you
type verify off on the command line and press ENTER, the
formatted version of your document returns. The controls in
your document will not be printed.

DisplayWrite/370 protects the controls in your documents.
When you try to type over the protected area or press a key
such as the DELETE key when the cursor is on a protected
area, the keyboard locks. To unlock the keyboard, press the
RESET key and move the cursor past the control. See Using
DisplayWrite/370 for information about working with and
working around attribute bytes.
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The following tabie lists the index tags for the information that
can be indexed, how the controls look in your document, and
the information that each tag indexes. The table is inciuded to
show you how the index controls appear in your document
when you use the VERIFY VARIABLE command to display the
controls.

Index Index Information
Tag Control Indexed
Addree <VAR: @BA@ > Addressee name
(person)

Caddree <VAR: @CADDREE@ > Addressee name

(company)
Aname <VAR: @BN@ > Author name
(person)
Cname <VAR: @CNAME@ > Author name
(company)
Ref <VAR: @BR@ > Reference
Subject <VAR: @BS@ > Subject of
document
End <VAR: @END@ > End of indexed
information

Note: If you use both Aname and Cname index controls,
PROFS uses the information identified by the Aname control
for indexing. The same is true if you use both Addree and
Caddree. PROFS uses the information following the Addree
control for indexing.
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5

Getting HELP
for indexing
RFT
documents

DisplayWrite/370 passes 132 characters to PROFS for each of
the six index tags. However, PROFS does not use that
maximum number of characters when filing or finding your
documents. For more information about the number of
characters PROFS uses when indexing your documents, see
“Appendix O: Using DisplayWrite/370 and CLISTs.”

See "Getting HELP for indexing RFT documents” in this
appendix for more information about the index tags and
controls.

You can get help for the INDEX command from the system:

1. Type index on the command line or on the floating
command line of the DisplayWrite/370 “Edit” screen.

2. Press PF9=HELP.

The system shows you the HELP information for the INDEX
command.

Follow these steps if you need help with an INDEX tag:

1. Type index on the command line or on the floating
command line on the DisplayWrite/370 “Edit” screen.

2. Press PF9=HELP.

The system shows you the HELP screen for the INDEX
command and a list of the index tags.

3. Move your cursor under the index tag that you want help
for.

4. Press ENTER.

The system shows you the HELP information for the tag you
selected.

You can also get help for the index tags by typing the tag on
the command line or floating command line and pressing
PF9=HELP.
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6

Index controls
in a document
style

7

How to use
the “Action,”
“ldentifier,”
and “Type”
fields

After you read and understand the preceding topics about the
INDEX command, you can include index controls in a document
style.

If you want to include index controls in your document style,
see “Appendix P: Creating RFT document styles” for
information about using the DisplayWrite/370 “Document
Format Creation” screen to create document styles.

When you file information in your mail log, you can put in your
own codes for “Action,” “Identifier,” and “"Type"” of document
for both RFT and DCF documents. You do not have to use
these fields; you may leave them blank. But you may find them
very helpful in keeping track of your documents. If you develop
a standard way of using these fields and use them regularly,
PROFS can use them when finding documents for you.

e Action gives you up to 10 spaces to use (a 10-character
field).

e Identifier gives you 3 spaces to use (a 3-character field).
e Type gives you 1 space to use (a 1-character field).

You can include information for the “Action,” “Identifier,” and
“Type” fields on 4 screens in PROFS:

e Screen D15, “Add Mail Log Information for a Paper
Document.” You reach this screen by pressing PF1 on
screen A05, “Process Documents from Other Sources.”
See “Chapter 9: Processing documents from other
sources.”

e Screen D18, “View or Change the Mail Log Information.”
You reach this screen by pressing PF4 on screen D00,
“Process the Mail Log.” See “Chapter 10: Processing the
Mail Log.”

e Screen F13, "Add and Change a Document File and Its Mail
Log Information.” You reach this screen by pressing PF2
on screen A0S, “Process Documents from Other Sources.”
See “Chapter 9: Processing documents from other
sources.”
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e Screen F66, “View or Change the Index Information.” You
reach this screen by pressing PF4 on screen F63, “Process
the Document.” See “Chapter 7: Preparing RFT
Documents.”

Action

You can set up any code or combination of codes that you want
to use. You can divide the 10-character field and then ask
PROFS to search only part of the field. Here is one possible
way to use the 10 available spaces:

Action: ar-gi j-oct

Here the PROFS user has divided the 10 spaces into three
codes. The values shown in the 10 spaces, in this example,
are:

tand2 ar for “some action is required”

3 - to separate the codes

4-6 gij  the initials of the person who must act
7 - to separate the codes

8-10 oct the month when the action is due.

If you used this code consistently, you could, for example, ask
PROFS to find all of the documents on which action is required
regardless of who is handling them or when they are due. You
would specify:

Action: ar

on screen D01, “Find Documents.”
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You could ask for all the documents that the person “gij” is
handling. You would specify:

Action: giij

on screen DO1.

You could ask for all the documents due in October. You
would specify

Action: oct

You could ask for combinations of your codes. You would ask
for all of the documents that gij is handling in October by
specifying

Action: gij-oct

Note that, in the “Action” line, PROFS matches characters by
position. For example, if you use positions 4, 5, and 6 for the
person’s initials when filing the information in your mail log,
you must ask for the initials in positions 4, 5, and 6 of the
“Action” line on the search screen.

Identifier
You can set up any codes that you want for “Identifier.” One
possible use of “Identifier” is to show where you have filed a
paper document. For example, you could use:

ADM for Administrative files

BUD for Budget files

CON for Contract files

PER for Personnel files.
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Type

PROFS specifies the type of document for you if the document
was created using PROFS. PROFS attaches special
significance to the letters U, M, and D.

U- means an RFT-D or Draft document (that can be changed
by you and reviewers)

M - means an RFT-F or Final document

D - means a deleted document (this shows in the mail log).
Additionally, you can specify a “Type” for documents that
come from outside PROFS. This can help you remember what
the document was whenever you view the mail log entry for
that document. You could, for example, use the codes:

N - for newspaper articles

J - for journal articles

P - for proposals.
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How to use nicknames

You can assign nicknames to people so you can use the
nicknames instead of user names to communicate with them.
The nickname can have from one to eight characters and
should be something easy to remember.

If you communicate often with people on another system, you
may want to use nicknames for them instead of combinations
of system names and user names. For example, Mary Jones’s
user name might be MJONES and her system name might be
VMSYS1. You could add the nickname MARY to your
nickname file. Then all you would have to do to send
something to her is type MARY. PROFS would view your
nickname files to find the user name and system name that are
represented by the nickname MARY. All you have to
remember is her nickname.

You can also use actual names on notes you send to others.
You type your name after the “From:” (not longer than 18
characters) as the first greeting line in your nickname file. You
type other people’s names (not longer than 18 characters) in
the "Name/Comments” field in your nickname file next to their
nickname.

Working with nickname files B-1



What a nickname file is

Nickname files include tailored greeting and closing lines for
notes. They also include instructions on:

e Whether to file your notes
e Where to file them

e Whether the note should be sent as a file that can be
printed

e Whether the note is to include the list of names the note is
being sent to and carbon copy names.

Nickname files contain lists of nicknames. Your PROFS
administrator has set up a main nickname file that you can
use. When you create your personal main nickname file,
PROFS copies the main nickname file that your PROFS
administrator has set up for you to your personal storage. You
can then add nicknames of people you communicate with
regularly.

In addition to your main nickname file, you can create
alternate nickname files that contain specialized lists of
names. You connect to these alternate files through the
alternate nickname statement on your main nickname file. You
can also connect your main nickname file to an alternate
nickname file. Either your main nickname file or your alternate
nickname file must connect to at least one nickname file that
the PROFS administrator has already set up. The files that
your PROFS administrator has set up contain system
statements that allow your personal nickname files to work.
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To begin working with your nickname files, type CONTROL on
the command line of the main menu (A0Q). If your PROFS
administrator has set up a PF key for this function, press the
PF key. PROFS shows you screen T00, “Process Your PROFS
Control Files.”

PROCESS YOUR PROFS CONTROL FILES T60

Press the PF key for the trpe of file you want.

PF1 Process your main nickname file

PF2 Process your alternate nickname file
=4 L SRR RSHENTI AL S

PF3 Process an author profile

PF4 Process a distribution list file

PF3 Help PF12 Return

===)

To work with your main nickname file, press PF1 on screen
TOO.
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PROFS shows you screen T10, “Process Your Main Nickname
File.”

PROCESS YOUR MAIN NICKNAME FILE T16

Press one of the following PF keys.

PF1 Add a new nickname
PF2 Change a nickname
ST If you want to work with a

PF3 Erase a nickname specific nickname, tree in
o the name before you press
PF4 View a nickname the PF key.

PF5 Change your nickname file's control information

PFB Quit  PF9 Help PF12 File

To work with an alternate nickname file, type the filename next
to PF2 on screen T00. Then, press PF2. PROFS shows you
screen T10, “Process Your Alternate Nickname File.” (The
name of this screen depends on what you typed on screen
T00.)

Before you create a nickname file, you should understand the
nickname statements and the control information. Press PF1
on screen T10 to add nickname information, or press PF5 on
screen T10 to see the control information.

The following sections describe how to create and work with
nickname files, and how to change the control information.

At the end of this appendix, you'll find a “fast-track” diagram
that summarizes the appendix pictorially.
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Adding a nickname

To add a new nickname to your nickname file, follow these
steps:

1. Press PF1 on screen T10. PROFS shows you screen T11,
“Add a New Nickname.”

ADD A NEW NICKNAME ™

Tree in the information below. Then press PFI2.

Nickname: 4

System name:

User name:

Private: ---E;-;; n)
Printer: ‘ (y ar n)
Class: ;
Name/comments: "

PFB Quit  PF9 Help  PF12 Return

2. Fill in the blank lines on screen T11:
Nickname: Type a nickname that is no more than eight

characters long. Be sure to make the nickname one that
easy to remember, for example, MARY.

Working with nickname files
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If you use the same nickname in separate nickname files
(but you use them for different people), PROFS will always
use the first nickname it finds. For example, you might use
MARY in your main nickname file and MARY in an
alternate file. PROFS views your main nickname file first
and will use MARY in that file.

Nicknames should be slightly different from one another for
this reason. If you want to use MARY twice, you could
make one MARY1 and the other MARY2, or use the first
letter of each Mary’s last name.

System name: Type the system name to identify the system
the person uses, for example, VMSYS1. If the person is on
your system, you can type a percent sign (%) instead of the
system name.

User name: Type the user name that identifies the person
toc PROFS, for example, MJONES.

Private: Type N in the blank if you want PROFS to put the
note in your regular note log. If you type Y in the blank
when you send a note to that nickname, PROFS will put the
note in a note log named with the nickname you typed at
the top of the screen. If you leave the line blank, PROFS
will choose N and automaticaliy put the note in your
regular note log.

Printer: Type N in the blank if you want the note sent to the
person’s incoming mail. If you type Y in the blank, PROFS
will send the note as a file that can be printed. If you leave
the line blank, PROFS will automatically choose N and
send the note as part of the person’s incoming mail.

Class: Class indicates how you want a note to be sent. If
you don’t specify a class, the note or document will be sent
as part of the regular mail. (See the PROFS administrator
for more information on how this is used at your site.)
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Name/Comments: Type any additional comments. For
example, you might type the person’s full name or title.
You can see names instead of user names and system
names on notes you send to others. The first 18 characters
of your name appear in the “FROM” column and the first 18
characters of the person who is receiving the note appear
in the “TO” column. If you don’t use “FROM,” the user
names and system names will appear. If you don't use the
nickname of the person who receives the note the user
name and system name of the person who receives the
note appears; however, your name appears on the note.
PROFS will show you only the first 18 characters you type
in the PROFS note, no matter where you begin typing them.
If you want to add comments, but don’t want them included
in the PROFS note you send, begin typing after the 18th
character. If you type Y on the “Print to whom the note is
being sent” line (see screen T18, “Change Main Nickname
File's Control Information”), PROFS will place the
receiver’'s name in the note heading.

Press PF12. PROFS files the new nickname and returns
you to screen T10.

IF YOU CHANGE YOUR MIND

If you decide before you press PF12 that you don’t want to add
the nickname to your nickname file, press PF8. PROFS will
show you screen T10. Press PF8 again on screen T10. The
information you typed on screen T11 will not be added.
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Changing a nickname

There are two ways to change nicknames in your nickname
files, depending on whether or not you have one specific
nickname in mind.

If you only want to change one nickname, type it in the blank
space under PF2 on screen T10, and press PF2. PROFS takes
you directly to screen T13, “Change the Nickname.”

CHANGE THE NICKNAME ™

Trpe in your change(s) over the information below. Then press PFIZ.

Nickname: YARY

System name:  VMSYSIAA

User name: MIONES

Private: N (rorm

Printer: & (r or n)

Class: 6

Name/comments: ﬁarr Jones Mar. Administration

PFB Quit  PF9 Help  PFIZ Return
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If you want to change more than one nickname, or if you don’t
remember the nickname you want to change:

1. Press PF2 on screen T10 without typing anything under
PF2. PROFS shows you screen T12, “Change a Nickname.”

CHANGE A NICKNAME T2

To change a nickname, type X next to your choice(s) below. When
you have made vour choice(s) on this screen, press ENTER.

PFB Quit PF9 Help PF10 Next Screen PF1! Previous Screen PF12 Return
=mz=) PAGE

Choice Nickname System User Name/Comments
= SMITTY VMSYS2AA  GSMITH Ginger Smith Mar. Personnel
= GEORGE MOSNVM3BB  JOHNSONG  George Johnson  Mar., Marketing
% RICH MSNVMZ2AA DRICHARD David Richards Office Manaser
2 MARY VMSYS1AA  MIONES Mary Jones Mar. Administration

2. Type X next to the name(s) you want to change.

You may have more nicknames than can be shown on one
screen. To view the next screen in the sequence, press
PF10. To view the previous screen, press PF11. When you
press either of these keys, PROFS first processes the
choices you have made before showing you another screen
of nicknames on screen T12.

3. Press ENTER. PROFS shows you screen T13, “Change the

Nickname,” with information on the first nickname that you
chose on screen T12.
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IF YOU CHANGE YOUR MIND

If you decide before you press PF12 that you don’t want to
change a nickname, press PF8 on screen T12 or T13.
PROFS shows you screen T10. Press PF8 again on screen
T10. None of the changes will be saved.

4. Make your changes on screen T13 by typing over the
information already in the blanks.

5. Press PF12.
PROFS saves your changes and shows you screen T13
again with information about the next nickname you chose.
You can now repeat steps 4 and 5.

When you have finished making changes, press PF12 on
screen T12 to return to screen T10.

IF YOU CHANGE YOUR MIND

If you decide before you press PF12 that you don’t want to
change the nickname, press PF8. PROFS returns you to
screen T10. Press PF8 again on screen T10. None of the
changes will be saved.
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Erasing a nickname

There are two ways to erase nicknames in your nickname file,
depending on whether or not you have one specific nickname
in mind. If you only want to erase one nickname, type it in the
blank space next to PF3 on screen T10, and press PF3. PROFS
shows you screen T15, “Erase the Nickname.”

ERASE THE NICKNAME T15

Verify that this is the nickname you want to erase. Then press PFi2.

Nickname: MARY
Srstem name:  VMSYSIAA

User name: MJONES

Private: N
Printer: . N
Class: ¢}
Name/comments: Mary Jones Mor. Administration

PF8 Quit PF3 Help  PF12 Erase

)

View the information you see on screen T15 to make sure that
this is the nickname you want to erase. If itis, press PF12.
PROFS erases it and returns you to screen T10.

IF YOU CHANGE YOUR MIND

If you decide before you press PF12 that you don’t want to
erase the nickname, press PF8. PROFS returns you to screen
T10. Press PF8 again on screen T10. Nothing will be erased.
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B-12

If you want to erase more than one nickname, or if you can’t
remember the nicknames you want to erase:

1. Press PF3 on screen T10 without typing anything under
PF3. PROFS shows you screen T14, “Erase a Nickname.”

ERASE A NICKNAME TH4

To erase a nickname, type X next to your choice(s) below. When
you have made your choice(s) on this screen, press ENTER.

PFB Quit PF9 Help PF10 Next Screen PF1i Previous Screen PFi2 Return
===) _ PAGE

Choice Nickname System  User Name/Comment s
£ SMITTY VMSYS2AA  GSMITH Ginger Smith Mar. Personnel
- GEORGE MSNVM3BB JOHNSONG  George Johnson  Mar. Marketins
= RICH MSNVMZAA DRICHARD David Richards Office Manager
. MARY WMSYSIAA  MIONES Mary Jones Mar. Administration

2. Type X next to the name(s) you want to erase.
3. Press ENTER.

You may have more nicknames than can be shown on one
screen. To view the next screen in the sequence, press
PF10. To view the previous screen, press PF11. When you
press PF10 or PF11, PROFS erases the nicknames you
chose on that screen and shows you the screen you
requested.

4. Press PF12. PROFS erases the nicknames you chose and
returns you to screen T10.
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IF YOU CHANGE YOUR MIND

If you decide before you press PF12 that you don’t want to
erase any nicknames, press PF8. PROFS returns you to
screen T10. Press PF8 again on screen T10. Nothing will be
erased.

Viewing a nickname

There are two ways you can view nicknames in your nickname
file, depending on whether or not you have one specific
nickname in mind.

If you know the nickname you want to view, type it in the blank
under PF4 on screen T10 and press PF4. PROFS will take you
directly to screen T17, “View the Nickname.”

VIEW THE NICKNAME T1?

The following information is in your nickname file.
“Nickname: MARY
System name:  VMSYSIAA

User name: MJONES

Private: N
Printer: N
Class: Q

Name/comments: Mary Jones, Mar. Administration

PF9 Help PF12 Return
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If you don’t know the nickname, or if you want to view more
than one nickname:

1. Press PF4 on screen T10 without typing anything under
PF4.

PROFS shows you screen T16, “View a Nickname,” which
has a list of all the nicknames in that file.

VIEW A NICKNAME Tib

Enter X beside the nicknames you wish to view. When you have made
your choice(s) on this screen, Press ENTER.

PFB Quit PF9 Help PF10 Next Screen PF{! Previous Screen PFi2 Return
z==) PAGE

Choice  Nickname Srstem User Name/Comments
— SMITTY VMSYS2AA GSMITH Ginger Smith Mar. Personnel
= GEORGE MSNVM3BB JOHNSONG  George Johnson  Mar. Marketing
= RICH MSNVM2AA DRICHARD David Richards Office Manager
3 MARY VMSYS1AA  MIONES Mary Jones Mar. Administration

2. Type X next to the name(s) you want to view.

You may have more nicknames than can be shown on one
screen. To view the next screen in the sequence, press
PF10. To view the previous screen, press PF11. When you
press PF10 or PF11, PROFS shows you the nicknames you
chose on that screen. Screen T16 will appear again after
you have viewed all of the nicknames you chose on that
screen. Another list of nicknames will be shown that
comes before or after those you were viewing, depending
on whether you chose PF10 or PF11.
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3. Press ENTER.

PROFS shows you screen T17, “View the Nickname,” with
the detailed information about the nickname you chose.

4. Press PF12.

If you chose only one nickname on screen T10, PROFS
returns you to screen T10. If you chose several nicknames
on screen T16, PROFS shows you screen T17 again for
each name that you chose, until you have seen them all.
PROFS then returns you to screen T16.

Working with control file information

On screens T18, “Change Main Nickname File’s Control
Information,” and T19, “Change Alternate Nickname File’s
Control Information,” you can create a greeting and closing for
your notes, name the file in which your notes will be logged
(screen T18 only), and name an alternate nickname file you
want to work with.

On screen T18 you can indicate you want to include the names
of addressees (listed at the top of a note) or names of people
who will receive copies (listed at the bottom of a note). You
can also send the greeting or closing with the note, and send a
“banner page” or cover sheet (with your own text) with a note
or document that you are sending to print.
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Changing control information

You can add or change parts of your nickname files’ control
information. Press PF5 on screen T10.

PROCESS YOUR MAIN NICKNAME FILE T10

Press one of the following PF kers.

PF1
PF2

PF3
PF4

PF5

Add a new nickname
Change a nickname

==l SN A If vou want to work with a

Erase a nickname specific nickname, trre in
T A the name before you press
View a nickname the PF key.

Change your nickname file's control information

PFB Quit PF9 Helr  PF12 File

PROFS shows you screen T18 if you're working with your main
nickname file and screen T19 if you're working with an
alternate nickname file.
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CHANGE MAIN NICKNAME FILE'S CONTROL INFORMATION T18

Tyee in the change(s) you want to make over the appropriate information
below. Then press PFi2.

Greeting: Erom!

Subject:

Closina:

Name of note log: NOTE____
Name of alternate nickname file: SYSTEM NAMES B

Print to whom note is being sent: Y Send greeting with notes: Y
Print carbon coey list on notes: Y Send closing with notes: Y
Banner for printina:

PF8 Quit PF9 Heip PFi2 Return

CHANGE XXXO0OCKXX NICKNAME FILE'S CONTROL INFORMATION T19

Tree in the change(s) you want to make over the appropriate information
below. Then press PF12.

Greeting: Erom:

Subject:

Closing:

Name of alternate nickpame fites ______ ______ __

PFB Quit PF9 Help PF12 Return
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On either screen, type your information in the following places:

Greeting: The greeting goes at the top of your note, before
the text.

PROFS allows you to have four greeting lines, with up to 63
characters in each line. Either the greeting or the closing
should tell who sent the note. The first 18 characters of
your name typed after the “From:” in your nickname file
appear in the “FROM” column. (See screen C00, “Open
the Mail,” or screen E08, “View the Note Log.”)

Your PROFS administrator may have already put
information on these lines. However, you can change this
by typing what you want over the present information, or by
using your space bar to move the cursor along the line,
leaving blank spaces. The word “Subject” may appear on
the fourth line. Don’t type over this. If you do, the subject
of your notes will appear as NO SUBJECT in the receiver’s
incoming mail (screen C00, “"Open the Mail”).

You can create an empty greeting line by typing ))})) in the
first four spaces of the greeting on screen T18, “Change
Main Nickname File’s Control Information,” or on screen
T19, “Change XXXXXXXX Nickname File’s Control
Information.” An empty line will be created in your
nickname file although no blank line will appear in your
note. This helps you if you want to override a greeting in
another nickname file you can use. Any blank greeting will
appear as “))))” on screen T18 or screen T19.

Closing: The closing comes at the end of your note, after
the text. PROFS allows you to have four closing lines, with
up to 63 characters in each line. Either the greeting or the
closing should tell who sent the note.

Your PROFS administrator may have aiready put
information on these lines. However, you can override this
by typing what you want over the present information, or by
using your space bar to move the cursor along the line.

For example, if you want the name of the person sending
the note to appear on the right side of the page, space over
to the right to where you want the name to begin.
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You can create an empty closing line by typing )})) in the
first four spaces of the closing on screen T18, “Change
Main Nickname File's Control Information,” or on screen
T19, “Change XXXXXXXX Nickname File’s Control
Information.” An empty line will be created in your
nickname file. This helps you if you want to override a
closing in another nickname file you can use. Any blank
closing will appear as “))))” on screen T18 or screen T19
although no blank line will appear in your note.

Name of the note log: PROFS puts a copy of each note you
send in the log you name. If you don’t want your notes
logged, type NOLOG. If you leave this line blank, PROFS
will assume you don't want your notes logged (the special
command .If will not work).

Name of alternate nickname file: This statement allows you
to connect to another nickname file. Each alternate
nickname file that is connected can contain a connection to
another alternate nickname file. PROFS will connect up to
150 files.

Your last alternate nickname file must connect to a
nickname file on SYSADMIN to pick up the system
information that allows your nickname file to work.
Therefore, only your last alternate nickname file should be
one of the nickname files on SYSADMIN.

If you need to change the name of an alternate nickname
file, or if there is more than one alternate nickname file,
your PROFS administrator will tell you. See your PROFS
administrator for the names and descriptions of
SYSADMIN’s nickname files.

Print to whom the note is being sent: The information you
typed in the first 18 spaces on the “Name/Comments” lines
on screen T11 appears in your note if you specify Y. If you
don’t want the “To” line of the note to appear, type N. If
you don’t specify either, PROFS chooses Y.

Print carbon copy list on notes: Type Y if you want the list
for carbon copies to be printed at the bottom of your note.
The list is not printed if you type N. If you don’t specify
either, PROFS chooses Y.
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Send greeting with notes: You can decide whether or not to
include a greeting. Type Y to send a greeting. Type N if
you don’t want PROFS to send a greeting. If you don’t
specify either, PROFS chooses Y.

Send closing with notes: Type Y to send a closing with your
note. Type N if you don’t want PROFS to send a closing. [f
you don't specify either, PROFS chooses Y.

Banner for printing: Type any statement that you want to
appear on a cover sheet when you print.
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Appendix C: Working
with distribution lists

How to use distribution lists

If you often send notes, messages, or documents to, or
schedule meetings with, the same groups of people, you may
want to use distribution lists instead of typing names again and
again. You can set up distribution lists according to
departments, job functions, or membership on project teams.
You can give each list a meaningful name (from one to eight
characters long) like SALES or MANAGERS. (The filetype for a
distribution list is always OFSMLIST.)

You can create distribution lists by copying nicknames from a
nickname file, or by typing nicknames, user names, or system
name (user name) combinations. Do not use your user name
as the name of your distribution list. You can also include
other distribution list names in a distribution list.

To use a distribution list when you are sending notes,
messages, or documents, type the name (filename) of the list
where you typically type a nickname or user name. You can
also type the user names or nicknames of other people who
are not on a list. If your nickname or user name is in the
distribution list, PROFS will not send you the note, message, or
document.

When you want to search several mail logs at the same time,
you can type a distribution list name on screen D01, “Find
Documents.” PROFS will give you a message that tells you the
name of the mail log you are about to search. PROFS will also
ask you for the password for that person’s A-disk, if necessary.
When all the mail logs have been searched, PROFS shows you
screen D03, “Process the Documents Found.”

You can use a distribution list to view the schedules for a

group of people all at one time. You can also type the
distribution list names of people you want to attend a meeting.
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At the end of this appendix, you'll find a “fast-track™ diagram
that summarizes the appendix pictorially.

Processing distribution lists

When you process distribution lists, you can create new
distribution lists, add names to existing lists, change individual
names or nicknames on a list, erase single names or whole
distribution lists, or view distribution lists. You can also copy
nicknames from your existing nickname files into your
distribution lists.

To begin processing your distribution lists, type CONTROL on
the command line of the PROFS main menu. If your PROFS
administrator has set up a PF key for this function, just press
the PF key. PROFS shows you screen T00, “Process Your
PROFS Control Files.”

PROCESS YOUR PROFS CONTROL FILES Te8

Press the PF key for the tyee of file rou want.

PF1 Process your main nickname file

PF2 Process your alfernate nickname file
D Hi OFSMCNTL A

PF3 Process an author erofile

PF4 Process a distribution list file

PF3 Help  PF12 Return

Press PF4 on screen T00.
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PROFS shows you screen T30, “Process a Distribution List.”

PROCESS A DISTRIBUTION LIST T38

Press one of the following PF kers.

PF1 Add a new distribution list
= A0S, If you want to work with a

PF2 Chanqe—; distribution list specific distribution list,
________ type in the name before vou
PF3 Erase a distribution list press the PF key.

PFS Hetp PF12 Return

From this screen you can begin to add (create), change, erase,
or view distribution lists. While you are changing a list, you
can add, change, erase, or view individual names.
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Creating a distribution list

You can build a distribution list by adding nicknames from your
existing nickname files. PROFS will copy them from the file
you request to your new distribution list. You can also add
other names to your list by typing nicknames, user names, or
system name (user name) combinations.

To create a new distribution list, type the name (one to eight
characters) you have chosen for it on the blank line next to PF1
and press PF1 on screen T30. Be sure to make the name
something easy to remember, for example, “Managers.”
PROFS shows you screen T31, “Add the XXXXXXXX
Distribution List.” (The name you typed on screen T30
replaces the Xs in the screen title.)

ADD THE MANAGERS DISTRIBUTION LIST 1M
Press one of the following PF kers.

PF1 Choose nicknames to add to the list from vour
main nicknane file

PF2 Choose nicknames to add to the list from vour
alternate nickname file. Type the name below
R e OFSHCNTL A1

PF3 Add a name to the list

PFB Quit  PFI Help  PFIZ File
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Adding nicknames

If you want to copy names from your main nickname file into

your distribution list, press PF1 on screen T31. If you want to
work with your alternate nickname file, type the name of the

alternate nickname file next to the cursor and press PF2.

PROFS shows you screen T32, “Choose Nicknames to Add to
the XXXXXXXX List.” (PROFS replaces the Xs in the screen

title with the name of the distribution list you chose on screen
T30.)

CHOOSE NICKNAMES TO ADD TO THE MANAGERS LIST 132

To add a nickname to the distribution list, tyee X next to vour choice(s)
below. When you have made your choice(s) on this screen, press ENTER,

PFB Quit PF9 Help PF10 Next Screen PFI1 Previous Screen PFiZ Return
===) _ PAGE
Choice Nickname Comment s/Name
s MATTISON  Rebin B. Mattison Mar. Market Res.

- WANGED Deb Wange Mar. PR

5 VANJOREN Dot VanJoren 0ffice Manager

+ RADDISHJ Janine Raddish TEAM Manager

- JSMITH John Smith Mar. Accounting

2 MCBARRY Barry McCormick Mar. Sales

- ATREE Art Tenenbaum Mar. R and D

o REISMANA  Alan Reisman Mar. Distribution

To add nicknames to the distribution list, type X next to your
choices. Then, press ENTER.

You may have more nicknames than can be shown on one
screen. To view the next screen in the sequence, press PF10.
To view the previous screen, press PF11. When you press
either of these keys, PROFS first adds the nicknames you
chose before showing you another list of nicknames on screen
T32. Press PF12 to return to T31.
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IF YOU CHANGE YOUR MIND

If you decide before you press PF12 on screen T31 that you
don’t want to add nicknames to a distribution list, press PF8.
PROFS will show you screen T30. The names you were going
to add will not be added.

Adding other names

If you want to add names that are not in your nickname files,
press PF3 on screen T31. PROFS shows you screen T33, “Add
a Name to the XXXXXXXX List.”

ADD A NAME TO THE MANAGERS LIST T33

Trre in the system name(s) and user name(s) you want to add to the
distribution list below. UWhen you have finished, press PF12.

Name Name/Comments

PF{ Add More PF8 Quit PF9 Help PF12 Return

===)
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On this screen you can type the names you want to add to your
distribution list:

e |If you are adding the name of a person who uses the same
PROFS system that you do, type the person’s user name.

e If you are adding the name of a person who is not on your
PROFS system (a remote user), type that person’s system
name followed immediately by the person’s user name in
parentheses, for example: ATL50(JPJONES).

e For both remote and local users, you can type a nickname
instead of a user name if the nickname is in your own
nickname file, your alternate nickname file, or your PROFS
system nickname file. (See “Appendix B: Working with
nickname files.”)

e Type your comments on the lines under
“Name/Comments.” These are for your own use and never
appear in notes or messages.

When you have finished, press PF12. PROFS adds the names
to your distribution list and returns you to screen T31, “Add the
XXXXXXXX Distribution List.” Press PF12 to file the changes
and return to T30.

IF YOU CHANGE YOUR MIND

If you decide before you press PF12 on screen T31 that you
don’t want to add other names to a distribution list, or if you
decide not to add the whole list, press PF8. PROFS will show
you screen T30. The names or list you were going to add will
not be added.
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Changing a distribution list

There are two ways to change distribution lists, depending on
whether or not you have a specific list in mind.

If you only want to make changes in one distribution list, type
the filename in the blank space next to PF2 on screen T30 and
press PF2. PROFS takes you directly to screen T40, “Change
the XXXXXXXX Distribution List.” (PROFS replaces the Xs with

the filename you typed.)

CHANGE THE MANAGERS DISTRIBUTION LIST

Press one of the following PF kers.

PF1

PF2

Choose nicknames to add to the list from your
main nickname file

Choose nicknames to add to the list from your
alternate nickname file. Type the name betow
________ OFSHCNTL A1

Add a name to the list

Change a name in the list

Erase a name from the List

View the names in the distribution list

PF8 Quit  PFI Helr  PF1Z File
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If you want to change more than one distribution list, or if you
can’t remember the name of the distribution list you want to
change:

1. Press PF2 on screen T30 without typing anything undgr '
PF2. PROFS shows you screen T34, “Change a Distribution
List.”

CHANGE A DISTRIBUTION LIST T34

To change a distribution tist, type X next to your choice(s) below.
When you have made your choice(s) on this screen, press ENTER.

PFB Quit PF9 Help PF10 Next Screen PF1! Previous Screen PF12 Return
===) _ PAGE
Choice Distribution List
4 MANAGERS
SALES

:

2. Type X next to the names of distribution list(s) you want to
change.

You may have more distribution list names than can be
shown on one screen. To view the next screen in the
sequence, press PF10. To view the previous screen, press
PF11. When you press either of these keys, PROFS first
processes the names you have chosen before it shows you
another list of names on screen T34.

3. Press ENTER.
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PROFS shows you screen T40, “Change the XXXXXXXX
Distribution List.” (PROFS replaces the Xs with the first
filename you chose.) See screen T40 at the beginning of
“Changing a distribution list” in this appendix.

From screen T40, you can:

e Copy names from your nickname files into distribution lists.
e Add names that are not in your nickname files.

e Change names.

e FErase names.

e View names.

If you want to choose nicknames to add to your distribution list
from your main nickname file, press PF1 on screen T40,
“Change the XXXXXXXX Distribution List.” PROFS shows you
screen T32.

If you want to choose nicknames to add to your distribution list
from your alternate nickname file, type the filename, and press
PF2 on screen T40. PROFS shows you screen T32, “Choose
Nicknames to Add to the XXXXXXXX List.” You can use this
screen the same way you did when you created a distribution
list (see “Creating a distribution list” at the beginning of this
appendix).

If you want to add names that are not in your nickname files,
press PF3 on screen T40. PROFS shows you screen T33, “Add
a Name to the XXXXXXXX List.” You can use this screen the
same way you did when you created a distribution list (see
“Creating a distribution list” at the beginning of this appendix).
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If you want to change names in your distribution list, press PF4
on screen T40. PROFS shows you screen T41, “Change a
Name in the XXXXXXXX List.”

CHANGE A NAME IN THE MANAGERS LIST T4

To change a name in the distribution {ist, tyre X next to your choice(s)
below. When you have made vour choice(s) on this screer, press ENTER,

PFB Quit PF9 Help PF10 Next Screen PF11 Previous Screen PF12 Return

Choice  Name Name/Comments
4 WSHVM3BC (RBMATTSN) Robin B. Mattison, Mar. Market Research
< WSHVM3BB(DEW44211) Deb Wange, Mgr. PR
< WSHVM3BD (DOTVJ999) Dot VanJoren, Office Manager
at PALALVMS (JANRAD33) Janine Raddish, TEAM Manager
- MSNVM2AA(DALID100) John Smith, Mar. Accaunting
£ TXVMSYS! (BMCCDEV?) Barry McCormick, Msr. Sales
3 CANTVM3b (ATANPRBS) Art Tenenbaum, Mor. R and D
-3 MDGATVMK (ALREIS12) Al Reisman, Mar. Distribution

Choose names by typing X next to each one you want to
change. Press ENTER. PROFS shows you screen T42,
“Change the Name in the XXXXXXXX List,” with the names you
chose to change. (PROFS replaces the Xs with the name of the
list you are making changes in.)
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CHANGE THE NAME IN THE MANAGERS LIST T42

Type in the change(s) aver the information betow. When you have finished,

press PF1Z.

Name Comment s/Name

WSHVM3BC (RBMATTSN) Robin B. Mattison, Mor. Market Research
WSHVM3BB(DEW4421 1) Deb Wange, Mar. PR

WSHVM3BD(DBOTVJ9993 Dot VanJoren, Office Manager

PALALVMS (JANRAD33) Janine Raddish, TEAM Manager
MSNVM2AA(DALID160) John Smith, Mar. Accounting

TXVMSYS (BMCCDEVT) Barry McCormick, Msr. Sales

CANTVIM36 (ATANPRBS) Art Tenenbaum, Mar. R and D

MDGATVMK (ALREIS12) Al Reisman, Mar. Distribution

PFB Quit PF9 Help PF12 Return

Type your changes over the information on the screen. Press
PF12. PROFS returns you to screen T41. Press PF12. If you
chose several lists on screen T34, PROFS returns you to
screen T40 for each one. You can choose nicknames to add to
a list, make other additions, change, erase, or view names in
each distribution list. PROFS will return you to screen T40
until you finish making changes.

IF YOU CHANGE YOUR MIND

If you decide before you press PF12 on screen T40 that you
don’t want to change one or more distribution lists, press PF8.
PROFS will show you screen T30. The distribution list(s) you
were going to change will not be changed.
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Erasing names on a distribution list or erasing the
whole list

If you want to erase a name from a distribution list, press PF5
on screen T40, “Change the XXXXXXXX Distribution List.”
PROFS shows you screen T43, “Erase a Name From the
XXXXXXXX List.”

ERASE A NAME FROM THE MANAGERS LIST T43

To erase a name from the distribution tist, tyre X next to your choice(s)
below. When you have made rour choice(s) on this screen, press ENTER.

PFB Quit PF9 Help PF10Q Next Screen PFil Previous Screen PFIZ Return
===) _ PAGE
Choice  Name Comments/Name

» WSHYM3BC(RBMATTSN)  Robin B. Mattison, Mar. Market Research

3 WSHVM3BB(DEW44211)  Deb Wange, Mar. PR

2 WSHVM3BD(DOTVJ999) Dot VanJorem, Office Manager

& PALALVM5(JANRAD33)  Janine Raddish, TEAM Manaser

'3 MSNVMZAACDALID1EO)  John Smith, Mar. Accounting

£ TXVMSYS1 (BMCCDEVT)  Barry McCormick, Mar. Sates

£ CANTVM3GCATANPRBB)  Art Tenenbaum, Mar. R and D

) MDGATVMK(ALREISI2) Al Reisman, Mor. Distribution

Choose the names you want to erase by typing X next to each
name. Then press ENTER.

IF YOU CHANGE YOUR MIND

If you decide before you press PF12 on screen T40 that you
don’t want to erase names on a distribution list, press PF8.
PROFS will show you screen T30. Nothing will be erased.
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There are two ways to erase whole distribution lists,
depending on whether or not you have one specific list in

mind.

If you only want to erase one distribution list, type the name of
the distribution list in the blank space next to PF3 on screen
T30, “Process a Distribution List,” and press PF3. PROFS
shows you screen T36, “Erase the XXXXXXXX Distribution

List.”

ERASE THE MANAGERS DISTRIBUTION LIST T3b

Press PF12 to erase the following distribution list.

PF8 Quit PF9 Help PF10 Next Screen PF1! Previous Screen PFI2 Erase

===

Name

WSHVYM3BC(RBMATTSN)
WSHVM3BB(BEW44211)
WSHVM3BB(DOTYJ999)
PALALVMS (JANRAD33)
MENVMZAACDALID100)
TXVMSYS! (BMCCDEV?)
CANTVM36 (ATANPRBB)
MDGATYMK(ALREIS12)

Comment s/Name
Robin B. Mattison, Msr. Market Research
Deb Wange, Mar. PR
Dot VanJoren, Office Manaser
Janine Raddish, TEAM Manager
John Smith, Mar. Accounting
Barry McCormick, Mar. Sales
Art Tenenbaum, Mar. R and D
Al Reisman, Mar. Distribution

Look over the information you see on screen T36 to make sure
that this is the distribution list you want to erase. [fit is, press
PF12. PROFS erases the list and returns you to screen T30.
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IF YOU CHANGE YOUR MIND

If you decide before you press PF12 on screen T36 that you
don’t want to erase the distribution list, press PF8. PROFS
returns you to screen T30. Nothing will be erased.

if you want to erase more than one distribution list, or if you
can’t remember the name of the distribution list you want to
erase;

1. Press PF3 on screen T30. PROFS shows you screen T35,
“Erase a Distribution List.”

ERASE A DISTRIBUTION LIST T35

To erase a distribution list, tyre X next to vour chaice(s) below.
When you have made your choice(s) on this screem, press ENTER.

PFB Quit PF3 Hele PF10 Next Screen PF!! Previous Screen PFIZ Return
===)1 PAGE
Choice Distribution List

X MANAGERS

> SALES

i SUPPORT

- BOARD

5 PREFSTOK

I TECHNCL
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2. Type X next to the names of the distribution lists you want
to erase.

3. Press PF12.

PROFS shows you screen T36 for each of the lists you chose to
erase. After you view the list to make sure you want to erase
it, press PF12. PROFS shows you screen T36 for each list you
chose.

IF YOU CHANGE YOUR MIND

If you decide before you press PF12 on screen T36 that you
don’t want to erase one of the lists, press PF8. Press PF8
again on screen T35. Nothing will be erased.

After you have finished working with the last list, press PF12 to
get back to screen T30.
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Viewing a distribution list

There are three ways you can view a distribution list,
depending on which screen you are working with at the time,
and whether or not you have a specific list in mind.

If you want to view names in a distribution list from screen T40,
“Change the XXXXXXXX Distribution List,” press PF6. PROFS

shows you screen T44, “View the Names in the XXXXXXXX
List.”

If you know the name of the distribution list you want to view,
type it in the biank next to PF4 on screen T30 and press PF4.
PROFS shows you screen T44, “View the Names in the
XXXXXXXX List.”

If you don’t know the name of the distribution list, or want to
view more than one:

1. Press PF4 on screen T30. PROFS shows you screen T37,
“View a Distribution List.”

VIEW A DISTRIBUTION LIST 137

To view a distribution List, tyre X next to your choice(s) below.
When you have made your choice(s) on this screen, press ENTER.

PF8 Quit PF3 Help PFi0 Next Screen PF1! Previous Screen PFi2 Return
== PAGE
Choice Distribution List
9 MANAGERS
SALES
SUPPORT
BOARD
PREFSTOK
TECHNCL

1 R S LR
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2. Type X next to the names of the lists you want to view.

3. Press ENTER.

PROFS shows you screen T44, “View the Name

XXXXXXXX List.”

VIEW THE NAMES IN THE MANAGERS LIST

The fotlowing information is in the distribution tist.

PF3 Help  PF10 Next Screen PF11 Previous Screen  PFi2 Return

ama) _

s in the

T44

Name

WSHYM3BC(RBMATTSN)
WSHYM3BB(DEW44211)
WSHVM3BB(DOTVJS99)
PALALVMS (JANRAD33)
MSNVMZAA(DALID100)
TXVMSYS 1 (BMCCDEVT)
CANTVM36 (ATANPRES)
MDGATVMK (ALREIS12)

4. Press PF12.

Comments/Name
Robin B. Mattison, Mar. Market Research
Deb Wange, Mar. PR
Dot VanJoren, Office Manager
Janine Raddish, TEAM Manager
John Smith, Mar. Accounting
Barry McCormick, Mar. Sales
Art Tenenbaum, Msr. R and D
At Reisman, Mar. Distribution

If you chose to view only one distribution list on screen
T37, PROFS returns you to screen T30. If you chose
several distribution lists on screen T37, PROFS shows you
screen T44 for each list you chose, until you have seen
them all. PROFS then returns you to screen T37.
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You can use only some of the System Product (SP) Editor
(XEDIT) commands to create or change Document Composition
Facility (DCF) documents with PROFS. Using any other XEDIT
commands that are not listed here, either directly or within
XEDIT macros, may produce unpredictable results.

For complete information about using the SP Editor, see these
IBM publications:

e [BM VM/SP System Product Editor User’s Guide. This book
is intended for new users. If you're not familiar with using
an editor, you should read it first.

e [BM VM/SP System Product Editor Command and Macro
Reference. This reference book gives complete information
- about using the System Product Editor (XEDIT).

e |BM VM/System Product: SP Editor Command Language

Reference Summary. This card summarizes the XEDIT
commands and what they do.
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Here is a list of XEDIT commands you can use with PROFS.
You will also find some of the special features to note when
using these commands with PROFS. If you use any options
with the commands, be sure to follow the commands with a
space before you type the options. For information about the
basic use of these XEDIT commands, see the notes at the end
of this appendix.

Command See Note Command See Note
BOTTOM NAMESORT 2,34
TOP PUT (D) 2,5
NEXT ADD 3
FILE GET 395
QUIT INPUT 3
QQUIT JOIN 3
QUERY RECOVER 3
SET 1,6 REPLACE 3
CHANGE 2 SPLIT 3
DELETE 2 SAVE 7
LOCATE 2 upP

LEFT 9 DOWN

RIGHT 9 GETR 8
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Notes:

1. You can only use the following with SET when preparing
DCF documents with PROFS:

ARBCHAR SPAN
AUTOSAVE STAY
ESCAPE SYNONYM
MSGMODE TABLINE
NULLS TABS
PREFIX (only in TEXT

text sections) TOFEOF
SCALE VARBLANK

ZONE

2. All these commands work only between prompts on PROFS
screens used for preparing documents. Examples of
prompts are: “Subject,” “To,” and “Copy List.” If you want
to use the NAMESORT command to sort names, you have
to use it once for the names under “To” and again for the
names under “Copy List.”

3. These commands cannot be used on prompt lines. That
means, for instance, that you cannot split the “Subject”
line. In addition, INPUT and REPLACE will present an
entire screen to type information, thereby changing the
current line. (The current line is used in XEDIT to indicate
the place where you want the command action to take
place. In PROFS, you can make a line the current line by
pressing PF6 (Alternate PFs), moving the cursor to that
line, and then pressing PF4.)

4. NAMESORT can be issued with an XEDIT target; for
instance, NAMESORT 4 will sort only on four names,
removing any “=" or “&.” NAMESORT/string/ will sort
names on all lines down to, but not including, the first line
that contains the character string “string.” (See "Appendix
I: Typing names, dates, and times” to learn how to use
NAMESORT.)
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Use PUT and GET to move or copy blocks of information
from one part of a document to another.

You can also use SET PREFIX ON followed by SET NUM ON
to move or copy blocks of information from one part of a
document to another, to do deletes, and so forth.

If you are creating many similar documents, you can use
the SAVE command to create a temporary format file.
Before filing the document, type the command SAVE TEMP
@DOCFMAT. This creates a new format file called TEMP.
When you specify this format for a new document, you will
be given the document you saved. Make whatever small
changes you need, and file to get your similar document.

Use GETR to include Info Center/1 files in PROFS
documents you are preparing. GETR filename SCRIPT
includes the first file PROFS finds named filename SCRIPT
in your PROFS document. (See “Appendix M: Working
with Info Center/1 files.”)

Use LEFT and RIGHT to move the document left and right
only in text sections of DCF documents.
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Appendix E:

Using Generalized
Markup Language
(GML) and Document
Composition

Facility (DCF) to
format documents

You do not have to use any formatting tags when creating
documents with PROFS. To create paragraphs in your text,
just leave a blank line between blocks of text.

If you want to do more involved formatting, use Generalized
Markup Language (GML) tags to format your text. You can use
GML tags to format Revisable-Form Text (RFT) documents, if
you use the STRIP or SCRIPT options on the XFORM
command. PROFS will SCRIPT the document and will include
all the GML tags. Following are some GML tags you can use
for Document Composition Facility (DCF) documents:

i[O Begins a paragraph. Skips a line and starts the first
line of text. No tag is needed to mark the end of a
paragraph.

Xmp. Begins an example. Examples are printed as typed.

;exmp. Ends an example
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:q. Begins a quotation

eq. Ends a quotation

hpt. Begins text to be underlined

.ehp1. Ends text to be underlined

:hp2. Begins text to be in boldface

:ehp?2. Ends text to be in boldface

-hp3. Begins text to be both italicized and in boldface
:ehp3. Ends text to be both italicized and in boldface

What is printed when you specify underlining and boldface
depends on the printer you use. Printers handle these tags in

different ways. Test the tags with your printer to find out which
gives you the results you want.

:ol. Begins an ordered list where each entry will be
numbered

‘eol. Ends a list begun with :ol.

:ul. Begins an unordered list where each entry will have
a bullet (o)

eul. Ends a list begun with :ul.

sl Begins a simple list where each entry will be only

text (no numbers or bullets)
:esl. Ends a list begun with :sl.
i, Begins each entry in a list
Lists are indented with a blank line between each entry. For a
list you must use three different tags: a starting tag (for

example, :0l.}, a list item tag at the beginning of each entry in =
the list (:li.), and an ending tag (:eol.).
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There are many other GML tags you can use. The Document

Composition Facility: Generalized Markup Language Quick
Reference summarizes GML tags and what they do.

Other references include:

e Document Composition Facility: Generalized Markup
Language Starter Set User’s Guide.

e Document Composition Facility: Generalized Markup
Language Starter Set Reference.

e Document Composition Facility: Generalized Markup
Language Concepts and Design Guide.

In addition to GML tags, you can also use SCRIPT control
words. For example:

Page End
.pa Put following text on next page
.pa nostart Same, allows margin text before text

Format Control

fo off Leave text lines as they are typed
fo left Adjust to the left (fill each line)
.juon Justify text (straight right margin)
foon Adjust and justify (the default)

Tabs

tbabc.. Set tabs at column positionsabec ...
Break

.br Put following text on a new line

Using GML and DCF to format documents
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Spacing Control

.spn Leave the next n lines blank
.skn Same, unless at top of page
Indent

inn Start a new line; indent n spaces

.in n nobreak Indent n spaces; continue the present line

Top and Bottom Margin Text

.rh on Start definition of header (top margin text)
.rh even Same, but for even numbered pages only
.rh odd Same, but for odd numbered pages only
.rh off End definition of header (top margin text)
.rh cancel Cancel header for following pages

.rfon w

.rf even

.rf odd > Same as above, but for bottom margin text
.rf off

.rf cancel _J
Spacing Control
.88 Single space the following text

.ds Double space the following text
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Underscore

.us on Underscore the following text lines
.us off End underscoring of lines

Center

.ce The Titie Center the following text: “The Title”
Hyphenate

.hw go-ing Indicate where “going” may be hyphenated
Printing Drafts

.cm process Format the Draft document for printing using an
installation-created process.

This is handy for making use of the advanced
printing capabilities of printers such as the 6670
Information Distributor or 3800 Printing
Subsystem. Your PROFS administrator can tell
you whether there are any specific processes
set up for your installation.
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Appendix F: How to
interrupt PROFS tasks

While you are doing a task in one PROFS function, you may
want to interrupt the task and go to a different function. For
example, while typing a note, you may want to view your
schedule to get some information to include in the note.

You don’t have to go back to the main menu to do this. PROFS
allows you to interrupt a task and to do another task in a
different function while PROFS holds your place in the first
function.
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You can interrupt the PROFS task from any screen except the
following:

e AO00— The main menu

e AO05— Process Documents from Other Sources
e C09-— Process Files that are not from PROFS
e C10— View or Change the File

e E53— Change the Note Log

e F10— Proofreading

e F51— Document Heading

e F52— Document Text

e F53— Change Document Text

e F54— Power Typing (The screen does not show a
number.)

e F62— DisplayWrite/370 “Edit” screen (The screen does not
show a number.)

e F67— DisplayWrite/370 “Document Format Creation”
screen (The screen does not show a number.)

e F73— DisplayWrite/370 “View"” screen (The screen does
not show a number.)

e 01— View the Graphics Document

e S00— Interrupt and Process Other Jobs (That is, you can’t
interrupt a task if you're already interrupting another task.)

e Txx— All of the nickname file, author profile, and
distribution list file screens.
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| To interrupt the PROFS task, press the PA2 key. PROFS shows
| you screen S00, “Interrupt and Process Other Jobs.”

Yhis seresh is INWT AND PROCESS OTHER JOBS )
very similar to screen Press one of the following PF kers. 2
A00, the main menu. PF1 Process calendars Time: 1317 P
PFZ Process the mail log
PF3 Add an automatic reminder 1987  JANUARY 1987
PF4 Process notes and messases G VM TR S S PR AR C
PF5 View vour next reminder |2
IS TR bES s SO ©)
TR 7R IS SR TS (SR T 1

| ERRIOR ORI 28 S 7 4

| Ci,eevtsa:TI:e‘Zrate screen LS o
I S00, “Interrupt and \ el ot
Process Other Jobs.”

| PF11 View menu number 2
| PF9 Help  PF12 Return

Hail Waiting

Screen S00 lists five major tasks with PF keys. When you
press PF1 through PF4 PROFS shows you the first screen for
that task, as if you were on the main menu. When you press
PF5, PROFS shows you your next reminder on the bottom half
of the screen.

You can use some of the main menu commands on screen S00
to go to other functions and screens. However, the functions
you can go to depend on the function you interrupt. For
example, if you interrupt the “Process the mail log” function,
you cannot go to that same function on the S00 screen. In fact,
the “Process calendars” function is the only function you can
interrupt and go to the same function on the S00 screen.
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Like the main menu, the interrupt screen has two alternate
menus. To go to the next interrupt menu, press PF11. Your
PROFS administrator may set up choices for the PF keys on
these menus or can help you to set some up.

When you have finished the task that you wanted to do, press
PF12. PROFS returns you to screen S00. Press PF12 again.
PROFS returns you to the screen you were on before you
interrupted your task.
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introduction

Appendix G: Using
commands with PROFS

You use commands on screen A00, “PROFS Main Menu” or
screen S00, “interrupt and Process Other Jobs” (see
“Appendix F: How to interrupt PROFS tasks”) for a variety of
purposes. To use a command, type it next to the arrow == at
the bottom of the screen and press ENTER.

Some commands correspond to the nine major functions on
the PROFS main menu. When you use one of these
commands, PROFS shows you the first screen of the function
you have chosen. In this appendix, these commands are listed
with the corresponding PF key on screen AQO.

Some commands allow you to skip the first screen in a function
and go directly to the screen for the task you want to do. This
appendix shows you the screen that the command takes you to
and the type of task you can do on that screen.

Notational conventions used for PROFS command
formats

The following notational conventions are used when describing
the formats of the PROFS commands you type:

e Information in boldface type must be typed as shown.

e Information not in boldface type must be supplied by you.
For example, you should type the number of your document
when document number is shown in the command format.

e Although presented in this book in uppercase and
lowercase letters, PROFS commands can be typed as
either all uppercase or lowercase letters. The uppercase
letters are the short version of a command. The uppercase
letters are the minimum letters that must be typed for a
given command to function.
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For example, if you are instructed to type the following:
MAILLOG Search

you may either type the command as maillog search or as
maillog s. MAILLOG S is the short form of the MAILLOG
SEARCH command.

Information within brackets ( [ ] ) represents an option that
may be included or omitted, unless noted otherwise. If
multipie options are listed on a horizontal line, you may
use any or all the options on that line. For example:

MAIL [NOTICE {doc number [TO user name(s) [AT system namel]]]

means when you use the MAIL command you may include
the user name(s) and the system name.

Vertical lists that are enclosed in brackets represent lists of
options, only one line of which may be used. For example:

XFORM [filename [filetype [filemode]] [(STrip|(SCRipt]]
[document number [(STrip|(SCRipt]]
[?]
means that when you use the XFORM command you may
include the options on the line containing the filename, the
line containing the document number, or the ? but not more
than one of those lines.
Suboptions separated by a bar ( | ) mean that you may type
only one of the separated suboptions. For exampie, the
XFORM option:
[ document number [ (STrip | (SCRipt ] ]

means you may type STrip or SCRipt, but not both.
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ADDWORDS
command

Getting help from a PROFS HELP screen

For most of the PROFS commands, PROFS provides you with
HELP describing what must be typed and how to type it. To get
PROFS HELP, type a question mark (?) after the PROFS
command. For example, to get help information about the
MEMO command, type:

memo ?

Use the ADDWORDS command to copy your PROOF addenda
files to your DisplayWrite/370 addenda.

Type the ADDWORDS command using the following format:
ADDWORDS | filename ]
[ ALL ]
Remarks:

o ADDWORDS—typed with nothing else copies the PROOF
addenda file.

e filename—is the name of your addenda file. For example, if
you had an addenda file named VOCAB, to copy it to your
DisplayWrite/370 addenda, you would type:

ADDWORDS VOCAB

e AlL—copies all addenda files. For example, to copy both
the addenda file named PROOF and the addenda file
named VOCAB to your DisplayWrite/370 addenda, type:

ADDWORDS ALL

Using commands with PROFS G-3



APPOINTM Use the APPOINTM command to schedule appointments and
command meetings, erase them, change them, and add notes. Use this
command also to view such information. These schedules may
(PF1) be for yourself, someone else, or a conference room.

Type the APPOINTM command using the following format:

APPOINTM

PROFS shows you screen W00, “Process Calendars.”

Once you have typed the command, PROFS shows you the first
screen of the function. Press PF9 to see a HELP screen for this
command.

Forfurther information, see “Chapter 3: Processing
calendars.”

AUTHOR Use the AUTHOR command to create an author profile. An

command author profile contains all the information about a person that
you need to write a document. Your PROFS administrator may

have defined your author profile already; however, you can
create your own using the AUTHOR command. Once the
author profile has been created, you can use it over and over
again without retyping the information in the profile, unless
there is a change in the profile information (address,
department, phone number, and so forth). You must have an
author profile for each person you create documents for.

An author profile is normally created using the AUTHOR
cemmand. However, if you are using the CREATE or MEMO
commands, you are able to create an author profile while
using those commands without having to use the AUTHOR
command.

Type the AUTHOR command using the following format:
AUTHOR

PROFS shows you screen T20, “Process an Author Profile.”

Once you have typed the command, PROFS shows you the first

screen of the function. Press PF9 to see a HELP screen for this
command.
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BUILD
command

CONTROL
command

CREATE
command
(PF5)

Use the BUILD command to create or change an RFT document
style file to produce a new document style.

Type the BUILD command using the following format:
BUILD [ filename1 [ filename2 ] ]
[?]
Remarks:

e BUILD—typed with nothing else shows you a HELP screen
for this command.

e filenamel—is the name of the new RFT document style file.

e filename2—is the name of the base RFT document style file.
You can copy either all or parts of it into the new document
style you are building.

e ?—shows you a HELP screen for this command.
See “Appendix P: Creating RFT document styles” for
further information about how to create an RFT document
style.

Use the CONTROL command to process your PROFS control
files.

Type the CONTROL command using the following format:
CONTROL

PROFS shows you screen T00, “Process Your PROFS Control
Files.”

Once you have typed the command, PROFS shows you the first
screen of the function. Press PF9 to see a HELP screen for this
command.

See “MEMO command.”
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CRON Use the CRON command to get the following information about

command

a specific document:

Who wrote the document

Whom the document was written to
The subject of the document

The restriction status

The distribution list showing whom the document has been
sent to.

Type the CRON command using the following format:

CRON [ document number ]

[?]

Remarks:

CRON—typed with nothing else shows you screen K20,
“View the Distribution List.” Complete the necessary
information in it.

document number—is the number of the document that you
want to get information about. You may type a 7-, 8-, or
12-character document number.

If you type a document number and press ENTER on screen
K20, PROFS shows you screen K21, “View the Distribution
List,” with a list of the people who have received the
document. Only people, who are on the same system as
you are, appear in this list.

?—shows you a HELP screen for this command.
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CURCAL Use the CURCAL command to view and work with certain
calendar screens and to store calendar entries in your
command personal storage.

To view and work with calendar screens, type the CURCAL
command using the following format:

CURCAL [ function[n][user][start[end]]]
[?]
Remarks:

o CURCAL—typed with nothing else shows you today’s
scheduled events.

PROFS shows you screen W01, “Work with the Schedule.”
e function—is one of the following:

— TODAY—typed with nothing else shows you today’s
scheduled events.

PROFS shows you screen W01, “Work with the
Schedule.” For example, to view JDOE’s calendar for
today, type:

CURCAL TODAY JDOE

— mm/dd/yy—shows you that date’s scheduled events.

PROFS shows you screen W01, “Work with the
Schedule.”

~— DAYS—typed with nothing else shows you multiple

days’ scheduled events. If no number (see “n” below)
is typed after it, PROFS shows you seven days.

Using commands with PROFS G-7



PROFS shows you screen W02, “View 7 Days of the
Calendar.” For example, to view JDOE’s calendar for
eight days, type:

CURCAL DAYS 8 JDOE

— MONTH—typed with nothing else shows you scheduled
events for the month.

PROFS shows you screen W05, “View the Month of
xxxxxxx.” For example, to view your calendar for a
month, type:

CURCAL MONTH
To view JDOE’s calendar for a month, type:

CURCAL MONTH JDOE

— CONFerence—shows you a conference room's
scheduled events.

PROFS shows you screen W04, “View the Schedules for
Conference Rooms.” For example, to view all
conference room calendars (you can view only today’s
calendars), type:
CURCAL CONF
Note: You cannot use a user name with CONF.
e n—is the number of days (1 to 99) you want to view. It can
be used only with the function DAYS. The number of days
is ignored with any of the other functions.

e user—is one of the following:

— user name—is the name that identifies a person and
their calendar to the system. For example:

DALTXS3

If no user is specified, PROFS uses your user name.
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— nickname—is the nickname within PROFS for a person
(this name must be present in your nickname file to use
this command).

— filename—is the name of a PROFS distribution list. It
can be used only with the functions TODAY and
mm/dd/yy. A distribution list can consist of user
names, or nicknames and enables you to access
multiple calendars at the same time. For example, to
view all the calendars for today for a distribution list
named MANAGERS, type:

CURCAL TODAY MANAGERS

start—is the start of a period of time (in the format hh:mm)
during which the CURCAL command is to be processed.
You put this command in your PROFILE EXEC. You must
type the time using the 24-hour clock format (for exampile,
1:00 p.m. must be typed as 13:00). You must also use two
digits for the hour, as well as for the minutes (for example,
9:00 a.m. must be typed as 09:00). If you do not specify a
start time, PROFS will process the command no matter
what time it is.

end—is the end of a period of time (in the format hh:mm)
during which the CURCAL command is to be processed.
You put this command in your PROFILE EXEC. You must
type the time using the 24-hour clock format, and you must
use two digits for both the hours and minutes (see “start”
above). lf you do not specify an end time, PROFS assumes
midnight.

For example, to view JDOE’s calendar for today each time

you log on to PROFS between 7:00 a.m. (start) and 1:00

p.m.(end), type the following in your PROFILE EXEC:
EXEC CURCAL TODAY JDOE 07:00 13:00

Even though this is in your PROFILE EXEC, you can still
view the calendar any time using the regular method.

?—shows you a HELP screen for this command.
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Using the CURCAL command DISK option

To store calendar entries in your personal storage, type the
CURCAL command using the following format:

CURCAL [ function [ n ] [ user ] ] DISK
[?1
Remarks:
e function—is one of the following:

— TODAY—typed with nothing eise stores one day's
scheduled events beginning with today. The number of
days can be changed by specifying “n” after TODAY.

— DAYS—typed with nothing else stores seven days
scheduled events beginning with today. The number of
days can be changed by specifying “n” after DAYS.

— mm/dd/yy—stores one day's scheduled events
beginning with this date. The number of days can be
changed by specifying “n” after the date. (See
“Appendix I: Typing names, dates, and times” for
information on how to type dates for calendars.)

e n—is the number of days (1 to 99) you want to store.
e user—is one of the following:

— user name—is the name that identifies a person and
their calendar to the system. For example:

DALTX3
For example, to view JDOE’s calendar for today, type:
CURCAL TODAY JDOE
— nickname—is the nickname within PROFS for a person

(this name must be present in your nickname file to use
this command).
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DBGET
command

Note: A distribution list filename cannot be used with the
DISK option.

If no user is specified, PROFS stores calendar entries for
your user name.

DISK—stores the calendar entries in your personal storage
in a file with a filename of $$CAL$$ and a filetype of the
“user name” you specify. If such a file already exits, you
receive a prompt as to whether you want to replace it or
not.

For example, to file ten days of your calendar entries in
your personal storage, type:

CURCAL DAYS 10 DISK

?—shows you a HELP screen for this command.

Use the DBGET command to get a document from PROFS
storage and put it into your personal storage.

Type the DBGET command using the following format:

DBGET [ filename [ filetype [ filemode ] 1]
(%]

Remarks:

DBGET—typed with nothing else prompts you to type a
filename.

filename—is the name of the file you want to obtain.

filetype—is the type of the file you want to obtain. The
default is SCRIPT.

filemode—is the mode of the file you want to obtain. The
default is A.

?—shows you a HELP screen for this command.
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DBPUT Use the DBPUT command to store a document from your
command personal storage into PROFS storage.

Type the DBPUT command using the following format:
DBPUT | filename [ filetype [ filemode ] ] ]
[?1]
Remarks:

e DBPUT—typed with nothing else prompts you to type a
filename.

e filename—is the name of the file you want to store.

e filetype—is the type of the file you want to store. The
default is SCRIPT.

e filemode—is the mode of the file you want to store. The
default is A.

e ?—shows you a HELP screen for this command.
DELETE Use the DELETE command to erase a draft document or
command specific versions of a draft document from PROFS storage.
Only the owner of the document can use this command.
Type the DELETE command using the following format:
DELETE [ document number [ (n)]]
[?]
Remarks:
e document number—is the number of the document that you

want to erase. You may type a 7-, 8-, or 12-character
document number.
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HARDCOPY
command

(n)—is the number that matches the version of the
document at which you want to start erasing. For example,
if you had four versions of a document and typed DELETE
87002TST 0016 (3), PROFS erases versions 3 and 4, but
keeps versions 1 and 2 of the document. If you don’t type a
number, PROFS erases all versions.

?—shows you a HELP screen for this command.

PROFS shows you screen X02, “Erase a Draft Document,” if a
document number is not specified.

Use the HARDCOPY command to print a document or file.

Type the HARDCOPY command using the following format:

HARDCOPY filename [ filetype [ filemode ] ] [ ( options ]

Remarks:

filename—is the name of the file you want printed.

filetype—is the type of the file you want printed. The
default is SCRIPT.

filemode—is the mode of the file you want printed. The
default is A.

(options—are the printer options you want.
For example, you might type the following:
(1403 CLASS a COPY 2 ROUTE dallas FOR print01

PROFS shows you screen J00, “Choose a Printer,” if no

options are specified.
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HOLD Use the HOLD command to show you only those items that
were in your incoming mail the last time you viewed it. The
command HOLD command does not pull any new mail into your incoming
mail. See the OPENMAIL command for information about how
to view all your new and old incoming mail.

Type the HOLD command using the following format:
HOLD
PROFS shows you screen C00, “Open the Mail."”
LEVELID You may need to know the current level of your system for
command maintenance or should you need to call for assistance. Use the
LEVELID command when you want to find out the version level
of your PROFS system.
Type the LEVELID command using the following format:
LEVELID

The following is an example of what PROFS would show you:

OFSIDEQO1l PROFS Version 2 (5664-309) Level: 2.0.0 —
Release 2, Modification 0, PTF 0
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LODS
command

All the HELP screens, which give you specific information
when you press PF9 on a screen, can also be obtained through
the Large Online Document System (LODS).

Use the LODS command followed by a screen identifier to see
the HELP screen for that screen. Each screen has its own
HELP section number, which is the same as the screen
identifier.

Type the LODS command using the following format:

LODS| screen identifier ]
[ LIST ]
Remarks:

e LODS—typed with nothing else shows you a list of the
current screen identifiers.

e screen identifier—is the number of the screen you want
help with. For example, to get help with screen WQ0, type:

LODS W00

PROFS shows you the HELP screen section that explains
screen W0O.

If you type an incorrect screen identifier, PROFS shows you
a screen with the following messages:

OFSLOD110E Invalid HELP section specified - XXXX

OFSLOD1701 To get a list of the correct HELP section
numbers, type in LIST.

On the command line of this message screen, you can
retype the screen identifier or, to see a list of the current
screen identifiers, type LIST.

e LIST—shows you a list of the current screen identifiers.
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LOGVIEW Use the LOGVIEW command to work with your general note log
and any special note logs you may have. PROFS shows you
command screen E08, “View the Note Log.”

Type the LOGVIEW command using the foliowing format:
LOGVIEW [ name ]
[?]
Remarks:
o name—is the name of the note log you want to work with.
The default is NOTE, your general note log, which was
supplied with PROFS.
e ?—shows you a HELP screen for this command.
PROFS shows you screen E08, “View the Note Log.”
MAIL  After you have placed a draft document in PROFS storage or
command created a mail log item for a Paper document, you can send it
to other users who are not necessarily on the distribution list.

To send the document, however, you’ll need to know the
document number.

If you don’t know the document number, you can use the

MAILLOG SEARCH command to both find the document and

send it.

Type the MAIL command using the following format:

MAIL {NOTICE [doc number [TO user name(s) [AT system name ]]1]]

[HARDCOPY [doc number [TO user name(s) ] ] ]

[?]
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MAILLOG
command

Remarks:

e NOTICE—typed with nothing else or typed with only a
document number shows you screen H00, “Assign the
Document Distribution Information.”

e document number—is the number of the document you are

sending. You may type a 7-, 8-, or 12-character document
number.

e user name(s)—are up to ten user names, distribution list
filenames, or nicknames of the person(s) you are sending
the document to.

e system name—is the name that identifies the system used
by the person(s) you are sending the document to. Only
one system name may be typed. If you want to send the
document to users on another system, you must retype this
command.

PROFS shows you screen H0OQ, “Assign the Document
Distribution Information.”

e HARDCOPY—sends mail log information about a Paper
document to another user on your system. The location
“identifier for Paper documents is always HDC.

MAIL HARDCOPY typed with nothing else or typed with
only a document number shows you screen HO5, “Assign
the Reviewer Distribution Information.”

e ?—shows you a HELP screen for this command.

Your mail log contains key information about all documents
you have either sent to others or have received from others
using PROFS. PROFS automatically creates and makes
changes to your mail log which is located in your personal
storage.

Use the MAILLOG command to:

e Add information to your mail log about a Paper document
that you received from a source outside PROFS.
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e Print a copy of your mail log.

e Search for information about documents you (or someone
else) filed.

e Send information about a document already in your mail
log.

e Change information about a document already in your mail
log.

e Erase the information for a document from your mail log.

e \View your mail log on the screen. While you are viewing it,
you can do other tasks as well.

Type the MAILLOG command using the following format:
MAILLOG [ Add ]
[ List]
[ Search ]
[ SENd [ document number ] ]
[ Update ]
[ Delete ]
[ View ]
Remarks:
e Add—adds a mail log item for a Paper document that was
not created using PROFS. You can then send a copy of the

information in your mail log to another PROFS user.

PROFS shows you screen D15, “Add Mail Log Information
for a Paper Document.”
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List—prints the contents of your mail log.

PROFS shows you screen F30, “Print the Mail Log
Information.”

Search—searches your mail log by the key information you
provide to find documents in your mail log. This option can
be used if you are trying to find specific documents that you
have either sent or received. This option is the same as
the SEARCH command.

PROFS shows you screen D01, “Find Documents.”

SENd—sends the information for the document to the users
you indicate. The document must be a Paper document.

— document number—is the number of the document you
are sending information about. You may type a 7-, 8-,
or 12-character document number.

PROFS shows you screen H05, “Assign the Reviewer
Distribution Information.”

Update—changes the mail log item for the document
number you provide.

" PROFS shows you screen D17, “View or Change the Mail
Log Information.”

Delete—erases the mail log item for the document number
you provide.

PROFS shows you screen D19, “Erase Mail Log
Information.”

View—displays the mail log information for the document
number you provide.

PROFS shows you screen D20, “View the Mail Log
Information.”

Once you have typed the command, PROFS shows you the first
screen of the function. Press PF9 to see a HELP screen for this
command.
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MAILMAN Use the MAILMAN command to see a list of all documents that
cominand you have sent, but which have not yet been received. When
PROFS says that all mail is “delivered and acknowledged,” it
(PFB) means that all the people you mailed a document to have
opened their mail using the OPENMAIL command since you
sent the document to them.

Note: This command applies only to documents, not to notes.

Type the MAILMAN command using the following format:

MAILMAN [ STATUS [ document number ] ]

{?1]
Remarks:

e MAILMAN—typed with nothing else shows you the status of
all your outgoing mail.

e STATUS—shows you the status of all your outgoing mail.

— document number—shows you the status of this specific
document. You may type a 7- or 12-character document
number.

e ?—shows you a HELP screen for this command.
PROFS shows you screen G03, “Check the Outgoing Mail.”

MEMO Use the MEMO command to create a new document or make
command changes to a draft document. The way you type the command
depends on what you are trying to do. You can create an
(PF5) author profile from within this command by using screen F61,
“Enter Author Profile.” This command is the same as the
CREATE command. To use this information with the CREATE
command, substitute the word CREATE for the word MEMO.
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Type the MEMO command using the following format:

MEMO [ New [ format name ] ]
[ document number ]
[ filename [ filetype ] ]
[ FASTpath [ format name ] [ (author profile ] ]
[?]

Remarks:

MEMO-—creates a new document.
PROFS shows you screen F00, “Prepare Documents.”

New—typed with nothing else creates a document using the
document style named STANDARD, which you received
with PROFS. (This cannot be changed from the user
profile.)

PROFS shows you screen F61, “Enter Author Profile.”

format name—is the name of the document style you want
to use in place of your default document style. Each
document style has a format name and your PROFS
administrator can tell you the format names of all the
document styles that are available to you. You may type
this document style format name after New or FASTpath.
When you type it after New, PROFS overrides the
STANDARD document style. When you type it after
FASTpath, PROFS overrides the default document style you
specity in your user profile (EPRUPROF FILE). See
“Appendix N: Tailoring your PROFS system” for more
information about setting a document style in your user
profile.
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e document number—is the number of the draft document you
want to work with. If the document has never been put into
PROFS storage and is still in your personal storage, type
the name that PROFS assigned to it (for example, MEMO
1). If the document is in PROFS storage, type the number
that PROFS assigned to it (for example, MEMO 1840003).
You may type a 7-, 8-, or 12-character document number.

PROFS shows you screen F0O1 or F63, “Process the
Document.”

e filename—is the name of the file you want to work with.

e filetype—is the type of the file you want to work with. The
default is SCRIPT.

o FASTpath—shows you the DisplayWrite/370 “Edit” screen
using the default document style and default author profile
in your user profile (EPRUPROF FILE). If you do not want
to use what is in your user profile, you can type a different
document style format name or author profile after
FASTpath.

e (author profile—to create a document using an author
profile other than the default one. This profile name is set
in your user profile (EPRUPROF FILE). See “Appendix N:
Tailoring your PROFS system” for more information about
setting an author profile name in your user profile.

e ?—shows you a HELP screen for this command.
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MSG
command

Use the MSG command to send an immediate message to
another PROFS user. [f the person you are sending the
message to is not logged onto the system when you send the
message, PROFS tells you. Because messages are not kept in
any type of log (note or mail), you could then choose to send a
note to that person, if you wished, and PROFS would put the
note into that person’s incoming mail.

Type the MSG command using the following format:

MSG [ user name text of message ]
[ nickname text of message ]
[ system name(user name) text of message ]
[ filename text of message ]

[ (combination) text of message ]

[?]

Remarks:

MSG—typed with nothing else shows you screen E07,
“Send a Message.”

user name—is the name that identifies a person to the
system. For example:

DALTX3

nickname—is the nickname within PROFS for a person (this
name must be present in your nickname file to use this
option).

system name(user name)—is the name that identifies the
system used by a person together with their user name (in
parentheses) for that system. Use this form of the
command to send messages to users on remote
computers. For example:

SYS1(NYC3)
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Note: There is no space between the system name and the
user name in parentheses.

e filename—is the name of a file containing a distribution list.
A distribution list can consist of user names, nicknames, or
system name(user name) and enables you to send

information to the persons on your distribution list without
having to repeatedly type their names. For example:

MANAGERS
The filetype must be OFSMLIST.

e (combination)—is used to include more than one person.
The names you combine (which can be user names,
nicknames, system name(user name), and distribution list
filenames) must be enclosed in parentheses and separated
by a blank. For example:

(DALTX3 HOUSTON SYS1(NYC3) MANAGERS)

e text of message—is the message you want to send.

e ?—shows you a HELP screen for this command.

NEWPROFS Use the NEWPROFS command to see PROFS NEWS about the
command additions and changes to PROFS.

Type the NEWPROFS command using the following format:
NEWPROFS
Once you have typed the command, PROFS shows you the first

screen of the function. Press PF9 to see a HELP screen for this
command.
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NOTE Use the NOTE command to send a note to another PROFS user.
command Type the NOTE command using the following format:
NOTE [ user name ]
[ nickname ]
[ system name(user name) ]
[ filename ]
[ (combination) ]
[?]
Remarks:

e user name—is the name that identifies a person to the
system. For example:

DALTX3

e nickname—is the nickname within PROFS for a person (this
name must be present in your nickname file to use this
option).

e system name(user name)—is the name that identifies the
system used by a person together with their user name (in
parentheses) for that system. Use this form of the
command to send notes to users on remote computers. For
example:

SYS1(NYC3)

Note: There is no space between the system name and the
user name in parentheses.
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e filename—is the name of a file containing a distribution list.
A distribution list can consist of user names, nicknames, or
system name(user name) and enables you to send
information to the persons on your distribution list without
having to repeatedly type their names. For example:

MANAGERS
The filetype must be OFSMLIST.

e (combination)—is used to include more than one person.
The names you combine (which can be user names,
nicknames, system name(user name), and distribution list
filenames) must be enclosed in parentheses and separated
by a blank. For example:

(DALTX3 HOUSTON SYS1(NYC3) MANAGERS)

e ?—shows you a HELP screen for this command.

PROFS shows you screen E04 or EQ6, “Send a Note.”

OFSNOTE Use the OFSNOTE command to process notes and messages.

command

Type the OFSNOTE command using the following format:
(PF4)

OFSNOTE

PROFS shows you screen EQ05, “Process Notes and Messages.”
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OPENMAIL
command
(PF2)

PROOFREAD
command

When notes and documents are sent to you by someone using
PROFS, PROFS puts these into your incoming mail. You use
the OPENMAIL command to begin processing your incoming
mail.

Type the OPENMAIL command using the following format:

OPENMAIL [ PROFS ]

[ NONPROFS ]

Remarks:

OPENMAIL—typed with nothing else adds any new mail to
your incoming mail and shows you screen C00, “Open the
Mail.”

PROFS—opens that mail created with PROFS only.
PROFS shows you screen C00, “Open the Mail.”
NONPROFS—opens that mail not created with PROFS.

PROFS shows you screen C09, “Process Files That Are Not
From PROFS.”

Use the PROOFREAD command to:

Check the spelling of words in a document.

Get the correct spelling for any words that are misspelled.

Get synonyms for many words.

Have PROFS highlight words that:

— Have possibly been used out of context within a
sentence

— Have been used in an awkward or unnecessary phrase
— Are above a specified reading comprehension level.
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e (Create a dictionary which contains uncommon or
non-standard words (such as medical and legal words) that
can be used by PROFS to check spelling.

Type the PROOFREAD command using the following format:

PROOFREAD

PROFS shows you screen F07, “Proofread a Document.”

Once you have typed the command, PROFS shows you the first

screen of the function. Press PF9 to see a HELP screen for this

command.

For further information, see “Chapter 13: Proofreading notes
and documents.”

REMINDER Use the REMINDER command to use reminders for yourself
command that work something like setting an alarm clock. When the
reminder date and time expires, your terminal “beeps” and the
(PF10) reminder note you typed appears on the main menu screen.
Type the REMINDER command using the following format:
REMINDER [ View ] [ date ] [ date ]
[ Next ]
[ CHange old date old time new date new time |
[ DElete date time ]
[ CAncel ]

[?]
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RESTRICT
command

Remarks:

REMINDER—typed with nothing else shows you screen X03,
“Add an Automatic Reminder.”

View—shows you all reminders which have not yet expired,
along with the date and time of each. You specify a range
of dates by typing View followed by the date at which you
want to begin viewing and the date you want to end
viewing.

Next—shows you the reminder that is scheduled to appear
next.

CHange—changes the date or time of a reminder.
DElete—erases a future reminder.

CAncel—erases subsequent appearances of a reminder
that is being shown.

date—(See “Appendix |: Typing names, dates and times”
for information about how to type dates.)

time—(See “Appendix |: Typing names, dates and times”
for information about how to type times.)

?—shows you a HELP screen for this command.

For further information, see “Chapter 12: Adding automatic
reminders.”

Use the RESTRICT command to make a document restricted or
not restricted. When a document is restricted, only you (the
document owner) and those to whom the document was sent
are able to view it.

Type the RESTRICT command using the following format:

RESTRICT [ R | U document number ]

Using commands with PROFS  G-29



Remarks:

e RESTRICT—typed with nothing else shows you screen F20,
“Restrict Distribution of a Document.”

e R | U—indicates to PROFS whether you want to make a
document restricted or not restricted.

e document number—is the number of the document that you
want to get information about. You can only type a 7- or
12-character document number.

For further information, see “Chapter 7; Preparing RFT
documents.”

RETRIEVE Use the RETRIEVE command to get either the most recent
command version (version 1) of a document or a previous version
(versions 2, 3, or 4) of a draft document in PROFS storage to

work with.
You can get either the document in the document style chosen
for it at the time it was created (version 1), or the document
with the DCF control words in it (versions 2, 3, or 4) for DCF
Draft documents. Textually, however, both documents are the
same.
Type the RETRIEVE command using the following format:
RETRieve [ document number [(n)[ Disk ] ]

[ Type ]

[ Print]

[ Update ]

[ Xform [ RFT ] ]

[ Xform [ STrip | SCript ] ]

[ New ]

[?]
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Remarks:

RETRIeve—typed with nothing else shows you screen X01,
“Process a Document.”

document number—is the number of the document you are
retrieving. You may type a 7-, 8-, or 12-character document
number.

{n) —is a number from 1to 4. Type the version number that
you want—1, 2, 3, or 4. If you type a number, you must also
type the parentheses. PROFS keeps up to four versions of
draft documents, if it has been told to do so, and one
version of final documents. If you get a notice to review a
document, and PROFS has been told to save four versions,
you can get any one of the four to review. The default is
version 1, the most recent version.

Disk—copies the specified version of the document into
your personal storage.

Type—shows you the document with all the DCF control
words if it is a Draft; otherwise, for a final document you
are shown the document the way it would be printed.
Print—shows you screen J00, “Choose a Printer.” Type the
options you want on screen JOO and press ENTER. If you
want to add options, press PF8. PROFS shows you screen
J01, “Choose Printer Options.” Type the options you want
on screen JO1 and press ENTER. PROFS sends the
document, in the document style chosen for it at the time it
was created, to the designated printer.

Update—copies the document, providing it is available to
you for changing, into your personal storage.

Xform—converts the document being retrieved as follows:
— RFT—retrieves a DCF document and converts it to RFT
format. Host-Displaywriter Document Interchange

(HDDI) is required for this function. PROFS shows you
screen F65, “Prepare a Converted Document.”
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— STrip—removes all RFT controls from an RFT document
and stores the stripped document in your personal
storage with a filetype of SCRIPT. DisplayWrite/370 is
required for this function.

— SCript—converts an RFT document to DCF format and
stores the converted document in your personal storage
with a filetype of SCRIPT. DisplayWrite/370 is required
for this function.

If you do not specify RFT, STRIP, or SCRIPT, the default
is SCRIPT for an RFT document and RFT for a DCF
document.

e New-—creates a new document using the retrieved RFT
document as the base. A copy of the document is renamed

and placed in your personal storage. DisplayWrite/370 is
required for this function.

e ?—shows you a HELP screen for this command.
SEARCH Use the SEARCH command to find documents that are in your
mail log or the mail logs you are authorized to search. This
command command can be used if you are trying to find specific
(PF3) documents that you have either sent or received. The SEARCH
command is the same as the MAILLOG SEARCH command.
Type the SEARCH command using the following format:
SEARCH

PROFS searches your mail log by the key information you
provide to find documents in your mail log.

PROFS shows you screen D01, “Find Documents.”

Once you have typed the command, PROFS shows you the first
screen of the function. Press PF9 to see a HELP screen for this
command.

For further information, see “Chapter 5: Finding documents.”
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SET FILEDOCU
command
(PF6)

STORE
command

Use the SET FILEDOCU command to process documents from
other sources.

Type the SET FILEDOCU command using the following format:

SET FILEDOCU

PROFS shows you screen A05, “Process Documents from
Other Sources.”

Once you have typed the command, PROFS shows you the first
screen of the function. Press PF9 to see a HELP screen for this
command.

Use the STORE command to add mail log information about a
non-PROFS document.

Type the STORE command using the following format:
STORE

PROFS shows you screen F13, “Add and Change a Document
File and Its Mail Log Information.”

Once you have typed the command, PROFS shows you the first
screen of the function. Press PF9 to see a HELP screen for this
command.

For further information, see “Chapter 8: Preparing DCF
documents.”
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TERMNL Use the TERMNL command to tell PROFS the type of terminal
command you want to imitate.

Type the TERMNL command using the following format:
TERMNL [ DW ]
[PC]
[TTY]
Remarks:
e DW-—stands for Displaywriter.
e PC-—stands for Personal Computer.
o TTY—stands for line-mode type terminal.
Note: You need a properly configured WORKSTAT FILE to use
the DW or PC options. Also, your system administrator may
want you to use terminal designators other than DW, PC, and
TTY. Verify this with your system administrator.
To return to normal PROFS terminal operations, type:
PROFS TERMNL
Then type:
PROFS

You see the PROFS main menu.
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UPDELETE
command

UPINQRY
command

If you have put a draft document from PROFS storage into your
personal storage to change it, no other users can change it. If
you do not plan to change the document and want to release
the document’s “out-for-change” status so that others can
review and change it, use the UPDELETE command. When you
use the command, PROFS changes the status of the document
and erases the copy in your personal storage.

Type the UPDELETE command using the following format:

UPDELete [ document number ]

Remarks:

o document number—is the number of the document you
want to erase from your personal storage. You may type a
7-, 8-, or 12-character document number.

PROFS shows you screen X04, “Release “Out-for-Change”
Document.”

To find out which draft documents from PROFS storage you
have "“out-for-change,” use the UPINQRY command. When you
have documents “out-for-change,” no one else can change
them. If you want to release a document’s “out-for-change”
status so that others can review and change it, use the
UPDELETE command.

Type the UPINQRY command using the following format:
UPINQry
PROFS shows you a list of the document numbers of draft

documents “out-for-change.” Otherwise, PROFS tells you that
there are no documents out for update.
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XFER Use the XFER command to transfer an RFT document from
command PROFS to a Displaywriter.

Type the XFER command using the following format:
XFER [ filtename [ filetype [ filemode ] ] ]
[?]
Remarks:
e filename—is the name of the file you want to obtain.

e filetype—is the type of the file you want to obtain. The
default is RFTD.

e filemode—is the mode of the file you want to obtain. The
default is A.

e ?—shows you a HELP screen for this command.
PROFS shows you screen TR02, “Transfer the Document.”
XFORM  Use the XFORM command to convert an RFT document from

command your search space or from PROFS storage to DCF and to store

the converted file in your personal storage. DisplayWrite/370
either strips out the RFT controls or converts them into DCF
control words depending on the options you select. When the
conversion process is completed, the converted file is placed
in your personal storage with a filetype of SCRIPT.
DisplayWrite/370 is required for this function.

You can store the converted document back into PROFS
storage by using the DBPUT command.

Type the XFORM command using the following format:
XFORM [ filename [ filetype [ filemode 1] { (STrip | (SCRipt ] ]

[ document number [ (STrip | (SCRipt ] ]

[?]
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Remarks:

filename—is the name of the file you are converting.

filetype—is the type of the file you are converting. The
default is RFTD.

filemode—is the mode of the file you are converting. The
default is A.

document number—is the number of the document you are
converting. You may type a 7-, 8-, or 12-character
document number.

(STrip—removes all RFT controls from an RFT document
and stores the stripped document in your personal storage
with a filetype of SCRIPT. Be sure to include the
parenthesis before STRIP.

(SCRipt—converts an RFT document to DCF format and
stores the converted document in your personal storage
with a filetype of SCRIPT. Be sure to include the
parenthesis before SCRIPT.

If you do not specify STRIP or SCRIPT, the default is
SCRIPT.

?—shows you a HELP screen for this command.
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A00

A0S
Co0
Co1

co2

Co4

Co5
Co06

Co7

Ccos8

Cco9
C10

Title

Main Menu (Alternate Main Menus -2 and -3 have
the same screen ID.)

Process Documents from Other Sources
Open the Mail

Process the Incoming Mail (for Final or softcopy
documents, first screen)

Process the Incoming Mail (for Draft documents, first
screen)

Process the Incoming Mail (for Final or softcopy
documents, second screen)

Process the Incoming Mail (for Paper documents)

Process the Incoming Malil (for viewing all the items
at once)

Process the Incoming Mail (for Draft documents,
second screen)

Process the Incoming Mail (for Paper documents
with a routing slip)

Process Files that are not from PROFS

View or Change the File
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C30 Process the Incoming Mail (for RFT-F documents,
first screen)

C31 Process the Incoming Mail (for RFT-D documents,
first screen)

C32 Process the Incoming Mail (for RFT-F documents,
second screen)

C33 Process the Incoming Mail (for RFT-D documents,
second screen)

DGO Process the Mail Log
D01 Find Documents
D02 Process the Document Found (for Final or softcopy

documents, second screen)

D03 Process the Documents Found

D04 List of the Documents Found (inciudes comments)

D06 List of the Documents Found (does not include
comments)

D07 Process the Documents Found (all documents at
once)

D08 Process the Document Found (for Final or softcopy

documents, first screen)

D09 Process the Document Found (for Draft documents,
second screen)

D11 Process the Document Found (for Draft documents,
first screen)

D12 Process the Document Found (for Paper documents)
D15 Add Mail Log Information for a Paper Document
D17 View or Change the Mail Log Information
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D18 View or Change the Mail Log Information

D19 Erase Mail Log Information

D20 View the Mail Log Information

D21 Process the Mail Log Information (all documents at
once)

p22 Process the Mail Log Information (for Final or

softcopy documents, first screen)

D23 Process the Mail Log Information (for Paper
documents)
D24 Process the Mail Log Information (for Draft

documents, first screen)

D26 Process the Mail Log Information (for Final or
softcopy documents, second screen)

D27 Process the Mail Log Information (for Draft
documents, second screen)

D30 Process the Mail Log Information (for RFT-F
documents, first screen)

D31 Process the Mail Log Information (for RFT-D
documents, first screen)

D32 Process the Mail Log Information (for RFT-F
documents, second screen)

D33 Process the Mail Log Information (for RFT-D
documents, second screen)

D40 Process the Document Found (for RFT-F documents,
first screen)

D41 Process the Document Found (for RFT-D documents,
first screen)
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D42 Process the Document Found (for RFT-F documents,
second screen)

D43 Process the Document Found (for RFT-D documents,
second screen)

EO1 View the Note (full screen version)

EOD2 Reply to the Note

EO3 Add Personal Comments to Your Note Log

E04 Send a Note

EQ5 Process Notes and Messages

EO6 Send a Note (You get here by typing the NOTE user
name command.)

EQ7 Send a Message

E08 View the Note Log

E10 Process All the Notes on the Previous Screen

E11 Forward the Note

E12 View the Note (split screen version)

E13 Send the Note Again

E14 Proofread the Note

E20 View the Note

E53 Change the Note Log

F0O Prepare Documents

FO1 Process the Document

Fo3 Assign a New Document Number
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FO4 List of Available Document Styles

F05 Proofread the Document

FO6 File the Document as a Final Document

FO7 Proofread a Document

F08 File the Document as a Draft Document

F10 Proofread

F13 Add and Change a Document File and Its Mail Log
Information

F14 Add and Change a Document File and Its Mail Log
Information

F18 Change the Document

F20 Restrict Distribution of a Document

F30 Print the Mail Log Information

F51 Document Heading

F52 Document Text

F53 Change Document Text

F54 Power Typing (The screen does not show a
number.)

F61 Enter Author Profile

F62 DisplayWrite/370 Edit (The screen does not show a
number.)

F63 Process the Document (for RFT-D documents)

F65 Prepare a Converted Document

F66 View or Change the Index Information
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Fe7 DisplayWrite/370 Document Format Creation (The
screen does not show a number.)

F68 File the Document as a Final Document

F69 List of Available RFT Document Styles

F70 File the Document as a Draft Document

F73 DisplayWrite/370 View (The screen does not show a
number.)

GO03 Check the Outgoing Mail

HOO Assign the Document Distribution Information

HO2 Attach a Routing Slip

HO5 Assign the Reviewer Distribution Information

100 View the Document

101 View the Graphics Document

J0o Choose a Printer

JO1 Choose Printer Options

K20 View the Distribution List

K21 View the Distribution List

S00 Interrupt and Process Other Jobs (Alternate
interrupt menus -2 and -3 have the same screen
number.)

TOO Process Your PROFS Control Files

T10 Process Your XXXXXXXX Nickname File

T11 Add a New Nickname

T12 Change a Nickname
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T13 Change the Nickname

T14 Erase a Nickname

T15 Erase the Nickname

T16 View a Nickname

T17 View the Nickname

T18 Change the Main Nickname File’s Control
Information

T19 Change XXXXXXXX Nickname File’s Control
Information

T20 Process an Author Profile

T21 Add a New Author Profile

T22 Change an Author Profile

T23 Change the Author Profile

T24 Erase an Author Profile

T25 Erase the Author Profile

T26 View an Author Profile

T27 View the Author Profile

T30 Process a Distribution List

T31 Add the XXXXXXXX Distribution List

T32 Choose Nicknames to Add to the XXXXXXXX List

T33 Add a Name to the XXXXXXXX List

T34 Change a Distribution List

T35 Erase a Distribution List

List of PROFS screens H-7



T36 Erase the XXXXXXXX Distribution List

T37 View a Distribution List

T40 Change the XXXXXXXX Distribution List
T41 Change a Name in the XXXXXXXX List

T42 Change the Name in the XXXXXXXX List
T43 Erase a Name from the XXXXXXXX List
T44 View the Names in the XXXXXXXX List
W00 Process Calendars

Wo1 Work with the Schedule

wo2 View nn Days of the Calendar

W04 View the Schedules for Conference Rooms

W05 View the Month of XXXXXXXXX

W06 Schedule a Meeting

W07 Times Found for a Meeting

W08 Send a Notice of a Meeting

W09 Schedule a Recurring Meeting

W10 Process Calendars

W11 Change User Access to the Caiendar
W12 View the List of Authorized Users
W13 Change User Access to the Calendar
W14 Erase a Calendar

w20 Meeting Date Conflict
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X01
X02
X03
X04

X10

Process a Document

Erase a Draft Document

Add an Automatic Reminder

Release “Out-For-Change” Document

Copy the Document

List of PROFS screens
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Typing
names

Sometime you will need to type names that are not user names
or nicknames —for example, on the copy list of a letter. You
must type these names using standard formats so PROFS can
work with them (for example, when alphabetizing a list or
searching the mail log for particular documents).
You can type the first name followed by the last name.

George Johnson

Mr. George Johnson

George Johnson, Jr.

Mr. George Johnson, Jr.

You can add a middle initial between the first and last name.
Always type a space between the initial and last name.

George J. Johnson
Mr. George J. Johnson
George J. Johnson, Jr.

Mr. George J. Johnson, Jr.
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You can type initials followed by a last name. Always type a
space between the initials (type G. J., not G.J.) and between
the initials and the last name.

G. J. Johnson

Mr. G. J. Johnson

G. J. Johnson, Jr.

Mr. G. J. Johnson, Jr.
You can type the last name first in all of these formats. Always
type a comma and a space between the last name and
whatever follows it:

Johnson, George

Johnson, Mr. George

Johnson, George, Jr.

Johnson, Mr. George, Jr.

Johnson, George J.
Johnson, Mr. George J.
Johnson, George J., Jr.

Johnson, Mr. George J., Jr.

Johnson, G. J.
Johnson, Mr. G. J.
Johnson, G. J., Jr.

Johnson, Mr. G. J., Jr.
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If you type a first name or initials foliowed by a last name, you
can then add a job title or other information. Always type two
spaces between the last name and the other information. (Do
not type a comma between the last name and the other
information.)
Do type:
George Johnson Marketing Director Our Company
George J. Johnson Marketing Director Our Company
G. J. Johnson Marketing Director Our Company
Don’t type:
G.J. Johnson, Marketing Director, Our Company
You can type names in capital letters, small letters, or both —
except for names with a second capital, such as McMillan or
DeForest. In that case you cannot type the name in all
capitals, and you must type the second capital as a capital.
Do type: McMillan

Don’t type: MCMILLAN
' mcmillan

You must type names that have a space —such as Von Hoffman
or De Lorenzo — with an underscore character to indicate the
space in a DCF document. You must use a required space
(RSP) in an RFT document to show biank spaces within the
name.

Do type: De <RSP > Lorenzo (RFT document)

Do type: De_Lorenzo (DCF document)

Don’t type: De Lorenzo
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Alphabetizing a list of names

(This can be used only for DCF documents.) You can use the
NAMESORT command to alphabetize the names in either the
list of people to whom you are writing a document or a copy
list. PROFS sorts the list by the last name of the people.
Follow these steps:

1. Type an = or & before commercial names (department or
company names). PROFS will sort these names using the
first word in the name rather than using the last names as
it would do with an individual.

2. Press PF6 (alternate PFs) and move the cursor to the first
iine of the list of names you want sorted.

3. Press PF4 to make the first line the current line.

4. Press ENTER to move the cursor to the command line.
5. Type NAMESORT.

6. Press ENTER.

PROFS sorts the names into alphabetical order and removes
any leading = or & characters.

2 You can type dates in a number of ways in PROFS —except on
Typing the main menu.

dates On the main menu, you must use numbers and slashes to type
the date and you must type the number of the month first. For
example:

e 1/25/86 (Don’t type 25/1/86 or Jan 25 1986.)

e 1/25 for January 25 of the current year. (If you don’t specify
the year, PROFS assumes you mean the current year.) If
you use this format with the REMINDER command or for a
DUE DATE, however, PROFS assumes you mean the next
year if the date has passed.

e 2 for February of the current year.
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e 7/4/1776 for dates prior to the 20th century.

Note, however, that you cannot use this format with the
REMINDER command.

When you use the CURCAL command, you type the date in the
MM/DD/YY format.

If you enter a date incorrectly, PROFS will think you are
entering a command and may show you an error message.

Everywhere else in PROFS, you can choose from a variety of
forms. You would use these dates when assigning due dates,
handling reminders, processing calendars, or searching for
documents in a particular time period.
For example, you could type January 25, 1986 as:

january 25, 1986

january 25 1986

jan 25 1986

(See the list of abbreviations for months
at the end of this section)

1/25/86

125 86

25 January 1986
25 jan 1986
25/1/86

25186

25 (Julian date)
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If you type the day before the month, you can’t always use a
number to indicate the month. You can type 25/1/86 for
January 25, but you can’t type 2/1/86 for January 2 because
PROFS will assume you mean February 1.

If you don’t type a year, PROFS assumes you mean a future
date. However, if you are searching for documents with a
date, PROFS assumes a past date.

If you are searching for documents, you can also use the
following ways to specify parts of a year:

1Q86 1st quarter of 1986
3Q87 3rd quarter of 1987
2H86 2nd half of 1986

The table below shows the minimum number of letters you can
use to abbreviate the name of each month. You can use
longer abbreviations if you like.

January ja
February f
March mar
April ap
May may
June jun
July jul
August au
September s
October o
November n
December d
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Typing
times

The dates you see on your screen will look different if your
PROFS system was installed with either the International or
European formats. Check with your PROFS administrator to
find out which format is being used at your location.

The guidelines for the date format are:
us.: MM/DD/YY
International: YY-MM-DD

European: DD/MM/YY or

DD-MM-YY or
DD.MM.YY

You can type times on screens in a variety of ways — with or
without colons (:), with or without a.m. or p.m., or on a 12-hour
or 24-hour system. PROFS interprets the time you type and
puts it into a consistent style.

If HH stands for the hours you type (from 1-12 on a 12-hour
system or 1-24 on a 24-hour system) and MM stands for the
minutes you type (00-59), these are all the ways you can type
times;

o HH (for example, 4, 8, 10, 12, 21)
e HHMM (for example, 230, 1045, 1730)
e HH:MM (for example, 2:30, 10:45, 17:30)

In other words, you don’t have to type the minutes and you
don’t have to type the colon.

You can also type AM or PM (am or pm) after the numbers,
with or without a space between the numbers and letters
(HHMMAM or HHMM AM). Therefore, all of these are
acceptable ways of typing the time for 1 o’clock in the
afternoon:

1 100 1:00 1:00PM 13 1300 13:00 13:00PM

However, because PROFS is set to expect normal business
hours, typing AM or PM is usually not necessary.
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For normal business hours from 7:00 a.m. to 6:59 p.m.:

If you type PROFS uses

9 9:00AM

12, 12pm,

or noon NOON

2:30 2:30PM

15 15:00 (on a 24-hour system)

For times outside normal business hours (7:00 p.m. to 6:59
a.m.), you must add some information:

If you type PROFS uses
9pm 9:00PM
0,12am,

2400, or MIDNITE
midnite

2:30 am 2:30AM

Just a reminder that when you use the CURCAL command with
times, you must use the format HH:MM, and HH must be two
digit numbers. (For example, HH must be 09:00 and not 9:00.)
Also the numbers must be in 24-hour format.
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Appendix J: Working
with author profiles

How to use author profiles

Before you can prepare a document, you must have an author
profile. An author profile contains information about the
author that PROFS automatically puts at the beginning and end
of documents. After it is created, you can use the author
profile over and over again in different kinds of documents.

You can create an author profile on screen T21, "Add a New
Author Profile” by filling in the author’s full name, title, initials,
company and department, address and telephone number, and
the system name and user name that identifies the author to
PROFS.

At the end of this appendix, you'll find a “fast-track” diagram
that summarizes the appendix pictorially.

To use an author profile in a DCF document, type the name of
the profile next to “Author profile name” on screen F51,
“Document Heading.” (See “Chapter 8: Preparing DCF
documents.”) To use an author profile in an RFT document,
type the name of the profile on screen F61, “Enter Author
Profile.” (See "Chapter 7: Preparing RFT documents.”) The
information from the profile will be included at the beginning
or end of a document. Your PROFS administrator may have
already set up an author profile for you.
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Working with author profiles

Once you have created an author profile, you can add other
author profiles, change parts of them, erase, or view them.

To begin working with an author profile, type CONTROL on the
command line of the PROFS main menu, screen A00. If your
PROFS administrator has set up a PF key for this function, just
press the PF key. PROFS shows you screen T00, “Process
Your PROFS Control Files.”

PROCESS YOUR PROFS CONTROL FILES T68

Press the PF ker for the type of file you want.

PF1 Process vour main nickname file

PF2 Process your alternate nickname file
________ OFSMCNTL. A~

PF3 Process an author profile
PF4 Process a distribution list file

PF9 Help  PF12 Return

Press PF3 on screen T00.

PROFS shows you screen T20, “Process an Author Profile.”
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In addition to using PF3 on TO0, you can reach T20 by any of
the following:

e You can type AUTHOR on the command line of the
following screens:

— Screen A00, “PROFS Main Menu”
— Screen F51, “Document Heading”
— Screen F53, “Change Document Text”

e You can press PF1 on screen F61, “Enter Author Profile.”

e You can press PF1 on the alternate PF key selections on
one of the following:

— Screen F51, “Document Heading”
— Screen F53, “Change Document Text”

PROCESS AN AUTHOR PROFILE T20

Press one of the following PF kers.

PF1 Add a new author profile
PF2 Change an author profile

______ e If you want to work with a

PF3 Erase an author profile specific author profile,
________ type in the name before
PF4 View an author profile you press the PF key.

PF9 Help PF12 Return

From this screen you can begin to add (create), change, erase,
or view author profiles.
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Creating an author profile

You can create an author profile by typing in information about
a specific author. To create an author profile, follow these
steps:

1. Press PF1 on screen T20.

PROFS shows you screen T21, “Add a New Author Profile.”

ADD A NEW AUTHOR PROFILE T21

Tyre in the information below. Then press PF12.
Name (1-8 characters) for this profile:

_Author's name (the way the person sians his/her name):
Author's title (if not typically used, leave out):
Author's initials (for example, 9ji):

Name of the Company for whom this person works:

Name of the Department in which this person works:
Internal address (for examele, building and floor):
City, State, and Zip Code:

Telephone number including area code:

System Name/User Name (for example, CHICAGD1/SJOHNSON) :

PF8 Quit PF9 Help PF12 File ===

2. Type the information on the blank lines below each prompt
line. The author’s title, the company name, and the system
name/user name are optional. When you have filled in one
line, use your tab key to move to the next blank line. Use
uppercase and lowercase letters and punctuation as you
want them to be used in your document. Use letters or
numbers when filling in the author profile information.
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Name (1-8 characters) for this profile: Type a name to
identify the profile. This need not be the name of the
author. Itis a name to identify the information about a
particular author. Each author profile must have a unique
name.

Author’s name: Type the author’s name as it should appear
on the signature line of a letter.

Author’s title: Type a title (up to 44 characters) if the author
uses one (optional).

Author’s initials: Type the author’s initials. Here you can
use either uppercase or lowercase letters (PROFS will use
uppercase in the document).

Name of the Company for whom this person works: Type
the name of the company.

Name of the Department in which this person works: Type
the name of the department.

Internal address: Type a room number, building, or street
address.

City, State, and Zip Code: Type the city, state, and zip code.
Telephone number: Type the telephone number.

System Name/User Name: Type the system name and user
name that identifies the person. For example,
CHICAGO/SJOHNSON (optional).

When you have finished, press PF12.

PROFS files your new author profile and returns you to
screen T20, “Process an Author Profile.”
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IF YOU CHANGE YOUR MIND

If you decide before you press PF12 that you don’t want to add
the author profile, press PF8. PROFS shows you screen T20.
None of the information you typed on screen T21 will be saved.

Changing an author profile

There are two ways to change information in your author
profiles, depending on whether or not you have one specific
author profile in mind.

If you only want to make changes in one author profile, type
the name of the author profile in the blank space under PF2 on
screen T20, and press PF2. PROFS takes you directly to
screen T23, “Change the Author Profile.” You can then change
the information and press PF12 to file it.

CHANGE THE AUTHOR PROFILE 123

Type in your changes below. Then press PF12.
Profile name:
JJDOE

Author's name:
Hr. J. J. Doe

Author's title:
Manager

Author's initials:

Jid

Company name:
K. Y. Company

Department name:
Personnel

Internal address:
U01/1234

City, State, and Zip Code:
Anytown, Anystate 11111
Telerhone number:
222-234-4444

Srstem Name/User Name:
HSNVM2AR/ JIDOE
PFB Quit  PF9 Help  PFIZ File ==
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If you want to change more than one author profile, or if you
can’t remember the name of the author profile you want to
work with:

1. Press PF2 on screen T20 without typing anything under
PF2.

PROFS shows you screen T22, “Change an Author Profile.”

CHANGE AN AUTHOR PROFILE T22

To change an author profile, trpe X next to your chaice(s) below.
When you have made your chaiee(s) on this screen, press ENTER.

PFB Quit PF9 Help PF10 Next Screen PF11 Previous Screen PF12 Return
===) _ PAGE
Choice Author Profile
= HARRY

JSMITH

KATHLEEN

GEORGE

GFINNY

BARRY

1 1 L ]

2. Type X next to the names of the author profiles you want to
change.

You may have more author profiles than can be shown on
one screen. To view the next screen in the sequence,
press PF10. To view the previous screen, press PF11.
When you press either of these keys, PROFS first
processes the choices you have made before showing you
another list of author profiles on screen T22.
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3. Press ENTER.

PROFS shows you screen T23 for each author profile you
chose to change. View the author profile to make sure you
want to change it.

4. Make the changes by typing over the highlighted
information.

5. Press PF12.

PROFS will show you screen T23 for the next profile you
chose.

After you have finished working with the last author profile,
press PF12 to get back to screen T20.

IF YOU CHANGE YOUR MIND

If you decide before you press PF12 that you don’t want to
change an author profile, press PF8. None of the changes for
that author profile will be saved.

Erasing an author profile

There are two ways to erase an author profile, depending on
whether or not you have one specific author profile in mind. If
you only want to erase one author profile, type the name of the
author profile in the blank space under PF3 on screen T20, and
then press PF3.
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PROFS shows you screen T25, “Erase the Author Profile.”

ERASE THE AUTHOR PROFILE 125

Press PF12 to erase the following author erofile.

Profile name:

JIDOE

Author's name:
Mr. J. J. Doe

Author's title:

Manager

Author's initials:

jid

Company name:
M. Y. Company

Department name:
Personnet!

Internal address:
uei/1234

City, State, and Zip Code:
Anytown, Anystate 11111
Telerhone number:
222-234-4444

System Name/User Name:
MENVM2AA/JJDOE
PFB Quit PF9 Help PF12 Erase ===) _

Look over the information you see on screen T25 to make sure
that this is the author profile you want to erase. Ifitis, press
PF12. PROFS erases the author profile and returns you to
screen T20.

IF YOU CHANGE YOUR MIND

If you decide before you press PF12 that you don’t want to
erase the author profile, press PF8. PROFS returns you to
screen T20. Nothing will be erased.
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If you want to erase more than one author profile, or if you
can’t remember the name of the author profile you want to
erase:

1. Press PF3 on screen T20 without typing anything under
PF3.

PROFS shows you screen T24, “Erase an Author Profile.”

ERASE AN AUTHOR PROFILE T24

To erase an author profile, type X next te your choice(s) below.
When you have made your choice(s) on this screen, press ENTER.

PFB Quit PF9 Help PF10 Next Screen PFit Previous Screen PF12 Return
===) _ PAGE

Choice Author Profile
= HARRY
= JSMITH
X KATHLEEN
., GEORGE
a GINNY
i BARRY

2. Type X next to the names of the author profiles you want to
erase.

You may have more author profiles than can be shown on
one screen. To view the next screen in the sequence,
press PF10. To view the previous screen, press PF11.
When you press either of these keys, PROFS first
processes the names you chose before showing you
another list of author profiles on screen T24.

3. Press ENTER.
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PROFS shows you screen T25 for each of the author profiles
you chose to erase. After you look at the author profile to
make sure you want to erase it, press PF12. PROFS will show
you screen T25 for the next profile you chose.

IF YOU CHANGE YOUR MIND

If you decide before you press PF12 that you don’t want to
erase an author profile, press PF8. That author profile will not
be erased. PROFS will show you screen T25 for each author
profile you chose.

After you have finished working with the last author profile,
press PF12 to get back to screen T20.
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Viewing an author profile

There are two ways you can view author profiles, depending
on whether or not you have one specific author profile in mind.

If you know the name of the author profile you want to view,
type it in the blank under PF4 on screen T20, and press PF4.
PROFS shows you screen T27, “View the Author Profile.”

VIEW THE AUTHOR PROFILE T2

The following information is in the author profile.

Profile name:

JJDOE

Author's name:
Mt edinJ = Doe

Author's title:
Manager

Author's initials:

Jjid

Company name?
M. Y. Company

Department name:
Personnel

Internal address:
U01/1234

Citr, State, and Zip Code:
Anytown, Anrstate 11111
Telephone number:
222-234-4444

System Name/User Name:
MSNVM2AA/JJTICE
PF9 Help PF12 Return ===) _
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If you don’t know the name of the author profile, or if you want
to view more than one:

1. Press PF4 on screen T20 without typing anything under
PF4.

PROFS shows you screen T26, “View an Author Profile.”

VIEW AN AUTHOR PROFILE T26

To view an author profile, tyre X next to your choice(s) below.
When you have made your choice(s) on this screen, press ENTER.

PFB Quit PF9 Hele PF10 Next Screen PF11 Previous Screen PF12 Return
=== s PAGE

Choice Author Profile
= HARRY
8 JSMITH
= KATHLEEN
s GEORGE
- GINNY
- BARRY

2. Type X next to the names of the author profiles you want to
view.

PROFS shows you screen T27, “View an Author Profile,”

with the detailed information on the author profile you
chose.
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You may have more author profiles than can be shown on
one screen. To view the next screen in the sequence,
press PF10. To view the previous screen, press PF11.
When you press either of these keys, PROFS first
processes the names you chose before showing you
another list of author profiles on screen T26.

3. Press ENTER.

4. Press PF12.
If you chose to view only one author profile on screen T26,
PROFS returns you to screen T20. If you chose several
author profiles on screen T26, PROFS shows you screen

T27 for each author profile you chose, until you have seen
them all. PROFS then returns you to screen T26.
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Appendix K:
Working with PROFS at

a Displaywriter

To work with PROFS at your Displaywriter, the
Host-Displaywriter Document Interchange (HDDI) application
program must be installed on your host computer. It enables
you to use the Displaywriter with your host computer. You can
transfer a document that you have created and edited on your
Displaywriter to PROFS for formatting, indexing, editing, and
storing. You can also transfer a document that was created on
PROFS to a Displaywriter for reviewing, editing, and printing,
as well as short-term storage. You tell PROFS the name of the
diskette you want to contain the document. The document is
named by PROFS. You can keep this name, or change it. You
can do all of this by just pressing a few PF keys.

This appendix discusses:

e Creating an RFT document on PROFS using the
Displaywriter as a terminal

e Creating a DCF document on PROFS using the
Displaywriter as a terminal

e Transferring an RFT document from PROFS to a
Displaywriter using the XFER command

e Transferring an RFT document from a Displaywriter to
PROFS using the XFER command

e Transferring a DCF document from PROFS to a
Displaywriter

e Printing a document at the Displaywriter printer.
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See “Notational conventions used for PROFS command
formats” on page G-1 for information on the notation
conventions used in this appendix.

Creating an RFT document on PROFS using the
Displaywriter as a terminal

Note: DisplayWrite/370 is required for this function.

You can create an RFT document on PROFS using the
Displaywriter as a terminal by foliowing these steps:

1. Sign on to PROFS.
2. Press PF5 on screen A00, “PROFS Main Menu.”

PROFS shows you screen F00, “Prepare Documents.”

PREPARE DOCUMENTS Fes
Press one of the following PF keys.

PF1 Preeare a document using the standard document strle.

PF2 Prepare a document using another document style. To view the list
of available document strles, press the PF2 key. Or tyee the
name of the stvie vou want below and press the PF2 key.

PF3 Chanse a draft document. Type the document number below first,
Then press the PF3 ker.

PF9 Help PF12 Return
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3. Press PF1 to use the standard document style, or type the
filename of the RFT document style you want to use in the
blank line beneath the text of the PF2 option, and press
PF2.

PROFS shows you screen F61, “Enter Author Profile.”

ENTER AUTHOR PROFILE - Fb1
An author profile contains information about the author that PROFS
automatically adds to the documents that you create. If you first
want to create, changse, or view an author profile, press PFi.

Tyre the name of the author profile you wish and then press ENTER.
MYAUTHOR

PF1 Author PF9 Help PF12 Cancel

4. Type the name of the author profile you wish to use, and
press ENTER.
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PROFS shows you the DisplayWrite/370 “Edit” screen.

1 RFTD A PROMPT Page 1
+x Promet: Type addressee:

s M, B 0 B e J e S MRS Sy M

-------------------------------------------------------------------- Page {----
December 9, 198b DRAFT 4

Marilyn Shane , (2023 974-3985

Marketing Manager

TechnoComp Unt imited

Marketing

West Buildina, Room 2-SE

Washinaton, DC 20007
Memo ta:
Subject:
Reference:

Type text here.

PF 1=Block 2=Insert 3=Cmdl ine 4=Instr, 5=Tspel | b=Aid
PF 7=Next 8=Command 9=HELP 10=Forward  !1=Backward !2=FND

5. Type the text of your document on the screen.

6. Press PF12=END to file the document.
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PROFS shows you screen F63, “Process the Document.”

PROCESS THE DOCUMENT Fb3

Document No.: !

Trre!

RFT-D

Press one of the following PF keys.

PF1
PF2
PF3
PF4
PFS
PFb
PF7
PF8

PF18

View the document

Change the document

Assian a new document number

View or change index information

File the document as a Final document (and mail if desired)

File the document in your personal storage for further chanses

File the document as a Draft document (and mail to reviewers if desired)
Print the document

Process the document using the Displarwriter

To erase the document from your persomal storase, type DELETE below and
press ENTER.

PF9 Help

7. Press PF10.

Working with PROFS at a Displaywriter

K-5



PROFS shows you screen TR02, “Transfer the Document.”

TRANSFER THE DOCUMENT : TR62

Document No.: |
Typet RFT-D

Trre the information below. Then press the PF keys for the choices you
want, and press ENTER. To cancel a choice, press the PF ker again.

Displaywriter Diskette Name: _
Displaywriter Document Name: |

PF1 Get the document from the Dispiavwriter
PF2 Send the document to the Displavwriter
PF5 Overwrite an existing Displarwriter document

PF9 Help PF12 Return

The information you type and the PF keys you press
determine how your document is transferred.

8. Type the name of the diskette to the right of “Displaywriter
Diskette Name.” The Displaywriter document name already
appears so you don’t need to type it uniess you want to
change its name on the Displaywriter.

9. Press PF2. The word SELECTED appears on the right side
of the screen, on the same line as PF2.

Note: [f you change your mind after SELECTED appears,
press the same PF key again. The word SELECTED
disappears.

10. Press ENTER.
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PROFS transfers you to HDDI, which shows you screen
FT02, “Transfer in Progress.”

TRANSFER IN PROGRESS FT02

The document transfer from your host persgnal storagse to

Displavwriter is in progress. Please wait.

Then PROFS shows you screen TR02 with a message that
the transfer was successful.

If you don’t wish to work with the document further using the
Displaywriter, go to step 18.
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To work with the document further using the Displaywriter:

11. Press CODE and ENTER to begin processing as a
Displaywriter.

12. Go to the Displaywriter screen on which you can edit the
document.

13. When you've finished editing the document, press END.
14. Press CODE and ENTER to return to PROFS.
PROFS shows you screen TR02 again.

15. If you don’t want to save your Displaywriter work in PROFS
at this time, go to step 18. PROFS will save the
DisplayWrite/370 document instead of the Displaywriter
document.

If you wish to re-edit the DisplayWrite/370 document, press
PF12 on screen TRO2 to return to screen F63. Then press
PF2 to change the document and continue at step 5.

16. If you want to save your Displaywriter work in PROFS at
this time, get the document from the Displaywriter by
pressing PF1 on screen TR02.

17. Press ENTER.
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While the document transfer is in progress and the
document from the Displaywriter replaces the original
document created with DisplayWrite/370, HDDI shows you
screen FT01, “Transfer in Progress.”

TRANSFER IN PROGRESS FTet

The document transfer from your Displavwriter to host

personal storase is in Progress. Please wait.

PROFS shows you screen TR02 again, when the transfer is
complete.

18. Press PF12 on screen TRO2 to return to screen F63,
“Process the Document.”

19. Press PF5, PF6, or PF7, as is applicable, and seiect the
options you want, to file the document.

To print the document at the Displaywriter, see “Printing the

document at the Displaywriter printer” at the end of this
appendix.
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Creating a DCF document on PROFS using the
Displaywriter as a terminal

Note: DisplayWrite/370 is not required for this function.

You can create a DCF document on PROFS using the
Displaywriter as a terminal by following these steps:

1. Sign on to PROFS.
2. Press PF5 on screen A00, “PROFS Main Menu.”

PROFS shows you screen F00, "Prepare Documents.”

PREPARE DOCUMENTS Foe
Press one of the following PF keys.

PF1 Prepare a document using the standard document strle.

PF2 Prepare a document using another document style. To view the list
of available document styles, press the PF2 key. Or type the
name of the style you want below and press the PF2 key.

PF3 Change a draft document. Tree the document number below first.
Then press the PF3 key.

PF9 Helr PF12 Return

3. Type STANDDCF in the blank beneath the text of the PF2
option and press PF2.
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PROFS shows you screen F51, “Document Heading.”

Document No.: | DOCUMENT HEADING F51
Type in the information below and then press PFY7.
---- Beginning of document ----- Document Style: STANDDCF ----
Author profile name:
“Typist's initials:
To:
Subject:
Reference:
Attachment? Y/ves, n/no, or vour own text:

Copy list:

PFY View PF2 Add PF3 Erase PF4 Tab PF5 Selit/Join PFb Alternate Pfs
PF? Next Part PFB Prev. Part PF9 Help PF10 Forward PFil Backward PF12 File

" PROFS uses the information from this screen to index your
document so that you can find the document later.

4. Press PF7 to type the text of your document.
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PROFS shows you screen F52, “Document Text.”

Document No.: 1 DOCUMENT TEXT F52
INPUT MODE: ‘
Type the document text below and press PF12 to file the document.

PF{ View PF4 Tab PF7 Next Part PFB Prev. Part PF9 Help PF10 Power PF12 File
To make chanses, press ENTER twice.

5. Type the text of your document.
(Remember that only Draft documents can be transferred
and that the Draft document must have text. HDDI does not
transfer an empty document to a Displaywriter.)

6. Press PF12 to file the document.
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PROFS shows you screen FO1, “Process the Document.”

PROCESS THE DOCUMENT Fot

Document No.: |
Type: Draft

Press one of the following PF kers.

PFt View the document

PF2 Change the document

PF3 Assian a new document number

PF4 Proofread the document

PF5 File the document as a Final document (and mail if desired)

PF6 File the document in your persanal storage for further changes

PF? File the document as a Draft document (and mail to reviewers if desired)
PF8 Print the document

PF18 Process the document using the Displaywriter

To erase the document from vour personal storase, type DELETE below and
press ENTER.

PF9 Help

7. Press PF10.
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PROFS transfers you to HDDI which shows you screen
TRO1, “Transfer the Document,” with the document number
filled in. Since the document originated in PROFS, it
already has a heading and the search information has been
indexed.

TRANSFER THE DOCUMENT TR61

Document No.: |
Trpe: Draft

Trre the information below.

Disptarwriter Diskette Name:
Displaywriter Document Name: |

Press the PF keys for the options you want, then press ENTER.

PF1 Get the document from the Displaywriter

PF2 Send the document to the Displayuwriter

PF3 Convert supported SCRIPT/VS controls

PF4 Delete unsupported SCRIPT/VS controls

PF5 Overwrite an existing Displaywriter document

PF9 Hetp PF12 Return

8. Type the name of the diskette to the right of “Displaywriter
Diskette Name,” and type the name of the document to the
right of “Displaywriter Document Name.” If the
Displaywriter document name already appears, you don’t
need to type it unless you want to change its name on the
Displaywriter.

9. Press PF2. SELECTED appears on the right side of the
screen, on the same line as PF2.
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The Displaywriter does not recognize SCRIPT commands
the way PROFS does. If you plan to print a PROFS
document on the Displaywriter printer, you must also press
PF3. (If you don't press PF3 and the document has
unrecognized commands and control words in it, these
commands and control words appear in the text of the
paper document.) SELECTED appears on the right side of
the screen, on the same line as PF3.

Note: If you change your mind after SELECTED appears,
press the same PF key again. The word SELECTED
disappears.

10. Press ENTER.

HDDI shows you screen FT02, “Transfer in Progress,” with
a message that says the transfer process has started.

TRANSFER IN PROGRESS FT62

The document transfer from your host personal storage to

Displarwriter is in progress. Please wait.

Then HDDI shows you screen TRO1 with a message that the
transfer was successful.
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If you don’t wish to work with the document further, go to step
18.

To work with the document further using the Displaywriter:

11. Press CODE and ENTER to begin processing as a
Displaywriter.

12. Go to the Displaywriter screen on which you can edit the
document.

13. When you've finished editing the document, press END.
14. Press CODE and ENTER to return to HDDI.
HDDI shows you screen TRO1 again.

15. If you don’t want to save your Displaywriter work in PROFS
at this time, go to step 18. PROFS will save the
DisplayWrite/370 document instead of the Displaywriter
document.

If you wish to re-edit the DisplayWrite/370 document, press
PF12 on screen TRO1 to return to screen FO1. Then press
PF2 to change the document and continue at step 5.

16. If you want to save your Displaywriter work in PROFS at
this time, get the document from the Displaywriter by
pressing PF1 on screen TROA.

17. Press ENTER.
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While the document transfer is in progress and the
document from the Displaywriter replaces the original
document created with DisplayWrite/370, HDDI shows you
screen FTO1, “Transfer in Progress.”

TRANSFER IN PROGRESS FT01

The document transfer from vour Diselayrwriter to host

personal storase is in progress. Please wait.

PROFS shows you screen TR0O1 again, when the transfer is
complete.

18. Press PF12 on screen TRO1 to return to screen FO1,
“Process the Document.”

19. Press PF5, PF6, or PF7, as is applicable, and select the
options you want, to file the document.

To print the document at the Displaywriter, see "Printing the

document at the Displaywriter printer” at the end of this
appendix.
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Transferring an RFT document from PROFS to a
Displaywriter using the XFER command

Note: DisplayWrite/370 is not required for this function.

You can transfer an RFT document from PROFS tp a
Displaywriter using the XFER command. It remains an RFT
document. You tell PROFS the name of the diskette you want
to contain the document. The document is named by PROFS.
You can keep this name or change it.

You can transfer an RFT document from PROFS to a
Displaywriter using the XFER command by following these
steps:

1. Type the XFER command on command line of screen AQQ,
“PROFS Main Menu,"” using the following format:

XFER [ filename [ filetype [ filemode ] ] ]
[?]

Remarks:
e filename—is the name of the file you want to obtain.

e filetype—is the type of the file you want to obtain. The
default is RFTD.

e filemode—is the mode of the file you want to obtain.
The default is A.

e “?—shows you a HELP screen for this command.

PROFS shows you screen TR02, “Transfer the Document.”
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2. Type the name of the diskette on which you want to store
this document to the right of “Displaywriter Diskette
Name.”

3. If you want to rename the document, type the new
document name (up to 44 characters) over the name
shown.

4. If you want to copy this document over an existing
document on the diskette, press PF5 to select that option.

5. Press PF2 to send the document to the Displaywriter.

6. Press ENTER.

PROFS shows you screen FT02 while the transfer is taking
place.

After the transfer is complete, PROFS shows you screen
TR0O2, “Transfer the Document” with a message informing
you whether the transfer was successful or not. If the
transfer was successful, you may press CODE and ENTER
to return to the Displaywriter mode and edit the document.
If the transfer was not successful, the message on screen
TRO2 includes an error return code. Look up the error
return code in the HDDI Reference Manual for advice.

When you have finished editing the document, press CODE
and ENTER to return to screen TR02, “Transfer the
Document.”

7. Press PF12 to return to screen A00, “PROFS Main Menu.”
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Transferring an RFT document from a
Displaywriter to PROFS using the XFER command
Note: DisplayWrite/370 is not required for this function.

You can transfer an RFT document from a Displaywriter to
PROFS using the XFER command. It remains an RFT
document. You tell PROFS the name of the diskette that
contains the document.

You can transfer an RFT document from a Displaywriter to
PROFS using the XFER command by following these steps:

1. Type the XFER command on the command line of screen
A00, "PROFS Main Menu,” using the following format:

XFER [ filename ]

[?]

Remarks:

o filename—is the name of the file you want to obtain.

e ?—shows you a HELP screen for this command.
PROFS shows you screen TR02, “Transfer the Document.”

2. Type the name of the diskette on which the document is
stored next to “Displaywriter Diskette Name.”

3. Type the name of the document next to “Displaywriter
Document Name.”

4. Press PF1 to select getting the document from the
Displaywriter.
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5.

Press ENTER.

HDDI shows you screen FT01 while the transfer is taking
place.

Then PROFS shows you a message telling you the transfer
was successful and returns you to screen TR02, “Transfer
the Document.”

6. Press PF12 to return to screen A00, “PROFS Main Menu.”

Note: Use the PROFS MEMO command or press PF3 on
screen FQO, “Prepare Documents,” to assign index information
and store the document in PROFS.

Transferring a DCF document from PROFS to a
Displaywriter

Note: DisplayWrite/370 is not required for this function.

You can transfer a DCF document from PROFS to a
Displaywriter by following these steps:

i)

2.

Sign on to PROFS.

Type MEMO and the document number or the filename of
the DCF document you want to transfer on the command
line of screen A0O, “PROFS Main Menu.”

PROFS shows you screen FO1, “Process the Document.”
Press PF10 on screen FO1.

PROFS transfers you to HDDI which shows you screen
TRO1, “Transfer the Document,” with the document number
filled in. Since the document originated in PROFS, it

already has a heading and the search information has been
indexed.
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4. Press PF2 on screen TRO1 to send the document to the
Displaywriter. SELECTED appears on the right side of the
screen, on the same line as PF2.

The Displaywriter does not recognize SCRIPT commands
the way PROFS does. If you plan to print a PROFS
document on the Displaywriter printer, you must also press
PF3 to convert the SCRIPT commands. (If you don't press
PF3 and the document has unrecognized commands and
control words in it, these commands and control words
appear in the text of the printed document.) SELECTED
appears on the right side of the screen, on the same line as
PF3.

5. Press ENTER.

HDDI shows you screen FT02, “Transfer in Progress,” with
a message that says the transfer process has started.

Then HDDI shows you screen TR0O1 with a message that the
transfer was successful.

6. Press PF12 on screen TRO1.

HDDI returns you to PROFS, which shows you screen F01,
“Process the Document.”

7. Press PF5, PF6, or PF7, as is applicable, and select the
options you want, to file the document.
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Printing a document at the Displaywriter printer

After you have created a document on either the Displaywriter
or PROFS, and edited and stored it, you can prir)t a
high-quality letter or manuscript on a Displaywriter printer.

To print your document on a Displaywriter printer, press PF8
on screen F0O1 or F63, “Process the Document.” PROFS shows
you screen J00, “Choose a Printer.”

CHOOSE A PRINTER Jeo

Press the PF key to select the printer vou want, or send a print file
to a user or printer not listed. Press PF8 to see additional erinter
options. Press ENTER when you have made rour choices.

Send a print file to: _ (name) at (location)
Number of copies: | Special print class:
PF1 SYS3203 3203 SYSTEM PRINTER - CLASS A SELECTED

PF2 SYS3287 3287 SYSTEM PRINTER - CLASS A
PF3 SYS3800 3800 SYSTEM PRINTER - CLASS Y
PF4 6b70 East Tower, 9th Floor
PF5S 6670 East Tower, 17th Floor
PFb bb70 West Tower, 2nd Floor
PF? Print at rour Displarwriter
Screen { of 1

PFB Options PF9 Helr PFIB Next Printers PFI! Previous Printers PFi2 Cancel

Now, follow these steps:
1. Press PF7 on screen JOO to print at your Displaywriter.

2. Press ENTER.
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PROFS transfers you to HDDI, which shows you a screen
PRO1, “Send the Document to Displaywriter for Printing,”
similar to the following:

SEND THE DOCUMENT TO DISPLAYWRITER FOR PRINTING PRO1

Document No.: 60330817
Trpe: Final

Tree the information below.

Using-
Displaywriter Document Format Filename: BUDGET OFSHDDI A-

Send to-
Displaywriter Diskette Name:
Displarwriter Document Name: 3rd Quarter

Press PF! to change the ortion, then press ENTER.

PF1 Overwrite an existins Displarwriter document SELECTED

PF3 Help  PFI2 Return

If this is the first time you have transferred this document,
type the “Displaywriter Diskette Name.” Otherwise, the
“Displaywriter Document Format Filename,” “Displaywriter
Diskette Name,” and “Displaywriter Document Name” are
already filled in.

3. Press ENTER.

K-24 Using the Professional Office System



HDDI shows you screen FT02, “Transfer in Progress,”
indicating that the transfer process has started.

TRANSFER IN PROGRESS FT02

The document transfer from your hast personal storage to

Displaywriter is in progress. Please wait.

Then HDDI shows you screen PRO1 with a message that your
request has been completed. Now you can either print the

document from the Displaywriter or return to PROFS by
pressing PF12.
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1

Storing

and printing
graphics
documents

You may want to store graphics documents in PROFS. These
documents were not created using PROFS but were created by
Graphical Data Display Manager (GDDM) (5748-XXH). You
store these GDDM documents in PROFS using the “Process
Documents from Other Sources” function.

There are four types of graphics files that can be viewed or
printed (not necessarily viewed and printed) using PROFS.
The PROFS document type for these documents is Graphic.
The filetypes of these documents are:

e ADMSAVE (picture form)
e ADMPRINT (print form)
e GDFILE (order form)

e ADMGDF (chart form).

If you use the standard character sets, you do not have to be
connected to GDDM to view the document. If you use
additional characters, you must be connected to GDDM to view
the document. If you are working with graphic files that were
not created by GDDM, you may be using character sets that
PROFS does not recognize. To view these files using PROFS,
you may need to be connected to the disk where these
character sets are stored.
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If you have a graphics printer, you can also print a Graphic
document which has a document number included within the
text of a PROFS document (except for ADMSAVE). While you
are viewing the PROFS document (screen 100), type PRINT on
the command line, move the cursor under the document
number, and press ENTER.

When you tell PROFS to print a Graphic document, PROFS
sends the document to GDDM to print it for you. You cannot
choose a printer as you can when you print other PROFS
documents. You should refer to the manuals on GDDM or see
your PROFS administrator.

ADMSAVE

You can create the ADMSAVE document and view it on the
same type of graphics terminal. You cannot view it on a
different type of graphics terminal than was used to create it
and you cannot print the file.

After you have asked to see the document, PROFS shows you
the document on a screen without a screen title or any PF keys
shown. GDDM takes up the entire screen to show you the
ADMSAVE document. You can still press PF9 to get help and
press PF12 to return.

ADMPRINT

You can print an ADMPRINT document on