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C O N T E N T S 

ABOUT THIS BOOK 

T h i s book is a l e a r n i n g a n d r e f e r e n c e tool f o r W O R D E R A R e c o r d s Process ing . 
You can q u i c k l y a n d e c o n o m i c a l l y p r o d u c e c u s t o m i z e d f o r m le t te rs , labels , or l ists 
w i t h R e c o r d s Process ing . T h i s book t eaches you how to use R e c o r d s P rocess ing as 
a m a i l - m e r g e p r o g r a m to a u t o m a t e mass mai l ings . It also t eaches you how to use 
R e c o r d s P rocess ing as a d a t a base m a n a g e m e n t sys tem. 

If you k n o w how to use W O R D E R A , you can use R e c o r d s Process ing . To l ea rn 
W O R D E R A , r e a d the Self-Paced Learning book. For d e t a i l e d r e f e r e n c e 
i n f o r m a t ion a b o u t W O R D E R A f u n c t i o n s , f e a t u r e s , a n d keys, r e f e r to the W O R D 
E R A Reference book. 

T h i s book desc r ibe s g lossary f u n c t i o n s t h a t can be used w i t h R e c o r d s Process ing 
con t ro l -g los sa ry en t r i e s . It does not c o n t a i n c o m p l e t e d e s c r i p t i o n s of al l g lossary 
f u n c t i o n s . Use the W O R D E R A Glossary Functions book as a c o m p l e m e n t to 
th is book. 

A f a m i l i a r i t y w i t h g lossary f u n c t i o n s is u s e f u l , bu t not essen t ia l to u n d e r s t a n d i n g 
the i n f o r m a t i o n p r e s e n t e d in th i s book. 
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CHAPTER 1 

INTRODUCTION TO RECORDS PROCESSING 

Rccords Process ing is a m a j o r f e a t u r e of W O R D E R A . To acccss R e c o r d s 
Process ing you select D o c u m e n t Process ing Tools f r o m the W O R D E R A Main 
m e n u , t hen select R c c o r d s Process ing . R e c o r d s P rocess ing can be used in many-
d i f f e r e n t ways . As an i m p o r t a n t e x a m p l e , you can use R e c o r d s P rocess ing as a 
m a i l - m e r g e p r o g r a m to a u t o m a t e mass mai l ings . In th is a p p l i c a t i o n , a list of 
add res ses is m e r g e d in to a d o c u m e n t to q u i c k l y a n d e c o n o m i c a l l y p r o d u c e 
cus tomized f o r m le t te rs , labels , or lists. You only need to type the a d d r e s s list 
and a mas t e r f o r m le t t e r one t ime. R e c o r d s Process ing merges the i n d i v i d u a l 
a d d r e s s e s in to t h e f o r m le t t e r f o r you a u t o m a t i c a l l y . You can then use the same 
a d d r e s s list to p r i n t labels or enve lopes , a n d to g e n e r a t e repor t s . 

Once you f i n d ou t how easy it is to use R e c o r d s Process ing as a m a i l - m e r g e 
f e a t u r e , you may w a n t to l ea rn some of its more s o p h i s t i c a t e d capab i l i t i e s . You 
can use R c c o r d s P rocess ing as a s imp le d a t a base m a n a g e m e n t sys tem to m a i n t a i n 
pa r t s lists, h a n d l e c l i en t lists, or u p d a t e emp loyee records . You can merge 
se lec ted i n f o r m a t i o n in to r e p o r t s p r o d u c e d w i t h W O R D E R A , so r t i ng and 
se lec t ing s p e c i f i c i t ems f r o m a list d o c u m e n t t ha t c o n t a i n s your d a t a base. 

Th i s c h a p t e r c o n t a i n s i n f o r m a t i o n on the f o l l o w i n g topics: 

H o w R e c o r d s P rocess ing w o r k s 

T h e f o u r types of R e c o r d s Process ing d o c u m e n t s 

T h e R e c o r d s P rocess ing m e n u 

A R e c o r d s Process ing t u t o r i a l 

HOW RECORDS PROCESSING WORKS 

When you use R e c o r d s Process ing f o r mai l merge , you c r e a t e two W O R D E R A 
d o c u m e n t s . O n e d o c u m e n t , t he list d o c u m e n t , c o n t a i n s the list of addresses . 
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I N T R O D U C T I O N TO RECORDS PROCESSING 

T h e o the r d o c u m e n t , t he f o r m a t d o c u m e n t , c o n t a i n s the le t t e r , w i th m a r k e r s to 
i n d i c a t e w h e r e the v a r i a b l e i n f o r m a t i o n f r o m the list d o c u m e n t is to be in se r t ed . 

F i g u r e 1 shows a s amp le list d o c u m e n t , and F i g u r e 2 shows a sample f o r m a t 
d o c u m e n t . You wil l l ea rn more a b o u t list a n d f o r m a t d o c u m e n t s in l a te r c h a p t e r s 
of this gu ide . 

Figure 1 A Sample List Document 

Doc add.list Page 1 Line 21 Pos 1 
word Format 1 Spacing 1 Length 54 
+(!• M .. > >2.. > •B. . > K 
<first name>Ronald* 
Clast name>Parsons* 
<address>4390 Alealoa* 
<city>Honolulu* 
<state>HI* 
<zipcode>9930H <>* 

<first name>Dorothy* 
<last name>Adams* 
<address>389 N. 25th St.* 
<city>Seattle* 
<state>WA* 
<zipcode>96890* <>* 

<first name>Averil* 
<last name>Moore* 
<address>390 N. Birch St.* 
<city>Fresno* 
<state>CA* 
<zipcode>93109* 

>5. >6 . 
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I N T R O D U C T I O N TO RECORDS P R O C E S S I N G 

A f t e r you h a v e c r e a t e d these two d o c u m e n t s , you select R e c o r d s P rocess ing f r o m 
the D o c u m e n t P rocess ing Tools m e n u . You then e n t e r the n a m e s of the two 
d o c u m e n t s on the R e c o r d s Process ing menu . 

Figure 2 A Sample Format Document 

Doc add.form Page 1 Line 1 Pos 39 
word Format 1 Spacing 1 Length 54 
1(1 1 2 3 M 5 

•<date1>-4 
•4 
<first name> <last name>-4 
<address>-4 
<city>, <state> <zipcode>^ 
•4 
Dear <first name>:-4 
•4 
Thank you for your membership in the Central Valley Art 
Association. As a member, you will receive our newsletter 
keeping you informed of meetings, workshops, exhibits, and 
special events.-* 

-4 
•4 

• Sincerely ,-4 

• Sandra Simons-4 
• Public Relations^ 

1 ( 1 1 . .•4. 

(Document End) 
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I N T R O D U C T I O N TO R E C O R D S P R O C E S S I N G 

R c c o r d s P rocess ing c o m b i n e s the list a n d f o r m a t d o c u m e n t s to c r e a t e an o u t p u t 
d o c u m e n t . Y o u can do f u r t h e r e d i t i n g on th i s d o c u m e n t or p r i n t it as it is. 
F i g u r e 3 shows a s a m p l e o u t p u t d o c u m e n t . 

Figure 3 A Sample Output Document 
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I N T R O D U C T I O N TO RECORDS P R O C E S S I N G 

You do not h a v e to k n o w how R c c o r d s Process ing merges d o c u m e n t s to use th is 
f e a t u r e s u c c e s s f u l l y . H o w e v e r , r e a d i n g the e x p l a n a t i o n of the process t ha t 
f o l l ows may he lp you r e m e m b e r w h a t i n f o r m a t i o n shou ld go in to a list d o c u m e n t 
and w h a t shou ld go in to a f o r m a t d o c u m e n t . 

Suppose you h a v e a list d o c u m e n t c o n t a i n i n g a list of addresses , a n d a f o r m a t 
d o c u m e n t c o n t a i n i n g a o n e - p a g e f o r m le t te r . In c o m b i n i n g these two d o c u m e n t s , 
R e c o r d s P rocess ing a u t o m a t i c a l l y f o l l o w s these steps: 

1. Begin at t he top of the f o r m a t d o c u m e n t . 

2. Put t ex t f r o m the f o r m a t d o c u m e n t in to the o u t p u t d o c u m e n t . 

3. When a merge m a r k e r is f o u n d i n d i c a t i n g t h a t v a r i a b l e i n f o r m a t i o n is to be 
in se r t ed , go to the list d o c u m e n t . 

4. F i n d the v a r i a b l e i n f o r m a t i o n f r o m the f i r s t a d d r e s s in the list d o c u m e n t , 
a n d inse r t it i n to the o u t p u t d o c u m e n t . 

5. Go back to the f o r m a t d o c u m e n t , a n d r epea t s teps 2 t h r o u g h 4 un t i l the end 
of the f o r m a t d o c u m e n t is r e a c h e d . 

6. R e p e a t s teps 1 t h r o u g h 5 un t i l the last a d d r e s s in the list d o c u m e n t is 
r e a c h e d . 

When th is process has been c o m p l e t e d , each page of the o u t p u t d o c u m e n t wi l l 
c o n t a i n a l e t t e r w i t h a d i f f e r e n t addres s . N o t e t ha t in this e x a m p l e the a d d r e s s 
also i nc ludes the name . T h e r e wil l be one page in the o u t p u t d o c u m e n t f o r each 
add res s in the list d o c u m e n t , p lus one b l a n k page at the end of the d o c u m e n t . 
You can ed i t , p r i n t , a n d a r c h i v e the o u t p u t d o c u m e n t as you w o u l d a n y o t h e r 
W O R D E R A d o c u m e n t . 

T h e r e is a n o t h e r k i n d of d o c u m e n t , ca l led a con t ro l g lossary , t h a t you can use 
w i th R e c o r d s Process ing . A con t ro l g lossary is a W O R D E R A glossary d o c u m e n t 
c o n t a i n i n g g lossary e n t r i e s s p e c i f i a l l y w r i t t e n to p e r f o r m R e c o r d s P rocess ing 
so r t ing a n d se lec t ing f u n c t i o n s . 

W O R D E R A glossar ies can be used to s tore tex t a n d k e y s t r o k e s t h a t can be 
r eca l l ed f o r use l a te r . A con t ro l -g lo s sa ry e n t r y uses f u n c t i o n s access ib le on ly 
f r o m the R e c o r d s P rocess ing m e n u . You can use a con t ro l -g los sa ry e n t r y to sort 
a n d / o r select s p e c i f i c i tems f r o m a list d o c u m e n t . 
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I N T R O D U C T I O N TO RECORDS PROCESSING 

FOUR TYPES OF DOCUMENTS 

T h e f o u r types of d o c u m e n t s used in R e c o r d s Process ing have a l r e a d y been 
b r i e f l y i n t r o d u c e d . To s u m m a r i z e , w h e n you use R e c o r d s Process ing , you f i r s t 
c r ea t e up to t h r e e k inds of W O R D E R A d o c u m e n t s and then use the R c c o r d s 
Process ing menu to merge the i n f o r m a t i o n in them in to a f i n a l d o c u m e n t . These 
a rc the t h r e e types of d o c u m e n t s you can c r ea t e to use wi th R c c o r d s Process ing: 

T h e list d o c u m e n t 

T h e f o r m a t d o c u m e n t 

T h e con t ro l g lossary 

A f t e r you m a k e your se lec t ions f r o m the Reco rds Process ing menu , these 
d o c u m e n t s a re merged to c r e a t c a new d o c u m e n t cal led the o u t p u t d o c u m e n t . 

Somet imes , you wil l need to use all f o u r k inds of d o c u m e n t s to a c h i e v e the resu l t s 
you w a n t . At o t h e r t imes , you will use only two or th ree of the f o u r types. The 
f o u r k i n d s of d o c u m e n t s a re de sc r i bed below b r i e f l y . La te r c h a p t e r s c o n t a i n 
de t a i l ed i n f o r m a t i o n on how to c r ea t e and use each type of d o c u m e n t . 

The List Document 

The list d o c u m e n t is a W O R D ERA d o c u m e n t c o n t a i n i n g i n f o r m a t i o n g r o u p e d 
into f i e l d s a n d rccords . For example , if the list d o c u m e n t c o n t a i n s a list of 
addresses , each a d d r e s s is a r eco rd , a n d each pa r t of the a d d r e s s is a f i e l d . You 
will l ea rn more a b o u t f i e l d s a n d r cco rds in C h a p t e r 2. A l t h o u g h an a d d r e s s list is 
a c o m m o n k ind of list d o c u m e n t , such a d o c u m e n t can c o n t a i n a list of 
i n f o r m a t i o n on a lmos t a n y sub j ec t , such as m e r c h a n d i s e o r d e r s or m a c h i n e par t s . 
You can merge the i n f o r m a t i o n f r o m a list in to f o r m le t ters , or you can use it f o r 
record keep ing . In a d d i t i o n , you can select i n f o r m a t i o n f r o m a list d o c u m e n t to 
use in b u i l d i n g t ab les or o t h e r f o r m s . 

Suppose , f o r e x a m p l e , t h a t an a d m i n i s t r a t i v e ass i s t an t in a N o r t h A m e r i c a n 
c o m p a n y ' s i n t e r n a t i o n a l a c c o u n t s d e p a r t m e n t c r ea t e s a list c o n t a i n i n g the n a m e s 
and add re s se s of the c o m p a n y ' s c l i en t s in Europe . T h i s list d o c u m e n t cou ld be 
used in the f o l l o w i n g ways: 

Wheneve r a sales r e p r e s e n t a t i v e goes to E u r o p e , the ass i s t an t could use 
R c c o r d s Process ing to c r e a t e a list of E u r o p e a n c l i en t s to he lp the 
r e p r e s e n t a t i v e . 
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T h e a s s i s t an t cou ld c o m b i n e t h e same list w i th a f o r m le t t e r to c r e a t e mass 
m a i l i n g s to all i n t e r n a t i o n a l c l ients . 

Us ing c l i en t n a m e s a n d sales i n f o r m a t i o n , the a s s i s t an t could use the list to 
p r e p a r e a t a b l e s h o w i n g how m u c h t h e c l i cn t s in each c o u n t r y o r d e r e d f r o m 
the c o m p a n y . 

The Format Document 

The f o r m a t d o c u m e n t is a W O R D E R A d o c u m e n t c o n t a i n i n g the bas ic s t r u c t u r e 
of the f i n a l o u t p u t d o c u m e n t , w h i c h is: 

f o r m a t l ine(s) 

s t a n d a r d t ex t 

h e a d e r , f o o t e r , a n d w o r k pages 

The f o r m a t d o c u m e n t i n c l u d e s a n y text t ha t r e m a i n s the same f r o m record to 
r ecord , p lus f i e l d labels i n d i c a t i n g w h e r e the sys tem is to inse r t i n f o r m a t i o n f r o m 
the list d o c u m e n t . R e c o r d s a n d f i e l d s a re d e sc r i b ed in C h a p t e r 2. 

A typ ica l f o r m a t d o c u m e n t (see F i g u r e 2), of a l e t t e r to be used in a mass m a i l i n g 
has the s t a n d a r d body of a l e t t e r , i n c l u d i n g a s a l u t a t i o n , tex t , a c los ing, a n d 
poss ib ly , a da te . H o w e v e r , the f o r m a t d o c u m e n t c o n t a i n s specia l i d e n t i f y i n g f i e l d 
labels in p l ace of the a d d r e s s , t h e n a m e in t h e s a l u t a t i o n , a n d a n y o the r 
i n f o r m a t i o n t h a t va r i e s f r o m one r eco rd to a n o t h e r in the list d o c u m e n t . T h e 
f i e l d labels i n d i c a t e w h e r e the v a r i a b l e i n f o r m a t i o n f r o m the list d o c u m e n t is to 
go in the le t te r . 

The Control Glossary 

T h e con t ro l g lossary is a g lossary d o c u m e n t c o n t a i n i n g an e n t r y or e n t r i e s 
cons i s t ing of g lossary f u n c t i o n s s p e c i f i c to R e c o r d s Process ing . You can on ly use 
these con t ro l -g lo s sa ry e n t r i e s f r o m the R e c o r d s Process ing menu . T h e con t ro l 
g lossary does not need to be a t t a c h e d f o r you to use one of the e n t r i e s f r o m the 
Reco rds P rocess ing m e n u . You use a con t ro l g lossary if you w a n t to select 
p a r t i c u l a r r e c o r d s f r o m a list d o c u m e n t or do s o r t i n g f r o m the R e c o r d s P rocess ing 
menu . 

You can c r e a t e a new c o n t r o l g lossary by us ing the C r e a t e N e w Glossa ry se lec t ion 
on the G los sa ry F u n c t i o n s m e n u , or you can a d d con t ro l -g lo s sa ry e n t r i e s to an 
ex i s t ing g lossary d o c u m e n t . 
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If you a re not f a m i l i a r w i t h c r e a t i n g , e d i t i n g , a n d v e r i f y i n g glossar ies , r e f e r to 
the W O R D E R A Glossary Functions m a n u a l f o r more i n f o r m a t i o n . 

A con t ro l -g lo s sa ry e n t r y m i g h t c o n t a i n i n s t r u c t i o n s f o r so r t i ng a list of r e c o r d s 
a l p h a b e t i c a l l y by last n a m e , or i n s t r u c t i o n s f o r se lec t ing the r eco rds of peop le 
who l ive in a p a r t i c u l a r c i ty or s t a te f r o m an a d d r e s s list. F i g u r e 4 shows a 
sample con t ro l -g lo s sa ry e n t r y . Th i s e n t r y wou ld select all r cco rds f o r the s t a t e of 
C a l i f o r n i a f r o m a list d o c u m e n t a n d sort t h e m by zip code in to an o u t p u t 
d o c u m e n t . 

Figure 4 A Sample Control -Glossary Entry 

Doc rp.sort Page 1 Line 10 Pos 1 
word Format 1 Spacing 1 Length 54 
+(1* M .. > >2.. >3.. > •4. .>... .•S.. > •&. 
entry 
H 

•select_record* 

• •if (<state> == "CA")« 
• •save_record'< 
• H 

•sort<zipcode>* 
X 
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T h e r e a r e two w a y s you can use a con t ro l -g los sa ry e n t r y f r o m the R e c o r d s 
Process ing m e n u to p r o d u c e an o u t p u t d o c u m e n t : 

Use a con t ro l -g lo s sa ry e n t r y w i t h list and f o r m a t d o c u m e n t s . T h e 
con t ro l -g lo s sa ry f u n c t i o n is p e r f o r m e d f i r s t , and the resu l t s a re t hen m e r g e d 
w i t h t h e f o r m a t d o c u m e n t to p r o d u c e the o u t p u t d o c u m e n t . 

Use a c o n t r o l - g l o s s a r y e n t r y w i th a list d o c u m e n t . When no f o r m a t 
d o c u m e n t is used , the f i e l d labels a re p r e s e r v e d in t h e o u t p u t d o c u m e n t . In 
th is w a y , you can select s p e c i f i c r e c o r d s f r o m a mas te r list d o c u m e n t to 
g e n e r a t e sma l l e r , spec ia l i zed list d o c u m e n t s . 

NOTE: T h e only t ime you can use a f o r m a t d o c u m e n t 
w i t h o u t a list d o c u m e n t or con t ro l g lossary is w h e n you 
a r e us ing a f o r m a t d o c u m e n t f o r D o c u m e n t Assembly t ha t 
c o n t a i n s include s t a t e m e n t s , bu t does not c o n t a i n a n y 
f i e l d labels . See C h a p t e r 3, "Crea t ing the F o r m a t 
D o c u m e n t , " f o r i n f o r m a t i o n on how to use i n c l u d e 
s t a t e m e n t s . 

The Output Document 

T h e o u t p u t d o c u m e n t is a W O R D E R A d o c u m e n t t h a t c o n t a i n s the f i n a l t ex t t h a t 
resu l t s w h e n R e c o r d s P rocess ing a u t o m a t i c a l l y c o m b i n e s d o c u m e n t s . You ass ign a 
n a m e to th i s d o c u m e n t , a n d R e c o r d s Process ing c r ea t e s it a u t o m a t i c a l l y as a p a r t 
of its f u n c t i o n . O u t p u t d o c u m e n t s can r a n g e in l eng th f r o m a la rge d o c u m e n t 
c o n t a i n i n g all t h e l e t t e r s in a mass m a i l i n g to a smal l subl i s t c o n t a i n i n g on ly the 
r e c o r d s se lec ted f o r a p a r t i c u l a r p u r p o s e f r o m a l a rge r list. 

When R e c o r d s P rocess ing is used w i t h a m a i l i n g list , f o r e x a m p l e , the sys tem 
merges the n a m e s , add re s se s , and o t h e r v a r i a b l e i n f o r m a t i o n f r o m the list 
d o c u m e n t i n t o the s t a n d a r d l e t t e r c o n t a i n e d in the f o r m a t d o c u m e n t , a n d c r e a t e s 
an o u t p u t d o c u m e n t . 

T h e r e s u l t i n g o u t p u t d o c u m e n t c o n t a i n s a l e t t e r f o r each pe r son on the m a i l i n g 
list, w i t h the a p p r o p r i a t e n a m e a n d a d d r e s s merged in to the body of the le t te r . 
You can v iew the o u t p u t d o c u m e n t on your screen to m a k e su re each l e t t e r is 
co r r ec t b e f o r e you send it to t h e p r i n t e r . A l t e r n a t i v e l y , you can h a v e the l e t t e r s 
p r i n t e d w i t h o u t p r o d u c i n g an o u t p u t d o c u m e n t . 

Records Processing WORD ERA 9 



I N T R O D U C T I O N TO R E C O R D S P R O C E S S I N G 

T h e f o r m a t l ines a re c a r r i e d over f r o m the F o r m a t d o c u m e n t at t he end of 
Reco rds Process ing . If you press C A N C E L whi l e an o u t p u t d o c u m e n t is be ing 
c r c a t e d , the r e c o r d s t h a t h a v e been processed a p p e a r in the o u t p u t d o c u m e n t , bu t 
the f o r m a t m a y not m a t c h the f o r m a t in the source d o c u m e n t . 

F i g u r e 5 shows all t he poss ib le ways you can c o m b i n e the t h r e e p r e l i m i n a r y 
R c c o r d s P rocess ing d o c u m e n t s to p r o d u c e a f i n a l o u t p u t d o c u m e n t . 

Figure 5. Records Processing Uses from One to Three Documents, 
Depending on What You Spec i fy 
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ACCESSING RECORDS PROCESSING 

To access R e c o r d s Process ing , f i r s t select D o c u m e n t Process ing tools f r o m the 
Main m e n u , t hen select R e c o r d s Process ing . T h e R e c o r d s Process ing m e n u s h o w n 
in F i g u r e 6 is d i s p l a y e d . 

Figure 6 The Records Processing Menu 

RECORDS PROCESSING 

Please enter the following document names 

List document 
Format document 
Control glossary 

entry 

Please select one of the following processing options 

Make output document only 
Make output document and print 
Print only 

To use R e c o r d s Process ing , f o l l o w these steps: 

1. C r e a t e y o u r list a n d f o r m a t d o c u m e n t s f r o m the W O R D E R A Main m e n u . 
If you p l an to use a con t ro l -g lo s sa ry e n t r y , c r e a t e a con t ro l g lossary f r o m 
the Glossa ry F u n c t i o n s m e n u or a d d a con t ro l -g los sa ry e n t r y to an e x i s t i n g 
glossary . 
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2. Sclcct P r o d u c t i v i t y Tools f r o m the W O R D E R A Main menu . 

3. Select R c c o r d s Process ing f r o m the P r o d u c t i v i t y Tools menu . 

4. E n t e r the n a m e of the list d o c u m e n t you w a n t to use, and press R E T U R N . 

5. E n t e r the n a m e of the f o r m a t d o c u m e n t you w a n t to use, a n d press 
R E T U R N . 

6. If you a rc us ing a con t ro l g lossary , en t e r the n a m e of the g lossary d o c u m e n t 
a n d press R E T U R N . O t h e r w i s e , press R E T U R N to move to the nex t f i e l d . 

7. If you h a v e e n t e r e d a con t ro l -g lossa ry name , type the e n t r y label . 
O t h e r w i s e , press R E T U R N to move to the next sc lcc t ion . 

8. Selcct one of the p rocess ing op t ions and press E X E C U T E . If you have 
se lec ted an op t ion t h a t c rea te s an o u t p u t d o c u m e n t , en t e r the n a m e of the 
o u t p u t d o c u m e n t , a n d press R E T U R N or E X E C U T E . 

If you use R e c o r d s Process ing f r e q u e n t l y , you may f i n d it c o n v e n i e n t to use the 
s h o r t c u t codc rpr to acccss the R e c o r d s Process ing menu (press C O M M A N D a n d 
type rpr f r o m a n y menu) . 

PRINTING FUNCTIONS 

When you c o m b i n e list , f o r m a t , a n d con t ro l d o c u m e n t s f r o m the R e c o r d s 
Process ing m e n u , you can m a k e one of t h r ee se lec t ions : 

M a k e o u t p u t d o c u m e n t on ly 

M a k e o u t p u t d o c u m e n t a n d p r i n t 

P r i n t on ly 

Make Output Document Only 

T h e f i r s t p roces s ing sc lcc t ion is Make O u t p u t D o c u m e n t On ly . When you choose 
th is op t i on , t h e R c c o r d s Process ing d o c u m e n t s a re c o m b i n e d in an o u t p u t 
d o c u m e n t on t h e sys tem d isk . T h i s d o c u m e n t is a s s igned the n a m e you e n t e r on 
the R e c o r d s P rocess ing m e n u . 
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If you e n t e r the n a m e of an e x i s t i n g d o c u m e n t , you can choose e i t h e r to 
o v e r w r i t e t h a t d o c u m e n t or to e n t e r a new n a m e f o r the o u t p u t d o c u m e n t . 

Once the o u t p u t d o c u m e n t has been c r e a t e d , you can ed i t , p r i n t , a n d a r c h i v e it as 
you wou ld a n y o t h e r W O R D E R A d o c u m e n t . 

If you c r e a t e l a rge o u t p u t d o c u m e n t s , you may w a n t to a r c h i v e t h e m f o r l a te r 
use. You migh t also use the Dele te D o c u m e n t se lec t ion on the F i l i ng m e n u to 
r emove them. If you de l e t e an o u t p u t d o c u m e n t bu t save its a c c o m p a n y i n g list, 
f o r m a t , or con t ro l g lossary d o c u m e n t s , you can a l w a y s use R c c o r d s Process ing 
aga in to r e c r e a t e the o u t p u t d o c u m e n t . 

W O R D E R A m e n u s such as the P r i n t D o c u m e n t and H y p h e n a t i o n a n d P a g i n a t i o n 
m e n u s a l low you to process d o c u m e n t s t h a t c o n t a i n f r o m 1 to 999 pages. You can 
ed i t a n d a r c h i v e d o c u m e n t s c o n t a i n i n g more t h a n 999 pages. You c a n n o t c r e a t e a 
d o c u m e n t c o n t a i n i n g more t h a n 999 pages wh i l e ed i t i ng . H o w e v e r , R c c o r d s 
Process ing m a y c r e a t e an o u t p u t d o c u m e n t t ha t c o n t a i n s more t h a n 999 pages. If 
th is h a p p e n s , you mus t spl i t t he long d o c u m e n t up in to severa l pa r t s so t h a t an 
i n d i v i d u a l d o c u m e n t c o n t a i n s no more t h a n 999 pages b e f o r e you can p r i n t , use 
Spe l l ing Tools , or h y p h e n a t e a n d p a g i n a t e it. T o do this , use the C r e a t e N e w 
D o c u m e n t se lec t ion f r o m the W O R D E R A Main m e n u to c r e a t e a new d o c u m e n t , 
and S H I F T / M O V E the e x t r a pages in to t ha t d o c u m e n t . 

Make Output Document And Print 

T h e second p roces s ing se lec t ion is M a k e O u t p u t D o c u m e n t and P r i n t . T h i s 
op t ion c r ea t e s an o u t p u t d o c u m e n t on the sys tem disk and a u t o m a t i c a l l y sends a 
copy of t h a t d o c u m e n t to the p r i n t e r . When p r i n t i n g is c o m p l e t e d , the copy is 
de le ted . T h e se t t ings on the P r i n t D o c u m e n t m e n u f o r the f o r m a t d o c u m e n t a re 
used as the d e f a u l t p r i n t se t t ings . If no f o r m a t d o c u m e n t is used , the f o r m a t l ine 
f r o m the list d o c u m e n t is used. 

Make sure t h a t y o u r p r i n t e r is t u r n e d on a n d has e n o u g h pape r . O n c e the 
d o c u m e n t is sent to the p r i n t e r f r o m R e c o r d s Process ing , you can use the P r i n t e r 
C o n t r o l m e n u to c o n t r o l p r i n t i n g f u n c t i o n s . 
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Print Only 

Suppose you f r e q u e n t l y p e r f o r m the same R e c o r d s Process ing f u n c t i o n s and a re 
c o n f i d e n t t h a t y o u r o u t p u t d o c u m e n t is co r r ec t ly f o r m a t t e d . In t h a t case, you do 
not need to ed i t t he o u t p u t d o c u m e n t b e f o r e p r i n t i n g it. T h u s , you may jus t w a n t 
to p r i n t the o u t p u t r esu l t s w i t h o u t c r e a t i n g a copy of the d o c u m e n t on the sys tem 
disk . To do this , you can use the P r i n t On ly se lec t ion on the R e c o r d s P rocess ing 
menu . 

Even t h o u g h you only w a n t to p r i n t the o u t p u t d o c u m e n t , a f i l e mus t be c r c a t c d 
f o r the o u t p u t . R e c o r d s Process ing c rea te s a t e m p o r a r y f i l e b e g i n n i n g w i t h the 
c h a r a c t e r s .W. T h e .W f i l e c o n t a i n s the i n f o r m a t i o n to be p r i n t e d . 

When the p r i n t i n g is f i n i s h e d , the t e m p o r a r y f i l e is a u t o m a t i c a l l y r e m o v e d . 
B e f o r e you select th is o p t i o n , m a k e sure t h a t your p r i n t e r is t u r n e d on a n d has 
enough pape r . 

If the p r i n t e r s tops f o r a n y reason d u r i n g the p r i n t i n g , you can con t ro l the 
p r i n t i n g of the t e m p o r a r y f i l e in the same way you would a n y o the r d o c u m e n t in 
the p r i n t q u e u e . 

Of course , once the p r i n t i n g proccss has been c o m p l e t e d , you c a n n o t r e p r i n t 
se lec ted p a r t s of the d o c u m e n t . T h i s is because the t e m p o r a r y f i l e has been 
r e m o v e d f r o m t h e sys tem disk . 

If you t h i n k you may w a n t to r e p r i n t p o r t i o n s of a R e c o r d s Process ing o u t p u t 
d o c u m e n t , you shou ld choose one of the two o t h e r p rocess ing op t ions w h e n 
c r e a t i n g it. 

A RECORDS PROCESSING TUTORIAL 
Now t h a t you h a v e an idea of how R e c o r d s Process ing works , he r e is a b r i e f 
exerc i se you can use to c o m b i n e a list a n d f o r m a t d o c u m e n t in to an o u t p u t 
d o c u m e n t . 

In th is exe rc i se , you wil l t y p e the list d o c u m e n t shown in F i g u r e 1 a n d the 
f o r m a t d o c u m e n t s h o w n in F i g u r e 2. For your c o n v e n i e n c e , the tex t of these 
d o c u m e n t s is r e p e a t e d he re . 

Be sure to use t h e M E R G E key to t ype the symbol "<" a n d the S H I F T / M E R G E 
key to t ype t h e symbo l ">." You can c o m p a r e the tex t of the d o c u m e n t s on y o u r 
screen w i th the f i g u r e s . 
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Typing the Documents 

1. C r e a t e a n e w d o c u m e n t n a m e d add.l ist u s ing the C r e a t e N e w D o c u m e n t 
se lec t ion f r o m t h e W O R D E R A Main m e n u . 

2. T y p e t h e t h r e e a d d r e s s e s e x a c t l y as shown be low. R e m e m b e r to use M E R G E 
a n d S H I F T / M E R G E . C o m p a r e y o u r d o c u m e n t w i th F i g u r e 1-2 to be su r e 
you h a v e e n t e r e d the tex t c o r r e c t l y . 

<first name>Ronald 
<last name>Parsons 
<address>4390 Alealoa 
<ci ty>Honolulu 
<state>HI 
<zipcode>99301 <> 

<f irst name>Dorothy 
<last name>Adams 
<address>389 N. 25th St. 
<c i ty>Seat t le 
<state>WA 
<zipcode>96890 <> 

<first name>Averi l 
<Iast name>Moore 
<address>390 N. Birch St. 
<ci ty>Fresno 
<state>CA 
<zipcode>93109 <> 

3. When the list is comple t e , l eave the d o c u m e n t , s av ing the changes . 

4. C r e a t e a n e w d o c u m e n t n a m e d add. form us ing the C r e a t e N e w 
D o c u m e n t se lec t ion f r o m the W O R D E R A M a i n m e n u . 

5. T y p e the f o r m l e t t e r e x a c t l y as shown be low. R e m e m b e r to use M E R G E 
a n d S H I F T / M E R G E . C o m p a r e your d o c u m e n t w i t h F i g u r e 2 to be su re you 
h a v e e n t e r e d the t ex t co r r ec t l y . 

6. Be su re to e n t e r a page b r e a k at the end of the d o c u m e n t , as s h o w n in 
F i g u r e 2. 

7. When t h e f o r m le t t e r is comple t e , l eave the d o c u m e n t , s av ing the changes . 
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<date l> 

<f irst name> <last name> 
<address> 

<city>, <state> <zipcode> 

Dear <first name>: 
Thank you for your membership in the Central Val ley Art 
Associat ion. As a member, you will receive our newsletter 
keeping you informed of meetings, workshops, exhibi ts , and 
special events. 

Sincerely , 

Sandra Simons 
Public Relat ions 

Merging the Documents 

You h a v e c r e a t e d t w o s e p a r a t e d o c u m e n t s t h a t can be m e r g e d t o g e t h e r w i t h 

R e c o r d s Process ing . To do th is , f o l l o w the s teps be low: 

1. Select P r o d u c t i v i t y Tools f r o m the W O R D E R A M a i n m e n u . 

2. Select R e c o r d s P rocess ing f r o m the P r o d u c t i v i t y Tools m e n u . 

3. T y p e add.l ist on t h e List document l ine a n d press R E T U R N . 
4. T y p e add . form on the Format document l ine and press E X E C U T E . 

Since you a r e not us ing a con t ro l g lossary , you c a n l eave the C o n t r o l 
g lossary a n d e n t r y l ines b l a n k . 

5. T y p e add.out on the Please enter output document name l ine a n d press 
R E T U R N or E X E C U T E . 

6. R e t u r n to t h e W O R D E R A M a i n menu . 

7. U s i n g the E d i t Old D o c u m e n t se lec t ion , look at the d o c u m e n t add.out. If 
you h a v e d o n e e v e r y t h i n g c o r r c c t l y , t he o u t p u t d o c u m e n t wi l l c o n t a i n t h r e e 
l e t t e r s , e ach w i t h a d i f f e r e n t addres s , a n d each on a s e p a r a t e page. 
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T h e last page in the d o c u m e n t wi l l be b l a n k . If you w a n t to, you can p r i n t 
th i s d o c u m e n t . 

T h i s c h a p t e r has i n t r o d u c e d the bas ic concep t s of R e c o r d s Process ing . In t h e nex t 
two c h a p t e r s , you wil l l e a rn m o r e a b o u t how to c r e a t e list a n d f o r m a t d o c u m e n t s . 
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CHAPTER 2 

CREATING THE LIST DOCUMENT 

T h e list d o c u m e n t is the most i m p o r t a n t of the t h r e e types of R c c o r d s P rocess ing 
d o c u m e n t s . T h e e n t r i e s you m a k e in the list d o c u m e n t a re used as a d a t a base f o r 
all s u b s e q u e n t R e c o r d s P rocess ing f u n c t i o n s . You can use R e c o r d s P rocess ing 
w i t h o u t a f o r m a t d o c u m e n t or con t ro l g lossary , bu t , in a lmos t eve ry i n s t ance , you 
must h a v e a list d o c u m e n t . 

N O T E : T h e on ly t i m e you do not need to use a list 
d o c u m e n t in R c c o r d s Process ing is w h e n you h a v e a 
f o r m a t d o c u m e n t w i t h include s t a t e m e n t s a n d no f i e l d 
labels . See C h a p t e r 3, " C r e a t i n g the F o r m a t D o c u m e n t , " 
f o r i n f o r m a t i o n on how to use i n c l u d c s t a t e m e n t s . 

In th i s c h a p t e r you wi l l l ea rn how to c r e a t e a list d o c u m e n t . You can use the 
exerc i ses in t h i s c h a p t e r to l e a rn how to set u p t h e k i n d s of lists you m i g h t 
t yp i ca l l y c r e a t e in y o u r w o r k . T h e list d o c u m e n t s you c r e a t e in th i s c h a p t e r a r e 
used w i t h the exerc i ses in C h a p t e r s 3 a n d 4. T h i s c h a p t e r c o n t a i n s i n f o r m a t i o n on 
the f o l l o w i n g topics : 

T h e p a r t s of the list d o c u m e n t 

D e s i g n i n g the list d o c u m e n t 

T y p i n g the list d o c u m e n t 

U s i n g g lossa ry e n t r i e s to c r e a t e the list d o c u m e n t 

C r e a t i n g an i n v e n t o r y list 

THE PARTS OF A LIST DOCUMENT 

T h e list d o c u m e n t c o n t a i n s t h e v a r i a b l e tex t the i n f o r m a t i o n t h a t c h a n g e s f o r 
each i t em m e r g e d i n t o the f o r m a t d o c u m e n t . You use W O R D E R A to c r e a t e a n d 
ed i t t he list d o c u m e n t . List d o c u m e n t s a re d i v i d e d in to f i e ld s . E a c h c o m p l e t e 
g r o u p of f i e l d s f o r m s a r eco rd . 
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Fields 

T h e i n d i v i d u a l i t ems in a list d o c u m e n t a rc ca l lcd f i e ld s . Each f i e l d has two 
par t s : 

T h e f i e l d labe l 

T h e f i e l d c o n t e n t s 

Field Labels 

T h e f i e l d label is the n a m e you ass ign to each f i e l d in a r eco rd . It i d e n t i f i e s the 
con t en t s of the f i e l d a n d r e m a i n s the same f r o m reco rd to r eco rd . You use the 
same f i e l d label in the f o r m a t d o c u m e n t to i n d i c a t e w h e r e the v a r i a b l e 
i n f o r m a t i o n is to be p laced . You also use the f i e l d label to d e f i n e f i e l d s you 
wish to sor t a n d selcct in a con t ro l -g los sa ry e n t r y . 

You choose the f i e l d labe ls a n d d e c i d e w h a t i n f o r m a t i o n shou ld be i n c l u d e d in 
the f i e l d c o n t e n t s . T h e labels you ass ign wil l d e p e n d on the t ype of i n f o r m a t i o n 
in your list d o c u m e n t a n d on the way you w a n t to c o m b i n e it w i t h the f o r m a t 
d o c u m e n t . It is a good idea to choosc f i e l d labels t h a t b r i e f l y d e s c r i b e the f i e l d 
con ten t s . 

Once you d e c i d e on a labe l f o r a p a r t i c u l a r f i e l d , it is a good p r a c t i c c to use it 
cons i s t en t ly in all your list d o c u m e n t s . Suppose you d e c i d e to use the f i e l d label 
<zipcode>. If you use <zip> to label the z ip -code f i e l d in a n o t h e r list 
d o c u m e n t , you wil l not be ab le to use the o r i g i n a l f o r m a t d o c u m e n t w i t h t h a t l ist 
d o c u m e n t unless you ed i t it to c h a n g e the f i e l d label . 

Each f i e l d labe l beg ins w i t h a M E R G E a n d ends w i th a S H I F T / M E R G E . Be su re 
you use the Merge key to c r e a t e the f i e l d labe ls in a n y R e c o r d s P rocess ing 
d o c u m e n t . R e c o r d s P rocess ing wil l not f u n c t i o n co r r ec t l y if you use the ang le 
b r a c k e t s a t t h e l o w e r - r i g h t c o r n e r of the k e y b o a r d in p lace of M E R G E a n d 
S H I F T / M E R G E . R e f e r to the sec t ion en t i t l ed "Des ign ing the List D o c u m e n t " 
la ter in th is c h a p t e r f o r sugges t ions on how to choose labels f o r y o u r l ist 
d o c u m e n t . 

NOTE: F i e ld labe ls shou ld neve r be b r o k e n by r e t u r n s 
or page b reaks . 

You do not need to h a v e the same n u m b e r of f i e l d labels in each r eco rd . 
H o w e v e r , it is a good idea to m a k e the n u m b e r of f i e l d labels m a t c h , even if 
m a n y f i e l d c o n t e n t s a r e b l a n k f o r a p a r t i c u l a r f i e l d label . 
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What h a p p e n s if you do not h a v e the same f i e l d label in each r e c o r d ? When you 
r u n R e c o r d s P rocess ing , if t h a t label is used in the f o r m a t d o c u m e n t , you wil l 
h a v e to press E X E C U T E each t ime a r eco rd t h a t does not c o n t a i n t h a t f i e l d labe l 
is f o u n d , or p ress C A N C E L to e n d t h e process . If you h a v e m a n y r e c o r d s t h a t a r c 
miss ing t h a t f i e l d labe l , it wil l t a k e more t ime to r u n R e c o r d s Process ing , a n d you 
may not get al l t he r e c o r d s you w a n t in the o u t p u t d o c u m e n t . 

Field Contents 

T h e f i e l d c o n t e n t s cons is t of the tex t you t ype f o l l o w i n g a f i e l d label . T h i s 
i n f o r m a t i o n , w h i c h v a r i e s f r o m r e c o r d to r e c o r d in t h e list d o c u m e n t c o n s t i t u t e s 
your d a t a base. 

When you t y p e t h e f i e l d c o n t e n t s , you shou ld e n t e r on ly the t ex t , p u n c t u a t i o n , 
and spaces. An e n t r y does not h a v e to be one l ine. You can also e n t e r R e t u r n s , 
Tabs , a n d o t h e r sc reen symbol s n e e d e d w i t h i n a v a r i a b l e e n t r y . A n y t ex t or 
p u n c t u a t i o n s u r r o u n d i n g the f i e l d c o n t e n t s t h a t does not c h a n g e f o r each r eco rd 
shou ld be i n c l u d e d in the f o r m a t d o c u m e n t r a t h e r t h a n in the f i e l d c o n t e n t s in 
the list d o c u m e n t . Fo r e x a m p l e , t h e c o m m a a n d space t h a t a p p e a r b e t w e e n the 
n a m e of the c i ty a n d the n a m e or a b b r e v i a t i o n of the s ta te in an a d d r e s s shou ld 
be e n t e r e d i n t o the f o r m a t d o c u m e n t . These c h a r a c t e r s shou ld not be i n c l u d e d in 
the list d o c u m e n t as p a r t of the <city> or <state> f i e l d con ten t s . 

REMEMBER: A l w a y s press M E R G E to beg in a f i e l d 
labe l a n d S H I F T / M E R G E to end a f i e l d label . 

T h e essen t i a l p a r t s of a f i e l d a n d t h e keys you press to c r e a t e a f i e l d a re s h o w n 
in F i g u r e 7. 

When you r u n R e c o r d s P rocess ing , you can use the f i e l d c o n t e n t s in two ways : 

When you use a list d o c u m e n t a n d a f o r m a t d o c u m e n t , the f i e l d labe ls in the 
f o r m a t d o c u m e n t d e t e r m i n e w h e r e the f i e l d c o n t e n t s wil l a p p e a r in the 
o u t p u t d o c u m e n t . In th i s case, t h e f i e l d labe ls a r e n e v e r i n c l u d e d in the 
o u t p u t d o c u m e n t . 

See C h a p t e r 3, " C r e a t i n g t h e F o r m a t D o c u m e n t , " f o r i n f o r m a t i o n on how to 
c r e a t e a n d use f o r m a t d o c u m e n t s . 
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When you use a l ist d o c u m e n t a n d a con t ro l g lossary w i t h o u t u s ing a f o r m a t 
d o c u m e n t , t h e f i e l d labe ls r e m a i n w i th the f i e l d con ten t s . In th i s w a y , you 
can sor t a n d select i n d i v i d u a l r cco rds f r o m a mas t e r list d o c u m e n t to c r e a t e 
s e p a r a t e spec i a l t y lists. T h e m a s t e r list r e m a i n s u n c h a n g e d . 

See C h a p t e r 5, " C r e a t i n g the C o n t r o l D o c u m e n t , " f o r i n f o r m a t i o n on how to 
c r e a t e a n d use con t ro l -g lo s sa ry en t r i es . 

Figure 7 The Parts of a Field 

Merge symbol (press the Merge key) 

Field label 

Merge symbol (hold down Shift key and press the Merge key) 

Field contents 

<name>Mr. Averil Moore 

Size Limitations 
A f i e l d can c o n t a i n a m a x i m u m of 2048 c h a r a c t e r s , i n c l u d i n g f i e l d labe ls a n d 
merge symbols . 

If you use con t ro l -g lo s sa ry e n t r i e s f o r so r t i ng a n d se lec t ing , t h e r e a r e a d d i t i o n a l 
r e s t r i c t i o n s on the sizes of f i e l d s a n d records : 

E a c h r e c o rd mus t c o n t a i n no m o r e t h a n 2048 c h a r a c t e r s , i n c l u d i n g f i e l d 
labels , m e r g e symbols , a n d r e t u r n s . 

If you sor t on m o r e t h a n one f i e l d , t he to ta l l eng th of the c o n t e n t s of all 
f i e l d s to be so r t ed c a n n o t be g r e a t e r t h a n 1024 c h a r a c t e r s , e x c l u d i n g f i e l d 
labels . 
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Sec C h a p t e r 5, " C r e a t i n g C o n t r o l - G l o s s a r y Ent r ies , " f o r i n f o r m a t i o n on how to 
w r i t e con t ro l -g lo s sa ry e n t r i e s to sort a n d select records . 

Records 

A g r o u p of f i e l d s t h a t be long t o g e t h e r is ca l led a r eco rd . E a c h r eco rd c o n t a i n s 
s p e c i f i c i n f o r m a t i o n a b o u t , f o r e x a m p l e , a pe r son , c o m p a n y , or p r o d u c t . T h i s 
i n f o r m a t i o n is saved in the list d o c u m e n t . It can be m e r g e d w i th a f o r m a t 
d o c u m e n t or s to red f o r r e t r i e v a l la te r . A r eco rd may consis t of one l e t t e r , one 
word , one l ine , or severa l l ines, all p e r t a i n i n g to one p a r t i c u l a r m e m b e r of a list. 

R e c o r d s can be a n y l eng th unless you p lan to use a con t ro l -g lo s sa ry e n t r y to select 
or sort the list d o c u m e n t . If you use a con t ro l -g los sa ry e n t r y , no r eco rd in the list 
d o c u m e n t can c o n t a i n m o r e t h a n 2048 c h a r a c t e r s . A list d o c u m e n t can h a v e an 
u n l i m i t e d n u m b e r of r e c o r d s (as long as t he r e is e n o u g h f r e e space on the sys tem 
disk) . 

Each r eco rd mus t end w i th an e n d - o f - r e c o r d i n d i c a t o r on a s e p a r a t e l ine , 
f o l l o w e d by a R E T U R N . To c r e a t e an e n d - o f - r e c o r d i n d i c a t o r , type M E R G E , 
S H I F T / M E R G E , a n d R E T U R N <>. 

If you c r e a t e a l ist composed on ly of emp loyee names , each n a m e is c o n s i d e r e d an 
i n d i v i d u a l r e c o r d . H o w e v e r , a list t y p i c a l l y c o n t a i n s r e c o r d s w i t h m o r e 
i n f o r m a t i o n a b o u t the list m e m b e r s . Fo r e x a m p l e , the a d d r e s s list of a m a g a z i n e 
p u b l i s h e r m i g h t c o n t a i n a d d i t i o n a l i n f o r m a t i o n a b o u t the subsc r ibe r s , such as 
the i r bus iness t i t les a n d the n a m e s of m a g a z i n e s to w h i c h they subsc r ibe . 

Here a r e t h r e e e x a m p l e s of d i f f e r e n t types of r e c o r d s t h a t you migh t h a v e in 
s e p a r a t e list d o c u m e n t s : 

<first name>Rose 
<last name>Smith 
<ti tIe>Technical Writer <> 

<garment>Wool suit 
<style>Three piece 
<fabric>Gray pinstripe 
<suppliers>CIothing, Inc. 
<price>$375.00 <> 

Records Processing WORD ERA 23 



CREATING T H E FORMAT D O C U M E N T 

<name>I. M. Smith 
<t i t le>Representat ive 
<address>House of Representat ives 
<city>Washington 
<state>DC 
<zipcode>10001 <> 

Which r eco rd s t r u c t u r e you choose d e p e n d s on w h a t r e q u i r e m e n t s you h a v e f o r 
the list. You m i g h t use the f i r s t r eco rd in a list of employees , t he second in a 
p r o d u c t list, a n d t h e t h i r d in an a d d r e s s list. 

NOTE: N e v e r pu t a page b r e a k in the m i d d l e of a 
r eco rd . When you pu t page b r e a k s in your list d o c u m e n t , 
a l w a y s s t a r t t he top of a new page w i th the f i r s t l ine of a 
new r e c o r d . 

SUMMARY 

T h e i m p o r t a n t i n f o r m a t i o n a b o u t c r e a t i n g a list d o c u m e n t is s u m m a r i z e d be low: 

Each i t em in a list d o c u m e n t is ca l led a f i e l d . A f i e l d can c o n t a i n a 
m a x i m u m of 2048 c h a r a c t e r s , i n c l u d i n g f i e l d labels a n d merge symbols . 

F ie lds h a v e two par t s : f i e l d labe ls a n d f i e l d con ten t s . 

F ie lds l abe l s a l w a y s p r e c c d e f i e l d con ten t s . 

E a c h f i e l d label mus t begin w i th a M E R G E and end w i t h a S H I F T / M E R G E . 

N e v e r p u t a R E T U R N or page b r e a k in the m i d d l e of a f i e l d label . 

A co l l ec t ion of r e l a t e d f i e l d s is a r eco rd . 

T h e r e is no l i m i t a t i o n on the size of r e c o r d s unless you use a 
c o n t r o l - g l o s s a r y e n t r y . 

If you use a con t ro l -g lo s sa ry e n t r y , each r eco rd can c o n t a i n only 2048 
c h a r a c t e r s . 
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E a c h r e c o r d mus t end w i t h an e n d - o f - r c c o r d i n d i c a t o r <> on a s e p a r a t e 
l ine , f o l l o w e d by a R E T U R N . 

N e v e r p u t a p a g e b r e a k in t h e m i d d l e of a r eco rd . If you p u t page b r e a k s 
in your list d o c u m e n t , a l w a y s s t a r t the top of a page w i t h the f i r s t l ine of a 
new r eco rd . 

T h e r e c o r d s in a l ist d o c u m e n t do not need to h a v e the same n u m b e r of 
f i e ld s . H o w e v e r , th i s is not r e c o m m e n d e d s ince u n p r e d i c t a b l e resu l t s can 
occur . 

F ie ld labe ls mus t be cons i s t en t f r o m reco rd to r e co rd in a list d o c u m e n t . 
Fo r e x a m p l e , if you use <zipcode>, you shou ld not use <zip> as a label 
f o r the s a m e f i e l d . 

DESIGNING THE LIST DOCUMENT 
B e f o r e you beg in t y p i n g your list d o c u m e n t , you shou ld c a r e f u l l y cons ide r how 
you w a n t to use the i n f o r m a t i o n . If you w a n t to sort a n d select r e c o r d s t h a t 
c o n t a i n s p e c i f i c types of i n f o r m a t i o n , the list d o c u m e n t is eas ie r to m a n i p u l a t e 
w h e n such i n f o r m a t i o n is in a s e p a r a t e f i e l d . You wil l h a v e m o r e o p t i o n s if you 
have a s e p a r a t e f i e l d f o r <state> a n d <zipcode> r a t h e r t h a n c o m b i n i n g t h e m 
in one f i e l d n a m e d <state & zipcode>. 

You shou ld also t h i n k c a r e f u l l y a b o u t the f i e l d labels you use. In a d d i t i o n to 
be ing used in t h e list d o c u m e n t , f i e l d labe ls a re also used in the f o r m a t d o c u m e n t 
and in the c o n t r o l - g l o s s a r y e n t r y . S ince the labels a p p e a r w i t h o u t t h e i r 
a c c o m p a n y i n g i n f o r m a t i o n in these o t h e r t w o places , you shou ld ass ign f i e l d 
n a m e s to the labe ls t h a t a r e easy to recogn ize . T h i s wil l m a k e it eas ie r f o r you to 
des ign t h e f o r m a t d o c u m e n t a n d to w r i t e the con t ro l -g lo s sa ry e n t r y . 

It is a good idea to k e e p y o u r f i e l d labels as shor t as possible , h o w e v e r , s ince 
f i e l d labe ls c o u n t in the to ta l n u m b e r of a l l o w a b l e c h a r a c t e r s per f i e l d a n d 
record . 

You do not need to i n c l u d e all t he f i e l d s f r o m a l i s t - d o c u m e n t r e co rd in the 
f o r m a t d o c u m e n t . Fo r e x a m p l e , if you a re c r e a t i n g a m e m b e r s h i p m a i l i n g list , 
you m i g h t a d d such i n f o r m a t i o n a b o u t each m e m b e r as e n r o l l m e n t d a t e a n d dues 
pa id . C u r r e n t l y , h o w e v e r , you m i g h t on ly w a n t to use the n a m e s a n d a d d r e s s e s 
f r o m t h e list. 
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You can e n t e r all t he i n f o r m a t i o n you m i g h t ever use in to a list d o c u m e n t w h e n 
you f i r s t c r e a t e it. You c a n also a d d more f i e l d s a n d i n f o r m a t i o n to a list 
d o c u m e n t at a n y t ime t h e r e a f t e r . 

If you w a n t to use i n f o r m a t i o n such as a c o m p a n y n a m e m o r e t h a n one t ime in a 
f o r m l e t t e r , you on ly need to t ype it oncc f o r each record in the list d o c u m e n t . 
Each t ime you w a n t to use the i n f o r m a t i o n in the f o r m a t d o c u m e n t , you s imply 
r epea t the f i e l d label . For e x a m p l e , you could use the f i e l d label <company> 
in the a d d r e s s l ine , a n d t hen r e f e r to the c o m p a n y by n a m e in the body of the 
le t te r by r e p e a t i n g the f i e l d label <company> at the a p p r o p r i a t e placc . 

You can use the s a m e list d o c u m e n t w i th a v a r i e t y of f o r m a t d o c u m e n t s to c r c a t e 
d i f f e r e n t o u t p u t d o c u m e n t s , as shown in F i g u r e 8. Each of the f o r m a t d o c u m e n t s 
migh t use a d i f f e r e n t set of f i e l d labels f r o m the list d o c u m e n t . Be su re you 
t h i n k t h r o u g h the d i f f e r e n t w a y s you m i g h t w a n t to use the list d o c u m e n t , a n d 
c r ea t e it w i th the m a x i m u m f l e x i b i l i t y possible . 

Once you h a v e d e c i d e d on a n a m i n g sys tem f o r y o u r f i e l d labels , you shou ld use 
it cons i s t en t l y f o r al l t he r e c o r d s in t h a t list d o c u m e n t . Suppose you d e c i d e to 
label a f i e l d <name> in an a d d r e s s list. If you use <Name> to label some of 
the n a m e f i e l d s , R e c o r d s P rocess ing will be u n a b l e to process those records . 

You do not need to keep the f i e l d labels in the same o r d e r f r o m r eco rd to r e co rd 
in the list d o c u m e n t . M o r e o v e r , t he o r d e r docs not have to be the same as in the 
f o r m a t d o c u m e n t . None the l e s s , a list d o c u m e n t can be eas ier to ed i t if its f i e l d 
labels a re in the same r e l a t i v e pos i t ion in each record . T h e f o l l o w i n g e x a m p l e 
shows an a d d r e s s w i t h f i e l d labels ass igned to s p e c i f i c p a r t s of the add re s s . 

<name>Ms. Ruby Katz 
<address>85 Swanson Road, Apt. 5 
<c i ty>Boxborough 
<state>MA 
<zipcode>01719 <> 
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igure You can use the same list document with d i f f e r e n t format 
documents 

Format 
document 1 

Form letters 

List 
document 

Format 
document 2 

Mailing labels 

Format 
document 3 

Report 
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Using the f i e l d labe ls s h o w n in the p r e v i o u s e x a m p l e , you can easi ly w r i t e a 
con t ro l -g lo s sa ry e n t r y to sor t or select add re s se s f r o m the list d o c u m e n t a c c o r d i n g 
to c i ty , s ta te , or z ip code. H o w e v e r , if you l a t e r d e c i d e t h a t you w a n t to sor t t he 
list a l p h a b e t i c a l l y by last n a m e , it w o u l d be d i f f i c u l t f o r you to do so w i t h o u t 
r ev i s ing the list d o c u m e n t . 

If you des ign the l i s t - d o c u m e n t f i e l d labels in the f o l l o w i n g way , you wil l h a v e a 
very f l e x i b l e d a t a base. 

<honorif ic>Ms. 
<first name>Ruby 
<last name>Katz 
<street>85 Swanson Road 
<apt>Apt. 5 
<c i ty>Boxborough 
<state>MA 
<zipcode>01719 <> 

T h e f i e l d labe ls in these e x a m p l e s a re spel led ou t comple t e ly f o r c l a r i t y . You can 
a b b r e v i a t e f i e l d labels in your list a n d f o r m a t d o c u m e n t s to save spacc . 

REMEMBER: Use f i e l d labels t ha t a r e easy to 
r e c o g n i z e a n d r e m e m b e r . T h i s can be espec ia l ly i m p o r t a n t 
if you h a v e a g r o u p of peop le us ing the same R c c o r d s 
P rocess ing d o c u m e n t s . 

An a d d i t i o n a l a d v a n t a g e of th is se lec t ion of f i e l d labels is t ha t , in a f o r m a t 
d o c u m e n t cons i s t i ng of a l e t t e r , you can use the <honori f ic>, <f irst name>, 
a n d <last name> f i e l d labe ls f o r the addres s , a n d the <honori f ic> a n d 
<last name> f i e l d labe ls f o r the s a l u t a t i o n , by t y p i n g the f o l l o w i n g s a l u t a t i o n 
in the f o r m a t d o c u m e n t . 

Dear <honori f ic> c last name>: 

REMEMBER: You only need to e n t e r the c o n t e n t s of a 
f i e l d once , even if you i n t e n d to use the f i e l d more t h a n 
one t ime in the f o r m a t d o c u m e n t . 
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Fol low these s teps w h e n you des ign a list d o c u m e n t . 

1. A f t e r you h a v e d e c i d e d on the type of r e co rd n e e d e d f o r the l ist , m a k e a 
s a m p l e of the f o r m a t d o c u m e n t . R e f e r to C h a p t e r 3, "Crea t ing the F o r m a t 
D o c u m e n t , " f o r i n f o r m a t i o n on how to set up a f o r m a t d o c u m e n t . 

2. D e f i n e a n y p a r t s of the f o r m a t d o c u m e n t t h a t wil l v a r y f r o m reco rd to 
r eco rd . T h e s e wi l l be y o u r f i e l d s . 

3. Make a list of a l l t he poss ib le f i e l d s n e e d e d in a r eco rd . Wri te d o w n the 
f i e l d labels , N O T the c o n t e n t s of the f i e ld s . T h e f i e l d labels shou ld c l ca r ly 
i d e n t i f y the i n f o r m a t i o n c o n t a i n e d in the f i e l d s . 

TYPING THE LIST DOCUMENT 
N o w t h a t you h a v e d e s i g n e d the list d o c u m e n t , you a r c r e a d y to type it. Fo l low 
these steps: 

1. C r e a t e a new d o c u m e n t , us ing the C r e a t e N e w D o c u m e n t se lec t ion on the 
W O R D E R A M a i n m e n u . 

2. Press M E R G E . 

S U G G E S T I O N : Use the w o r d "list" or an a b b r e v i a t i o n 
of it in t h e n a m e of your list d o c u m e n t . G i v e the f o r m a t 
d o c u m e n t a s im i l a r n a m e , us ing the w o r d " f o r m a t " or an 
a b b r e v i a t i o n of it. If you use th i s c o n v e n t i o n , it will he lp 
you r e m e m b e r w h a t each d o c u m e n t is a n d w h i c h list a n d 
f o r m a t d o c u m e n t s go t o g e t h e r . 

NOTE: T h e f o r m a t l ine in the list d o c u m e n t does not 
a f f e c t the o u t p u t d o c u m e n t , so you do not need to c h a n g c 
it. 

3. T y p e a f i e l d label . 

4. Press M E R G E . 

5. T y p e a f i e l d label . 

6. Press S H I F T / M E R G E . 

7. Press R E T U R N . 
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8. R e p e a t s teps 2 t h r o u g h 6 un t i l you reach the last f i e l d label . 

9. T y p e the c n d - o f - r c c o r d i n d i c a t o r by p ress ing M E R G E , S H I F T / M E R G E , 
a n d R E T U R N . For the list a n d f o r m a t d o c u m e n t s to merge p r o p e r l y , each 
r e c o rd mus t end w i t h an e n d - o f - r e c o r d i n d i c a t o r , i n c l u d i n g the last r e c o r d 
in t h e list d o c u m e n t . T h e last e n d - o f - r e c o r d i n d i c a t o r in the list d o c u m e n t 
mus t be f o l l o w e d by a R E T U R N . 

10. Use the Copy key to copy the f i e l d labels , i n c l u d i n g the e n d - o f - r e c o r d 
i n d i c a t o r , a n d pu t t h e m at the end of the d o c u m e n t . 

11. You c a n k e e p on c o p y i n g the f i e l d labels u n t i l you h a v e the c o r r e c t n u m b e r 
of r e c o r d s b e f o r e you e n t e r a n y of the f i e l d con ten t s . A l t e r n a t i v e l y , you 
can copy the f i e l d labe ls and t hen f i l l in the f i e l d c o n t e n t s one r e c o r d a t a 
t ime. 

For i n f o r m a t i o n a b o u t some s h o r t c u t s in c r e a t i n g list d o c u m e n t s , r e f e r to 
t h e sec t ion e n t i t l e d "Us ing Glossa ry E n t r i e s to C r e a t e the List D o c u m e n t " 
l a t e r in th i s c h a p t e r . 

You can also use the F o r m s Process ing f e a t u r e to c r c a t e list d o c u m e n t s . 
R e f e r to t h e W O R D E R A R e f e r e n c e G u i d e f o r i n f o r m a t i o n a b o u t F o r m s 
Process ing . 

12. E n t e r t h e f i e l d c o n t e n t s f o r each f i e l d label un t i l you h a v e c o m p l e t e d all 
the r e c o r d s in the list d o c u m e n t . I n c l u d e only t h e p u n c t u a t i o n a n d s p a c i n g 
t h a t is to be p a r t of the f i e l d con ten t s . Do not l eave a n y spaces b e t w e e n the 
end of the f i e l d labe l a n d the b e g i n n i n g of the f i e l d c o n t e n t s un less you 
m a k e a l l o w a n c e f o r t h e m in the f o r m a t d o c u m e n t . 

13. When you h a v e e n t e r e d all the r ecords , l eave the d o c u m e n t a n d save the 
c h a n g e s as you n o r m a l l y w o u l d . 

14. You can p a g i n a t e y o u r list d o c u m e n t to m a k e it eas ie r to h a n d l e . H o w e v e r , 
be su re you do N O T pu t a page b r e a k in the m i d d l e of a r eco rd . If you 
inse r t page b r e a k s w i t h i n a r e co rd , an e x t r a page b r e a k f o l l o w e d by a 
R E T U R N wi l l be i n se r t ed in to your o u t p u t d o c u m e n t . 
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Page b r e a k s B E T W E E N r c c o r d s do not a f f e c t the p a g i n a t i o n of the o u t p u t 
d o c u m e n t . When you use t h e H y p h e n a t i o n a n d P a g i n a t i o n f e a t u r e , you can 
set the t ex t l eng th so t ha t page b r e a k s a re a u t o m a t i c a l l y e n t e r e d at the 
c o r r e c t p lace . For e x a m p l e , if t he r cco rds in the list d o c u m e n t a rc each 10 
l ines long, you can set the tex t l eng th to 50. T h e p a g i n a t e d list d o c u m e n t 
wil l t h e n h a v e 5 r e c o r d s per page. 

You can p lace the label a n d c o n t e n t s f o r cach f i e l d on a s e p a r a t e l ine in the l ist , 
or you can s t r i n g t h e m t o g e t h e r on one or more l ines, as shown in the e x a m p l e 
below. If you do c o m b i n e f i e l d s on one l ine , it may be more d i f f i c u l t to ed i t t he 
list d o c u m e n t . 

<name>Robert S immons<address>2390 Wisconsin 
Ave.<ci ty>Washington<state>DC<zipcode>20301 <> 

Even t h o u g h each r eco rd in a list d o c u m e n t does not h a v e to c o n t a i n the same 
n u m b e r of f i e l d s , if a f i e l d is miss ing a n d you use a con t ro l -g los sa ry e n t r y to sort 
or select the l ist , you m a y miss some records . 

When a f i e l d f o r a p a r t i c u l a r r e c o r d has no i n f o r m a t i o n , jus t t ype the f i e l d labe l 
and leave the f i e l d c o n t e n t s b l a n k , as shown in the f o l l o w i n g e x a m p l e . 

<name>Mr. Ronald Parsons 
<titIe>Vice President 
<company>Windward Leasing 
<address l>4390 Alealoa 
<address2> 
<city>Honolu!u 
<state>HI 
<zipcode>99301 <> 

In th is l ist d o c u m e n t , <address2> is a s e p a r a t e f i e l d f o r an a p a r t m e n t n u m b e r , 
even t h o u g h not al l t he peop le on the list l ive in a p a r t m e n t s . If you w a n t , you 
can l a t e r use a c o n t r o l g lossary to f i n d all t he f i e l d s w i th miss ing i n f o r m a t i o n . 

See C h a p t e r 5 f o r i n f o r m a t i o n on how to use a con t ro l -g los sa ry e n t r y to select 
r ecords w i t h b l a n k f i e l d s . 
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Exercise 

T y p e the list be low, f o l l o w i n g the p r o c e d u r e s o u t l i n e d above . Save the e n t r i e s in 
a d o c u m e n t ca l l ed add.list . T h i s l ist d o c u m e n t c o n t a i n s 10 r e c o r d s t h a t can be 
used w i t h the f o r m a t d o c u m e n t you c r e a t e in the exe rc i se in C h a p t e r 3. You c a n 
also use th i s l ist d o c u m e n t w i t h some of the con t ro l -g los sa ry e n t r i e s p r e s e n t e d in 
C h a p t e r s 5 a n d 6. 

<honorif ic>Mr. 
<first name>Ronald 
<last name>Parsons 
<titIe>Vice President 
<company>Windward Leasing 
<address>4390 Alealoa 
<ci ty>Honolulu 
<state>HI 
<zipcode>99301 
<memb since>March, 1980 
<memb end>March, 1986 
<dues>$150.00 
<paid>$250.00 

<honorif ic>Mrs. 
<f irs t name>Dorothy 
<last name>Adams 
<t i t le>President 
<company>Northwest Canners 
<address>389 N. 25th St. 
<city> Vancouver 
<state>BC 
<zipcode>V6K 2Y9 
<memb since>September, 1978 
<memb end>September, 1986 
<dues>$200.00 
<paid> <> 
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<honorif ic>Mr. 
<f irst name>Averi l 
<last name>Moore 
<t i t le>Pres ident 
<company>Westmore Growers 
<address>390 N. Birch St. 
<city>Fresno 
<state>CA 
<zipcode>93109 
<memb since>November, 1983 
<memb end>November, 1985 
<dues>$250.00 
<paid>$150.00 <> 

<honorif ic>Mr. 
<f irst name>ArnoId 
<last name>Yates 
<titIe>Manager 
<company>Westf ie ld Chamber of Commerce 
<address>Rt. 9, Box 678 
<ci ty>Westf ie ld 
<state>CA 
<zipcode>91293 
<memb since>June, 1979 
<memb end>June, 1986 
<dues>$200.00 
<paid>$250.00 <> 

<honorif ic>Ms. 
<f irst name>Leona 
<last name>Rogers 
<t i t le>Vice President 
<company>Central Val ley Expedit ions 
<address>P.O. Box 45 
<city>CorvaIlis 
<state>OR 
<zipcode>98101 
<memb since>August , 1981 
<memb end>August , 1986 
<dues>$300.00 
<paid>$250.00 <> 
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<honorif ic>Mr. 
<fIrst name>Richard 
<last name>Harmon 
<t i t le>Distr ict Director 
<company>Cal i fornia Mining Associat ion 
<address>1930 Watt Ave. 
<c i ty>Sacramento 
<state>CA 
<zipcode>93190 
<memb since>February, 1980 
<memb end>February, 1986 
<dues>$250.00 
<paid>$250.00 <> 

<honorif ic>Ms. 
<first name>Margaret 
<last name>Overstreet 
<t i t le>Pres ident 
<company>Overstreet Productions 
<address>5389 S. 57th St. 
<city>Mississauga 
<state>Ontar io 
<zipcode>L4W 1E4 
cmemb since>July, 1981 
<memb end>July, 1986 
<dues>$250.00 
<paid>$250.00 <> 

<honorif ic>Mr. 
<f irst name>David 
<last name>Rossman 
<t i t le>Regional Manager 
<company>Brimstone Microcircuits 
<address>2618 Archway Ave. 
<c i ty>Sunnyvale 
<state>CA 
<zipcode>92167 
<memb since>May, 1981 
<memb end>May, 1986 
<dues>$150.00 
<paid>$150.00 <> 
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<honorif ic>Ms. 
<f irst n a m o J o a n 
<Iast name>Peters 
<titIe>Vice President 
<company>Rightway Publicat ions 
<address>128 Maple St. 
<ci ty>Hibbing 
<state>MN 
<zipcode>55746 
<memb since>April , 1983 
<memb end>April , 1987 
<dues>$200.00 
<paid>$200.00 <> 

<honorif ic>Mr. 
<first name>Ray 
<last name>Banyon 
<t i t le>Vice President 
<company>Banyon Sales 
<address>909 Washington Ave. 
<c i ty>Phoenix 
<state>AZ 
<zipcode>87190 
<memb since>August , 1981 
<memb end>August , 1986 
<dues>$250.00 
<paid>$250.00 <> 

USING GLOSSARY ENTRIES 
TO CREATE THE LIST DOCUMENT 

A h e l p f u l s h o r t c u t f o r c r e a t i n g f i e l d labels in a list d o c u m e n t is to c r e a t e a 
g lossary e n t r y c o n t a i n i n g the labels . T h e n , as you c r e a t e the list d o c u m e n t , reca l l 
the e n t r y . If you a r e not f a m i l i a r w i t h us ing glossar ies , r e f e r to t h e W O R D E R A 
Glossa ry User ' s G u i d e . 

Th i s sec t ion d e s c r i b e s how to c r e a t e a g lossary by e x a m p l e t ha t you can then use 
to he lp you t y p e the e n t r i e s in to your list d o c u m e n t . R e f e r to A p p e n d i x C, 
" C r e a t i n g a Lis t D o c u m e n t U s i n g Glossa ry Ent r ies , " f o r a d d i t i o n a l sugges t ions on 
how to use g lossa ry e n t r i e s to c r e a t e a list d o c u m e n t . 
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When you c r e a t e a g lossary to use w i t h R e c o r d s Process ing , it is a good idea to 
use the i n i t i a l s rp in the g lossary n a m e to he lp you i d e n t i f y it as a R c c o r d s 
Process ing g lossary . 

REMEMBER: You can c o m b i n e con t ro l -g lossa ry e n t r i e s 
a n d r e g u l a r e n t r i e s in the same glossary . H o w e v e r , you 
wil l p r o b a b l y f i n d it more c o n v e n i e n t to c r e a t e a s e p a r a t e 
g lossary to use w i t h R e c o r d s Process ing . 

In the nex t sec t ion of t h i s c h a p t e r , e n t i t l e d " C r e a t i n g an I n v e n t o r y List ," you wil l 
c r ea t e a l ist d o c u m e n t ca l l ed parts.list. One g lossary e n t r y t h a t you can use to 
c r ea t e th i s list is p r e s e n t e d in the p a r a g r a p h s t h a t f o l l o w . 

Creating a Records Processing Glossary by Example 

You can use t h e G los sa ry by E x a m p l e f e a t u r e to c r e a t e a g lossary e n t r y to use 
w h e n you c r e a t e y o u r list d o c u m e n t . Fo l low these s teps to c r e a t e a g lossary e n t r y 
you can use to c r e a t e the list d o c u m e n t in the nex t e x a m p l e : 

1. Select G l o s s a r y F u n c t i o n s f r o m the W O R D E R A M a i n menu . 

2. Select C r e a t e N e w Glossa ry f r o m the Glossa ry F u n c t i o n s m e n u . 

3. Use parts.g .rp as t h e g lossary name . 

4. W i t h o u t t y p i n g a n y t h i n g f r o m the e d i t i n g sc reen , press C A N C E L a n d 
E X E C U T E . T h e g lossa ry wil l v e r i f y , a n d the messages An e m p t y g lossary is 
a t t a c h e d a n d Press e x e c u t e to c o n t i n u e is d i s p l a y e d . 

5. Press E X E C U T E . 

6. Select C r e a t e N e w D o c u m e n t f r o m the W O R D E R A M a i n m e n u . 

7. Use parts. l ist as the d o c u m e n t name . 

8. When t h e e d i t i n g sc reen a p p e a r s , press M O D E a n d t hen GL. T h e w o r d s 
Glossa ry e n t r y f l a s h a t t he b o t t o m of t h e screen w h i l e you a r e c r e a t i n g t h e 
g lossary by e x a m p l e . 
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9. T y p e the labels l i s ted be low in to the d o c u m e n t . Be sure you use the Merge 
a n d S h i f t / M e r g e keys. If you m a k e t y p i n g mi s t akes , use the Backspace key 
to c o r r e c t t hem. Be su re you t e r m i n a t e the list w i t h an e n d - o f - r e c o r d 
i n d i c a t o r <> a n d a R E T U R N . 

<part no> 
<type> 
<in stock> 
<on order> 
<last order> 
<back order> 
<unit cost> <> 

10. When you h a v e f i n i s h e d t y p i n g the f i e l d labels a n d the e n d - o f - r e c o r d 
i n d i c a t o r , pos i t ion the cu r so r on the R E T U R N f o l l o w i n g < p a r t no>. 

11. Press M O D E a n d t hen GL. T h e w o r d s Glossa ry e n t r y a re no longer 
d i s p l a t e d a t t h e b o t t o m of the screen . T h e p r o m p t at the top of the sc reen 
is What e n t r y ? 

12. T y p e a a n d press R E T U R N . 

T h e g lossary e n t r y in parts.g .rp s hou ld c o n t a i n the i n f o r m a t i o n s h o w n be low. 
Since the G los sa ry by E x a m p l e f e a t u r e does not pu t each f i e l d label on a s e p a r a t e 
l ine, the f o r m a t of the e n t r y wil l va ry . If you w a n t , you can ed i t the g lossary 
e n t r y to m a k e it look e x a c t l y l ike the example . 

entry a 
{ 

merge "part no" MERGE return 
merge "type" MERGE return 
merge "in stock" MERGE return 
merge "on order" MERGE return 
merge "last order" MERGE return 
merge "back order" MERGE return 
merge "unit cost" MERGE return 
merge MERGE return 
up(8) r ight (9) 
} 
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NOTE: T h e r e may be k e y w o r d s such as "backspace" 
a n d a d d i t i o n a l c h a r a c t e r s in your g lossary e n t r y if you 
m a d e a n y c o r r e c t i o n s wh i l e t y p i n g the e n t r y . 

If you w a n t to t y p e the e n t r y d i r e c t l y in to a g lossary in s t ead of us ing Glossa ry by 
Example , it shou ld look e x a c t l y l ike the e x a m p l e above . For more i n f o r m a t i o n on 
how to c r e a t e a g lossary e n t r y , r e f e r to the W O R D E R A Glossa ry Use r ' s G u i d e . 

To use the g lossary e n t r y you h a v e c r e a t c d , the glossary parts.g .rp mus t be 
a t t a c h e d . Fo r i n f o r m a t i o n on how to a t t a c h a g lossary , r e f e r to the W O R D E R A 
R e f e r e n c e G u i d e . To use the glossary e n t r y , f o l l o w these steps: 

1. Press G L a n d t ype a. T h e f i e l d labels a r e a u t o m a t i c a l l y e n t e r e d in to the 
d o c u m e n t , a n d the cu r so r moves to the end of the f i r s t f i e l d label . 

2. T y p e t h e f i e l d c o n t e n t s f o r each label . 

3. Move t h e cu r so r to the l ine be low the e n d - o f - r e c o r d i n d i c a t o r , a n d r e p e a t 
s teps 1 t h r o u g h 3 u n t i l you h a v e e n t e r e d all the r e c o r d s in to the list 
d o c u m e n t . 

When you use a g lossary e n t r y l ike th is to he lp you c r c a t e your list d o c u m e n t , you 
k n o w t h a t al l t he f i e l d labe ls a re the same a n d a re in the same o r d e r t h r o u g h o u t 
the list d o c u m e n t . T h i s is an a d v a n t a g e because t y p o g r a p h i c a l e r r o r s in f i e l d 
labels can cause p r o b l e m s w h e n you use R e c o r d s Process ing . 

CREATING AN INVENTORY LIST 
In th is exe rc i se , you wil l c r e a t e an i n v e n t o r y list. You wil l use th i s d o c u m e n t 
w i th exe rc i ses in C h a p t e r 3 to p r o d u c e v a r i o u s r e p o r t s t h a t a c o m p a n y m i g h t 
t y p i c a l l y need . You c a n also use th is d o c u m e n t to t ry out some of the 
con t ro l -g lo s sa ry e n t r i e s p r e s e n t e d in C h a p t e r s 5 a n d 6. Assume t h a t you u p d a t e 
the list m o n t h l y a n d g e n e r a t e an i n v e n t o r y r epor t . You can also use t h e 
i n v e n t o r y list w i t h a con t ro l -g lo s sa ry e n t r y to g e n e r a t e a smal le r list of i t ems a n d 
pa r t n u m b e r s on ly f o r e x a m p l e , the p a r t s t h a t cost the most or h a v e a c e r t a i n 
n u m b e r in i n v e n t o r y . 

C r e a t e a p a r t s i n v e n t o r y l ist , us ing the i n f o r m a t i o n be low. You can do th i s in 
one of two ways : 
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T y p e all t he i n f o r m a t i o n d i r e c t l y in to a list d o c u m e n t , i n c l u d i n g the f i e l d 
labels a n d f i e l d con ten t s . 

T r y u s i n g the g lossary e n t r y you c r ea t ed in the p r e v i o u s e x a m p l e to e n t e r 
the f i e l d labels in your list d o c u m e n t . You can then type in the f i e l d 
con ten t s . 

La te r on, you wil l l ea rn how to c r e a t e an i n v e n t o r y r epo r t f r o m the i n f o r m a t i o n 
and how to c r c a t e a n d use a con t ro l -g los sa ry e n t r y to selcct s p e c i f i c r cco rds f r o m 
the list d o c u m e n t . Fo l low these s teps in c r e a t i n g the p a r t s i n v e n t o r y list: 

1. C r e a t e a new d o c u m e n t and n a m e it parts.list. 

2. E n t e r the f o l l o w i n g r e c o r d s in the list d o c u m e n t : 

<part no>T8991Z 
<type>claw hammers 
<in s tock>29 
<on order>2 
<last o r d e r > l / 6 / 8 6 
<back order> 
<unit cost>5.67 <> 

<part no>78 
<type>phil l ips screwdriver 
<in s tock>30 
<on order>0 
<last o r d e r > 1 2 / 2 2 / 8 5 
<back order> 
<unit cost>2.38 <> 

<part no>F890 
<type>needle-nose pliers 
<in s tock>12 
<on order>10 
<last o r d e r > 3 / 9 / 8 6 
<back order> 
<unit cost>4.74 <> 
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<part no>STY321909 
<type>12-piece drills 
<in s tock>8 
<on order>12 
<last o r d e r > 4 / 2 3 / 8 6 
<back order>4 
<unit cost>6.99 <> 

<part no>U21 
<type>ti le k n i f e 
<in stock>7 
<on order>5 
<Iast o r d e r > 2 / 2 7 / 8 6 
<back order> 
<uni( cost>3.74 <> 

<part no>L1908416J 
<type>angle brackets 
<in s tock>20 
<on order>49 
<last o r d e r > l / 2 7 / 8 6 
<back order>29 
<unit cost>.35 <> 

<part no>H892 
<type>door springs 
<in s tock>2 
<on order>30 
<last o r d e r > 4 / 3 / 8 6 
<back order>28 
<unit cost>.98 <> 

<part no>E7416 
<type>tool box 
<in s tock>12 
<on order>12 
<last o r d e r > 5 / 6 / 8 6 
<back order> 
<unit cost>10.45 <> 
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<part no>T12 
<type>ratchet wrench 
<in s tock>4 
-con order>6 
<last o r d e r > 5 / 2 5 / 8 6 
<back order>2 
<unit cost>7.12 <> 

<part no>W090189 
<type>pliers 
<in s tock>21 
<on order>0 
<last o r d e r > 4 / 2 5 / 8 6 
<back order> 
<unit cost>3.49 <> 

3. Save the list d o c u m e n t f o r l a te r use w i t h a f o r m a t d o c u m e n t . 

You wil l use the d o c u m e n t parts. l ist in exerc i scs in s u b s e q u e n t c h a p t e r s . 
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CHAPTER 3 

CREATING THE FORMAT DOCUMENT 

T h e f o r m a t d o c u m e n t c o n t a i n s the u n c h a n g i n g d a t a a n d tex t t h a t merge w i t h the 
v a r i a b l e d a t a a n d tex t f r o m reco rds in the list d o c u m e n t . T o g e t h e r thev c r e a t e 
the o u t p u t d o c u m e n t . Some t y p i c a l w a y s to use f o r m a t d o c u m e n t s a rc l is ted 
below: 

F o r m le t t e r s 

M a i l i n g labe ls or e n v e l o p e s 

R e p o r t s such as an i n v e n t o r y r e p o r t or a sales r e p o r t 

D o c u m e n t a s sembly a way to a u t o m a t i c a l l y c o m b i n e d i f f e r e n t W O R D E R A 
d o c u m e n t s 

Th i s c h a p t e r beg ins w i t h a b r i e f d e s c r i p t i o n of the p a r t s of a f o r m a t d o c u m e n t . 
T h e rest of t h e c h a p t c r p r o v i d e s d e t a i l e d e x p l a n a t i o n s a n d e x a m p l e s of ways you 
can use f o r m a t d o c u m e n t s . These f o r m a t d o c u m e n t s can be merged w i th the list 
d o c u m e n t s you c r c a t e d in the exerc i ses in C h a p t c r 2. 

THE PARTS OF THE FORMAT DOCUMENT 

F o r m a t d o c u m e n t s can h a v e as m a n y as f i v e d i s t i n c t pa r t s , w h i c h a rc l is ted 
below. You can use these p a r t s in a f o r m a t d o c u m e n t in a n y c o m b i n a t i o n . 

F ie ld labels 

S t a n d a r d t ex t 

D a t e a n d t ime f i e l d labels 

R e p e a t s t a t e m e n t s 

I n c l u d e s t a t e m e n t s 
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Field Labels 

T h e f i e l d labe ls i n d i c a t e w h e r e i n f o r m a t i o n f r o m the f i e l d c o n t e n t s of the list 
d o c u m e n t wi l l be in se r t ed . T h e f i e l d labels in the f o r m a t d o c u m e n t mus t be 
exac t ly the same as the f i e l d labels in the list d o c u m e n t . H o w e v e r , you do not 
need to i n c l u d e e v e r y f i e l d label f r o m the list d o c u m e n t in the f o r m a t d o c u m e n t . 
You can i n c l u d e the same f i e l d label more t h a n once. 

Standard Text 

T h e s t a n d a r d t ex t is t h e u n c h a n g i n g tex t t h a t you w a n t to a p p e a r in the f i n a l 
d o c u m e n t . T h e f o r m a t d o c u m e n t shou ld c o n t a i n bo th the s t a n d a r d t ex t a n d the 
spac ing a n d p u n c t u a t i o n m a r k s a r o u n d the f i e l d labels . 

Format Lines 

Only the f o r m a t l ines in t h e f o r m a t d o c u m e n t con t ro l the f o r m a t of the tex t in 
the o u t p u t d o c u m e n t . T h i s i n c l u d e s a n y t ex t i n c o r p o r a t e d f r o m a n o t h e r W O R D 
E R A d o c u m e n t w h e n you use the include f e a t u r e f o r d o c u m e n t a s sembly . 

Page Breaks 

You mus t p u t a page b r e a k at the end of the f o r m a t d o c u m e n t . E a c h new copy 
of the f o r m a t d o c u m e n t wi l l t hen begin on a new page in the o u t p u t d o c u m e n t . 
T h e f o r m a t d o c u m e n t can h a v e a d d i t i o n a l page b r e a k s if needed . 

C A U T I O N : If you do not end the f o r m a t d o c u m e n t 
w i t h a page b r e a k , R e c o r d s Process ing wil l t ry to pu t al l 
of the m e r g e d tex t on to one long page. Y o u r sys tem may 
not h a v e e n o u g h m e m o r y to do th is , r e s u l t i n g in an O u t of 
m e m o r y message. 

Header and Footer Pages 

H e a d e r a n d f o o t e r pages f r o m the f o r m a t d o c u m e n t a r e i n c l u d e d in t h e o u t p u t 
d o c u m e n t . Do no t use the n u m b e r symbol (# ) f o r page n u m b e r i n g on a h e a d e r or 
f o o t e r page in a f o r m a t d o c u m e n t unless you w a n t each page in t h e o u t p u t 
d o c u m e n t to h a v e a d i f f e r e n t page n u m b e r . 
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Suppose you h a v e a n u m b e r symbo l (# ) on a f o o t e r page in a f o r m a t d o c u m e n t 
t ha t c o n t a i n s a o n e - p a g e f o r m le t te r . When you process t h a t f o r m a t d o c u m e n t 
w i th a list d o c u m e n t t h a t has 23 r eco rds , you wil l g e n e r a t e an o u t p u t d o c u m e n t 
c o n t a i n i n g 23 le t te r s . In th i s case, e ach d i s t i n c t l e t t e r wi l l be p r i n t e d w i t h a page 
n u m b e r b e t w e e n 1 a n d 23. 

Date and Time Field Labels 

T h e r e a r e t h r e e spec ia l f i e l d labe ls you can use in the f o r m a t d o c u m e n t w i t h o u t 
p u t t i n g c o r r e s p o n d i n g f i e l d labe ls in the list d o c u m e n t . These f i e l d labels use the 
sys tem clock to g e n e r a t e the d a t e or t ime in the o u t p u t d o c u m e n t . T y p e these 
specia l l abe ls e x a c t l y as s h o w n be low. R e m e m b e r to use the Merge a n d 
S h i f t / M e r g e keys to beg in a n d end each f i e l d label . 

< d a t e l > T h e sys tem da t e , in t h e f o r m Sep 3, 1986 ( m o n t h d a y year ) , is 
p l aced in the o u t p u t d o c u m e n t at the l oca t ion of the < d a t e l > f i e l d 
labe l . On E u r o p e a n sys tems, the d a t e is d i s p l a y e d in the f o r m a t 3 
Sep 1986 (day m o n t h year ) . 

< t i m e l > T h e sys tem t ime , in t h e f o r m 10:08 am, is p l aced in the o u t p u t 
d o c u m e n t at t he l oca t ion of the < t i m e l > f i e l d label . On E u r o p e a n 
sys tems , the a b b r e v i a t i o n f o r b e f o r e or a f t e r noon is t r a n s l a t e d 
i n t o the se lec ted l a n g u a g e . 

<t ime2> T h e sys tem t ime , in the f o r m 1008 a n d us ing 24 -hour n o t a t i o n , is 
p l aced in the o u t p u t d o c u m e n t a t t he l oca t ion of the <t ime2> f i e l d 
label . 

WARNING: R e c o r d s P rocess ing a l w a y s uses these t h r e e 
f i e l d labels to pu t the sys tem d a t e or t ime in to the o u t p u t 
d o c u m e n t . If you use one of these labels as a f i e l d label 
in y o u r list d o c u m e n t , the f i e l d c o n t e n t s wi l l n e v e r a p p e a r 
in t h e o u t p u t d o c u m e n t . If you use d a t e or t i m e f i e l d 
labe ls to e n t e r d a t e s a n d t imes in the list d o c u m e n t , do 
not use these f i e l d label names . 

If you w a n t a s p e c i f i c d a t e or t i m e to a p p e a r in a d i f f e r e n t s tyle in the o u t p u t 
d o c u m e n t , you c a n a l w a y s t ype it d i r e c t l y in to the f o r m a t d o c u m e n t . 
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Repeat Statements 

O r d i n a r i l y , w h e n you t ype f i e l d labels in the f o r m a t d o c u m e n t , each r eco rd is 
merged s e p a r a t e l y on to a new page in the o u t p u t d o c u m e n t . Somet imes you wil l 
w a n t to me rge m o r e t h a n one r eco rd on to the same page of the f o r m a t d o c u m e n t . 
To do th i s you use a repeat s t a t e m e n t . 

R e f e r to "The R e p e a t F e a t u r e " l a te r in th is c h a p t e r f o r i n f o r m a t i o n on how to use 
th is f e a t u r e . 

Include Statements 

An i n c l u d e s t a t e m e n t is a c o m m a n d used to p lace the e n t i r e c o n t e n t s of a W O R D 
E R A d o c u m e n t at t he loca t ion you i n d i c a t e in the f o r m a t d o c u m e n t . You can use 
inc lude s t a t e m e n t s to a s semble d o c u m e n t s w i t h o u t us ing a list d o c u m e n t . 
A l t e r n a t i v e l y , you can use i n c l u d e s t a t e m e n t s w i th a list d o c u m e n t to g e n e r a t e a 
scr ies of r epor t s . 

R e f e r to "The D o c u m e n t I n c l u d e F e a t u r e " l a t e r in th is c h a p t e r f o r i n f o r m a t i o n on 
how to use th i s f e a t u r e . 

CREATING AND USING THE FORMAT DOCUMENT 
You c r c a t e the f o r m a t d o c u m e n t as you wou ld any W O R D E R A d o c u m e n t by 
us ing the C r e a t e New D o c u m e n t se lec t ion on the W O R D E R A Main m e n u . You 
can p e r f o r m all t he s t a n d a r d e d i t i n g f u n c t i o n s on a f o r m a t d o c u m e n t . 

When you h a v e f i n i s h e d c r e a t i n g the f o r m a t d o c u m e n t , you merge it w i th the list 
d o c u m e n t by us ing the R e c o r d s Process ing se lec t ion on the P r o d u c t i v i t y Tools 
menu . T h e sys tem merges cach r eco rd in the list d o c u m e n t w i th the s t a n d a r d tex t 
in the f o r m a t d o c u m e n t , c r e a t i n g an o u t p u t d o c u m e n t in the process. T h e resu l t 
is an o u t p u t d o c u m e n t c o n t a i n i n g i n d i v i d u a l i z e d le t t e r s f o r each m e m b e r on the 
list. 

T h e c o m p l e t e c o n t e n t s of the f i e l d in the list d o c u m e n t ( i n c l u d i n g spaccs , 
p u n c t u a t i o n m a r k s , a n d screen symbols ) a re merged i n t o the f o r m a t d o c u m e n t a t 
each f i e l d - l a b e l pos i t ion . For e x a m p l e , w h e n you type an a d d r e s s in the f o r m a t 
d o c u m e n t , the l ine c o n t a i n i n g the c i ty , s ta te , a n d zip code could look l ike this: 

<city>, <state> <zipcode> 
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Note t h a t the c o m m a a n d space b e t w e e n the c i ty a n d s ta te a re p a r t of the f o r m a t 
d o c u m e n t , as a r e t h e two spaces b e t w e e n the s ta te and the z ip code. 

When you t y p e a s a l u t a t i o n in the f o r m a t d o c u m e n t , t h e l ine cou ld look l ike this : 

Dear <honori f ic> <last name>: 

Note t h a t you e n t e r the colon t h a t f o l l o w s the s a l u t a t i o n in to the f o r m a t 
d o c u m e n t , w i t h no space b e t w e e n the end of the f i e l d label a n d the p u n c t u a t i o n 
m a r k . 

When you use the R e c o r d s P rocess ing m e n u to merge a f o r m a t d o c u m e n t a n d a 
list d o c u m e n t , t he f i e l d labels in the f o r m a t d o c u m e n t a r e a l w a y s r ep l aced by the 
f i e l d c o n t e n t s f r o m the list d o c u m e n t . In th is case, t he f i e l d labels neve r a p p e a r 
in the o u t p u t d o c u m e n t . 

REMEMBER: T h e f i e l d labe ls in the f o r m a t d o c u m e n t 
mus t m a t c h the f i e l d labels in the list d o c u m e n t . 

How To Create The Format Document 

Here are some rules to fo l low when creating the format document: 

I n c l u d e spaces a n d p u n c t u a t i o n m a r k s w h e r e r e q u i r e d a r o u n d f i e l d labels . 

Begin each f i e l d labe l w i t h a Merge s y m b o l ' a n d end it w i th a S h i f t / M e r g e 
symbol . 

Be su re the f i e l d labe ls you use in the f o r m a t d o c u m e n t m a t c h the f i e l d 
labels in t h e list d o c u m e n t . 

Do not i n c l u d e a n y e n d - o f - r e c o r d i n d i c a t o r s in the f o r m a t d o c u m e n t . If you 
do, you wi l l see the e r r o r message Labe l not in list d o c u m e n t , or F o r m a t 
doc. f o r m a t e r r o r w h e n you r u n R e c o r d s Process ing . 

H e a d e r a n d f o o t e r pages f r o m t h e f o r m a t d o c u m e n t a r e used to c r e a t e the 
o u t p u t d o c u m e n t . Do not i n c l u d e a n u m b e r symbol # on a h e a d e r or 
f o o t e r page un less you s p e c i f i c a l l y w a n t a d i f f e r e n t page n u m b e r on each 
page of the o u t p u t d o c u m e n t . 
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You mus t pu t a page b r e a k a t the end of the f o r m a t d o c u m e n t . Each new 
copy of the f o r m a t d o c u m e n t in the o u t p u t d o c u m e n t will t hen beg in on a 
new page. If you have a long list d o c u m e n t a n d do not pu t a page b r e a k at 
the end of a f o r m a t d o c u m e n t , you may c r e a t e an o u t p u t d o c u m e n t too big 
f o r sys tem m e m o r y . 

T h e f o r m a t l ines in the f o r m a t d o c u m e n t d e t e r m i n e the f o r m a t f o r the 
o u t p u t d o c u m e n t . 

Do not pu t a r e t u r n symbol w i t h i n a f i e l d label . If a f i e l d label is b r o k e n 
in to two l ines by a r e t u r n symbol , t ha t symbol will be i n t e r p r e t e d as a 
spacc. For e x a m p l e , if the label < n e w a d d r c s s > is b r o k e n in to two w o r d s 
w i th a r e t u r n symbol in b e t w e e n , it will be i n t e r p r e t e d as <ncw address> . 
When you r u n R c c o r d s Process ing , you will see the e r r o r message Labe l not 
in 1 ist d o c u m e n t . 

Here are some suggest ions for addit ional ways you can use the format 
document: 

If you w a n t , you can use the same f i e l d label more t h a n once in a f o r m a t 
d o c u m e n t . 

You do not need to use eve ry f i e ld label in the list d o c u m e n t in your 
f o r m a t d o c u m e n t . 

In a d d i t i o n to the page b reak at the end of the f o r m a t d o c u m e n t , you can 
inser t page b r e a k s at o the r p laces if you w a n t a m u l t i p a g e f o r m a t in the 
o u t p u t d o c u m e n t . 

These t h r e e spec ia l labels can be used in the f o r m a t d o c u m e n t w i t h o u t a 
c o r r e s p o n d i n g label in the list d o c u m e n t : 

<date l> 
< t ime l> 
<time2> 

You can use a r e p e a t s t a t e m e n t to c r ea t e r epo r t f o r m a t s w h e r e seve ra l 
r e c o r d s per page a re m e r g e d in to the o u t p u t d o c u m e n t . R e f e r to the scc t ion 
l a t e r in th i s c h a p t c r , "The R e p e a t F e a t u r e " f o r more i n f o r m a t i o n . 
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You can use i n c l u d c s t a t e m e n t s to i n c l u d e the e n t i r e c o n t e n t s of o t h e r 
W O R D E R A d o c u m e n t s in the o u t p u t d o c u m e n t . F o r m a t l ines a re N O T 
copied f r o m the i n c l u d e d d o c u m e n t . You mus t h a v e the co r r ec t f o r m a t l ine 
in the f o r m a t d o c u m e n t . R e f e r to the sec t ion l a t e r in this c h a p t e r , "The 
D o c u m e n t I n c l u d c F e a t u r e " f o r more i n f o r m a t i o n . 

CREATING A FORM LETTER 

In th i s excrc i se , you wil l c r e a t e a f o r m a t d o c u m e n t t h a t is t yp i ca l of f o r m le t t e r s 
used in mass ma i l ings . 

You wil l use th i s f o r m a t d o c u m e n t w i th the list d o c u m e n t add. l is t t ha t you 
c r ea t ed in the cxe rc i se in C h a p t e r 2. F i g u r e 9 shows the f o r m a t d o c u m e n t you 
will c r ea t e . 

Figure 9 The format document used with the list document add.l ist . 

[A2387] 

[31 C R ] 
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Building the Format Document 

When c r e a t i n g the f o r m a t d o c u m e n t y o u r s e l f , type the s t a n d a r d tex t t h a t is to 
a p p e a r in the o u t p u t d o c u m e n t . As you type , w h e n you come to a p lace w h e r e 
t he re wil l be v a r i a b l e i n f o r m a t i o n , type the f i e l d label . S u r r o u n d it w i t h 
a p p r o p r i a t e s p a c i n g a n d p u n c t u a t i o n as if t he f i e l d label was the a c t u a l 
i n f o r m a t i o n to be m e r g e d f r o m the list d o c u m e n t . 

Fo l low these s teps to c r c a t e the f o r m a t d o c u m e n t f o r the f o r m le t t e r t h a t you will 
use w i th the list d o c u m e n t add.list you c r c a t e d in the exe rc i se in C h a p t e r 2. 

1. C r e a t e a new WORD ERA d o c u m e n t n a m e d add.form. 

2. T y p e the l e t t e r s h o w n in the e x a m p l e be low ( the l e t t e r is also shown in 
F i g u r e 9), i n c l u d i n g the f i e l d labels . Fo l low the spac ing a n d p u n c t u a t i o n 
b e t w e e n b l a n k l ines e x a c t l y as it a p p e a r s in the le t te r . R e m e m b e r to use 
M E R G E a n d S H I F T / M E R G E symbols to enclose the f i e l d labels in the 
f o r m a t d o c u m e n t . 

<date l> 

<f irst name> <last name> 
<address> 

<city>, <state> <zipcode> 

Dear <honori f ic> <last name>: 
Thank you for joining the International Society to Save the 
Skeet . As you know, skeet are on the endangered species list. 
Your contributions are necessary for us to continue in our 
campaign to stop the indiscriminate shoot ing of skeet . 

We look forward to your continued support. As a member, you 
will receive our newsletter keeping you informed of our 
progress. 

Sincerely, 

Fred Simmons 
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N o t i c e t h a t t h e f i e l d labe l < d a t e l > is used in p lace of the a c t u a l da t e . 

Be su re you pu t an o p t i o n a l page b r e a k a t the end of the f o r m a t d o c u m e n t . 

3. When you h a v e f i n i s h e d t y p i n g the f o r m le t te r , l eave the f o r m a t d o c u m e n t , 
s a v i n g the c h a n g e s , a n d go back to the W O R D E R A Main m e n u . 

Now t h a t you h a v e c r e a t e d a list d o c u m e n t a n d a f o r m a t d o c u m e n t , you wil l use 

the R e c o r d s P roces s ing m e n u to merge t h e m in to an o u t p u t d o c u m e n t . 

1. Select P r o d u c t i v i t y Tools f r o m the W O R D E R A M a i n m e n u . 

2. Select R e c o r d s P rocess ing f r o m the P r o d u c t i v i t y Tools menu . 

3. F i l l in t h e R e c o r d s P rocess ing m e n u as fo l lows : 
a. T y p e add.l ist in t h e List D o c u m e n t f i e l d , a n d press R E T U R N to go 

to t h e nex t l ine . 

b. T y p e add. form in the F o r m a t D o c u m e n t f i e l d , a n d press E X E C U T E . 

c. Fo r th i s exe rc i se , you w a n t to v iew the r e s u l t i n g o u t p u t d o c u m e n t 
b e f o r e p r i n t i n g it. L e a v e M a k e o u t p u t d o c u m e n t on ly h i g h l i g h t e d a n d 
press E X E C U T E . 

d. When you see the message Please e n t e r o u t p u t d o c u m e n t n a m e , t ype 
add.out a n d press E X E C U T E . No te the p r o m p t s on the lower p a r t of 
the sc reen . T h e y tel l you w h i c h r eco rd is c u r r e n t l y be ing merg ed . 

N O T E : Be su re you e n t e r the n a m e s of the list a n d 
f o r m a t d o c u m e n t s in t h e co r r ec t p laces on the R e c o r d s 
P rocess ing m e n u . If you pu t the n a m e s on the w r o n g 
l ines , R e c o r d s P rocess ing wil l not w o r k co r r ec t l y . 

4. When the P r o d u c t i v i t y Tools m e n u r e a p p e a r s , t h e sys tem has c o m p l e t e d the 
R e c o r d s P rocess ing p r o c e d u r e . Press C A N C E L to go back to the W O R D 
E R A M a i n m e n u . 

5. Use t h e E d i t Old D o c u m e n t se lec t ion to look a t the n e w l y c r e a t e d o u t p u t 
d o c u m e n t , add.out, o b s e r v i n g the f o l l o w i n g i n f o r m a t i o n on the D o c u m e n t 
S u m m a r y screen: 
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N o t e t h a t , excep t f o r the d o c u m e n t n a m e , the i n f o r m a t i o n at the top of the 
D o c u m e n t S u m m a r y sc reen is the same as f o r the f o r m a t d o c u m e n t . 

T h e s t a t i s t i c s on the lower p a r t of the sc recn show the da t e a n d t ime the 
o u t p u t d o c u m e n t was c r e a t e d , a n d the n u m b e r of pages , l ines , a n d 
c h a r a c t e r s in the o u t p u t d o c u m e n t . 

T h e w o r k t i m e a n d n u m b e r of k e y s t r o k e s a re the same as f o r the f o r m a t 
d o c u m e n t . 

In the o u t p u t d o c u m e n t , each l e t t e r is on a s e p a r a t e page a n d c o n t a i n s the 
a d d r e s s a n d o t h e r i n f o r m a t i o n merged f r o m the list d o c u m e n t in to the 
s t a n d a r d t ex t f r o m t h e f o r m a t d o c u m e n t . You can ed i t t he o u t p u t d o c u m e n t 
to m a k e c h a n g e s to the l e t t e r s b e f o r e you p r i n t t hem. If the resu l t s a re not 
w h a t you expec t , you can rev i se your f o r m a t or list d o c u m e n t s a n d s t a r t 
a g a i n , o v e r w r i t i n g t h e o u t p u t d o c u m e n t w i t h the new o u t p u t resul t s . 

6. You c a n p r i n t t h e d o c u m e n t add.out as you w o u l d p r i n t a r e g u l a r 
W O R D E R A d o c u m e n t . 

THE REPEAT FEATURE 

O r d i n a r i l y , w h e n you t ype f i e l d labels in the f o r m a t d o c u m e n t , each r eco rd is 
m e r g e d s e p a r a t e l y on to a new page in the o u t p u t d o c u m e n t . Some t imes you wil l 
w a n t to me rge m o r e t h a n one r eco rd on to the same page of the f o r m a t d o c u m e n t . 
To do th is you use a repeat s t a t e m e n t . 

You can use the r e p e a t s t a t e m e n t in two d i f f e r e n t ways: 

T o r e p e a t d i f f e r e n t f i e l d labels v e r t i c a l l y 

To r e p e a t the same f i e l d labels h o r i z o n t a l l y 

Repeating Different Field Labels Vertically 

To r e p e a t d i f f e r e n t f i e l d labels v e r t i c a l l y use the f o l l o w i n g s y n t a x , w h e r e n is the 
n u m b e r of r c c o r d s you w a n t to r e p e a t on each page , a n d <f ie lda>, <f ie ldb>, 
<fieldc>, a n d <f ie ldd> a r e d i f f e r e n t f i e l d labels w i t h i n a r ecord . 
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<repeat(n) 
<f ie lda> <f ie ldb> <fie ldc> <fie ldd> 

For example , suppose you w a n t to use the i n f o r m a t i o n in the parts.list 
d o c u m e n t you c r e a t e d in C h a p t e r 2 to g e n e r a t e a t ab le in your o u t p u t d o c u m e n t . 
The f o r m a t d o c u m e n t can look l ike the one below. 

<repeat(5) 
<part no> <type> <in stock> -con order> 

When you merge the f o r m a t and list d o c u m e n t s , the f i r s t l ine in the o u t p u t 
d o c u m e n t c o n t a i n s the f i e l d c o n t e n t s f r o m record one in the list d o c u m e n t , the 
sccond l ine c o n t a i n s the c o n t e n t s f r o m record two, and so on. T h e f i r s t f i v e 
r ecords a p p e a r on the f i r s t page of the o u t p u t d o c u m e n t , the sccond f i v e r cco rds 
on page two, a n d so on. 

An exerc i se l a te r in th i s sec t ion shows how to use a r e p e a t s t a t e m e n t to c r e a t e a 
repor t , c o m p l e t e w i t h t ab le h e a d i n g s , f r o m the list d o c u m e n t parts.list. 

Repeating the Same Field Labels Horizontally 
If you w a n t to r e p e a t a r eco rd h o r i z o n t a l l y across the page use a r e p e a t s t a t e m e n t 
wi th the s y n t a x s h o w n be low. With th is s y n t a x , f o u r r eco rds a rc r e p e a t e d across 
the page in each co lumn . T h e n u m b e r b e t w e e n the f i e l d label n a m e a n d the 
S H I F T / M E R G E symbol i n d i c a t e s the c o l u m n pos i t ion in w h i c h the f i e l d c o n t e n t s 
a p p e a r in the o u t p u t d o c u m e n t . You must add a c o m m a and the n u m b e r of the 
co lumn at the end of each f i e l d label to i n s t r u c t R c c o r d s Process ing t h a t a 
d i f f e r e n t r eco rd is to be merged at each loca t ion . 

-crepeat(n) 
< f i e lda , l> 
<f i e ldb , l> 
< f i e ldc , l> 
<f ie ldd, l> 

<f ielda,2> 
<fieldb,2> 
<f ieldc,2> 
<f ieldd,2> 

<f ielda,3> 
<fieldb,3> 
<fieldc,3> 
<fieldd,3> 

<f ielda,4> 
<f ieldb,4> 
<f ieldc,4> 
<f ieldd,4> 

To p r i n t a d d r e s s e s on s ide -by- s ide labels , the f o r m a t d o c u m e n t can look l ike the 
e x a m p l e be low: 

Records Processing WORD ERA 53 



CREATING SPECIAL FORMAT DOCUMENTS 

<repeat(10) 
<f irst name , l> <last name, l> 
<t i t le , l> 
<company, l> 
<c i ty , l> , <s ta te , l> 
<z ipcode , l> 

<first name,2> <last name,2> 
<title,2> 
<company,2> 
<city,2>, <state,2> 
<zipcode,2> 

> 

Using th i s f o r m a t d o c u m e n t , each page in the o u t p u t d o c u m e n t c o n t a i n s 10 
addresses . T h e f i r s t c o l u m n c o n t a i n s r eco rds 1, 3, 5, 7, a n d 9. T h e second c o l u m n 
c o n t a i n s r e c o r d s 2, 4, 6, 8, a n d 10. 

For f u r t h e r e x a m p l e s of how to use the r epea t f e a t u r e , r e f e r to the sec t ion 
en t i t l ed "Us ing the R e p e a t F e a t u r e f o r an I n v e n t o r y R e p o r t " l a te r in th i s c h a p t c r 
and to C h a p t c r 4, "Special F o r m a t Documents . " 

These a re the p r o c e d u r e s to fo l l ow w h e n you use the r e p e a t f e a t u r e : 

T h e r e p e a t s t a t e m e n t mus t beg in w i th a M E R G E a n d end w i th a 
S H I F T / M E R G E . Press M E R G E to c r ea t e the l e f t - m e r g e symbol t h a t 
beg ins t h e r e p e a t s t a t e m e n t . T y p e repeat(n) , w h e r e n is the n u m b e r of 
r e c o r d s you w a n t i n c l u d e d on each page . Press R E T U R N . T y p e the f i e l d 
labels , a n d press R E T U R N to end the last l ine. E n d the r e p e a t s t a t e m e n t 
w i t h a S H I F T / M E R G E , a n d press R E T U R N . 

If you w a n t to i n c l u d c c o l u m n h e a d i n g s on each page of the o u t p u t 
d o c u m e n t , you can t ype t h e m once in the f o r m a t d o c u m e n t . You may w a n t 
to use d i f f e r e n t f o r m a t l ines f o r the h e a d i n g s a n d the f i e l d labe ls to c e n t e r 
the i n f o r m a t i o n c o r r e c t l y in the co lumns . 

C h e c k to be su re the f o r m a t l ine has t abs in the co r r ec t pos i t ions . You can 
e x t e n d the f o r m a t l ine to m a k e a w i d e d o c u m e n t if you wish. If you use 
tabs , t h e f i r s t c h a r a c t e r of the f i e l d c o n t e n t s p r i n t s w h e r e t h e 
f i e l d - b e g i n n i n g i n d i c a t o r ( l e f t - m e r g e symbol ) is p l aced in the f o r m a t 
d o c u m e n t . 

T o d e t e r m i n e t a b p l a c e m e n t , scan your list d o c u m e n t to see how m u c h room 
to a l l ow f o r f i e l d c o n t e n t s . 
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If you use d e c i m a l t abs b e f o r e the f i e l d labels , use d i f f e r e n t f o r m a t l ines 
f o r the h e a d i n g s a n d the f i e l d labels . When you use d e c i m a l tabs , the 
c o n t e n t s of each f i e l d a l ign at t he t a b pos i t ion on the d e c i m a l or on the last 
c h a r a c t e r if t h e r e is no d e c i m a l . 

You shou ld l ine u p c o l u m n s in the f o r m a t d o c u m e n t by us ing t abs or 
d e c i m a l t abs b e t w e e n f i e l d n a m e s ins tead of spaces. If you use spaccs 
b e t w e e n the f i e l d labe ls in the f o r m a t d o c u m e n t , the c o l u m n s in the o u t p u t 
d o c u m e n t wil l not l ine up c o r r c c t l y unless the f i e l d c o n t e n t s in each r cco rd 
h a v e the same n u m b e r of c h a r a c t e r s . Be sure to r e m o v e all u n n e c e s s a r y tabs 
f r o m the f o r m a t l ine. 

Inse r t a page b r e a k at the end of the f o r m a t d o c u m e n t so t h a t the nex t 
g r o u p of r e c o r d s wil l beg in on the nex t page. 

Producing an Inventory Report using Repeat 

In th is exerc i se , you wil l p r o d u c e an i n v e n t o r y r e p o r t us ing the list d o c u m e n t 
parts.l ist t h a t you c r e a t e d in the p r e v i o u s c h a p t e r . F i r s t , you mus t c r e a t e t h e 
f o r m a t d o c u m e n t . Fo l low these s teps to use the r e p e a t f e a t u r e in a f o r m a t 
d o c u m e n t : 

1. C r e a t e a n e w W O R D E R A d o c u m e n t n a m e d parts.form. 

2. Set t abs in the f o r m a t l ine a t pos i t ions 20, 45, a n d 65, d e l e t i n g all o t h e r t a b 
stops. E x t e n d the r i g h t m a r g i n to pos i t ion 80. 

3. Set up t h e h e a d i n g s f o r the r e p o r t a n d the b e g i n n i n g of the r e p e a t s t a t e m e n t 
as f o l l o w s us ing spaces b e t w e e n t h e c o l u m n h e a d i n g s : 

P A R T NUMBER TYPE IN STOCK ON ORDER 
<repeat(5) 

4. T y p e the f i r s t f i e l d labe l a t t he l e f t m a r g i n . Pu t a T A B in f r o n t of e ach of 
t h e o t h e r f i e l d labels , so t h a t each is be low its c o l u m n h e a d i n g . Press 
R E T U R N , S H I F T / M E R G E , a n d R E T U R N to e n t e r a f i e l d - e n d i n g symbo l to 
f i n i s h the r e p e a t s t a t e m e n t . T h e resu l t shou ld look l ike the f o l l o w i n g 
e x a m p l e . 
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P A R T NUMBER 
<repeat(5) 
cpart no> 

TYPE IN S T O C K ON ORDER 

<type> <in stock> <on order> 
> 

5. E n t e r a page b r e a k . When you h a v e f i n i s h e d , save the d o c u m e n t a n d r e t u r n 
to the W O R D E R A M a i n m e n u . 

6. Select P r o d u c t i v i t y Tools f r o m the W O R D E R A M a i n menu . T h e n select 
R c c o r d s P rocess ing f r o m the P r o d u c t i v i t y Tools m e n u . T h i s t ime , you wil l 
p r i n t the o u t p u t d o c u m e n t i n s t ead of jus t e x a m i n i n g it on the screen . 

7. M a k e the f o l l o w i n g se lec t ions f r o m the R e c o r d s Process ing menu : 

a. T y p e parts. l ist f o r the list d o c u m e n t , a n d press R E T U R N . 

b. T y p e parts . form f o r the f o r m a t d o c u m e n t , a n d press R E T U R N t h r e e 
t imes . 

c. Press S P A C E to move the m a r k e r to M a k e O u t p u t D o c u m e n t a n d P r i n t , 
a n d press E X E C U T E . 

d. T y p e parts.out a n d press R E T U R N or E X E C U T E to i n i t i a t e R e c o r d s 
Process ing . 

8. When t h e m e r g i n g has been c o m p l e t e d , the o u t p u t d o c u m e n t beg ins p r i n t i n g . 
You wil l a lso see a copy of parts.out on the screen . N o t e t h a t each page 
of the o u t p u t d o c u m e n t is set up in c o l u m n s w i th f i v e l ines of i n f o r m a t i o n . 

9. E d i t t he f o r m a t d o c u m e n t parts .form, c h a n g i n g the n u m b e r in 
p a r e n t h e s e s f o l l o w i n g the w o r d repeat to 10. 

10. Select R e c o r d s P rocess ing a g a i n to see how the c h a n g c in the f o r m a t 
d o c u m e n t a f f e c t s the o u t p u t . 

An i n c l u d e s t a t e m e n t is a c o m m a n d used to p lacc the e n t i r e c o n t e n t s of a W O R D 
E R A d o c u m e n t a t t he l oca t ion you i n d i c a t e in the f o r m a t d o c u m e n t . 

THE DOCUMENT INCLUDE FEATURE 

56 WORD ERA Records Processing 



CREATING SPECIAL FORMAT DOCUMENTS 

You can use i n c l u d c s t a t e m e n t s to a s semble d o c u m e n t s w i t h o u t u s ing a list 
d o c u m e n t . A l t e r n a t i v e l y , you can use i n c l u d e s t a t e m e n t s w i t h a list d o c u m e n t to 
g e n e r a t e a ser ies of r epor t s . 

T h e s y n t a x f o r t h e i n c l u d e s t a t e m e n t is: 

<include = document name> 

T h e i n c l u d e s t a t e m e n t m u s t beg in w i t h a M E R G E a n d end w i th a 
S H I F T / M E R G E . If t h e d o c u m e n t to be i n c l u d e d is in a d i f f e r e n t l i b r a r y , use a 
f u l l p a t h n a m e f o l l o w i n g the e q u a l s ign. Th i s s t a t e m e n t causcs the tex t ( i n c l u d i n g 
a n y page b r e a k s ) f r o m t h e e d i t i n g sc reen of the W O R D E R A d o c u m e n t d o c u m e n t 
n a m e to be m e r g e d w i t h the f o r m a t d o c u m e n t a t the p lacc i n d i c a t e d . T e x t f r o m 
h e a d e r , f o o t e r , w o r k , a n d f o o t n o t e pages a re not i n c l u d e d . If the d o c u m e n t to be 
i n c l u d e d r e q u i r e s a d i f f e r e n t f o r m a t l ine, t ha t f o r m a t l ine mus t be p l accd in the 
f o r m a t d o c u m e n t . R e f e r to the W O R D E R A R e f e r e n c e G u i d e f o r d e t a i l e d 
i n f o r m a t i o n on h o w to c r e a t e a n d use f o r m a t l ines. 

You can i n c l u d e the same d o c u m e n t more t h a n one t i m e in a f o r m a t d o c u m e n t if 
you w a n t to r e p e a t the i n f o r m a t i o n . T h e tex t f r o m the i n c l u d e d d o c u m e n t is 
copied in to the o u t p u t d o c u m e n t . T h e source i n c l u d e d o c u m e n t is not c h a n g e d 
when you use it in th i s way . 

To c r e a t e an o u t p u t d o c u m e n t t h a t i n c l u d e s the tex t f r o m severa l o t h e r 
d o c u m e n t s , al l you need is a f o r m a t d o c u m e n t a n d an o u t p u t - d o c u m c n t name . 

NOTE: You c a n n o t use an i n c l u d e a r g u m e n t w i t h i n a 
r e p e a t s t a t e m e n t . 

Using Include Statements for Document Assembly 

You can use i n c l u d e s t a t e m e n t s f o r d o c u m e n t assembly . Fo r e x a m p l e , a l a w 
o f f i c e c a n c r e a t e a ser ies of d o c u m e n t s , each c o n t a i n i n g a p a r a g r a p h of s t a n d a r d 
legal tex t . T h e d o c u m e n t s m i g h t be n a m e d by s t a n d a r d p a r a g r a p h n u m b e r s , such 
as para . la , para . lb , para.2a, para.3a. 

When a legal d o c u m e n t is p r e p a r e d , t h e v a r i a b l e i n f o r m a t i o n can be t y p e d 
d i r e c t l y in to t h e f o r m a t d o c u m e n t . When a s t a n d a r d p a r a g r a p h is ca l l ed f o r , you 
type an i n c l u d e s t a t e m e n t , u s ing the s y n t a x s h o w n above . 
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For e x a m p l e , <include = para. lb>. You can i m m e d i a t e l y t ype a n o t h e r i n c l u d e 
s t a t e m e n t to i n c l u d e a n o t h e r p a r a g r a p h , such as <include = para.3a>, or 
c o n t i n u e to t ype new t ex t , i n c l u d i n g a n o t h e r s t a n d a r d p a r a g r a p h l a t e r in the 
d o c u m e n t . T h e d o c u m e n t s can be ca l led up in a n y o r d e r , a n d you can use t h e 
n a m e of a d o c u m e n t m o r e t h a n once if you w a n t to r e p e a t the i n f o r m a t i o n . 

In th i s w a y you c r c a t e a f o r m a t d o c u m e n t t h a t you use w i t h R e c o r d s P rocess ing 
to a u t o m a t i c a l l y c o m b i n e f r e q u e n t l y used p a r a g r a p h s w i t h new text . When you 
use the d o c u m e n t a s sembly f e a t u r e in th is w a y , w i th all of the i n c l u d e s t a t e m e n t s 
in one f o r m a t d o c u m e n t , t h e r e is no l imi t to the n u m b e r of d o c u m e n t s you can 
i nc lude , as long as y o u r sys tem has e n o u g h m e m o r y . 

REMEMBER: T h e e n t i r e body of tex t f r o m a 
d o c u m e n t n a m e d in an i n c l u d e s t a t e m e n t a p p e a r s in the 
o u t p u t d o c u m e n t . You c a n n o t use the i n c l u d e s t a t e m e n t 
to a s semble d i f f e r e n t p a r t s of the same d o c u m e n t . 

You can c r e a t e t h r e e k i n d s of f o r m a t d o c u m e n t s us ing i n c l u d e s t a t e m e n t s : 

D o c u m e n t s t h a t c o n t a i n i n c l u d e s t a t e m e n t s only 

D o c u m e n t s t h a t c o n t a i n bo th tex t and i n c l u d e s t a t e m e n t s 

D o c u m e n t s t h a t c o n t a i n t ex t , i n c l u d e s t a t e m e n t s , a n d f i e l d labe ls w h e n you 
w a n t to c o m b i n e the f o r m a t d o c u m e n t w i t h a list d o c u m e n t 

REMEMBER: When you use i n c l u d c s t a t e m e n t s , f o r m a t 
l ines , h e a d e r , f o o t e r , w o r k , a n d f o o t n o t e pages a re N O T 
t r a n s f e r r e d a long w i t h a d o c u m e n t bu t page b r e a k s A R E 
cop ied . 

Suppose you h a v e pu t f i e l d labels in a W O R D E R A d o c u m e n t a n d t h e n use an 
i n c l u d e s t a t e m e n t to i n c o r p o r a t e the d o c u m e n t in to a R e c o r d s P rocess ing f o r m a t 
d o c u m e n t . In th i s case, t he f i e l d labels a re t r e a t e d as r e g u l a r t ex t a n d wil l 
a p p e a r in t h e o u t p u t d o c u m e n t . If you w a n t , you can c o n s t r u c t the i n c l u d e d 
d o c u m e n t s so t h a t t hey c o n t a i n f i e l d labels a r o u n d key i n f o r m a t i o n such as 
-ccounty name> or <p la in t i f f ' s name>. O n c e the f u l l d o c u m e n t has been 
a s sembled , you c a n use it as a f o r m a t d o c u m e n t to merge those f i e l d s f r o m a list 
d o c u m e n t . 
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N O T E : T h e on ly t ime you can use a f o r m a t d o c u m e n t 
w i t h o u t a list d o c u m e n t f r o m the R e c o r d s P rocess ing 
m e n u is w h e n the f o r m a t d o c u m e n t c o n t a i n s i n c l u d e 
s t a t e m e n t s a n d does not c o n t a i n a n y f i e l d labels . 

Using Nested Include Statements 

In a d d i t i o n to p u t t i n g i n c l u d e s t a t e m e n t s in a f o r m a t d o c u m e n t , you can pu t 
i n c l u d e s t a t e m e n t s in W O R D E R A d o c u m e n t s t h a t a r e t hemse lves n a m e d in 
i n c l u d e s t a t e m e n t s . All t h e d o c u m e n t s wi l l t h e n be c o m b i n e d a u t o m a t i c a l l y 
b e f o r e they a r e m e r g e d w i t h the f o r m a t d o c u m e n t a n d p l accd in the o u t p u t 
d o c u m e n t . T h i s t e c h n i q u e is ca l led nes t ing . 

You can c r e a t e up to 16 levels of nes ted i n c l u d e s t a t e m e n t s in one f o r m a t 
d o c u m e n t . T h e f o r m a t d o c u m e n t i tself mus t c o n t a i n at least one i n c l u d e 
s t a t e m e n t to i n d i c a t e to R e c o r d s P rocess ing how the o t h e r d o c u m e n t s a r e to be 
assembled . T h e r e is no l imi t to the n u m b e r of W O R D E R A d o c u m e n t s you can 
merge w i t h i n c l u d e s t a t e m e n t s t h a t a r e on the same level ( t ha t is, not nes ted) . 

Each of the d o c u m e n t s t h a t you n a m e in a success ion of i n c l u d e s t a t e m e n t s on the 
same level m i g h t h a v e seve ra l i n c l u d e s t a t e m e n t s w i t h i n it; these levels a re 
c o u n t c d s e p a r a t e l y in d e t e r m i n i n g the m a x i m u m levels of nes t ing . F i g u r e 10 
shows one poss ib le w a y you can use nes ted i n c l u d e s t a t e m e n t s . If you exceed the 
m a x i m u m n u m b e r of levels of nes t ing , you wil l get an e r r o r message. E a c h level 
of n e s t i n g mus t h a v e at least one i n c l u d e s t a t e m e n t t h a t l eads to the nex t level . 

REMEMBER: When you use an i n c l u d e s t a t e m e n t to 
me rge a d o c u m e n t , t he t o t a l c o n t e n t s of the d o c u m e n t , 
i n c l u d i n g a n y page b r e a k s , a r e cop ied i n t o t h e r e s u l t i n g 
o u t p u t d o c u m e n t . T h e f o r m a t of such a d o c u m e n t is 
g o v e r n e d by t h e p r e c e d i n g f o r m a t l ine in the f o r m a t 
d o c u m e n t . 

If you w a n t to use m o r e t h a n one level of nes t ing , t ype i n c l u d e s t a t e m e n t s in a n y 
of the W O R D E R A d o c u m e n t s t h a t a r e n a m e d in the f o r m a t d o c u m e n t . When you 
do this , al l t he d o c u m e n t s n a m e d a r e a u t o m a t i c a l l y a s sembled b e f o r e they a r e 
p laced in the o u t p u t d o c u m e n t . You can use u p to 16 levels of nes t ing . 
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Figure 10 Up to 16 levels of nested include s tatements are a l lowed in 
Records Processing 

doc .7 

F o r m a t 
d o c u m e n t 

I i nc lude 
doc .1 

doc .1 First level of nes t ing 

doc .b S e c o n d level of nes t ing 

doc .8 doc .9 Th i rd level o f nes t i ng 

Procedures for Using an Include Statement 

These a r e the p r o c e d u r e s to f o l l o w to use an i n c l u d e s t a t e m e n t in a f o r m a t 
d o c u m e n t : 

1. T y p e t h e s t a n d a r d tex t up to the p lace w h e r e you w a n t to pu t the i n c l u d e d 
d o c u m e n t . 

2. C h e c k to be su r e t h a t the c u r r e n t f o r m a t l ine in t h e f o r m a t d o c u m e n t is 
c o r r e c t f o r t h e i n f o r m a t i o n you w a n t to copy f r o m t h e o t h e r d o c u m e n t . T h e 
f o r m a t l ine f r o m t h e i n c l u d e d d o c u m e n t is not cop ied w h e n the d o c u m e n t s 
a r e m e rge d . 
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3. Press M E R G E . 

4. T y p e include = document n a m e , w h e r e document name is t he 
n a m e of the d o c u m e n t you w a n t to inc lude . You can type the n a m e of a 
d o c u m e n t f r o m the same l i b r a r y , or you can use a p a t h n a m e . 

5. Press S H I F T / M E R G E . T h i s is an e x a m p l e of an i n c l u d e s t a t e m e n t : 

<include = 1985stats> 

6. C o n t i n u e to t ype the tex t in the f o r m a t d o c u m e n t un t i l it is comple te . If 
you w a n t to a d d t ex t f r o m o t h e r d o c u m e n t s , t ype the i n c l u d c s t a t e m e n t s a t 
t he a p p r o p r i a t e p laces in the f o r m a t d o c u m e n t . 

Producing a Memo Using Include 

You can use d o c u m e n t a s sembly to c o m b i n e m a n y W O R D E R A d o c u m e n t s . You 
can also use d o c u m e n t a s sembly to copy one d o c u m e n t , such as a t ab i c or r e p o r t , 
i n to a f o r m a t d o c u m e n t . T h e f o l l o w i n g exerc i se uses the o u t p u t d o c u m e n t 
parts.out, w h i c h you c r e a t e d in the p r e v i o u s exerc i se . 

1. C r e a t e a new d o c u m e n t , a n d n a m e it parts.inc. 

2. T y p e the m e m o (parts. inc) s h o w n in F i g u r e 11. Be su re you i n c l u d e a 
f o r m a t l ine t h a t has t abs a t pos i t ions 20, 45, a n d 65 a n d a r i g h t m a r g i n a t 
80 i m m e d i a t e l y a b o v e the i n c l u d e s t a t e m e n t . 

3. E d i t t h e d o c u m e n t parts.out, so t ha t it looks l ike F i g u r e 12. All the tex t 
shou ld be on one page , a n d t h e d o c u m e n t shou ld c o n t a i n no page b reaks . 

3. Select P r o d u c t i v i t y Tools f r o m the W O R D E R A Main m e n u . 

4. Select R e c o r d s P rocess ing f r o m the P r o d u c t i v i t y Tools menu . 

5. Press R E T U R N to m o v e the cu r so r f r o m the List d o c u m e n t l ine to the 
F o r m a t d o c u m e n t se lec t ion . 
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Figure 11 Format document with include s tatement 

Doc parts.inc Page 1 Line 1 Pos 1 
word Format 1 Spacing 1 Length 54 
+.(1) . > >2.. > . > •t.. >... >5.. >.. 
To: •Randall Smith, Vice President* * 

From: •Donna Harrison, Manager, Inventory Control* 

Date: •<date1>* 

Subject: •Month-End Stock Count* 
•4 

The following list reflects the month-end inventory count. The number amount 
listed under ON ORDER will be restocked unless you specify otherwise. Please 
reply within five days.* * 

1(2) 1 • 3 4.........5 6. ....... .7 
<include = parts.out>* < 

1(1) •.. .•... >2.. .•... >3. • > . • • >4.. > . •. >5.. >... > 6 7 
Parts with a zero in the ON ORDER column will not be restocked.* 

6. T y p e parts. inc, a n d press E X E C U T E . T h e d o c u m e n t t ha t wi l l be 
i n c l u d e d parts.out is s h o w n in F i g u r e 12. 

7. L e a v e t h e M a k e O u t p u t D o c u m e n t se lec t ion h i g h l i g h t e d , t ype inc.out f o r 
the n a m e of the o u t p u t d o c u m e n t , a n d press E X E C U T E . 

8. When R e c o r d s P rocess ing is done , look a t inc.out. It shou ld look l ike the 
e x a m p l e in F i g u r e 13. 
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Figure 12 "parts.out", the included document 

Doc parts.out Page 1 Line 1 
word Format 2 Spacing 1 Length 54 

Pos 1 

+(1) 1.... 
PART NUM 

• 3 4.. 
TYPE 

...... .5 
IN STK 

6. . 
ON ORD* 

* 
T8991Z •claw hammers •29 • 2* 
78 •phillips screwdrivers • 30 • 0* 
F890 •needle-nose pliers • 12 • 10* 
STY321909 •12-piece drills •8 • 12-* 
U21 •tile knife •7 • 
L1908416J •angle brackets •49 • 20* 
H892 •door springs •2 • 30* 
E7416 •tool box • 12 • 12* 
T12 •ratchet wrench •4 • 6* 
W090189 •pliers •21 • Cr* 
• * 

(Document End) 
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The f ina l output document "inc.out", with the document "parts.out" 
included 

Figure 13 
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CREATING SPECIAL FORMAT DOCUMENTS 

In C h a p t e r 3 you l e a r n e d how to c r e a t e f o r m a t d o c u m e n t s f o r f o r m le t t e r s a n d 
r epor t s a n d how to use the i n c l u d e a n d r e p e a t f e a t u r e s . 

You can use m a n y d i f f e r e n t f o r m a t d o c u m e n t s w i t h the same list d o c u m e n t as 
long as the f i e l d labels m a t c h . O n c e you h a v e c r e a t e d a f o r m le t te r f o r a mass 
ma i l i ng , you wil l w a n t to use the same list d o c u m e n t to p r i n t labels or enve lopes 
f o r each le t te r . You m i g h t also w a n t to p r i n t the i n f o r m a t i o n on f i l e c a r d s to 
help you t r a c k t h e r e sponse to the m a i l i n g more easi ly . These t h r e e a d d i t i o n a l 
types of f o r m a t d o c u m e n t s a r c d e s c r i b e d in th is c h a p t e r : 

M a i l i n g labe ls 

E n v e l o p e s 

F i le c a r d s 

MAILING LABELS 

H a v e you ever h a d to t ype the same m a i l i n g labels over and over a g a i n ? If you 
have , you wil l be g lad to k n o w t h a t once you h a v e set u p an a p p r o p r i a t e R e c o r d s 
Process ing f o r m a t d o c u m e n t , you can c r e a t e m a i l i n g labels eas i ly a n d c o r r e c t l y 
eve ry t ime. 

S t a n d a r d m a i l i n g labe ls a r e a v a i l a b l e f r o m s t a t i o n e r y supp l i e r s on t r a c t o r - f c d , 
c o n t i n u o u s - f o r m p a p e r w i t h labe ls p l aced one, two , t h r e e , or m o r e across a n d in 
sizes f r o m 1 i nch d e e p a n d 3 i nches across to 2 inches d e e p a n d 4 inches across . 
Of course , you can also h a v e labels c u s t o m - m a d e . Use the p r o c e d u r e sugges ted 
below to he lp you d e t e r m i n e w h i c h k i n d to p u r c h a s e . Be su re to chcck your 
p r i n t e r m a n u a l to d e t e r m i n e the w ides t p a p e r you can use in your p r i n t e r b e f o r e 
you o r d e r labels . 
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Determining the Label Size to Purchase 

If you do not a l r e a d y h a v e c o n t i n u o u s - f o r m labels , f o l l o w these g u i d e l i n e s to 
d e t e r m i n e t h e size you need to o rde r . 

1. D e t e r m i n e the n u m b e r of l ines you w a n t to p r i n t on a label . If you h a v e 
p r i n t e d y o u r list d o c u m e n t , you can f i n d th is out q u i t e eas i ly . 

2. Most s t a n d a r d labe ls h a v e a s p a c i n g of 6 l ines per inch d o w n the page. T h e 
n u m b e r of l ines you w a n t to p r i n t d i v i d e d by 6 l ines per inch tel ls you how 
d e e p the label shou ld be in inches . For i n s t ance , if you w a n t to p r i n t 10 
l ines on a l abe l , t hen at 6 l ines per inch y o u r label shou ld be at least 1 2 / 3 
inches deep . Be su re to a l low room f o r m a r g i n s a r o u n d the p r i n t e d 
i n f o r m a t i o n f o r a p r o f e s s i o n a l look. 

3. N o w you need to d e t e r m i n e how w i d e the labels shou ld be. At a p i t ch of 
10, you can f i t 10 c h a r a c t e r s in one inch across the label . Go b a c k a n d look 
at the list d o c u m e n t , a n d d e t e r m i n e how long the longest l ine of 
i n f o r m a t i o n is t h a t you w a n t to p r i n t . If the longest l ine is 40 c h a r a c t c r s , 
t hen d i v i d i n g t h a t by 10 gives you 4 inches plus the l e f t a n d r i g h t m a r g i n s . 
You shou ld p r o b a b l y get a label 4 1/2 inchcs wide . 

4. U s i n g these c a l c u l a t i o n s , d e t e r m i n e w h i c h size of label you need to 
p u r c h a s e . 

N O T E : You can c h a n g e the n u m b e r of l ines a n d 
c h a r a c t e r s t h a t wi l l be p r i n t e d on a label by m o d i f y i n g 
the l i n c s - p e r - i n c h a n d p i t ch se t t ings on the P r i n t 
D o c u m e n t m e n u . 

Determining Vertical Layout 

O n c e you h a v e o b t a i n e d the labels , you need to d e t e r m i n e how to set u p the 
f o r m a t d o c u m e n t . S t a r t w i t h the ve r t i c a l p l a c e m e n t d o w n the page of labels . 
T a k e ou t the no tes you used to d e t e r m i n e w h i c h size labels to buy . Also get a 
sheet of labe ls if t hey a r e 2-, 3-, or 4-across or severa l shee ts if t hey a r c 1-across . 
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1. Lay the labe ls f l a t . When you f e e d t h e m in to the p r i n t e r , you shou ld set up 
the f i r s t l abe l so t h a t the p r i n t e r wil l beg in p r i n t i n g the f i r s t l ine at t h e 
c o r r e c t p lace . Y o u do not need to c a l c u l a t e a top m a r g i n , bu t r a t h e r the 
d i s t a n c e b e t w e e n the labels h o r i z o n t a l l y a n d v e r t i c a l l y . 

2. P lace a m a r k on t h e f i r s t label w h e r e the u p p e r - l e f t c o r n c r of the f i r s t 
c h a r a c t e r of the f i r s t n a m e shou ld p r i n t , as s h o w n in F i g u r e 14. 

Figure 14 Mark the position where printing will start on the f irs t label 

First label will print starting here 

3. N o w , go to t h e n e x t l abe l d o w n a n d m a r k w h e r e t h e u p p e r - l e f t c o r n e r of t h e 
f i r s t c h a r a c t e r of the second n a m e shou ld p r i n t . M e a s u r e t h e d i s t a n c e 
b e t w e e n the two m a r k s , as s h o w n in F i g u r e 15. 

In th i s e x a m p l e , the d i s t a n c e is 1 inch . At 6 l ines per inch , th i s is 
e q u i v a l e n t to six l ines . O n l y 4 l ines f r o m the list d o c u m e n t wi l l be p r i n t e d 
on the labe l . 

S u b t r a c t i n g 4 l ines f r o m 6 l ines , t h e r e a re 2 l ines l e f t over to c r e a t e the 
b o t t o m m a r g i n of one labe l a n d the top m a r g i n of the nex t . 
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Figure 15 Measuring the distance between labels 

Measure this distance 

Second 
label 
will 
start 
here 

When you c r e a t e the f o r m a t d o c u m e n t , it shou ld h a v e the f i e l d labe ls f r o m 
the list d o c u m e n t f o l l o w e d by the two ex t r a r e t u r n s , a S H I F T / M E R G E 
symbol , a n d a n o t h e r R E T U R N . Th i s e n d i n g symbol d e t e r m i n e s w h e n 
R e c o r d s P rocess ing shou ld look f o r a n o t h e r r eco rd f r o m the list d o c u m e n t . 
If you a r e p r i n t i n g on ly one label across , you do not need to p u t c o l u m n 
n u m b e r s a f t e r the f i e l d names . 

< repca i (10 ) 
<name> 
< c o m p a n y > 
<address> 
<ci ty>, <sta te> <z ipcode> 

> 

If you h a v e a d d r e s s e s t h a t c o n t a i n d i f f e r e n t n u m b e r s of l ines, you can set up the 
f o r m a t d o c u m e n t to p r i n t one a d d r e s s on a page. In th i s case you w o u l d t y p e jus t 
the f i e l d labels . You do not need to use a r e p e a t s t a t e m e n t . T h e n you shou ld 
c h a n g e the page l eng th on the P r i n t D o c u m e n t menu so t h a t it m a t c h e s the 
n u m b e r of l ines on each label . T h a t way , the f i r s t l ine of an a d d r e s s wil l a l w a y s 
p r i n t in the s a m e loca t i on on each label . For e x a m p l e , a 2 - inch label p r i n t e d at 6 
l ines per inch w o u l d h a v e a page l eng th of 12 lines. 

Determining Horizontal Layout 

If you a re us ing 1-across labels , you do not have to be c o n c e r n e d w i t h h o r i z o n t a l 
p l a c e m e n t . H o w e v e r , if you use a n y o the r type , you mus t also set up the f o r m a t 
f o r the labels ac ross the sheet . 
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REMEMBER: T h e l e f t m o s t merge symbol f o r a f i e l d 
labe l ( bu t not f o r the r e p e a t s t a t e m e n t ) d e t e r m i n e s w h e r e 
the f i r s t c h a r a c t e r of i n f o r m a t i o n f r o m the list d o c u m e n t 
wi l l p r i n t . 

1. U s i n g t h e same shee t of labels you used to d e t e r m i n e the v e r t i c a l p l a c e m e n t , 
pu t a c o r n e r m a r k w h e r e the f i r s t c h a r a c t e r wi l l p r i n t on the second label to 
t h e r i gh t . 

2. M e a s u r e the d i s t a n c e b e t w e e n the m a r k s on the f i r s t a n d second labels . 
T h e n d i v i d e th is f i g u r e by 10 f o r 10 p i t ch . If t he d i s t a n c e is 3 inches , th i s 
m e a n s t h a t t h e r e wi l l be 30 c h a r a c t c r s b e t w e e n t h e b e g i n n i n g c h a r a c t e r of 
one labe l a n d the b e g i n n i n g c h a r a c t e r of the label nex t to it. T h i s is w h e r e 
the c a l c u l a t i o n you d id f o r the label size is most c ruc i a l . If y o u r longest 
f i e l d has 60 c h a r a c t e r s in it, t hen it obv ious ly wi l l not f i t on 3 - inch labels . 
F i g u r e 16 shows how to m a r k a n d m e a s u r e the d i s t a n c e b e t w e e n h o r i z o n t a l 
labels . 

Figure 16 Marking and measuring the distance between horizontal labels 
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3. In c a l c u l a t i n g the h o r i z o n t a l m e a s u r e m e n t , r e m e m b e r t ha t you wil l l ine up 
the l e f t m o s t edge of the label (not of the label b a c k i n g ) as pos i t ion 0 on 
your p r i n t e r . T h e r e f o r e , you will p r o b a b l y w a n t to p r i n t the f i r s t label 
s t a r t i n g at c o l u m n 2. C o n s e q u e n t l y , you shou ld s p e c i f y th is as the l e f t 
m a r g i n on the P r i n t D o c u m e n t menu . If you w a n t 30 c h a r a c t e r s b e t w e e n 
labels , r e m o v e all t he t abs f r o m the f o r m a t l ine excep t f o r one a t pos i t ion 
32. If t h e labels a re 3-across , pu t a second t a b in the f o r m a t l ine a t pos i t ion 
62. Use the T a b key to pu t the f i e l d labels in the co r r ec t pos i t ions . 

4. N o w t h a t you h a v e the spac ing a n d the f o r m a t l ine set up c o r r c c t l y , t y p e a 
r e p e a t s t a t e m e n t , a n d the f i e l d labels . For a f o r m a t w i t h two labe ls across , 
t he f i n i s h e d f o r m a t d o c u m e n t shou ld look l ike the e x a m p l e be low. 

When you h a v e more t h a n one label across a page, you mus t a d d a c o m m a 
and the c o l u m n n u m b e r b e t w e e n the end of the f i e l d label n a m e a n d the 
S H I F T / M E R G E symbo l , as shown in the example . T y p e ,1 b e f o r e the 
S H I F T / M E R G E symbol f o r each f i e l d label in c o l u m n 1. T y p e ,2 b e f o r e 
the S H I F T / M E R G E symbol f o r cach f i e l d label in c o l u m n 2, a n d so on. Do 
not a d d these n u m b e r s to the f i e l d labels in the list d o c u m e n t . 

S ince th i s f o r m a t row is going to r e p e a t f o r each row of labels , you do not 
need to s p e c i f y m o r e t h a n one repea t . 

Printing Labels 

1. L o a d y o u r p r i n t e r u s ing a f o r m s t r a c t o r a n d p a p e r t h a t a rc w i d e e n o u g h to 
a c c o m m o d a t e the p r i n t i n g . M e a s u r e your sheets of labels a n d m a r k on t h e 
f i r s t sheet of p a p e r t h a t you p r i n t w h e r e the edges of the labe ls w o u l d be. 
Load the p a p e r so t h a t the l e f t edge of the f i r s t label across is a t pos i t i on 0 

< r e p e a t ( l ) 
<name, l> 
<address , l> 
<c i ty , l> , <s tate , l> 
<zip, l> 

<name,2> 
<address,2> 
<city,2>, <state,2> 
<zip,2> 

> 
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2. C r e a t e a n e w d o c u m e n t , a n d copy e n o u g h r e c o r d s in to it f r o m the list 
d o c u m e n t to e q u a l a t least one sheet of labels . You do not need to p r i n t the 
who le list to d e t e r m i n e if t he s p a c i n g is co r r ec t . 

3. U s i n g the R e c o r d s P rocess ing m e n u , i n d i c a t e t h e n a m e of th i s sho r t list 
d o c u m e n t , t h e f o r m a t d o c u m e n t , a n d an o u t p u t d o c u m e n t . M a k e su re y o u r 
p a p e r is p r o p e r l y a l i g n e d b e f o r e you s t a r t . Choose the P r i n t O n l y o p t i o n 
f r o m t h e m e n u , a n d press E X E C U T E . 

4. As the n a m e s p r i n t in label f o r m a t , check to see how well t hey l ine u p w i t h 
y o u r m a r k s on the p a p e r . When the p r i n t i n g is f i n i s h e d , a n a l y z e it 
c a r e f u l l y . If t h e s p a c i n g is no t co r r ec t , check y o u r m e a s u r e m e n t s . T h e n 
check t h e l oca t i ons of the t abs in the f o r m a t d o c u m e n t . Be su re you h a v e 
r e m o v e d a n y u n n e e d e d tabs . M a k e a n y o t h e r c h a n g e s to the f o r m a t 
d o c u m e n t as necessa ry . 

Hints on Printing Labels 

R e a d your p r i n t e r i n s t r u c t i o n s c a r e f u l l y b e f o r e you load a n d p r i n t labels . L a b e l s 
a t t a c h e d to a b a c k i n g a r e t h i c k e r t h a n o r d i n a r y pape r . You m a y need to a d j u s t 
your p r i n t e r p l a t e n a n d ro l l e r s to a c c o m m o d a t e th i s e x t r a th i ckness . O t h e r w i s e , 
your labe ls m i g h t peel o f f t h e b a c k i n g a n d get s tuck b e n e a t h the p l a t en . T h e 
p r i n t e r s e t t i ng f o r 3 or 4 c a r b o n cop ies u s u a l l y a l lows s u f f i c i e n t room. T r y th i s 
s e t t i ng by r o l l i n g some labe ls t h r o u g h on t h e f o r m s t r a c t o r b e f o r e you beg in 
p r i n t i n g . 

You can get m o r e i n f o r m a t i o n o n t o a labe l by c h a n g i n g the l i n c s - p e r - i n c h a n d 
p i t ch s e t t i ngs on the P r i n t D o c u m e n t m e n u w h e n you p r i n t the labels . Be su re to 
a l low f o r these c h a n g e s w h e n you c a l c u l a t e the p o s i t i o n i n g in t h e f o r m a t 
d o c u m e n t . T r y p r i n t i n g a s a m p l e on p a p e r b e f o r e you use labels . 

If y o u r labe ls d o not p r i n t c o r r e c t l y , or if s o m e t h i n g gets j a m m e d , use t h e P r i n t e r 
C o n t r o l f e a t u r e to s top the p r i n t i n g . If you a r e on ly p a r t l y d o n e w i t h t h e l is t , 
you m a y w a n t to s t a r t over . If on ly a f e w labe ls d i d no t p r i n t c o r r e c t l y , copy 
those r e c o r d s i n t o a sma l l e r l is t d o c u m e n t a n d p r i n t t h e m s e p a r a t e l y . 

If you h a v e to r e p r i n t labels , be su r e to r epos i t i on the labe ls c o r r e c t l y in t h e 
p r i n t e r . 
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SUMMARY 

T h e p r o c e d u r e f o r c r e a t i n g labels is s u m m a r i z e d below: 

1. A n a l y z e y o u r list d o c u m e n t to d e t e r m i n e w h a t size of labels you w a n t to 
p u r c h a s e . 

2. Set u p the f o r m a t d o c u m e n t . 

3. Copy some r e c o r d s f r o m the list d o c u m e n t i n t o a sma l l e r d o c u m e n t to use 
f o r t e s t i ng the f o r m a t . 

4. L o a d some p a p e r in to your p r i n t e r , a n d p r i n t the shor t list d o c u m e n t us ing 
the R e c o r d s P rocess ing menu . 

5. M a k e a n y neces sa ry a d j u s t m e n t s to the f o r m a t d o c u m e n t or P r i n t D o c u m e n t 
m e n u . 

6. T r y the p r i n t i n g aga in . 

7. If t he p r i n t i n g on p a p e r is s u c c e s s f u l , f o l l o w the d i r e c t i o n s in y o u r p r i n t e r 
m a n u a l f o r a d j u s t i n g the p r i n t e r to a c c o m m o d a t e the labels . 

8. P r i n t the labels . 

ENVELOPES 

If you w a n t to p r i n t e n v e l o p e s f o r your f o r m le t te rs , you can use the o r i g i n a l list 
d o c u m e n t to p r i n t the n a m e a n d a d d r e s s i n f o r m a t i o n on labe ls a n d t h e n a t t a c h 
the labels to t h e enve lopes . A l t e r n a t i v e l y , you can p r i n t the a d d r e s s l ist d i r e c t l y 
on enve lopes . T o p r i n t on enve lopes , you need e i the r : 

E n v e l o p e s set u p as c o n t i n u o u s f o r m s 

Single e n v e l o p e s t h a t you wil l f e e d i n d i v i d u a l l y 

Many f o r m s s u p p l i e r s h a v e c u s t o m - m a d e enve lopes t ha t e i t h e r come w i t h t e a r - o f f 
s t r ips l ike c o n t i n u o u s - f o r m s p a p e r or a re a t t a c h e d to a b a c k i n g l ike m a i l i n g labe ls 
If you do no t h a v e such enve lopes , you wil l h a v e to f e e d enve lopes one by one or 
use labels . 
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Continuous-Form Envelopes 

N o m a t t e r w h a t k i n d of c o n t i n u o u s - f o r m e n v e l o p e you a r e us ing , t h e key f a c t o r is 
the f o r m a t d o c u m e n t . If you h a v e a l r e a d y set up a f o r m a t d o c u m e n t f o r m a i l i n g 
labels , t h e n you wil l f i n d t h e f o r m a t d o c u m e n t f o r enve lopes even eas ie r . T h a t is 
because on ly one e n v e l o p e is p r i n t e d at a t ime. 

1. D e t e r m i n e w h i c h f i e l d s you w a n t p r i n t e d on the enve lope . Set u p the f o r m a t 
d o c u m e n t w i t h the r e p e a t f e a t u r e , a n d give it a n a m e tha t you wil l r ecogn ize , 
f o r e x a m p l e , env.form. A s amp le f o r m a t is s h o w n be low. N o t e t h a t s ince 
enve lopes on ly come onc-across , t he r e p e a t is 1 a n d the f i e l d labe ls do not h a v e 
c o l u m n n u m b e r s . 

< r e p e a t ( l ) 
<name> 
<company> 
<address> 
<city>, <state> <zip code> 

2. You need to c a l c u l a t e the n u m b e r of l ines f r o m the f i r s t l ine of one n a m e a n d 
a d d r e s s to the f i r s t l ine of the f o l l o w i n g one on the nex t enve lope . M e a s u r e 
the d i s t a n c e in inches b e t w e e n the l ines jus t as you w o u l d f o r labels . M u l t i p l y 
t h a t f i g u r e by t h e n u m b e r of l ines per inch you wil l set on t h e P r i n t D o c u m e n t 
m e n u . If t he d i s t a n c e is 4 i nches and you a re p r i n t i n g 6 l ines pe r i nch , the 
n u m b e r of l ines w o u l d be 24. S u b t r a c t f r o m tha t a m o u n t the to t a l n u m b e r of 
l ines in one n a m e a n d addres s . T h e 
d i f f e r e n c e is e q u a l to the n u m b e r of r e t u r n s you mus t add a f t e r t h e n a m e 
a n d a d d r e s s in the f o r m a t d o c u m e n t . C o n t i n u i n g the e x a m p l e , if t h e n a m e 
a n d a d d r e s s t a k e 4 l ines , t h e n you shou ld add 20 r e t u r n s b e f o r e e n d i n g t h e 
r epea t . Y o u r f o r m a t d o c u m e n t is r e a d y . 

3. T r y p r i n t i n g a s amp le on p a p e r b e f o r e you p r i n t on enve lopes . T h e n 
c o m p a r e it a g a i n s t the enve lopes to sec if the spac ing is co r rcc t . 

R e f e r to the d i scuss ion on " D e t e r m i n i n g V e r t i c a l L a y o u t f o r Labels" e a r l i e r in 
th is c h a p t e r f o r m o r e i n f o r m a t i o n if you have d i f f i c u l t y d e t e r m i n i n g t h e p r o p e r 
v e r t i c a l s p a c i n g f o r enve lopes . 

Single Envelopes 

If you wil l be f e e d i n g e n v e l o p e s i n d i v i d u a l l y , set up the e n v e l o p e f o r m a t 
d o c u m e n t w i t h an o p t i o n a l page b r e a k a t the end. 
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You mus t c h a n g e the F e e d se lec t ion on the P r i n t D o c u m e n t m e n u to Sheet . T h e r e 
a re two w a y s you can c h a n g e the P r i n t D o c u m e n t se t t i ngs f o r R e c o r d s P rocess ing 
d o c u m e n t s : 

You can send t h e f o r m a t d o c u m e n t to the p r i n t e r , m a k i n g the necessa ry 
c h a n g e s on the P r i n t D o c u m e n t m e n u . You mus t send the d o c u m e n t to the 
p r i n t e r to r eg i s t e r the c h a n g e s , bu t you do not h a v e to p r i n t the e n t i r e 
d o c u m e n t . O n c e t h e d o c u m e n t has been sent to the p r i n t e r , t he c h a n g e s on 
the P r i n t D o c u m e n t m e n u a re r e c o r d e d . A n y o u t p u t d o c u m e n t t h a t is 
g e n e r a t e d by R e c o r d s P rocess ing wil l h a v e these P r i n t D o c u m e n t se t t ings . 

You can g e n e r a t e an o u t p u t d o c u m e n t w i t h R e c o r d s Process ing a n d c h a n g c 
the P r i n t D o c u m e n t se t t i ngs w h e n you send the o u t p u t d o c u m e n t to the 
p r i n t e r . 

When the Feed se lec t ion is set to Sheet , the p r i n t e r s tops a f t e r each e n v e l o p e is 
p r i n t e d so t h a t you can r e m o v e it a n d inser t a new one. When the new e n v e l o p e 
is p r o p e r l y p o s i t i o n e d , f r o m the P r i n t e r C o n t r o l scrccn press G O T O P A G E to 
p r i n t the n e x t enve lope . If you a rc not f a m i l i a r w i th how to p r i n t s ingle sheets , 
r e f e r to the W O R D E R A R e f e r e n c e G u i d e f o r more i n f o r m a t i o n . 

FILE CARDS 

You m a y h a v e a c a r d f i l e on your desk w i th the names , addres ses , a n d p h o n e 
n u m b e r s of peop le you c o n t a c t r e g u l a r l y . You may also have f o u n d t h a t , a f t e r a 
whi le , the list becomes o u t d a t e d a n d you mus t c o n t i n u a l l y rev ise it. If you h a v e 
i n c o r p o r a t e d your a d d r e s s l ist in to a list d o c u m e n t f o r o the r pu rpose s such as 
f o r m le t te rs , you can p r i n t the same i n f o r m a t i o n on cards . F o r m s s u p p l i e r s o f f e r 
bo th r e g u l a r a n d r o t a r y - s t y l e c o n t i n u o u s - f o r m s c a r d s in 1- to 3-across f o r m a t s and 
in 3-by-5- or 4 -by -6 - inch sizes. B e f o r e you set up a f o r m a t d o c u m e n t to p r i n t f i l e 
ca rds , d e c i d e w h a t size c a r d s you w a n t a n d p u r c h a s e some. 

The Format Document for Continuous Form Cards 

T h e f o r m a t d o c u m e n t f o r c o n t i n u o u s - f o r m ca rd is jus t l ike the f o r m a t d o c u m e n t 
f o r m a i l i n g labels . S ince you can pu t the f i e l d s a n y w h e r e you w a n t in a f o r m a t 
d o c u m e n t , you m i g h t w a n t to h a v e the n a m e a n d p h o n e n u m b e r on the f i r s t l ine , 
f o l l o w e d by the a d d r e s s a n d o t h e r p e r t i n e n t i n f o r m a t i o n . 
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If you f i n d t h a t y o u r a d d r e s s list does not c o n t a i n a d e q u a t e i n f o r m a t i o n f o r t h e 
f i l e ca rds , you m a y w a n t to a d d o t h e r f i e ld s . 

1. M e a s u r e f r o m the f i r s t l ine of one c a r d to the f i r s t l ine of the nex t c a r d 
be low to d e t e r m i n e the to ta l n u m b e r of l ines b e t w e e n ca rds . I n c l u d e as 
m a n y r e t u r n s as necessa ry . 

2. If you wil l be p r i n t i n g m o r e t h a n one c a r d across , set u p the f o r m a t f o r the 
f i r s t c a r d , a n d t hen m e a s u r e the c a r d s to d e t e r m i n e w h e r e to s t a r t t he 
i n f o r m a t i o n f o r the nex t ca rd . R e m e m b e r t h a t t h e l e f t - m a r g i n s e t t i ng on 
the P r i n t D o c u m e n t m e n u d e t e r m i n e s w h e r e the f i r s t c h a r a c t e r wi l l p r i n t 
h o r i z o n t a l l y . 

3. When you h a v e c o m p l e t e d the f o r m a t d o c u m e n t , r u n a test of it on p a p e r 
w i th a f e w r e c o r d s to see if your c a l c u l a t i o n s a re r igh t . If no t , go back a n d 
a d j u s t the f o r m a t d o c u m e n t a n d / o r the P r i n t D o c u m e n t se t t ings , a n d t hen 
t ry a n o t h e r test . 

4. When you a r e s a t i s f i e d t h a t the f o r m a t is co r r ec t , load the c a r d s in to y o u r 
p r i n t e r . Be su re to a d j u s t the p r i n t e r f o r the t h i c k n e s s of the c a r d s b e f o r e 
you beg in p r i n t i n g them. 
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CHAPTER 5 

CREATING CONTROL-GLOSSARY ENTRIES 

You have l e a r n e d how to p e r f o r m m a n y u s e f u l R e c o r d s Process ing f u n c t i o n s 
us ing list a n d f o r m a t d o c u m e n t s . When you l ea rn how to c r e a t e a n d use 
con t ro l -g los sa ry en t r i e s , you will be ab le to do even more w i t h R c c o r d s 
Process ing . You can select s p e c i f i c r c c o r d s f r o m your list d o c u m e n t s based on 
c r i t e r i a t ha t you s p e c i f y . You can then use the r cco rds in your list d o c u m e n t s as 
a d a t a - b a s e m a n a g e m e n t sys tem. 

WHAT IS A CONTROL GLOSSARY? 

A con t ro l g lossary is a g lossary w i t h e n t r i e s cons i s t ing of spccia l R e c o r d s 
Process ing i n s t r u c t i o n s f o r m a n i p u l a t i n g r eco rds in the list d o c u m e n t . If you a re 
not f a m i l i a r w i t h g lossar ies , r e f e r to the W O R D E R A Glossary Functions 
m a n u a l f o r d e t a i l e d i n f o r m a t i o n on how to c rca tc , wr i t e , v e r i f y , a t t a c h , a n d use 
glossary en t r i e s . 

You can use con t ro l -g lo s sa ry en t r i e s to p e r f o r m f u n c t i o n s such as s o r t i n g l ists a n d 
sc lcc t ing r e c o r d s f r o m lists a c c o r d i n g to the c r i t e r i a you set up. A g lossary can 
con t a in both r e g u l a r g lossary e n t r i e s and con t ro l -g los sa ry en t r i es . 

You can use a con t ro l -g lo s sa ry e n t r y in two ways: 

You can sort a n d select r cco rds f r o m a list d o c u m e n t in to an o u t p u t 
d o c u m e n t , k e e p i n g the f i e l d labels . You can t hen use the o u t p u t d o c u m e n t 
as an a d d i t i o n a l list d o c u m e n t f o r f u r t h e r R e c o r d s Process ing f u n c t i o n s . 

You can sort a n d select r eco rds f r o m a list d o c u m e n t and merge the resu l t s 
w i th a f o r m a t d o c u m e n t to p r o d u c e an o u t p u t d o c u m e n t . For e x a m p l e , you 
can p r o d u c e an o u t p u t d o c u m e n t c o n t a i n i n g f o r m le t t e r s f o r pe r sons w h o 
l ive in a s p e c i f i c z ip code a r ea . 
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How A Control Glossary Differs From A Regular Glossary 

Glossary e n t r i e s t h a t use R e c o r d s Process ing con t ro l f u n c t i o n s can only be used 
f r o m the R e c o r d s Process ing m e n u . Some r e g u l a r g lossary f u n c t i o n s a rc not 
access ib le t h r o u g h R e c o r d s Process ing , and some R c c o r d s Process ing f u n c t i o n s 
c a n n o t be used in a r e g u l a r g lossary e n t r y . A p p e n d i x B, "C o mp ar i so n of G los sa ry 
K e y w o r d s a n d F u n c t i o n s , " in the W O R D E R A Glossary Functions m a n u a l 
c o n t a i n s a c o m p l e t e list of the g lossary k e y w o r d s and f u n c t i o n s t h a t can be used 
f o r r e g u l a r g lossar ies a n d R e c o r d s Process ing . 

CONTROL-GLOSSARY SYNTAX 

T h e r e a r e ru les f o r the w a y each R e c o r d s Process ing con t ro l -g los sa ry f u n c t i o n 
shou ld be w r i t t e n w i t h i n an e n t r y . T h e s e ru les a re ca l led the s y n t a x of the 
f u n c t i o n . When you t ype a s t a t e m e n t w i t h i n an e n t r y , you mus t f o l l o w the 
p rope r s y n t a x . 

F o l l o w i n g is a s u m m a r y of the s y n t a x g u i d e l i n e s t h a t a p p l y to all con t ro l -g lo s sa ry 
en t r ies . You wil l l ea rn the s y n t a x of s p e c i f i c f u n c t i o n s l a te r in th i s c h a p t c r . 
R e f e r to the W O R D E R A Glossary Functions m a n u a l f o r more d e t a i l e d 
i n f o r m a t i o n on g lossary s y n t a x . 

Summary of Control-Glossary Syntax 

Begin each e n t r y w i t h an e n t r y labe l cons i s t ing of the w o r d entry f o l l o w e d by 
a o n e - c h a r a c t e r labe l , as s h o w n in th i s example : 

entry s 

Begin the b o d y of the e n t r y w i t h a l e f t b r a c e {, a n d end it w i th a r i g h t b r a c e 
}, as shown in th i s e x a m p l e : 

entry s 
{ 

sort<company> 
} 

You m a y i n c l u d e c o m m e n t s a n y w h e r e in the e n t r y . A c o m m e n t mus t beg in w i t h a 
/* a n d end w i t h a */, as s h o w n in t h e f o l l o w i n g e x a m p l e . 
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entry s /*sort list document a lphabet ica l ly by company name*/ 
{ 

sort<company> 
} 

Make su re t h a t t h e g lossary v e r i f i e s s u c c e s s f u l l y . If it does not , you wil l not be 
able to access a n y of the e n t r i e s in it. 

You can h a v e each e n t r y p e r f o r m a s e p a r a t e f u n c t i o n , or a s ingle e n t r y m a y 
i nc lude as m a n y s imple or complcx c o m b i n a t i o n s of f u n c t i o n s as you need . As 
you become m o r e f a m i l i a r w i t h con t ro l -g los sa ry en t r i e s , you can c o m b i n e m a n y 
f u n c t i o n s in to one e n t r y . 

A glossary e n t r y c o n t a i n s e x e c u t i o n i n s t r u c t i o n s in the f o r m of s t a t e m e n t s , 
a r g u m e n t s , a n d express ions . 

A s tatement is a d e c l a r a t i o n of pu rpose . A p r o g r a m m i n g s t a t e m e n t m a y be a 
s ingle k e y w o r d or a who le ser ies of w o r d s t h a t consis t of k e y w o r d s , v a r i a b l e s , 
f u n c t i o n s , a n d s t r ings . S t a t e m e n t s b e l o n g i n g to c o n d i t i o n a l a n d c o n t r o l s t a t e m e n t s 
must be enc losed in b raccs { }. O t h e r types of s t a t e m e n t s do not need braccs . 

A condit ional s tatement tes ts to see if c c r t a i n c o n d i t i o n s a r c met b e f o r e a 
f u n c t i o n is p e r f o r m e d . C o n d i t i o n a l s t a t e m e n t s a rc i f , if else, do while , 
a n d while. 

An argument is an i n s t r u c t i o n t h a t tel ls a p a r t i c u l a r f u n c t i o n w h a t to ac t on. 
For e x a m p l e , in the con t ro l -g lo s sa ry e n t r y e x a m p l e g iven be low, <last name> is 
the a r g u m e n t f o r the sort f u n c t i o n . It tel ls R e c o r d s Process ing w h a t is to be 
sor ted . 

An expression is a p a r t of an a r g u m e n t . In an a r g u m e n t composed of va lues 
ins ide p a r e n t h e s e s , t he v a l u e s a r e express ions . For e x a m p l e , if you w a n t to move 
the cu r so r d o w n t h r e e l ines , you can type do>\n(3). In th i s case, t he a r g u m e n t 
is (3) a n d t h e exp re s s ion is the n u m b e r 3. 

When you type t w o - w o r d f u n c t i o n or v a r i a b l e n a m e s such as s e l e c t_record , t h e 
two w o r d s mus t be j o i n e d by an u n d e r b a r ( ). To t ype the u n d e r b a r , press t h e 
S h i f t key , a n d t h e n t ype _ ( S H I F T / h y p h e n ) . Do not use M O D E _ to t y p e 
the u n d e r b a r . 

F i g u r e 17 shows the p a r t s of a con t ro l -g los sa ry e n t r y . 

Records Processing WORD ERA 79 



CREATING C O N T R O L - G L O S S A R Y ENTRIES 

Figure 17 The parts of a control-glossary entry 

e n t r y Conditional statement 
. I 

s e l e c t _ r e c c r d • 

i f ( < s t a t e > 
s a v e _ r e c o r d -

"CI •Function 

s o r t < z i D c o d e : 

Argument 
runct ion 

If you a r e not su re how to c r e a t e a g lossary , r e f e r to the W O R D E R A Glossary 
Functions m a n u a l f o r i n s t r u c t i o n s . A con t ro l g lossary f o l l o w s the same ru les f o r 
c r e a t i o n a n d v e r i f i c a t i o n as a r e g u l a r g lossary . You c a n n o t c r e a t e a 
con t ro l -g los sa ry e n t r y by us ing Glossa ry By E x a m p l e . 

CONTROL-GLOSSARY FUNCTIONS 

T h e g lossary l a n g u a g e c o n t a i n s f u n c t i o n s f o r two W O R D E R A a p p l i c a t i o n s : 

G los sa ry 

R e c o r d s P rocess ing 

R e f e r to A p p e n d i x B, " C o m p a r i s o n of Glossa ry K e y w o r d s a n d F u n c t i o n s , " in the 
W O R D E R A Glossary Functions m a n u a l f o r a list of the f u n c t i o n s a n d 
k e y w o r d s you c a n use w i t h g lossary en t r i es . T a b l e 1 is an a l p h a b e t i c a l list of the 
f u n c t i o n s you can use in con t ro l -g lo s sa ry en t r i e s . T h e "Use of F u n c t i o n " c o l u m n 
gives you t h e s p e c i f i c use f o r each f u n c t i o n . 

T a b l e 2 lists the R e c o r d s Process ing con t ro l -g los sa ry f u n c t i o n s a l p h a b e t i c a l l y by 
type . 

Each t ype of R e c o r d s P rocess ing f u n c t i o n is e x p l a i n e d in th is c h a p t c r , b e g i n n i n g 
w i th the f u n c t i o n s t h a t a r e the eas ies t to use a n d p rog re s s ing to the m o r e 
a d v a n c e d f u n c t i o n s . 
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TABLE 1. Functions Used in Records Processing 
Control-Glossary Entries 

F U N C T I O N U S E OF F U N C T I O N 

abs String manipulat ion 
ascending Sort 
call Control 
cat String manipulat ion 
descending Sort 
do Control 
else Condit ional 
error Display 
exit Control 
fa l se Logical 
if Condit ional 
index String manipulat ion 
jump Control . 
key Interactive 
keys Interactive 
len String manipulat ion 
max String manipulat ion 
min String manipulation 
num String manipulat ion 
occur String manipulat ion 
prompt Display 
round String manipulat ion 
save record Record select ion 
seg String manipulat ion 
select record Record select ion 
sort Sort 
status Display 
sub String manipulat ion 
substr String manipulat ion 
thru Range 
true Logical 
truncate String manipulation 
whi le Condit ional 
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TABLE 2. Records Processing Control-Glossary 
Functions Grouped by Function Type 

Condit ional 
else 
if 
whi le 

Control 
call 
do 
exit 
jump 

Range 
thru 

Record se lect ion 
s a v e _ r e c o r d 
select record 

Sort 
ascending 
descending 
sort 

Interact ive 
key 
keys 

Logical 
fa l se 
true 

String manipulat ion 
abs* 
cat 
index 
len 
max 
min 
num 
occur 
round* 
seg 
sub 
substr 
truncate* 

Display 
error 
prompt 
status 

M a t h e m a t i c a l s t r i n g - m a n i p u l a t i o n f u n c t i o n s . T h e f u n c t i o n s max a n d 
min c a n also be used as m a t h e m a t i c a l f u n c t i o n s . 

THE SORT FUNCTION 

T h e sor t f u n c t i o n s a r e t h e s imples t con t ro l -g los sa ry f u n c t i o n s to use. T h e sort 
f u n c t i o n s a r e s h o w n in T a b l e 3. 
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TABLE 3 Sort Functions and Syntax 

F U N C T I O N S Y N T A X 

sort 

(de fau l t is ascending) 

ascending 

descending 

sort (on four f i e lds ) 

sort <field> 

sort ascending <f ie ld> 

sort descending <field> 

sort < f i e l d l > <field2> 
<fie ld3> <fie ld4> 

Sor t ing p u t s t h e r e c o r d s in a list d o c u m e n t in a d i f f e r e n t a l p h a b e t i c a l or 
n u m e r i c a l o r d e r based on the f i e l d or f i e l d s you s p e c i f y in the c o n t r o l - g l o s s a r y 
en t ry . T h e o r d e r of the f i e l d s w i t h i n cach r eco rd is not c h a n g e d by the s o r t i n g 
process. O n c e you h a v e c r e a t e d a con t ro l -g los sa ry e n t r y f o r so r t ing , you can use 
it in two ways : 

F r o m t h e R e c o r d s P rocess ing m e n u , you can use a con t ro l g lossary a n d a list 
d o c u m e n t ( w i t h o u t a f o r m a t d o c u m e n t ) to sort t he list d o c u m e n t a n d c h a n g e 
the o r d e r of its r ecords . In th is case, t he f i e l d labe ls wil l r e m a i n in the 
o u t p u t d o c u m e n t . 

F r o m the R e c o r d s P rocess ing m e n u , you can use a con t ro l g lossary w i t h bo th 
list a n d f o r m a t d o c u m e n t s to p e r f o r m the so r t i ng a n d merge the c o n t e n t s 
i n t o the o u t p u t d o c u m e n t a t t he same t ime. 

The guidel ines for sorting 

You can sor t t h e r e c o r d s in a list e i t h e r a l p h a b e t i c a l l y or n u m e r i c a l l y , in e i t h e r 
a s c e n d i n g (a-z) or d e s c e n d i n g (z-a) o r d e r . If you do not s p e c i f y a d e s c e n d i n g sor t , 
the sort wi l l a l w a y s be in a s c e n d i n g o rde r . 
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When the sor t is be ing p e r f o r m e d on only one f i e l d , t he m a x i m u m reco rd l eng th 
is 2048 c h a r a c t e r s , i n c l u d i n g the f i e l d label . 

You can use a m a x i m u m of f o u r f i e l d s at one t ime to sort t he list d o c u m e n t . If 
you sort on m o r e t h a n one f i e l d , t he to ta l l eng th of the c o n t e n t s of all f i e l d s to 
be so r t ed , e x c l u d i n g t h e f i e l d labels , c a n n o t be g r e a t e r t h a n 1024 c h a r a c t e r s . 

T h e sort f u n c t i o n a r r a n g e s the r e c o r d s in the list d o c u m e n t a c c o r d i n g to the 
ca se - in sens i t i ve ASCII c o l l a t i n g s e q u e n c e shown in A p p e n d i x B. If you w a n t to 
sort r eco rds c o n t a i n i n g n o n - E n g l i s h c h a r a c t e r s , such as a c c e n t e d c h a r a c t e r s , you 
mus t c r e a t e an o p e r a t i n g sys tem f i l e n a m e d / u s r / h e l p / c h t a b l e . X X , w h e r e X X 
rep resen t s a l a n g u a g e . R e f e r to the T e c h n i c a l A p p e n d i x in the W O R D E R A 
Reference m a n u a l f o r i n f o r m a t i o n on how to c r ea t e th i s f i l e . 

F i g u r e 19 shows a list d o c u m e n t to be so r t ed , the con t ro l e n t r y used to sort it, a n d 
the o u t p u t d o c u m e n t t h a t resu l t s f r o m the sor t ing . In th is e x a m p l e , the 
l i s t - d o c u m e n t r e c o r d s a r e r e a r r a n g e d in a l p h a b e t i c a l o r d e r by the <s ta te> f i e l d . 
Since no f o r m a t d o c u m e n t is used , the f i e ld labels a re i n c l u d e d in the o u t p u t 
d o c u m e n t . 

When you sort a l is t , you need to s p e c i f y a p a r t i c u l a r f i e l d label , or key f i e l d , on 
w h i c h the sort wi l l be p e r f o r m e d . For e x a m p l e , suppose you w a n t to sort an 
a d d r e s s list in a l p h a b e t i c a l o r d e r a c c o r d i n g to last name . In th is case, you w o u l d 
s p e c i f y the f i e l d label f o r the last n a m e as the key f i e l d f o r the sort in the 
con t ro l -g lossa ry sor t e n t r y , as shown below: 

entry 1 
{ 

sort<last name> 
} 

Ascending and Descending Order 

When you sor t a list in a s c e n d i n g o r d e r by a f i e l d t h a t c o n t a i n s a l p h a b e t i c a l 
c h a r a c t e r s , t he c h a r a c t e r s a re so r t ed a l p h a b e t i c a l l y f r o m a to z. A d e s c e n d i n g 
sort resu l t s in the reverse : c h a r a c t e r s a r e so r t ed f r o m z to a. 

An a s c e n d i n g n u m e r i c a l sor t a r r a n g e s the n u m b e r s f r o m smal les t to la rges t : f o r 
e x a m p l e , 15, 25, 100, 5000. A d e s c e n d i n g n u m e r i c a l sort wou ld a r r a n g e the 
n u m b e r s in th i s way : 5000, 100, 25, 15. 
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Figure 19 The sort funct ion rearranges records according to the order you 
spec i fy and by the particular f ie ld you choose 

List document Control glossary 

< n ame >M r . Ronald 3arscn? 
<1111e>Vlc e Presi dent 
< c o m p a n y >W 1 r. d w a r d Leasing 
<address>^390 Aleaica 
<c : ty >Hor.o 1 ul u 
<state>Hav;ai \ 
<z:pcĉ e>S93C1 
<> 
<r.ame>Ms. Zorcthy A d i rr. i 
<title>Pres:dent 
< c o .t. p a n y > N o r t h w e s t Canners 
<acdress>369 N. 2 5 t r. S t . 
<c i ty >Sea 111 e < s t a t e >W a s h i r, g t o r. 
< z i p c o d e > 9 6 8 9 C 
<> 
<r. arae >Mr . Avenl Mocre 
<title>President 
<company>We5trrcre Grower: 
<address>39C N. B : r c h .It. 
<city>Fresno 
<state>Caiif'orr. la 
<zipcode>96630 
<> 

» r~ 
< n ame >Mr. Averil Moore 
<title>?resident 
<company>Westmore Growers 
<add ress >3 9C N. Birch St. 
<city>Fresno 
<state>California <zipcode>96890 <> 
<narr)e>Mr. Ror.aid Parsons 
< t i 11 e >V i c e Presider.t 
<corr,pany> Wind ward Leasing 
<addressM3S0 fliealoa 
<city>Honolulu 
<state>Hawaii <zlpccde>9930": <> 
<name>Ms. Dorothy Adams 
<titie>Presider. t 
<company>Northwest Carriers 
<address>389 N. 25th St. 
<city>Seattle 
<state Washington <zipcode>96890 <> 

Output document 

T h e sort f u n c t i o n sor ts n u m e r i c a l f i e l d s in n u m e r i c a l o r d e r . F ie lds t h a t 
c o n t a i n a c o m b i n a t i o n of a l p h a b e t i c a n d n u m e r i c c h a r a c t e r s a re so r t ed a c c o r d i n g 
to the c a s e - i n s e n s i t i v e ASCII co l l a t i ng sequence . For e x a m p l e , l a , 2a, 3a, 10a, 20a, 
30a w o u l d be so r t ed in th i s way: l a , 10a, 2a, 20a, 3a, 30a. 
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Sorting on More than One Field at a Time 

You can s p e c i f y u p to f o u r key f i e l d s f o r sor t ing . T h i s e x a m p l e sor ts on t h r e e 
f i e lds : 

entry s 
{ 

sort<last name> <first name> <mid initials-
} 

In th i s case, t he sor t is d o n e on the f i r s t f i e l d , t hen the second , a n d t h i r d . With 
th is e x a m p l e , a d o c k e t c a l e n d a r w o u l d be sor ted f i r s t a l p h a b e t i c a l l y by last n a m e , 
then by f i r s t n a m e , a n d t h e n by m i d d l e in i t i a l . F i g u r e 20 shows an o u t p u t 
d o c u m e n t r e s u l t i n g f r o m us ing th i s e n t r y . 

T h e so r t i ng process is a l w a y s p e r f o r m e d on all f i e l d s s p e c i f i e d in the 
s o r t - f u n c t i o n e n t r y . H o w e v e r , if you s p e c i f y f o u r key f i e l d s , t he sys tem wil l on ly 
sort a r e c o rd u s i n g the second key f i e l d if t he f i r s t key f i e l d is the same f o r two 
or more records . S o r t i n g on the t h i r d key f i e l d occurs on ly if two or m o r e 
r c c o r d s h a v e t h e same i n f o r m a t i o n in the f i r s t two key f i e l d s , a n d so on f o r the 
f o u r t h key f i e l d . 

Sort Syntax 
T h e bas ic s y n t a x f o r t h e sort f u n c t i o n is the w o r d sort f o l l o w e d by the label 
of the key f i e l d in t h e list d o c u m e n t , as in th i s e x a m p l e : 

sort <f ie ld> 

A c o m p l e t e c o n t r o l - g l o s s a r y e n t r y us ing the sor t f u n c t i o n shou ld look l ike this: 

entry a 
{ 

sort <f ie ld> 
} 

Of course , you can i n c l u d e a sort s t a t e m e n t as p a r t of a m o r e c o m p l i c a t e d 
e n t r y . You wil l see some e x a m p l e s of these l a te r in th i s c h a p t e r . 

REMEMBER: E a c h g lossary e n t r y mus t h a v e an e n t r y 
l abe l , a n d it mus t beg in a n d end w i t h a set of braces . 

86 WORD ERA Records Processing 



CREATING C O N T R O L - G L O S S A R Y E N T R I E S 

Figure 20 An Output Document Sorted on Three Fields 

Docket. Calendar 

At torney Date Ct / I t em Case It C l i e n t F i l e it Comments 

Fred 0 . Ba i ley C9/C9/6& Sup. Ct. 4S679 lorn Rogers 10098 T r i a l a t 9:50 a.m. 
Fred Q. Ba i ley 05/27/b3 C i r c u i t Ct. U ĵbl 1 Mi l l e r Bank 10021 Brief aue 
Fred Q. Ba i ley 12/12/85 Suo. Ct. -56GD Dar:ce Disco 1009b Judgement 
Fred Q. Ba i ley 12/07/85 Sup. Ct. 13610 Dance Emporium 10097 Judgement 
Fred Q. Ba i ley ' 2 / 2 5 / 8 5 Probate 'i-jlj \c. Sigmcnd Denver 10055 E s t a t e tax r e t u r n due 
Fred Q. Ba i ley 10/06/65 S j p. C t . -cc6C,C Dar.ce Emporium. 10095 Judgement 
Fred Q. Ba i ley 0 1/08/65 Lirr.it mdo78 Smiling P l a n t ? 10027 Expi res on f raud 
Fred T. Ba i ley 09/21/85 Li mi t Smiling P l a n t s 10047 Expires on cause of a c t i o n 
Fred T. Ba i ley 01/04/86 D i s t r : - t Htt'X. Amber Garage 10055 Moticr-Temp. Ore. 2:00 p.m. 
Fred T. Ba i ley 02/03/65 Probate Mi l le r BanK 10099 Annual account due 
Fred T. Ba i ley 02/14/66 Probate 'tbty,' Mi 1 l e r BanK 10065 Hear ing-Pe t - i t ion-2 : 00 p.m. 
Sarah W . Luchini 05/06/85 C i r c J i l Ct. ^btbb Happy Cars 10026 Br ief due 
Sarah W . Luchini 09/09/85 Sup. Ct. . beach Homer. '0058 T r i a l 2:00 p.m. 
Sarah b . Luchini 05/04/65 Probst e Happy Cars 10015 E s t a t e tax r e t u r n due 
Sarah V . Luchini 11/04/85 Probate Happy Cars 10014 E s t a t e tax r e t u r n cue 
Sarah W . Luchini 01/08/85 D i s t r i c t 4 5665 BeacH Homes 10065 T r i a l b r i e f due 
Sarah V . Luchini 06/05/86 Sup. Ct. 45671 Mi l l e r Bank 1005c Judgement l i e r . e x p i r e s 
Sarah W . Luchini 05/'06/So l̂ ' 1 st. r i c T. 456C 9 Vkiit S t i l l 10054 Motion-new t r i a l 2:00 p.m. 
Sarah W . Luchini 11/02/6- D i s t r i c . 45661 huge T r a i l e r s 10025 T r i a l b r i e f cue 
Sarah W . Luchini 07/19/85 Fecera- Ct. 45670 Bonnie White 10024 Motion-cont1 nuance 10:00 a.m. 
Sarah V . Luchini 11/18/85 D i s t r i c t . 45662 Beach Heme: 10064 i r i a l b r i e f cue 
Ashley R. M i l l e r 05/09/85 Sup. Ct. 45685 Ameer Oarage- 10078 T r i a l 10:00 a.m. 
Ashley R. M i l l e r 10/04/85 D i s t r i c t 456B0 Tom Sr.itn 10011 Motion-new t r i a l 9:50 a.m. 
Ashley R. M i l l e r 06/05/85 Probate- 45666 Smil ir.g P l a n t s 10025 I n h e r i t a n c e tax r e t u r n cue 
Ashley R. M i l l e r 10/03/&O i.irrit tiapp. y Cars 10012 Expires on t r e s p a s s 
Ashley R. M i l l e r 05/25/86 Limit. 45004 Smiling P l a n t s 10022 Expires on Cont rac t 
Dennis C. Rodeen O&/I6/80 D i s t r i c t -5b87 Mat hew S h i r t s 10068 Answer t o i r . t e r rogs 
Dennis C. Rodeen 08/20/85 Firm 20000 Prepare q u a r t e r l y r e t u r n s 
Dennis C. Rodeen 12/C6/o6 Llrr i t ^5^60 Shoes Inc.. 10076 .Brief cue 
Dennis C. Rodeen 0VC9/Sb D i s t r i c t -5b 20 Amber Garage 100^4 Answer Due 
Dennis C. Rodeen 05/07/86 D i s t r i c t 45064 Western Pa r t s 10017 r 1 r s t d a y - d e f a u l t judgment 
Dennis C. Rodeen 11/ M/bo r 1 rm B.app'y Cars < OOt'C Auto l ea se e x p i r e s 
Dennis C. Rodeen 11/'0_V85 L1rr.1t -.5b 59 Shoes Inc . 1UC77 Brief cue 
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In a sort s t a t e m e n t , the d e f a u l t o r d e r f o r so r t ing is a s c e n d i n g . You do not 
have to s p e c i f y a s o r t i n g o r d e r unless you w a n t to sort in d c s c c n d i n g o rde r . You 
can s p e c i f y a s c e n d i n g o r d e r in the sort a r g u m e n t if you w a n t , t h o u g h th i s is not 
r e q u i r e d . T h e e x a m p l e s be low p r o d u c c the same resul t : 

entry a 
{ 

sort <f ie ld> 
} 

entry b 
{ 

sort ascending <field> 
} 

To sort a list in d e s c e n d i n g o r d e r , you mus t type the w o r d descending b e t w e e n 
the sort a r g u m e n t a n d the f i e l d label , as in th i s e x a m p l e : 

entry c 
{ 

sort descending <field> 
} 

To sort more t h a n one f i e l d at a t ime , f o l l ow the sort f u n c t i o n w i th the labels of 
the key f i e l d s to be used in sor t ing . Your only op t ion is to s p e c i f y c i t h e r 
a s c e n d i n g or d e s c e n d i n g o r d e r f o r all t he f i e ld s . You c a n n o t c o m b i n e a s c e n d i n g 
and d e s c e n d i n g o r d e r in the same sort s t a t e m e n t . You can only h a v e one sort 
s t a t e m e n t in an e n t r y . 

entry e 
{ 

sort <last name> <state> <city> <zipcode> 
} 

entry f 
{ 
sort descending <Iast n a m e > < s t a t e x c i t y x z i p c o d e > 
} 
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Using Sort to Change the Order of a List Document 

To pu t a l ist i n to a d i f f e r e n t o r d e r , you can sort a list d o c u m e n t w i t h o u t u s ing a 
f o r m a t d o c u m e n t . You do th is by choos ing the Make Output Document Only 
op t ion on the R e c o r d s P rocess ing menu and then s p e c i f y i n g a n a m e f o r the o u t p u t 
d o c u m e n t . 

You can o v e r w r i t e an o u t p u t d o c u m e n t t h a t has a l r e a d y been c r e a t e d . H o w e v e r , 
R c c o r d s P rocess ing wil l not p e r m i t you to sort a n d t hen o v e r w r i t e a list d o c u m e n t 
you have s p e c i f i e d on the R e c o r d s Process ing menu . If you w a n t to r ep l ace the 
old list d o c u m e n t w i t h the new, sor ted list d o c u m e n t , f o l l o w these steps: 

1. G ive the o u t p u t d o c u m e n t a t e m p o r a r y n a m e such as l ist.sort. 

2. R e n a m e the l ist.sort d o c u m e n t us ing the o r ig ina l l i s t - d o c u m e n t name . 

You c a n n o t use a d o c u m e n t n a m e t h a t you h a v e e n t e r e d on the R e c o r d s 
Process ing m e n u as an o u t p u t d o c u m e n t name . 

THE SELECTION FUNCTIONS 

T h e con t ro l -g lo s sa ry f u n c t i o n s s e l e c t _ r e c o r d and save record mus t be used 
toge the r . You can use t h e m to choose s p e c i f i c r ccords f r o m a list d o c u m e n t . Jus t 
as w i t h the con t ro l -g lo s sa ry e n t r y f o r so r t ing , you can p r o d u c e two types of 
o u t p u t d o c u m e n t s : 

You can p r o d u c e a s e c o n d a r y list t h a t i nc ludes all the f i e l d labe ls by us ing 
a con t ro l -g lo s sa ry e n t r y w i th a list d o c u m e n t only . 

You can p r o d u c e y o u r f i n a l o u t p u t , se lec ted and m e r g e d w i th the f o r m a t 
d o c u m e n t , by us ing a con t ro l -g los sa ry e n t r y , a list d o c u m e n t , a n d a f o r m a t 
d o c u m e n t . 

T h e o u t p u t d o c u m e n t s g e n e r a t e d w i th the s e l e c t _ r e c o r d a n d s a v e _ r e c o r d 
f u n c t i o n s a n d those g e n e r a t e d only w i t h the sort f u n c t i o n a rc d i f f e r e n t . When 
you use the s e l e c t _ r e c o r d a n d save record f u n c t i o n s , you s p e c i f y w h i c h 
r e c o r d s you w a n t to sclect ; on ly the r eco rds t h a t meet the c r i t e r i a you h a v e 
s p e c i f i e d a r e m e r g e d in to the o u t p u t d o c u m e n t . When you use a c o n t r o l - g l o s s a r y 
e n t r y to sort a list d o c u m e n t , all t he r eco rds in the o r i g i n a l d o c u m e n t a r e p l aced 
in to the o u t p u t d o c u m e n t ; on ly the o r d e r in w h i c h t hey a p p e a r is c h a n g e d . 
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An Example of Using the Selection Functions 

The easies t w a y to u n d e r s t a n d how s e l ec t_record a n d save_record w o r k is 
by look ing at an e x a m p l e . Suppose a c o m p a n y has a m a i l i n g list of 300 c u s t o m e r s 
f r o m all over the U n i t e d Sta tes . T h e M a r k e t i n g D e p a r t m e n t w a n t s to mai l a f o r m 
le t ter on ly to those peop le w h o l ive in C a l i f o r n i a . To e x p e d i t e the m a i l i n g , they 
w a n t to h a v e the r e c o r d s f o r C a l i f o r n i a r e s iden t s so r t ed by z ip code. 

T h e g lossary e n t r y they use looks at t he f i e l d label <state> f o r each r eco rd in 
the list d o c u m e n t . E a c h r eco rd t ha t c o n t a i n s a CA in the <state> f i e l d is 
pu t a s ide f o r s o r t i n g by z ip code. O u t of the 300 records , 110 meet the c r i t e r i a of 
CA. R e c o r d s Process ing then sorts these r eco rds in to n u m e r i c a l o r d e r by z ip 
codc a n d merges t h e m w i t h the f o r m a t d o c u m e n t to c r e a t e the le t ters . All of the 
300 c u s t o m e r r e c o r d s r e m a i n in the list d o c u m e n t , u n c h a n g e d by th i s se lec t ion 
process. 

He re is how the con t ro l -g lo s sa ry e n t r y wou ld look: 

entry s /*se lect CA records*/ 
{ 

select record 
{ 

if (<state> == "CA") 
save record 

} 
sort <zipcode> 

} 

The Syntax of Selection Functions 

Look c a r e f u l l y at t he e x a m p l e above . You wil l no t i ce t h a t t h e r e is an e x t r a set of 
b races in th i s con t ro l -g lo s sa ry e n t r y . T h e s e !ec t_record s t a t e m e n t r e q u i r e s an 
a r g u m e n t , a n d t h a t a r g u m e n t mus t be i n c l u d e d w i t h i n its own set of b raccs . O n c e 
you h a v e t y p e d t h e o p e n i n g b r a c e , you h a v e to s ta te w h a t c o n d i t i o n s mus t be met 
f o r a r eco rd to be se lec ted . T o do th is , you use the c o n d i t i o n a l s t a t e m e n t if . 

T h e if s t a t e m e n t has its own s y n t a x . T h e w o r d if mus t be f o l l o w e d by an 
a r g u m e n t enc losed in p a r e n t h e s e s . In t h a t a r g u m e n t , you s p e c i f y the f i e l d labe l 
you w a n t to use f o r the se l ec t ion , t h e c r i t e r i a f o r the se lec t ion , a n d the 
r e l a t i o n s h i p b e t w e e n the two. In th i s case, you w a n t the c o n t e n t s of t h a t f i e l d 
label to be e q u a l to a b l a n k . To do th is , you type two quo te s w i t h n o t h i n g 
be tween t h e m (""). 
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If t he c o n t e n t s of a f i e l d is a c o m b i n a t i o n of a l p h a b e t i c a n d n u m e r i c c h a r a c t e r s 
or spaces , or c o n t a i n s on ly a l p h a b e t i c c h a r a c t e r s or spaces , you mus t pu t 
q u o t a t i o n m a r k s a r o u n d the s p e c i f i e d text . Y o u do not need to enc lose n u m e r i c 
expres s ions in quotes . 

You can c o m b i n e as m a n y i f s as you wish in to one s t a t e m e n t . It is u s e f u l to 
l ine up the b r a c e s a n d i n d e n t the if s t a t e m e n t , as s h o w n in the e x a m p l e . 
A l t h o u g h th is is not necessa ry , it can be very h e l p f u l if t he g lossary does not 
v e r i f y a n d you m u s t go back a n d check the e n t r y f o r e r ro r s . 

A n o t h e r c o n v e n i e n t w a y of k e e p i n g t r ack of m u l t i p l e if s t a t e m e n t s is to 
c o n s t r u c t a f l o w c h a r t l ike the one shown in F i g u r e 21. If you a re f a m i l i a r w i t h 
f l o w c h a r t s , t ry us ing th i s m e t h o d to c h a r t the resu l t s of y o u r if s t a t e m e n t s . 

Figure 21 Use a simple f l o w c h a r t to track the results of condit ional "if" 
s tatements you use with "select record" and " s a v e r e c o r d " 

Don't 
save 

record 

T h e W O R D E R A Glossary Functions m a n u a l gives you d e t a i l e d i n f o r m a t i o n on 
the c o n d i t i o n a l if s t a t e m e n t . 

Records Processing WORD ERA 91 



CREATING C O N T R O L - G L O S S A R Y ENTRIES 

RELATIONAL OPERATORS 

R e l a t i o n a l o p e r a t o r s d e f i n e h o w one f i e l d shou ld r e l a t e to a n o t h e r f i e l d . You 
must a l w a y s i n c l u d e a r e l a t i o n a l o p e r a t o r in an if s t a t e m e n t in a d d i t i o n to the 
f i e ld label a n d f i e l d c r i t e r i a . 

T h e r e l a t i o n a l o p e r a t o r e x p l a i n s the t ype of c r i t e r i a the f i e l d be ing s e a r c h e d f o r 
must m a t c h in o r d e r f o r a r e co rd to be se lec ted . 

T h e n i n e r e l a t i o n a l o p e r a t o r s a r e s h o w n in T a b l e 4, w h i c h lists t he i r s y m b o l i c 
f o r m a n d m e a n i n g . You can use these w i t h e i t h e r n u m e r i c or c h a r a c t e r f i e ld s . 
R e f e r to the W O R D E R A Glossary Functions m a n u a l f o r d e t a i l e d i n f o r m a t i o n 
a b o u t r e l a t i o n a l o p e r a t o r s . 

TABLE 4. Relational Operators 

SYMBOL MEANING 

== Equal to 
> Greater than 
< Less than 
>= Greater than or equal to 
<= Less than or equal to 
!= Not equal to 
I Or 
& And 
! Not 

T h e f o l l o w i n g e x a m p l e s show you how r e l a t i o n a l o p e r a t o r s a rc used. C o n t i n u i n g 
wi th the p r e v i o u s e x a m p l e , if ou r f i c t i o n a l c o m p a n y w a n t e d to send le t t e r s to 
eve ry s ta te E X C E P T C a l i f o r n i a , t he e n t r y w o u l d look l ike the f o l l o w i n g e x a m p l e . 

92 WORD ERA Records Processing 



CREATING C O N T R O L - G L O S S A R Y E N T R I E S 

entry s / ' s e l e c t records other than CA*/ 
{ 

select record 
{ 

if (<state> != "CA") 
save record 

} 
sort <zipcode> 

In th i s case, al l s t a t es t h a t w e r e not e q u a l to CA w o u l d be se lec ted , s av ed , a n d 
sor ted by z ip code. 

T h e nex t e x a m p l e use the or o p e r a t o r | to select and save all r e c o r d s t h a t 
c o n t a i n e i t h e r a s t a te a b b r e v i a t i o n e q u a l to MN or a c o m p a n y n a m e e q u a l to 
XYZ: 

N O T E : When you use m u l t i p l e a r g u m e n t s w i t h an if 
s t a t e m e n t , t he e n t i r e a r g u m e n t mus t be enc losed in 
p a r e n t h e s e s . In a d d i t i o n , cach p a r t of the a r g u m e n t has 
its own m a t c h i n g p a r e n t h e s e s . 

entry c 
{ 

se lect record 
{ 

i f ( (<state> == "MN") | (<company name> == "XYZ") ) 
save record 

> 

T h e nex t e x a m p l e selects a n d saves on ly those r e c o r d s w h e r e the z ip code f i e l d is 
equa l to 87190: 

entry Z 
{ 

select record 
{ 

i f (<zipcode> == 87190) 
s a v e _ r e c o r d 

} 
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Selecting Records by Suppressing a Blank Field 

Suppose you h a v e an i n v e n t o r y list d o c u m e n t . You m a y h a v e a f i e l d l abe led 
<back order>. If an o r d e r has been p laced bu t has not yet been f i l l e d , th i s 
f i e ld has an e n t r y . If t he o r d e r was f i l l e d , the f i e l d is b l ank . T h e e n t r y be low 
can be used to select all r eco rds in w h i c h the f i e l d <back order> is not b l a n k : 

entry n 
{ 

select record 
{ 

i f (<back order> != "") 
save record 

If you w a n t to g e n e r a t e a list t h a t c o n t a i n s r eco rds f o r only the i tems on the list 
t ha t h a v e been back o r d e r e d , you can use the e n t r y below. No te t h a t the 
d i f f e r e n c e b e t w e e n these two e n t r i e s is t h a t e n t r y n uses the a s s i g n m e n t o p e r a t o r 
not e q u a l to (!=), a n d e n t r y N uses the a s s i g n m e n t o p e r a t o r equa l to (==). 

entry N 
{ 

select record 
< 

i f (<back order> == "") 
s a v e r e c o r d 

} 
} 

THE thru FUNCTION 
You can use t h e f u n c t i o n thru to s p e c i f y a r a n g e f o r a p a r t i c u l a r f i e l d in the 
list d o c u m e n t . Suppose you w a n t to send a m a i l i n g to each a d d r e s s in a l ist 
d o c u m e n t t h a t c o n t a i n s a z ip code s t a r t i n g w i t h the n u m b e r 9. You cou ld use the 
thru f u n c t i o n in a con t ro l -g lo s sa ry e n t r y to select these records . T h i s is how 
such an e n t r y m i g h t look: 
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entry t 
{ 

se lect record 
{ 

i f (<zipcode> == 90000 thru 99999) 
s a v e r e c o r d 

} 
} 

All r cco rds c o n t a i n i n g z ip codes f r o m 90000 t h r o u g h 99999 would be se lec ted by 
this e n t r y . 

You can also use the thru f u n c t i o n to m a k e a l p h a b e t i c a l se lec t ions f r o m a list 
d o c u m e n t . Suppose you w a n t to send a r e m i n d e r no t i ce to all m e m b e r s on a list 
whose last n a m e beg ins w i t h the l e t t e r B. You can eas i ly w r i t e a 
con t ro l -g lo s sa ry e n t r y to do this . You do not have to p re so r t your list i n to 
a l p h a b e t i c a l o r d e r a n d t h e n e n t e r the a c t u a l names t h a t beg in a n d end the 
a l p h a b e t i c a l l i s t ing . I n s t e a d , you can s p e c i f y the r a n g e by the b e g i n n i n g le t t e r 
a lone . T h e con t ro l -g lo s sa ry e n t r y wou ld look l ike this: 

entry B 
{ 

s e l e c t r e c o r d 
{ 

i f (< las t name> == "B" thru "C") 
save record 

} 
} 

Suppose you had the f o l l o w i n g last n a m e s in your list d o c u m e n t : 

<last name>Adams 
c last name>Banyon 
<last name>Barry 
•clast name>Bergman 
<Iast name>Bunyan 
<last name>Charles 
<last name>Cooper 
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Using the s a m p l e con t ro l -g lo s sa ry e n t r y above , the r c c o r d s c o n t a i n i n g the 
last n a m e s B a n y o n , B a r r y , B e r g m a n , a n d B u n y a n w o u l d be sc lcc tcd . T h e thru 
f u n c t i o n in the e x a m p l e was c o n s t r u c t e d to select f r o m B t h r o u g h C. Why 
would the last n a m e s C h a r l e s and Coope r not be se lec ted? T h e thru f u n c t i o n 
wou ld cause the s ea rch to end w i th r eco rds c o n t a i n i n g only the l e t t e r C. Since 
the two last n a m e s b e g i n n i n g w i th C c o n t a i n a d d i t i o n a l c h a r a c t e r s , t hey w o u l d 
not be se lec ted . 

Suppose the e n t r y were c h a n g e d to selcct B t h r u Ci, as shown below: 

entry B 
{ 

s e l e c t r e c o r d 
{ 

i f (< las t name> == "B" thru "Ci") 
save_record 

} 
} 

The r eco rds c o n t a i n i n g the last n a m e s B a n y o n , B a r r y , B e r g m a n , B u n y a n , a n d 
Cha r l e s w o u l d be se lec ted . T h i s is because R e c o r d s Process ing was i n s t r u c t e d to 
select f r o m B t h r o u g h Ci, a n d the last n a m e Charles is i n c l u d e d in t h a t 
range . 

If you w a n t to select r e c o r d s c o n t a i n i n g the last n a m e s b e g i n n i n g w i th the l e t t e r s 
B a n d C, t he e n t r y cou ld look l ike the one below. T h i s e x a m p l e also 
i n s t r u c t s R c c o r d s P rocess ing to sort t he last n a m e s in a l p h a b e t i c a l o r d e r . 

entry B 
{ 

s e l e c t r e c o r d 
{ 

i f (<Iast name> == "B" thru "D") 
s a v e r e c o r d 

> 
sortc last name> 

> 
T h e thru f u n c t i o n is easy to use, a n d it can be e x t r e m e l y h e l p f u l in m a k i n g 
s p e c i f i c se lec t ions of r e c o r d s w i t h f i e l d s t ha t f a l l w i t h i n an a l p h a b e t i c or n u m e r i c 
range . 
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SUMMARY 

As you can i m a g i n e , t h e r e a r e m a n y poss ible c o m b i n a t i o n s of s t a t e m e n t s f o r 
so r t ing a n d se l ec t ing records . H e r e is a r e v i e w of the m a j o r points : 

Fo l low the sort f u n c t i o n w i t h the f i e l d label to be sor ted . Be su re to enc lose 
the f i e l d labe l w i t h i n Merge a n d S h i f t / M e r g e symbols . 

Use the select record a n d s a v e _ r e c o r d f u n c t i o n s w i th an if s t a t e m e n t to 
d e f i n e w h i c h r c c o r d s you w a n t to choose. 

T h e s e l e c t _ r e c o r d s t a t e m e n t has the f o l l o w i n g syn t ax : 

s e l e c t _ r e c o r d 
{ 

i f (argument ) 
s a v e _ r e c o r d 

} 

In a d d i t i o n to if s t a t e m e n t s , t h e r e a re 13 s t r i n g - m a n i p u l a t i o n f u n c t i o n s you 
can use in a s e l e c t _ r e c o r d a r g u m e n t f o r even more s p e c i f i c so r t i ng a n d 
se lec t ing . R e f e r to the sec t ion on "Str ing M a n i p u l a t i o n F u n c t i o n s " in C h a p t e r 6, 
" A d v a n c e d C o n t r o l - G l o s s a r y F u n c t i o n s , " f o r more i n f o r m a t i o n a b o u t these. 

USING THE CONTROL-GLOSSARY ENTRY 
You e n t e r the con t ro l -g lo s sa ry n a m e a n d e n t r y label on the R e c o r d s P rocess ing 
menu w h e n you wish to sor t or select r e c o r d s f r o m a list d o c u m e n t . T h e c o n t r o l 
g lossary may be used w i t h a list d o c u m e n t a lone , or it may be used a long w i t h 
both list a n d f o r m a t d o c u m e n t s . R e c o r d s a r e sc lcc tcd a n d sor ted f r o m the list 
d o c u m e n t , m e r g e d w i t h t h e f o r m a t d o c u m e n t , a n d saved in the o u t p u t d o c u m e n t . 

T r y w r i t i n g a c o n t r o l - g l o s s a r y e n t r y to sort t he a d d r e s s list ca l led add.l ist you 
c r e a t e d in the l i s t - d o c u m c n t exerc i se . 
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CHAPTER 6 

ADVANCED CONTROL-GLOSSARY FUNCTIONS 

T h e c o n t r o l - g l o s s a r y f u n c t i o n s you l e a r n e d a b o u t in C h a p t e r 5 a l low you to sort 
a n d select r e c o r d s f r o m a list d o c u m e n t us ing c r i t e r i a you s p c c i f y . You m a y f i n d 
t ha t you can use these f u n c t i o n s to s a t i s f y all y o u r R e c o r d s Process ing needs . 

H o w e v e r , R e c o r d s P rocess ing has a d d i t i o n a l con t ro l -g los sa ry f u n c t i o n s t h a t you 
can use to c r e a t e even more s o p h i s t i c a t e d en t r i es . T h e R e c o r d s P rocess ing 
f u n c t i o n s d i scusscd in th i s c h a p t e r r e q u i r e a spec ia l s y n t a x a n d m a y o p e r a t e in a 
s l igh t ly d i f f e r e n t w a y t h a n f u n c t i o n s w i t h the same n a m e s in r e g u l a r g lossary 
en t r ies . 

T a b l e 5 c o n t a i n s an a l p h a b e t i c a l list of all t he f u n c t i o n s you can use as p a r t of a 
con t ro l -g los sa ry e n t r y . R e g u l a r g lossary f u n c t i o n s a re not d i scussed in th i s 
m a n u a l . R e f e r to the W O R D E R A Glossa ry Use r ' s G u i d e f o r i n f o r m a t i o n on 
these f u n c t i o n s . T h e only f u n c t i o n s d i scussed in th is c h a p t e r a re those t h a t a r e 
u n i q u e to R e c o r d s Process ing . 

A r i t h m e t i c o p e r a t o r s a r e used to c o m p a r e the n u m e r i c a l c o n t e n t s of t h e 
f i e l d s in a list d o c u m e n t . 

S t r i n g - m a n i p u l a t i o n f u n c t i o n s a r e used to test al l or p a r t of the c o n t e n t s of 
a f i e l d f o r s p e c i f i c c o n d i t i o n s . 

T h e f o l l o w i n g sec t ions do not c o n t a i n l eng thy e x a m p l e s or s amp le d o c u m e n t s a n d 
cxcrciscs . I n s t e a d , you wil l f i n d a d e s c r i p t i o n of each a d v a n c e d c o n t r o l f u n c t i o n , 
a s t a t e m e n t of its s y n t a x , a n d a b r i e f e x a m p l e of how to use it. I n f o r m a t i o n t h a t 
may v a r y each t i m e you use the f u n c t i o n is i n d i c a t e d by i ta l ics . 
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ARITHMETIC OPERATORS 

You can use a r i t h m e t i c o p e r a t o r s to a n a l y z e a n d assess va lues w i t h i n a l p h a b e t i c a l 
or n u m e r i c s t r i ngs of d a t a . T h e y do N O T c h a n g c the f i e l d con ten t s . 

You use the a r i t h m e t i c o p e r a t o r s in c o n d i t i o n a l s t a t e m e n t s w i th the 
select record a n d s a v e _ r e c o r d f u n c t i o n s . If the c o n d i t i o n s a re met , t he 
record is se lec ted . T h e a r i t h m e t i c o p e r a t o r s a re l is ted in T a b l e 5. 

TABLE 5. Arithmetic Operators 

+ addit ion 
- subtract ion 
* mult ipl icat ion 
/ division 
% remainder 

Contents of Fields Used With Arithmetic Operators 

A f i e l d used w i t h an a r i t h m e t i c o p e r a t o r can c o n t a i n n u m b e r s , a l e a d i n g d o l l a r 
s ign, commas , a n d a d e c i m a l po in t . If t hey c o n t a i n a n y o t h e r c h a r a c t e r s , t he 
record wil l not be se lec ted . 

You can p e r f o r m a r i t h m e t i c o p e r a t i o n s on a n y n u m b e r of f i e ld s . 

F o l l o w i n g is a d i scuss ion of the o p e r a t o r s , i n c l u d i n g a d e s c r i p t i o n of each , its 
s y n t a x , a n d an e x a m p l e . 

Addition 

Syntax: if ( ( < f i e l d l > + <fie ld2> + <f ie ld3>) == n) 

T h e a d d i t i o n o p e r a t o r + a d d s the c o n t e n t s of n u m e r i c f i e ld s . T h a t v a l u e is 
then c o m p a r e d to n, us ing the r e l a t i o n a l o p e r a t o r ==. If the r e su l t of th is 
a d d i t i o n m a t c h e s the sum r e p r e s e n t e d by the n u m b e r n, t he r eco rd is saved . T h e 
f o l l o w i n g e x a m p l e shows how to p e r f o r m a d d i t i o n w i t h i n an if s t a t e m e n t . 
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Sample l i s t - d o c u m e n t con ten t s : 

<numberl>15 
<number2>10 

Sample con t ro l -g lo s sa ry e n t r y : 

entry a / ' a d d i t i o n of f ie lds* / 
{ 

s e l e c t r e c o r d 
{ 

i f ( (<number l> + <number2>) == 25) 
s a v e r e c o r d 

} 
> 

Resul t : T h i s r e c o r d is s aved . 

Subtraction 

Syntax: if ( ( < f i e l d l > - <f ie ld2>) == n) 

T h e s u b t r a c t i o n o p e r a t o r - s u b t r a c t s the c o n t e n t s of the second f i e l d f r o m the 
c o n t e n t s of the f i r s t . If t he resu l t m a t c h e s the n u m b e r r e p r e s e n t e d by n, the 
record is saved . H e r e is an e x a m p l e of s u b t r a c t i o n w i t h i n an if s t a t e m e n t : 

Sample l i s t - d o c u m e n t con t en t s : 

<numberl>15 
<number2>15 

Sample con t ro l -g lo s sa ry e n t r y : 

entry s / ' subtrac t ion of f i e lds* / 
{ 

select record 
{ 

i f ( (<number l> - <number2>) == 25) 
s a v e r e c o r d 

} 
} 

Resul t : T h i s r e c o r d is no t saved . 
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Multiplication 

Syntax: if ( ( < f i e l d l > * <f ie ld2>) == n) 

T h e m u l t i p l i c a t i o n o p e r a t o r * m u l t i p l i e s the c o n t e n t s of one f i e l d by the 
con t en t s of a n o t h e r . If t he resu l t m a t c h e s the n u m b e r r e p r e s e n t e d by n, the 
record is s aved . H e r e is an e x a m p l e of m u l t i p l i c a t i o n w i t h i n an if s t a t e m e n t : 

Sample l i s t - d o c u m e n t con ten t s : 

<numberl>5 
<number2>l 

Sample con t ro l -g lo s sa ry e n t r y : 

entry m /"mult ipl icat ion of f ie lds* / 
{ 

s e l e c t _ r e c o r d 
{ 

i f ( (<number l> * <number2>) == 5) 
s a v e r e c o r d 

} 
} 

Resul t : T h i s r e c o r d is saved . 

Division 
Syntax: if ( ( < f i e l d l > / <f ie ld2>) == n) 

T h e d i v i s i o n o p e r a t o r / d i v i d e s the c o n t e n t s of the f i r s t f i e l d by the c o n t e n t s 
of the second. If t he resu l t m a t c h e s the n u m b e r r e p r e s e n t e d by n, the r eco rd is 
saved . H e r e is an e x a m p l e of d iv i s i on w i t h i n an if s t a t e m e n t : 

Sample l i s t - d o c u m e n t con t en t s : 

<numberl>4 
<number2>l 
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Sample con t ro l -g lo s sa ry e n t r y : 

entry d / 'd iv i s ion of f i e lds* / 

select record 

i f ( (<number l> / <number2>) == 4) 
save record 

Resu l t : T h i s r e c o r d is s aved . 

Remainder 

Syntax: if ( ( < f i e l d l > % <f ie ld2>) == n) 

T h e r e m a i n d e r o p e r a t o r % d i v i d e s the c o n t e n t s of the f i r s t f i e l d by t h e 
c o n t e n t s of t h e s econd , t h e n tes ts to see if t h e r e s u l t i n g r e m a i n d e r (if t h e r e is 
one) m a t c h e s the n u m b e r r e p r e s e n t e d by n. If t h e r e is a m a t c h , the r e co rd is 
saved . H e r e is an e x a m p l e of the use of the r e m a i n d e r f u n c t i o n w i t h i n an if 
s t a t e m e n t : 

Sample l i s t - d o c u m e n t con t en t s : 

<numberl>5 
<number2>2 

Sample c o n t r o l - g l o s s a r y e n t r y : 

entry r / ' r emainder of f i e lds* / 

se lect record 

i f ( (<number l> % <number2>) == 3) 
save record 

Resu l t : T h e r e m a i n d e r of th is d iv i s i on is 1 (5 / 2 = 2 w i th a r e m a i n d e r of 
1), t h e r e f o r e the r eco rd is not saved . 
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STRING-MANIPULATION FUNCTIONS 

Records Processing Strings 

In R e c o r d s P rocess ing s t r i ngs a re in f i e l d c o n t e n t s t h a t f o l l o w a f i e l d label in the 
list d o c u m e n t . U n l i k e r e g u l a r g lossary en t r i e s , t he c h a r a c t e r s t r ings in a list 
d o c u m e n t shou ld no t be enc losed in q u o t a t i o n m a r k s unless you w a n t q u o t a t i o n 
m a r k s to a p p e a r in the o u t p u t d o c u m e n t . T h e s t r i ng m a y consis t of i n f o r m a t i o n 
such as a pe r son ' s n a m e , a p h o n e n u m b e r , a p a r t n u m b e r , or a c o m p a n y name . 

Control-Glossary Strings 

In p r o g r a m m i n g l anguages , a s t r i n g is a g r o u p of c h a r a c t e r s t ha t be long t o g e t h e r 
a n d t h a t a re not p a r t of an e x e c u t a b l e c o m m a n d . S t r ings can be a l p h a b e t i c ( m a d e 
up of l e t t e r s , s o m e t i m e s w i t h n u m b e r s a n d / o r spec ia l c h a r a c t e r s , i n c l u d i n g spaces) 
or n u m e r i c ( m a d e up of n u m b e r s , some t imes w i t h a f e w specia l c h a r a c t c r s ) . T h e 
c h a r a c t e r s in an a l p h a b e t i c or a l p h a b e t i c / n u m e r i c s t r i n g must be in q u o t a t i o n 
marks . T h e c h a r a c t e r s in a n u m e r i c s t r i ng do not need to be enc losed in 
q u o t a t i o n m a r k s . 

When you use t h e g lossa ry p r o g r a m m i n g l a n g u a g e to w r i t e con t ro l -g los sa ry 
en t r i e s , you s p c c i f y the R e c o r d s Process ing s t r ings t h a t wi l l be e x a m i n e d in t h e 
list d o c u m e n t . You do th i s by us ing the f i e l d label or labels t h a t i d e n t i f y the 
f i e ld c o n t e n t s to be c o m p a r e d . 

Any a l p h a b e t i c or a l p h a n u m e r i c i n f o r m a t i o n t h a t you use in a c o n d i t i o n a l 
s t a t e m e n t w i t h i n t h e g lossary e n t r y to c o m p a r e a g a i n s t these R e c o r d s P rocess ing 
s t r ings mus t be enc losed in q u o t a t i o n marks . 

T h e f o l l o w i n g e x a m p l e shows you the d i f f e r e n c e b e t w e e n us ing a f i e l d label to 
d e f i n e a s t r i n g f o r m a n i p u l a t i o n a n d us ing a q u o t e d s t r i n g in a con t ro l -g los sa ry . 

In e n t r y v the f i e l d labe l <title> d e f i n e s the s t r i n g in the list d o c u m e n t . T h e 
c o n t e n t s of e ach f i e l d t h a t f o l l o w <title> a r e c o m p a r e d aga in s t the q u o t e d 
s t r ing . T h e q u o t e d s t r i n g "Vice P r e s i d e n t " tells the con t ro l g lossary w h a t s p e c i f i c 
text you w a n t to m a t c h . 
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entry v / ' s e l e c t all t i t les containing the string Vice Pres ident*/ 
{ 

s e l e c t _ r e c o r d 
{ 

i f ( index(<t i t l e> , "Vice President")) 
save record 

Description of String-Manipulation Functions 

T h e r e a r e 13 s t r i n g - m a n i p u l a t i o n f u n c t i o n s t h a t you can use in R e c o r d s 
Process ing con t ro l -g lo s sa ry en t r i e s . When you m a n i p u l a t e s t r ings , you do not 
a c t u a l l y m a k e a n y c h a n g e s to the list, f o r m a t , or o u t p u t d o c u m e n t s . 

You can use the s t r i n g - m a n i p u l a t i o n f u n c t i o n s to i m p r o v e your f l e x i b i l i t y a n d 
con t ro l in us ing y o u r list d o c u m e n t s . You can select r e c o r d s f r o m a list d o c u m e n t 
by l ook ing a t a s p e c i f i c l oca t ion or segment of the f i e l d con ten t s . You can also 
c o m p a r e the c o n t e n t s of two d i f f e r e n t f i e ld s . In a d d i t i o n , you can sclcct r e c o r d s 
t ha t c o n t a i n no e n t r i e s in a s p e c i f i c f i e l d . 

O n c e you u n d e r s t a n d h o w these f u n c t i o n s work a n d how easy they a r e to use, you 
wil l f i n d t h a t y o u r a b i l i t y to sort a n d select r eco rds f r o m a list d o c u m e n t is 
g r ea t l y e x p a n d e d . 

NOTE: T h e con t ro l -g lo s sa ry f u n c t i o n s t h a t m a n i p u l a t e 
s t r i ngs can on ly be used to select s p e c i f i c r e c o r d s f r o m a 
list d o c u m e n t . T h e y do not c h a n g e the tex t in the list, 
f o r m a t , or o u t p u t d o c u m e n t s . 

T h e 13 s t r i n g - m a n i p u l a t i o n f u n c t i o n s a r e s h o w n be low. T h e s y n t a x a n d a b r i e f 
d e s c r i p t i o n of e ach f u n c t i o n a re g iven in A p p e n d i x A. 

A b s o l u t e (abs) 
C o n c a t e n a t e (cat) 
I n d e x ( index) 
L e n g t h (len) 
M a x i m u m (max) 
M i n i m u m (min) 
N u m e r i c (num) 
O c c u r r e n c e (occur) 
R o u n d (round) 
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Segmen t 
S u b s t i t u t e 
S u b s t r i n g 
T r u n c a t e 

(seg) 
(sub) 
(substr) 
( truncate) 

T h e most c o m m o n l y used f u n c t i o n s a rc e x p l a i n e d on the f o l l o w i n g pages , in the 
o r d e r you a r e most l ike ly to use t hem. 

Suppose you w a n t to select f r o m an a d d r e s s list only those last n a m e s t h a t beg in 
w i th the l e t t e r "B." Also suppose you w a n t to send l e t t e r s to jus t t he vice p r e s i d e n t s 
on a m a i l i n g list. You can use the index f u n c t i o n to do bo th of these th ings . 

T h e s y n t a x f o r index is as fo l lows : 

index(<f ield>,"string",n) 

T h e index f u n c t i o n s ea r ches the c o n t e n t s of a s p e c i f i e d f i e l d l ike <name> or 
<title> f o r t h e s t r i n g of c h a r a c t e r s you type b e t w e e n the q u o t a t i o n m a r k s , 
s t a r t i n g at t he c h a r a c t e r pos i t ion s p e c i f i e d by the n u m b e r n. If you do not 
s p e c i f y a c h a r a c t e r pos i t i on , or if you t ype "1" in the last pos i t ion , the index 
f u n c t i o n sea rches f r o m the b e g i n n i n g of the f i e l d con ten t s . If t he c h a r a c t e r 
s t r i ng is f o u n d , the r e co rd is se lec ted a n d p laced in the o u t p u t d o c u m e n t . If t he 
s t r i ng is not f o u n d , the r e co rd is not sc lec tcd . If no r eco rd in the list d o c u m e n t 
c o n t a i n s the s t r i n g , the message No records selected, Press CANCEL to stop 
a p p e a r s on the R e c o r d s P rocess ing m e n u . 

T h e f o l l o w i n g c o n t r o l - g l o s s a r y e n t r y sea rches a list d o c u m e n t f o r last n a m e s 
b e g i n n i n g w i t h the l e t t e r B, selects on ly those r eco rds , a n d sor ts the r c c o r d s 
n u m e r i c a l l y by z ip code in the o u t p u t d o c u m e n t . T h e list d o c u m e n t used w i t h 
th is e n t r y mus t h a v e a s e p a r a t e f i e l d , ca l led <last name> t h a t c o n t a i n s on ly the 
last n a m e s of the m e m b e r s on the list. 

Since th i s e x a m p l e sea rches the c o n t e n t s of the c last name> f i e l d f r o m the 
b e g i n n i n g , if t h e r e is an u p p e r c a s e B a n y w h e r e in t h a t f i e l d , the r e co rd wil l be 
se lec ted . You cou ld also use the substr f u n c t i o n to m a k e th i s k i n d of a 
se lec t ion (de sc r i bed la te r in th i s c h a p t e r ) . 

1 0 6 WORD ERA Records Processing 

INDEX 



A D V A N C E D C O N T R O L - G L O S S A R Y F U N C T I O N S 

entry b / ' S e l e c t s records for last names beginning with the letter B 
and sorts them by zipcode*/ 

{ 
select record 

{ 

i f ( index(< las t name>,"B",l)) 
s a v e r e c o r d 

} 
sort<zipcode> 

} 

A n o t h e r w a y to use the index f u n c t i o n wou ld be to select all r eco rds t h a t h a v e 
the w o r d s "Vice P r e s i d e n t " in the t i t l e f i e l d . T h e con t ro l -g los sa ry e n t r y w o u l d 
look l ike the f o l l o w i n g , a s s u m i n g t h a t you h a v e a list d o c u m e n t w i t h the f i e l d 
label <title>. 

entry v / ' S e l e c t s all t i t les containing the string Vice Pres ident*/ 
{ 

seIec t_record 
{ 

i f ( index(<t i t l e> , "Vice President")) 
save record 

} 
> 

T h i s con t ro l -g lo s sa ry e n t r y selects al l r eco rds t h a t c o n t a i n the s t r i n g "Vice 
President". T h i s cou ld i n c l u d e t i t les such as " E x e c u t i v e Vice P r e s i d e n t " a n d 
"Vice P r e s i d e n t , Ope ra t i ons . " If you w a n t to sort t he r e c o r d s a l p h a b e t i c a l l y by 
c o m p a n y n a m e , you cou ld a d d a sort s t a t e m e n t to th is con t ro l -g lo s sa ry e n t r y . 
If a n y w o r d or c h a r a c t c r s a re i n c l u d e d b e t w e e n the w o r d s "Vice" a n d "Pres iden t , " 
the r e c o rd is not se lec ted . Fo r e x a m p l e , a r eco rd w i th the t i t l e " V i c c - P r e s i d e n t , 
O p e r a t i o n s " w o u l d not be se lec ted s ince the h y p h e n is not i n c l u d e d in the s t r ing . 

No te t h a t in bo th of the a b o v e e x a m p l e s the f i e l d is s e a r c h e d f r o m t h e b e g i n n i n g . 
T h e f i r s t e x a m p l e s p e c i f i e s t h a t the s ea rch shou ld beg in a t c h a r a c t e r pos i t i on "1," 
t h o u g h you c o u l d , of course , s p e c i f y a n y c h a r a c t e r pos i t ion in the s t r ing . In the 
second e x a m p l e , s ince no n u m b e r is e n t e r e d a f t e r the s t r i ng , the index f u n c t i o n 
a u t o m a t i c a l l y s ea r ches t h e e n t i r e f i e l d . 
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REMEMBER: U s i n g c o m m e n t s the tex t enc losed 
b e t w e e n "/*" a n d "*/" on t h e f i r s t l ine of each e n t r y can 
he lp r e m i n d you w h a t e ach e n t r y in the con t ro l g lossary is 
d e s i g n e d to do. 

OCCUR (Occurrence) 

T h e occur f u n c t i o n c o u n t s the to t a l n u m b e r of s egmen t s in a f i e l d . You 
s p e c i f y the d e l i m i t e r t h a t d i v i d e s one segment f r o m the nex t . T h e d e l i m i t e r can 
be a n y c h a r a c t e r . T h e most c o m m o n l y - u s e d d e l i m i t e r s a r e a space, c o m m a , s lash, 
dash , or some o t h e r p u n c t u a t i o n m a r k . 

T h e s y n t a x f o r occur is as fo l lows : 

occur(<f ie ld>, "delimiter") 

You can use th i s f u n c t i o n to l imi t the n u m b e r of i t ems se lec ted f r o m a list or to 
select r e c o r d s t h a t c o n t a i n no i n f o r m a t i o n . For e x a m p l e , you cou ld select t i t les 
t h a t a r e composed of two words . N o t e t ha t the d e l i m i t e r in th is e x a m p l e is a 
space. 

entry o /"Selects all t i t les that contain two words*/ 
{ 

select record 
{ 

i f (occur(<t i t le> , " ") == 2) 
s a v e _ r e c o r d 

} 

Suppose you w a n t to se lcc t all the r e c o r d s f r o m a list t h a t c o n t a i n i n f o r m a t i o n in 
a s p e c i f i c f i e l d . If you h a v e an i n v e n t o r y list d o c u m e n t w i t h a s e p a r a t e f i e l d to 
i n d i c a t e if an i t e m has been back o r d e r e d , the con t ro l -g los sa ry e n t r y to select al l 
add res ses t h a t c o n t a i n an e n t r y in the <back order> f i e l d w o u l d look l ike this : 

entry W / ' S e l e c t all records that contain back orders*/ 
{ 

select record 
{ 

i f (occur(<back order>, " ") != 0) 
s a v e r e c o r d 

} 
} 
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If you w a n t to selcct r e c o r d s t h a t do not c o n t a i n a n y i n f o r m a t i o n in a p a r t i c u l a r 
f i e l d , t he e n t r y s h o u l d look l ike the one be low. T h i s e n t r y wil l se lect r e c o r d s t h a t 
do not c o n t a i n a n y i n f o r m a t i o n in the <back orders- f i e l d . No te t h a t the on ly 
d i f f e r e n c e b e t w e e n the two e n t r i e s is the r e l a t i o n a l o p e r a t o r . In the p r e v i o u s 
example , the occur s t a t e m e n t is set no t e q u a l to 0. In th i s e x a m p l e , the 
occur s t a t e m e n t is set e q u a l to 0. 

entry w / ' S e l e c t all records that do not contain back orders*/ 
{ 

select record 

i f (occur(<back order>, " ") == 0) 
save record 

NUM (Numeric) 

T h e num f u n c t i o n can be used to d e t e r m i n e if t he i n f o r m a t i o n c o n t a i n e d in a 
f i e l d is a n u m b e r . In a d d i t i o n to n u m b e r s , t he f i e l d m a y c o n t a i n a l e a d i n g d o l l a r 
s ign, commas , a d e c i m a l p o i n t , a n d / o r l e a d i n g or t r a i l i n g m i n u s or p lus signs. 

T h e s y n t a x f o r num is as fo l l ows : 

num<f ield> 

You can use t h e num f u n c t i o n to sor t a list d o c u m e n t t h a t c o n t a i n s b o t h 
C a n a d i a n a n d U.S. z ip codes . Since C a n a d i a n z ip codes c o n t a i n a l p h a b e t i c as wel l 
as n u m e r i c c h a r a c t e r s , you can use con t ro l -g los sa ry e n t r i e s l ike the ones s h o w n 
be low to s e p a r a t e a l ist i n t o U.S. a n d C a n a d i a n addresses . 

You can use e n t r y z to sclect a d d r e s s e s w i t h U. S. zip codes , w h i c h on ly c o n t a i n 
n u m b e r s . You can use e n t r y Z to selcct add re s se s w i t h C a n a d i a n z ip codes , w h i c h 
c o n t a i n a l p h a b e t i c as wel l as n u m e r i c c h a r a c t e r s . You can also use t h e num 
f u n c t i o n to select r e c o r d s if a f i e l d c o n t a i n s a n u m b e r a n d sk ip t h e m if it is 
b l ank . 

Records Processing WORD ERA 109 



A D V A N C E D C O N T R O L - G L O S S A R Y F U N C T I O N S 

entry z /"Select numeric zip codes*/ 
{ 

select record 
{ 

i f (num(<zipeode>) == true) 
s a v e _ r e c o r d 

> 
} 

entry Z /*Se lec t zip codes containing a lphabet ic characters*/ 
{ 

select record 
{ 

i f (num(<zipcode>) == fa l se ) 
s a v e r e c o r d 

> 
} 

LEN (Length) 

T h e len f u n c t i o n c o u n t s the n u m b e r of c h a r a c t e r s in a f i e l d . 

T h e s y n t a x f o r len is as fo l lows : 

len(<f ie ld> == n) 

T h e l eng th is c a l c u l a t e d f r o m the f i r s t c h a r a c t e r a f t e r the s p e c i f i e d f i e l d label to 
the last c h a r a c t e r b e f o r e the nex t f i e l d label . If t he f i e l d label c o n t a i n s a n y 
r e t u r n s , each r e t u r n is c o u n t e d as a c h a r a c t e r . 

T h e f o l l o w i n g e n t r y tes ts to see if t he f i e l d s f o r n a m e or c o m p a n y c o n t a i n m o r e 
t h a n 25 c h a r a c t e r s . You can use it to check w h e t h e r all add re s se s in a list 
d o c u m e n t wi l l f i t on t h e labels you a re us ing. If you use a con t ro l -g lo s sa ry e n t r y 
l ike th i s a n d all r e c o r d s a r e se lec ted , t hen you k n o w all t he a d d r e s s e s wil l f i t on 
the labels . 
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entry Q / ' S e l e c t short records*/ 
{ 

s e l e c t r e c o r d 
{ 

i f ( ( l en (<name>) < 25) & ( len(<company>) < 25)) 
s a v e r e c o r d 
> 

> 
If all r cco rds a re not se lec ted , you can use the f o l l o w i n g glossary to m a k e a new 
list d o c u m e n t c o n t a i n i n g the add re s se s t ha t wi l l not f i t on the s t a n d a r d labels . 
You can t hen ed i t t he long f i e l d s , b r e a k i n g up the long l ines w i th r e t u r n s . T h e n 
you can use the list d o c u m e n t s s e p a r a t e l y or r c c o m b i n e t h e m in to the same 
d o c u m e n t . 

R e m e m b e r , h o w e v e r , t h a t if you spl i t t i t les or c o m p a n y n a m e s on to two l ines, 
these add re s se s m a y c o n t a i n too m a n y l ines to p r i n t on the labels you h a v e 
se lec ted . If you use such a list d o c u m e n t w i t h your f o r m a t d o c u m e n t , t he n u m b e r 
of l ines in the o u t p u t d o c u m e n t wil l change . 

entry q / ' S e l e c t long records*/ 
{ 

select record 
{ 

i f ( ( Ien(<name>) >( 25) | ( len(<company>) >( 25)) 
s a v e _ r e c o r d 
) 

) 

Not ice the d i f f e r e n c e s b e t w e e n the two en t r i es . E n t r y Q selects r e c o r d s only if 
each f i e l d c o n t a i n s less t h a n 25 c h a r a c t e r s . E n t r y q se lects r e c o r d s if t h e l e n g t h 
of the c o n t e n t s of e i t h e r s p e c i f i e d f i e l d is g r e a t e r t h a n or equa l to 25. 

MAX (Maximum) 

T h e max f u n c t i o n c o m p a r e s f i e l d s a n d selects r cco rds t h a t a r e c i t h e r l a r g e r 
n u m e r i c a l l y or occur l a t e r in the a l p h a b e t . You can use max to c o m p a r c a n y 
n u m b e r of f i e l d s . 

T h e s y n t a x f o r max is as fo l lows : 

max(<f i e ld l> ,< f ield2>) 
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If you h a v e a l ist d o c u m e n t c o n t a i n i n g m e m b e r s h i p i n f o r m a t i o n f o r an 
o r g a n i z a t i o n , you c a n use the max f u n c t i o n to d e t e r m i n e w h e t h e r an a m o u n t 
of m o n e y t h a t is d u e has been p a i d , e i t h e r in p a r t or in f u l l . You can t hen send 
r e m i n d e r l e t t e r s to on ly those on the list w h o h a v e not pa id the f u l l a m o u n t . You 
do th is by c o m p a r i n g t h e n u m b e r in the <dues> f i e l d w i t h the n u m b e r in the 
<paid> f i e l d . 

T h e f o l l o w i n g con t ro l -g lo s sa ry e n t r y is an e x a m p l e of one m e t h o d you can use to 
p e r f o r m the se lec t ion . N o t e t h a t the f i e l d labe l <dues> to the r i g h t of the 
a s s i g n m e n t o p e r a t o r (==) i n d i c a t e s w h i c h f i e l d is to be used as the m a x i m u m 
va lue . D i f f e r e n t t ypes of m e m b e r s m a y pay dues f r o m a s l id ing scale. 

entry m /"Select records of members who have not paid the ful l 
amount due*/ 

{ 
s e l e c t r e c o r d 

{ 

i f (max(<dues> , <paid>) == Idues>) 
s a v e _ r e c o r d 

} 
> 

If you t ry th i s e n t r y , you wil l no t i ce t h a t it also selects those r e c o r d s in w h i c h 
the <dues> a n d <paid> f i e l d s c o n t a i n t h e same n u m b e r , w h i c h w o u l d h a p p e n 
if t he m e m b e r h a d p a i d the f u l l dues . H o w e v e r , if you only w a n t to send 
r e m i n d e r s to m e m b e r s w h o h a v e not pa id the f u l l a m o u n t you can m o d i f y the 
e n t r y to select on ly the r e c o r d s of those w h o h a v e not pa id t he i r f u l l dues . T h e 
m o d i f i c a t i o n a d d s a s t a t e m e n t t h a t tes ts to be su re t h a t the dues is not e q u a l to 
the a m o u n t pa id . 

entry M / ' S e l e c t records of members who have not paid the ful l 
amount due*/ 

{ 
select record 

{ 

i f ( (max(<dues> , <paid>) == <dues>) & (<dues> != Ipaid>)) 
s a v e _ r e c o r d 

} 
} 
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MIN (Minimum) 

T h e min f u n c t i o n is s im i l a r to the max f u n c t i o n . You can use min to 
c o m p a r e f i e l d s a n d select r e c o r d s t h a t e i t h e r a r e smal le r n u m e r i c a l l y or occur 
ea r l i e r in the a l p h a b e t . You can use min to c o m p a r e a n y n u m b e r of f i e l d s . 

T h e s y n t a x f o r min is as fo l lows : 

min(<f ield 1 >,<f ie ld2>) 

Using the min f u n c t i o n , you can c r c a t e a con t ro l -g los sa ry e n t r y t h a t w o u l d 
a l low you to send " t h a n k you" le t t e r s to those who h a v e pa id the i r dues a n d / o r 
pa id more t h a n the dues , f o r e x a m p l e , if someone p repays . In th i s case, you w a n t 
to select a r e c o rd if t he n u m b e r in the <paid> f i e l d is e i t h e r equa l to or 
g r ea t e r t h a n the n u m b e r in the <dues> f i e l d . C o n s e q u e n t l y , the m o d i f i c a t i o n s 
m a d e to the p r e v i o u s e n t r y a r e not necessa ry . T h e f o l l o w i n g e n t r y p e r f o r m s th i s 
o p e r a t i o n . 

entry n / ' S e l e c t records of members who have paid their dues or 
made an addit ional payment*/ 

{ 
select record 

{ 

i f (min(<dues>, <paid>) == <dues>) 
s a v e _ r e c o r d 

} 
} 

REMEMBER: You can also use max a n d min to 
select the h ighes t or lowest f i e l d in an a l p h a b e t i c 
s equence . 

SEG (Segment) 

T h e nex t two f u n c t i o n s d i scusscd , seg a n d substr, a r e used to test f o r 
s p e c i f i c c h a r a c t e r s at s p e c i f i c loca t ions in a f i e l d . T h e seg f u n c t i o n c o u n t s t h e 
n u m b e r of s egmen t s in t h e f i e l d ; you d e f i n e w h a t a s egmen t is. 

You c a n use t h e seg f u n c t i o n to select r e c o r d s t h a t c o n t a i n s p e c i f i c c h a r a c t e r s 
at the same pos i t ion in the s egmen t s t r ing . You d e t e r m i n e the d e l i m i t e r , or 
c h a r a c t e r t h a t d i v i d e s the s egmen t s of the s t r ing . T h e d e l i m i t e r can be a n y 
c h a r a c t e r , bu t is o f t e n an a m p e r s a n d (&), a h y p h e n (-), or a space. 
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T h e s y n t a x f o r seg is as fo l lows : 

seg(<fie ld>,"del imiter",nl ,n2) 

The n u m b e r s of the segmen t s wi th w h i c h the s ea rch beg ins a n d ends a r e g iven in 
pos i t ions n l a n d n2. Suppose , f o r e x a m p l e , t h a t you h a v e a Social Secu r i t y 
n u m b e r such as 980-56-8765 a n d d e f i n e the d e l i m i t e r as a h y p h e n (-). In th i s 
case, "980" is s e g m e n t 1, "56" is s egmen t 2, a n d "8765" is segment 3. 

If you h a v e a list d o c u m e n t c o n t a i n i n g Social S e c u r i t y n u m b e r s , you can use the 
seg f u n c t i o n to select al l r e c o r d s t h a t have the n u m b e r "58" in the m i d d l e 
pos i t ion of the Social S e c u r i t y n u m b e r f i e l d . In us ing the seg f u n c t i o n , you 
have to c o u n t the n u m b e r of s egmen t s in the d e f i n e d f i e l d a n d i d e n t i f y w h a t 
segmcnt(s ) you w a n t to check by e n t e r i n g the segment numbcr ( s ) . In th is case , 
t he r e a re t h r e e s egmen t s a n d you w a n t to beg in and end your sea rch w i th the 
second one, as s h o w n in th i s e n t r y : 

entry S / ' S e l e c t social security numbers containing the number 58 in 
the middle segment*/ 

{ 
s e l e c t r e c o r d 

{ 

i f (seg(<numberl>,"-",2,2) == "58") 
save record 

> 
} 

SUBSTR (Substring) 

T h e substr f u n c t i o n is s i m i l a r to the seg f u n c t i o n . You can use substr to 
test f o r a p a r t i c u l a r s e q u e n c e of c h a r a c t e r s a t a l oca t ion d e f i n e d by the pos i t i ons 
of c h a r a c t e r s in a s t r ing . 

T h e s y n t a x f o r substr is as fo l lows : 

substr(<f ie ld>, n l , n2) 

T h e s u b s t r i n g f u n c t i o n tes ts the c h a r a c t e r s b e t w e e n c h a r a c t e r pos i t ions n l a n d n2 
in the s p e c i f i e d f i e l d . 
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T h e d i f f e r e n c e b e t w e e n seg a n d substr is t h a t seg tests by segment s , 
w h e r e a s substr tes ts by c h a r a c t e r loca t ions . Suppose you w a n t to w r i t e a 
con t ro l -g los sa ry e n t r y to do the same t h i n g us ing substr t h a t e n t r y S a b o v e does 
us ing seg. T o do so, you h a v e to c o u n t the n u m b e r of c h a r a c t e r s in the 
d e f i n e d f i e l d a n d e n t e r the n u m b e r s of the b e g i n n i n g a n d e n d i n g pos i t ions in 
o r d e r to i d e n t i f y w h a t l oca t ions you w a n t to check . 

A Social S e c u r i t y n u m b e r has the f o r m a t 000-00-0000. You can eas i ly d e t e r m i n e 
t ha t the l oca t i ons you wish to select a r e f r o m c h a r a c t e r pos i t ion 5 to c h a r a c t e r 
pos i t i on 6, as s h o w n in th i s en t ry : 

entry g /*Test for a social security number with 58 in the middle 
segment*/ 

{ 
s e l e c t r e c o r d 

{ 

i f (substr(<number>,5,6) == 58) 
save record 

} 
} 

As a n o t h e r e x a m p l e , if you h a v e a list d o c u m e n t t h a t c o n t a i n s p h o n e n u m b e r s 
w i t h a r ea codes , you can select all t he r e c o r d s f r o m the list w i t h a r e a code 415. 
T h e a r ea code mus t be in t h e f i r s t t h r e e pos i t ions of the f i e l d . T h e e n t r y w o u l d 
look l ike this: 

entry G /*Test for a 415 area code in the f irst three posit ions*/ 
{ 

s e l e c t r e c o r d 
{ 

i f ( substr(<number>, l ,3 ) == 415) 
s a v e _ r e c o r d 

> 
} 

REMEMBER: You do not h a v e to enclose n u m e r i c 
exp re s s ions in quo tes . 

If the p h o n e n u m b e r s in the list d o c u m e n t a r e in the f o r m (415) 593-9000, the 
pos i t ions to be tes ted a r e 2, 3, and 4. T h e e n t r y wou ld look l ike e n t r y f . 
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entry f /*Test for a 415 area code start ing at posit ion 2* / 
{ 

s e l e c t r e c o r d 
{ 

i f (substr(<number>,2,4) == 415) 
s a v e _ r e c o r d 

} 

Ear l i e r in th i s sec t ion , you l e a r n e d how to use the index f u n c t i o n to select all 
the r e c o r d s t h a t c o n t a i n n a m e s b e g i n n i n g w i t h the l e t t e r B. You can use the 
substr f u n c t i o n to m a k e su re t h a t you wil l on ly select r e c o r d s c o n t a i n i n g t h e 
le t te r B in t h e f i r s t pos i t ion in the n a m e s t r ing . Such an e n t r y w o u l d look l ike 
this: 

entry B / ' S e l e c t for company names beginning with the letter B*/ 
{ 

s e l e c t r e c o r d 
{ 

i f ( s u b s t r ( < c o m p a n y > , l , l ) == "B") 
s a v e r e c o r d 

} 
} 

CAT (Concatenate) 

T h e cat f u n c t i o n c o n c a t e n a t e s , or combines , the c o n t e n t s of two or m o r e f i e l d s . 
U n l i k e the cat f u n c t i o n in r e g u l a r g lossary , the c o n t e n t s a r e c o m b i n e d only f o r 
c o m p a r i s o n pu rposes ; t h e y c a n n o t be t r a n s f e r r e d t o g e t h e r to an o u t p u t d o c u m e n t . 
Th i s f u n c t i o n p r o v i d e s a n o t h e r w a y to c o m p a r e the i n f o r m a t i o n in two d i f f e r e n t 
f i e l d s of a r eco rd . 

T h e s y n t a x f o r cat is as fo l lows : 

c a t ( < f i e l d l > , < f i e l d 2 > ) 

Suppose you h a v e a m e m b e r s h i p l ist , a n d you w a n t to select those m e m b e r s whose 
m e m b e r s h i p b e g i n s in M a y a n d ends in D e c e m b e r . Y o u cou ld select those r e c o r d s 
f r o m the list d o c u m e n t by us ing e n t r y C. 
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entry C / ' C o m p a r e the informat ion contained in the two spec i f i ed 
f i e lds with the text string in quotes. If there is a match, the 
records are saved*/ 

{ 
s e l e c t r e c o r d 

{ 

i f ( c a t ( < m o n t h start>,<month end>) == "MayDecember") 
s a v e r e c o r d 
> 

COMBINING STRING-MANIPULATION FUNCTIONS 

So f a r , t h e e x a m p l e s in t h i s c h a p t e r h a v e s h o w n how each s t r i n g - m a n i p u l a t i o n 
f u n c t i o n is used s e p a r a t e l y . You can also c o m b i n e f u n c t i o n s in a con t ro l -g lo s sa ry 
e n t r y to i nc r ea se t h e p rec i s ion w i t h w h i c h you select r ecords . 

One e x a m p l e of how you can c o m b i n e f u n c t i o n s is g iven below. You h a v e seen 
how to use the index f u n c t i o n to f i n d r eco rds c o n t a i n i n g the t i t le "Vice 
Pres iden t . " You h a v e also l e a r n e d how to use the occur f u n c t i o n to test f o r a 
t w o - w o r d t i t le . It is l ike ly t h a t some v i c e - p r e s i d e n t i a l t i t les wil l c o n t a i n o t h e r 
words , such as " E x e c u t i v e Vice P res iden t , " or "Vice P r e s i d e n t a n d T r e a s u r e r . " 
Suppose you w a n t a list t h a t c o n t a i n s on ly the r eco rds f r o m your list d o c u m e n t 
c o n t a i n i n g the t w o - w o r d t i t l e "Vice Pres iden t . " In t h a t ease, you can c o m b i n e the 
index a n d occur f u n c t i o n s in one con t ro l -g los sa ry e n t r y , as shown be low: 

entry G / ' S e l e c t all t i t les that are two words long and contain the 
string Vice President, and sort a lphabet ica l ly by company 
name*/ 

{ 
s e l e c t r e c o r d 

{ 
i f ( (occur(<tit le>," ") == 2) & ( index(<t i t le>, "Vice President"))) 
save_record 

} 
sort<company> 

} 
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NOTE: N o t i c e t h a t the c o m p l e t e a r g u m e n t f o r the 
if s t a t e m e n t is enc losed in p a r e n t h e s e s , a n d t h a t each 
f u n c t i o n w i t h i n the a r g u m e n t is enc losed in p a r e n t h e s e s . 
T h e n u m b e r of r i g h t a n d l e f t p a r e n t h e s e s mus t m a t c h f o r 
the g lossa ry to v e r i f y . 

A SAMPLE INTERACTIVE CONTROL GLOSSARY 

If you a re f a m i l i a r w i t h r e g u l a r g lossary f u n c t i o n s , you can use t h e m in 
con t ro l -g los sa ry e n t r i e s to c r c a t e i n t e r a c t i v e en t r i e s . T h e e x a m p l e s h o w n be low 
d e f i n e s a v a r i a b l e , uses the keys f u n c t i o n , a n d d i sp l ays p r o m p t s on the R e c o r d s 
Process ing m e n u sc reen . If you w a n t to t ry th is e n t r y , t ype it e x a c t l y as shown . 
R e f e r to the W O R D E R A Glossary Functions m a n u a l f o r i n f o r m a t i o n a b o u t 
these f u n c t i o n s . 

Suppose you h a v e a m a i l i n g list t h a t c o n t a i n s some addres ses in each s ta te . Each 
t ime you use t h e list d o c u m e n t , you w a n t to send a m a i l i n g to the add re s se s in 
only one s ta te . You can w r i t e an i n t e r a c t i v e con t ro l -g lo s sa ry e n t r y t h a t a l lows 
you to e n t e r a t w o - l e t t e r s t a t e a b b r e v i a t i o n f r o m the R e c o r d s Process ing m e n u . 
T h u s , you can select a d d r e s s e s f r o m the list d o c u m e n t a c c o r d i n g to the s ta te you 
s p e c i f y f r o m t h e R e c o r d s P rocess ing m e n u . C o n s e q u e n t l y , you do not need a 
s e p a r a t e con t ro l -g lo s sa ry e n t r y f o r each s ta te . 

Such an e n t r y cou ld look l ike this : 

entry k 
{ 

call prompt("Enter state: ") 
response = keys 

s e l e c t _ r e c o r d 
{ 

i f (<s tate> == response) 
save__record 

} 
} 

In th i s e n t r y , t h e v a r i a b l e response is set e q u a l to keys to a l low you to e n t e r 
the s t a t e a b b r e v i a t i o n f r o m the R e c o r d s Process ing m e n u . T h e call prompt 
s t a t e m e n t d i s p l a y s a message on the R e c o r d s P rocess ing m e n u to r e m i n d you to 
en t e r the s t a t e a b b r e v i a t i o n b e f o r e R e c o r d s P rocess ing begins . 
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ERROR MESSAGES AND TROUBLESHOOTING 

You may c n c o u n t c r p r o b l e m s w i th R e c o r d s Process ing a t two stages: 

D u r i n g R e c o r d s P rocess ing 

D u r i n g con t ro l -g lo s sa ry v e r i f i c a t i o n 

In th is c h a p t c r , you will l e a rn a b o u t the p r o b l e m s t h a t c o m m o n l y a r i se d u r i n g 
R c c o r d s P rocess ing a n d a b o u t the k i n d s of p r o b l e m s you can h a v e d u r i n g 
con t ro l -g los sa ry v e r i f i c a t i o n . 

NOTE: T h e f o r m a t l ines a rc c a r r i e d over f r o m the 
F o r m a t d o c u m e n t at the end of R e c o r d s Process ing . If 
you press C A N C E L whi l e an o u t p u t d o c u m e n t is be ing 
c r e a t e d , the r e c o r d s t h a t h a v e been processed a p p e a r in 
the o u t p u t d o c u m e n t , bu t the f o r m a t may not m a t c h the 
f o r m a t in the source d o c u m e n t . 

INFORMATION MESSAGES IN RECORDS PROCESSING 

When you use R e c o r d s Process ing , you f i l l in i n f o r m a t i o n on the R c c o r d s 
Process ing m e n u . If you use a con t ro l -g lossa ry e n t r y , t he sys tem checks to be su re 
the con t ro l g lossary you s p e c i f y is a v a i l a b l e , a n d t h a t it c o n t a i n s an e n t r y w i t h 
the label you e n t e r e d . O n c e R c c o r d s Process ing begins , i n f o r m a t i o n messages 
a p p e a r on the sc reen . Which messages a re d i s p l a y e d d e p e n d s on the cho ices you 
m a d e on the R e c o r d s P rocess ing m e n u and the f u n c t i o n s you i n c l u d e d in the 
con t ro l -g los sa ry e n t r y . 

If your con t ro l g lossary is p e r f o r m i n g the s e l c c t _ r e c o r d f u n c t i o n , you see the 
message Select records phase. 

If a sort is b e i n g d o n e , you see the message Sort phase. 
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If you a r e not us ing a con t ro l g lossary , the two messages above a r c not d i s p l a y e d . 

When the r e s u l t i n g list has been c o m p l e t e d a n d the m e r g i n g process begins , you 
will see the messages Merge phase a n d Processing record f o l l o w e d by a 
n u m b e r . T h i s n u m b e r tel ls you w h i c h r eco rd on the list is be ing merged . If the 
list has been so r t ed , t h e n u m b e r r e f l e c t s the o r d e r of the r ccords in the so r t ed list, 
not the o r d e r in the list d o c u m e n t . 

ERROR MESSAGES IN RECORDS PROCESSING 

At a n y po in t in the p roces s ing p r o c e d u r e , an e r ro r message may a p p e a r on the 
scrccn a long w i t h i n s t r u c t i o n s to Press execu t e to c o n t i n u e or Press e x e c u t e to 
c o n t i n u e or cance l to s top. If you press E X E C U T E , R e c o r d s Process ing wil l sk ip 
t ha t f i e l d a n d merge the r e m a i n i n g f i e l d s a n d records . If you press C A N C E L , the 
proccss wil l cease. A n y r e c o r d s p rocessed thus f a r wi l l be saved in the o u t p u t 
d o c u m e n t . H o w e v e r , t he f o r m a t l ine is not cop icd in to the o u t p u t d o c u m e n t un t i l 
the e n t i r e process has been c o m p l e t e d . T h u s , if you i n t e r r u p t the process at a n y 
po in t b e f o r e c o m p l e t i o n , the o u t p u t d o c u m e n t will not h a v e the f o r m a t l ine you 
c r e a t e d in y o u r f o r m a t d o c u m e n t . 

D e p e n d i n g on t h e message you see, you wil l need to f i n d a m i s t a k e in the list, 
con t ro l , or f o r m a t d o c u m e n t s a n d co r r cc t it b e f o r e going on. F o l l o w i n g the s teps 
ou t l i ned be low wil l he lp you loca te e r ro rs . 

Errors in the Selection and Sort Phases 

1. M a k e a no t e of w h i c h phase was i n t e r r u p t e d a n d w h a t the e r r o r message 
was. 

2. Look u p the e r r o r message in t h e list t h a t fo l lows . 

3. E x a m i n e t h e list d o c u m e n t a n d con t ro l g lossary to locate the p rob l em. If 
you h a v e p r i n t e d a copy of these two d o c u m e n t s , you m a y f i n d the "ha rd" 
copies eas ie r to use f o r t r o u b l e s h o o t i n g . 

4. C o r r e c t t h e p r o b l e m . If it is in the list d o c u m e n t , save the changes . If it is 
in the c o n t r o l g lossary , r e v e r i f y it. 

5. T r y to r u n R e c o r d s P rocess ing aga in . 
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Errors in the Merge Phase 

1. M a k e a no te of the n u m b e r of the record t h a t was be ing p rocessed w h e n the 
e r r o r o c c u r r e d . T h i s n u m b e r on the screen r e f e r s to the o r d e r of the r eco rd 
in the so r t ed or se lec ted list, not in the o r ig ina l list d o c u m e n t . 

2. You need to d e t e r m i n e w h e t h e r the p r o b l e m is in the sor ted or se lec ted list 
or in the f o r m a t d o c u m e n t . As a test , s t a r t up R e c o r d s Process ing a g a i n bu t 
do not s p e c i f y a f o r m a t d o c u m e n t . Th i s wil l p r o d u c c the so r t ed or se lec ted 
list. If th i s w o r k s co r r cc t l y , then the p r o b l e m is in the f o r m a t d o c u m e n t . 
C h e c k t h a t d o c u m e n t , t a k i n g in to a c c o u n t the o r i g i n a l e r ro r message you 
saw, a n d m a k e the r e q u i r e d co r r ec t ions . 

3. If your test i n d i c a t e s t ha t the e r r o r is in the sort or select phases , a g a i n 
m a k e a no te of the n u m b e r shown wi th the message Process ing r eco rd . As 
above , th i s r e f e r s to the record n u m b e r in the sor ted or se lec ted list t h a t is 
y o u r o u t p u t d o c u m e n t . Ed i t the o u t p u t d o c u m e n t a n d look at t h a t r c co rd to 
d e t e r m i n e the e r ro r . D e p e n d i n g on w h a t it is, you m a y need to go back a n d 
m a k e c o r r e c t i o n s e i t h e r to the list or to the con t ro l g lossary . 

ERROR MESSAGES, PROBLEMS AND SOLUTIONS 

Can't access (control, format, list, or output) document 
You do not h a v e read pe rmi s s ion 
f o r the d o c u m e n t . 

C h a n g e the d o c u m e n t pe rmis s ions . 
R e f e r to the "Techn i ca l A p p e n d i x " of 
the W O R D E R A R e f e r e n c e G u i d e f o r 
i n f o r m a t i o n on how to c h a n g e 
d o c u m e n t pe rmiss ions . 

Can't open include document 

T h e n a m e of a d o c u m e n t in an 
i n c l u d e s t a t e m e n t in a f o r m a t 
d o c u m e n t c a n n o t be o p e n e d f o r use. 

Check a n y d o c u m e n t s used in an 
i n c l u d e s t a t e m e n t in the f o r m a t 
d o c u m e n t to be sure you h a v e 
pe rmis s ion to use the d o c u m e n t you 
s p e c i f i e d . 
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The i n c l u d e d o c u m e n t is be ing 
ed i t ed . 

T h e i n c l u d e d o c u m e n t you s p e c i f i e d 
is not in y o u r c u r r e n t l i b r a r y , or 
you h a v e s p e c i f i e d an i n c o r r e c t 
p a t h n a m e f o r the i n c l u d e d o c u m e n t . 

Check to be su re the d o c u m e n t is not 
in use. 

C h e c k to be sure the i n c l u d e d o c u m e n t 
is in y o u r l i b r a r y . If it is no t , s p e c i f y 
a f u l l p a t h n a m e , or move it to y o u r 
c u r r e n t l i b r a r y . 

C h e c k to be su re t h a t the d o c u m e n t 
n a m e is spel led c o r r e c t l y in the 
i n c l u d e s t a t e m e n t . 

Can't open temp file 

T h e resu l t s of a select or sor t a r e 
p laced in a t e m p o r a r y f i l e . In t h i s 
case, th i s f i l e c a n n o t be o p e n e d 
because the sys t em d i sk is f u l l or 
because you do not h a v e p e r m i s s i o n 
to use the l i b r a r y s p e c i f i e d . 

Use the F i l i n g m e n u to r e m o v e some 
d o c u m e n t s f r o m the sys tem disk a n d 
t ry a g a i n , or c h a n g e the pe rmi s s ions 
f o r the l i b r a r y . 

Can't write to output document 
Your sys tem d i sk is f u l l . Use the a r c h i v i n g f u n c t i o n s on the 

F i l i n g m e n u to r e m o v e some 
d o c u m e n t s , a n d t hen t ry aga in . 

Control glossary format error 

T h e con t ro l g lossary has a s y n t a x 
e r ro r in it. 

E d i t t he con t ro l g lossary , loca te t h e 
e r r o r , a n d f i x it. 

Document in use 
On a m u l t i u s e r sys tem, someone else 
is us ing a d o c u m e n t you h a v e 
s p e c i f i e d . 

When the d o c u m e n t is a v a i l a b l e , s t a r t 
over aga in . 
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Field size greater than 2048 characters 

A f i e l d in t h e list d o c u m e n t is R e t u r n to t h e list d o c u m e n t , s h o r t e n 
g r e a t e r t h a n 2048 c h a r a c t e r s . the f i e l d , a n d t ry aga in . 

Format document format error 

A f i e l d label is miss ing a < or >. 

T h e f o r m a t d o c u m e n t c o n t a i n s an 
e n d - o f - r e c o r d i n d i c a t o r (<>). 

T h e n u m b e r of t imes in a r e p e a t 
s t a t e m e n t is not enc losed in 
p a r e n t h e s e s . 

T h e i n c l u d e s t a t e m e n t is no t 
f o l l o w e d by a d o c u m e n t n a m e . 

Function in control glossary unavailable 

An e n t r y in t h e c o n t r o l g lossary R e t u r n to the con t ro l g lossa ry a n d 
c o n t a i n s a f u n c t i o n or c o m m a n d m a k e co r rec t ions , 
t h a t is not a v a i l a b l e . 

Function 'substitute' has invalid arguments 

T h e s u b s t i t u t e a r g u m e n t you C h e c k your use of the s u b s t i t u t e 
s p e c i f i e d has i n v a l i d a r g u m e n t s . f u n c t i o n a n d m a k e changes . 

R e t u r n to the f o r m a t d o c u m e n t a n d 
m a k e the c o r r e c t i o n . 

R e t u r n to the f o r m a t d o c u m e n t a n d 
m a k e the c o r r e c t i o n . 
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Glossary entry not found 

T h e g lossary e n t r y you s p e c i f i e d in 
a call s t a t e m e n t is not in the 
con t ro l g lossary . 

T h e g lossary c o n t a i n s an e n t r y t h a t 
has not been v e r i f i e d , so none of 
the en t r i e s in t h a t g lossary a re 
a v a i l a b l e f o r use. 

R e t u r n to the con t ro l g lossary a n d 
f i n d the p r o p e r n a m e of the e n t r y you 
w a n t . 

Ed i t the g lossary a n d m a k e the 
necessa ry co r r ec t i ons , or r e m o v e the 
e n t r y t h a t does not v e r i f y . 

Label not in list record 

T h e f o r m a t d o c u m e n t c o n t a i n s a 
f i e l d label t h a t does not exis t in the 
list d o c u m e n t . 

C o m p a r e the labels of the f o r m a t 
d o c u m e n t w i th the labels in the list 
d o c u m e n t and m a k e co r r ec t i ons . Or 
press E X E C U T E to c o n t i n u e , t h e n ed i t 
t he o u t p u t d o c u m e n t to see w h i c h 
f i e ld ( s ) w e r e not merged . 

List and output documents have 

You h a v e s p e c i f i e d the same n a m e 
f o r the list a n d o u t p u t d o c u m e n t s . 

same name 

T y p e an o u t p u t d o c u m e n t n a m e t h a t is 
d i f f e r e n t f r o m the list d o c u m e n t 
name . 

List document format error 

T h e list d o c u m e n t does not end 
wi th a <>, or some <'s a n d >'s a re 
miss ing f r o m records . 

T h e r eco rd size is l a rge r t h a n 2048 
c h a r a c t e r s , a n d t h e c o n t r o l g lossary 
is so r t i ng or se lec t ing . 

T h e size of a f i e l d is l a rge r t h a n 
2048, a n d the con t ro l g lossa ry is not 
so r t ing or se lec t ing . 

R e t u r n to t h e list d o c u m e n t a n d m a k e 
the ncccssa ry changes . 

R e t u r n to the list d o c u m e n t a n d m a k e 
the necessa ry changes . 

R e t u r n to the R c c o r d s P rocess ing 
m e n u a n d m a k e sure the n a m e s of the 
list d o c u m e n t a n d f o r m a t d o c u m e n t 
a re e n t e r e d in the co r r ec t f i e l d s . 
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T h e n a m e s of the list d o c u m e n t a n d 
f o r m a t d o c u m e n t h a v e been t y p e d 
in the w r o n g p lace on the R e c o r d s 
Process ing m e n u . 

R e t u r n to the R e c o r d s Process ing 
menu and m a k e sure the n a m e s of the 
list d o c u m e n t a n d f o r m a t d o c u m e n t 
a r e e n t e r e d in the co r r ec t f i e l d s . 

No records selected 

No rcco rds were se lec ted d u r i n g the 
se l ec t - r eco rds phase . 

If th i s is u n e x p e c t e d , chcck the con t ro l 
a n d list d o c u m e n t s to d e t e r m i n e w h y 
th is h a p p e n e d . 

Not available on this system 

You h a v e a t t e m p t e d to p r i n t a R e i n s t a l l W O R D E R A . 
d o c u m e n t , a n d the p r i n t i n g 
s o f t w a r e is not i n s t a l l ed . 

Out of memory 

Your r c c o r d s p roces s ing has used up 
all a v a i l a b l e m e m o r y on y o u r 
sys tem. You m a y be w o r k i n g w i th 
long d o c u m e n t s , u s ing a ve ry 
complex con t ro l -g lo s sa ry e n t r y , or 
the list d o c u m e n t has no page 
b reaks . 

Chcck the l e n g t h of the r e c o r d s a n d 
s h o r t e n t h e m if poss ib le , b r e a k a 
complcx con t ro l -g lo s sa ry e n t r y up in to 
severa l en t r i e s , or p a g i n a t e the list 
d o c u m e n t . 

Substitute function has incorrect arguments 

T h e a r g u m e n t s a s soc ia t ed w i t h a R e t u r n to the con t ro l g lossa ry a n d 
s u b s t i t u t e f u n c t i o n in the con t ro l co r r ec t the e r ro r , 
g lossary a r e i n c o r r e c t . 
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Too many fields to sort 

More t h a n f o u r s o r t i n g f i e l d s a re 
s p e c i f i e d in t h e sort s t a t e m e n t in 
the con t ro l g lossary . 

R e t u r n to the con t ro l g lossary a n d 
co r r ec t the sort s t a t e m e n t . 

Too many levels of nesting 

T h e i n c l u d e s t a t e m e n t in the f o r m a t 
d o c u m e n t c o n t a i n s m o r e t h a n 16 
levels of nes t ing . 

R e t u r n to the f o r m a t d o c u m e n t a n d 
m a k e co r r ec t ions . 

Total of sort fields greater than 

More t h a n one f i e l d a t a t ime is 
be ing so r t ed , a n d the to t a l n u m b e r 
of c h a r a c t c r s in all t he f i e l d s to be 
sor ted is g r e a t e r t h a n 1024. 

1024 characters 

Check the list d o c u m e n t , loea te the 
long f i e l d s , sho r t en t h e m , a n d t ry 
aga in . 

Trying to divide by zero 

An e n t r y in the c o n t r o l g lossary 
c o n t a i n s an a r g u m e n t c a l l i ng f o r a 
d iv i s ion by zero. 

R e t u r n to the con t ro l g lossary a n d 
co r r ec t the e n t r y . 

Trying to sort more than once 

You p l aced m o r e t h a n one sort 
s t a t e m e n t in a con t ro l -g lo s sa ry 
en t ry . 

R e t u r n to the con t ro l g lossary a n d 
de le t e the d u p l i c a t e sort s t a t e m e n t 
f r o m the e n t r y . R e m e m b e r you can 
i n c l u d e u p to f o u r f i e l d s in one sort 
s t a t e m e n t . 
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Trying to select record more than once 

T h e con t ro l -g lo s sa ry e n t r y s p e c i f i e s 
more t h a n one se lect record 
s t a t e m e n t . 

R e t u r n to the con t ro l g lossary a n d 
de le t e the i n a p p r o p r i a t e 
s e l e c t _ r e c o r d s t a t emcn t ( s ) . 

Record size greater than 2048 characters 

When s o r t i n g by one f i e l d , t h e 
r eco rd is l a rge r t h a n 2048 
c h a r a c t e r s . 

R e t u r n to t h e list d o c u m e n t a n d 
co r r ec t the r eco rd . 

A f i e l d in t h e r e c o r d is l a rge r t h a n 
2048 c h a r a c t e r s . 

ERRORS IN CONTROL GLOSSARIES 

A con t ro l g lossary mus t be v e r i f i e d b e f o r e you can use a n y e n t r y in it 
s u c c e s s f u l l y . It does not need to be a t t a c h e d . T h e v e r i f i c a t i o n process checks 
your e n t r i e s to m a k e su re t h a t the f u n c t i o n n a m e s a re spe l led c o r r e c t l y a n d t h a t 
the f u n c t i o n s y n t a x is co r r ec t . If t h e r e a rc a n y p r o b l e m s w i t h the c o n t e n t s of the 
con t ro l g lossa ry , it wi l l not v e r i f y . When a g lossary does not v e r i f y c o r r e c t l y , 
messages t h a t te l l you w h e r e to look f o r e r r o r s a r e saved on t h e w o r k p a g e of t h e 
con t ro l g lossary . 

If you e n c o u n t e r p r o b l e m s in v e r i f y i n g a con t ro l g lossary , f o l l o w these steps: 

1. Press R E T U R N f r o m the E n d - o f - E d i t O p t i o n s screen . 

2. Go to the w o r k page of the c o n t r o l g lossary by p res s ing G O T O P A G E a n d 

3. N e w e r r o r messages a r e a d d e d to the b o t t o m of t h e work page. L o c a t e t h e 
e r r o r message r ece ived d u r i n g the last e d i t i n g session by c h e c k i n g the d a t e 
a n d t ime of the e r r o r messages. R e f e r to the sec t ion e n t i t l e d "Er ro r s in 
V e r i f i c a t i o n " t h a t f o l l o w s f o r m o r e i n f o r m a t i o n . 

4. Go to t h e a p p r o p r i a t e page in the g lossary , co r r ec t the e r ro r s , a n d r e v e r i f y 
the g lossary . 
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Do N O T use a c o n t r o l g lossary t h a t has not v e r i f i e d co r r ec t l y . If a g lossary 
d o c u m e n t c o n t a i n s one u n v e r i f i e d e n t r y , none of the e n t r i e s in t h a t g lossary can 
be accessed. If you t ry to use such a g lossary , you wil l e n c o u n t e r e r r o r messages 
d u r i n g R e c o r d s P rocess ing such as Press cancel to stop and Glossary entry not 
found. 

Errors in Verification 

T h e e r r o r messages l is ted be low will on ly a p p e a r on the work page of a con t ro l 
g lossary t h a t cou ld not be v e r i f i e d . Any new e r ro r messages will be a d d e d to the 
bo t t om of the w o r k page if you h a v e not de l e t ed ea r l i e r e r r o r messages. Each 
v e r i f i c a t i o n e r r o r message l is ted on the work page of a g lossary shows the 
n u m b e r s of the page a n d l ine on w h i c h the e r r o r o c c u r r e d . R e t u r n to the e n t r y , 
co r rec t the p r o b l e m , a n d r e v c r i f y the g lossary . T h e a l p h a b e t i c a l list of 
v e r i f i c a t i o n e r r o r messages be low also i nd i ca t e s poss ible e r ro r s t h a t could 
g e n e r a t e each message. 

NOTE: When you t ype t w o - w o r d v a r i a b l e n a m e s such 
as select__record, t he two w o r d s mus t be j o i n e d by an 
u n d e r b a r ( ). To t ype the u n d e r b a r , press the S h i f t key, 
a n d t hen t ype _ ( S H I F T / h y p h c n ) . Do not use M O D E 
U n d e r l i n e to t ype the u n d e r b a r . 

Verification Error Messages 

Can't start another entry here 

An e n d i n g b r a c e is miss ing in a p r e v i o u s e n t r y . 

Illegal glossary entry name 

T h e r e a r e too m a n y c h a r a c t e r s in the e n t r y label ; an i l legal symbol a p p e a r s 
in the e n t r y label . 

Illegal multiple keystrokes 

You h a v e s p e c i f i e d a n u m b e r a r g u m e n t f o r a k e y w o r d t h a t does not 
r e c o g n i z e m u l t i p l e keys t rokes , f o r e x a m p l e inser t (5) . N u m b e r s a rc on ly used 
w i t h k e y w o r d s such as r e t u r n , t ab , a n d spacc. 
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Illegal sorting statement inside select record 

T h e s e Iec t_record a r g u m e n t mus t be enc losed in a p a i r of b r aces a n d 
mus t not i n c l u d e a sort s t a t e m e n t . 

Improper use of function 

F u n c t i o n is not p r e c e d e d by a call s t a t e m e n t ; f u n c t i o n is misspe l l ed ; 
f u n c t i o n c a n n o t be used in the s t a t e m e n t . 

Keystrokes not allowed 

A k e y w o r d or f u n c t i o n n a m e is misspe l led ; a s y n t a x s t a t e m e n t is i n c o r r e c t . 

Multiply defined entry mme 

You h a v e t w o e n t r i e s in the con t ro l g lossary w i th the same e n t r y label . 

Routine not recognized 

You h a v e used a f u n c t i o n in an i l legal w a y , f o r e x a m p l e to cal l a 
con t ro l -g lo s sa ry e n t r y t h a t does not exis t . 

Save record allowed only inside select record 
You h a v e used the s a v e r e c o r d f u n c t i o n w i t h o u t p r e c e d i n g it w i t h a 
s e l e c t _ r e c o r d s t a t e m e n t ; you h a v e used the s ave_record f u n c t i o n 
o u t s i d e t h e s e Iec t_record b races . 

Select record statement cannot be nested 

You h a v e i n c l u d e d a second select record s t a t e m e n t w i t h i n a 
select record s t a t e m e n t . 

Undefined label 

You used a jump f u n c t i o n to j u m p to a n o n e x i s t e n t i d e n t i f i e r label . 
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Unexpected variable 

You h a v e misspe l led a k e y w o r d . 

Unknown symbol 

T h e con t ro l g lossary c o n t a i n s a symbol t ha t is not r ecogn ized as pa r t of a 
con t ro l g lossary . 

Errors in Syntax 

Most of the e r r o r s you e n c o u n t e r d u r i n g the v e r i f i c a t i o n process a rc caused by 
i m p r o p e r s y n t a x in the f u n c t i o n s used in con t ro l -g lossa ry en t r i es . To he lp you 
f i n d a n d co r r ec t such p rob lems , the system g e n e r a t e s very s p e c i f i c messages 
c o n c e r n i n g s y n t a x e r ro rs . T h e gene ra l f o r m of a s y n t a x e r ro r message is as 
fo l lows: 

Syntax error on page n. line n: x 

On your sc rccn , page n and line n a r e r ep laced by the n u m b e r s of the page 
and l ine on w h i c h the e r ro r o c c u r r e d . T h e x is r ep l aced by the symbol , 
a r i t h m e t i c o p e r a t o r , or con t ro l -g lo s sa ry f u n c t i o n t ha t you used i n c o r r e c t l y or 
a c c i d e n t a l l y o m i t t e d . 

To co r r ec t a s y n t a x e r r o r , chcck the e r ro r message aga in s t the list of v e r i f i c a t i o n 
e r r o r messages. R e f e r to C h a p t e r s 3 and 4 of th is gu ide f o r the p r o p e r s y n t a x f o r 
the f u n c t i o n , o p e r a t o r , or symbol you used i nco r r ec t l y . 

Using Arguments Within Functions 
C e r t a i n con t ro l -g lo s sa ry f u n c t i o n s mus t i n c l u d c at least one or more a r g u m e n t s 
f o r the s y n t a x to be co r rec t . If you use an i nco r r ec t n u m b e r of a r g u m e n t s w i th a 
p a r t i c u l a r f u n c t i o n , the sys tem wil l give you th is message: 

n argumentfs) expected for (function name) 
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On the sc reen , the n a m e of the i n c o r r e c t l y - u s c d f u n c t i o n is g iven . T h e n is 
r ep laced by the n u m b e r of a r g u m e n t s th is f u n c t i o n r equ i r e s . 

R e f e r to C h a p t e r 6, " A d v a n c e d C o n t r o l - G l o s s a r y F u n c t i o n s , " f o r the p r o p e r s y n t a x 
f o r each f u n c t i o n . 

R e f e r to C h a p t c r 5, " F u n c t i o n List," in the W O R D E R A Glossary Functions 
m a n u a l f o r i n f o r m a t i o n on the co r r ec t s y n t a x f o r o the r g lossary f u n c t i o n s . 
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STRING-MANIPULATION FUNCTIONS 

You can use 13 s t r i n g - m a n i p u l a t i o n f u n c t i o n s in R e c o r d s P rocess ing 
con t ro l -g los sa ry en t r i e s . T a b l e 6 lists these f u n c t i o n s in a l p h a b e t i c a l o r d e r . 

TABLE 6 String-Manipulation Functions 

D E S C R I P T I O N F U N C T I O N 

abs absolute 
cat concatenate 
index index 
len length 
max maximum 
min minimum 
num numeric 
occur occurrence 
round round 
seg segment 
sub substitute 
substr substring 
truncate truncate 

All of the s t r i n g m a n i p u l a t i o n f u n c t i o n s excep t abs, round, sub, a n d 
truncate a r e d e s c r i b e d in d e t a i l in C h a p t c r 6, " A d v a n c e d C o n t r o l - G l o s s a r y 
Func t ions . " 

For q u i c k r e f e r e n c e , all 13 f u n c t i o n s a r e l i s ted be low in a l p h a b e t i c a l o r d e r w i t h 
t he i r c o r r e c t s y n t a x a n d a b r i e f d e s c r i p t i o n . 
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REMEMBER: T h e s e f u n c t i o n s can only be used to 
select r eco rds . T h e y do not c h a n g e the list, f o r m a t , or 
o u t p u t d o c u m e n t s . 

String Manipulation Functions Description List 

ABS (Absolute) 

Syn tax : a b s < f i c l d l > 

T h e abs f u n c t i o n g ives the a b s o l u t e v a l u e of a n u m b e r its v a l u e w i t h o u t a p lus 
or m i n u s sign. 

CAT (Concatenate ) 

Syntax : cat(<f ie ld 1 >,<f ie ld2>) 

In R e c o r d s P rocess ing , the cat f u n c t i o n is used to c o m p a r e the c o n t e n t s of two 
or more f i e l d s . It does not c o m b i n e or c o n c a t e n a t e the c o n t e n t s of the f i e ld s . 

T h e index f u n c t i o n s ea r ches the s p e c i f i e d f i e l d f o r the i n d i c a t e d s t r i n g 
("string") s t a r t i n g a t t he c h a r a c t e r s p e c i f i e d by pos i t ion n. If no m a t c h exis ts , t he 
record is not se lec ted . 

INDEX 

Syn tax : index (<f ie ld> ,"s t r ing" , n) 

LEN (Length) 

Svn tax : l e n ( < f i e l d > ( ( n) 

T h e len f u n c t i o n c o u n t s the n u m b e r of c h a r a c t c r s in a f i e l d . 
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MAX (Maximum) 

Syn tax : m a x ( < f i e l d l > , < f i e l d 2 > ) 

T h e max f u n c t i o n can be used w i t h e i t h e r a l p h a b e t i c or n u m e r i c t ex t . With 
a l p h a b e t i c t ex t , max d e t e r m i n e s w h i c h s t r i n g w o u l d occur last in the a l p h a b e t . 
With n u m e r i c t ex t , it d e t e r m i n e s w h i c h n u m b e r is l a rge r . T h e r e is no l imi t to the 
n u m b e r of f i e l d s you can c o m p a r e . 

MIN (Minimum) 

Syn tax : min(<f ield l>,<f ie ld2>) 

T h e min f u n c t i o n can be used w i th e i t h e r a l p h a b e t i c or n u m e r i c text . Used 
wi th a l p h a b e t i c t ex t , min d e t e r m i n e s w h i c h s t r i ng occurs f i r s t in the a l p h a b e t . 
With n u m e r i c t ex t , it d e t e r m i n e s w h i c h n u m b e r is smal le r . T h e r e is no l imi t to 
the n u m b e r of f i e l d s you can c o m p a r e . 

NUM (Numeric) 

Syn tax : num<f i e ld> 

T h e num f u n c t i o n d e t e r m i n e s if a f i e l d is n u m e r i c or not . If the f i e l d is 
n u m e r i c , t he r e c o r d is se lec ted . If it is not n u m e r i c , t h e r eco rd is no t se lec ted . 

OCCUR (Occurrence) 

Syn tax : occur (<f i e ld> , "de l imi te r " ) 

T h e occur f u n c t i o n c o u n t s the tota l n u m b e r of segmen t s in the f i e l d as d e f i n e d 
by the d e l i m i t e r . 

T h e round f u n c t i o n r o u n d s a f l o a t i n g - p o i n t n u m b e r to the n u m b e r of d e c i m a l 
places s p e c i f i e d by n. 

R O U N D 

Syn tax : round (<f ie ld> ,n ) 
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SEG (Segment ) 

Syn tax : s eg (< f i e ld> , "de l imi t e r " ,n l ,n2) 

The seg f u n c t i o n looks at t he s e g m e n t of the f i e l d b e t w e e n the s egmen t 
n u m b e r s n l a n d n2. T h e d e l i m i t e r you s p e c i f y d e f i n e s the segmen t s of the f i e l d . 

S U B (Subst i tute) 

Syn tax : sub (< f i e ld> , "de l imi te r " ,n l ,n2,"s t r ing") 

T h e sub f u n c t i o n r ep l aces t ex t s egmen t s n l and n2 in the f i e l d d e l i m i t e d by a 
p a r t i c u l a r c h a r a c t e r w i t h the tex t of the s t r ing . 

S U B S T R (Substr ing) 

Syn tax : substr (<f ie ld> ,n 1 ,n2) 

T h e substr f u n c t i o n tes ts t h e tex t b e t w e e n c h a r a c t e r pos i t ions n l a n d n2 in the 
s p e c i f i e d f i e l d . If t he t ex t m a t c h e s , t he r eco rd is se lec ted . 

T R U N C A T E 

Syn tax : t runcate (< f i e ld> ,n ) 

T h e truncate f u n c t i o n t r u n c a t e s a f l o a t i n g - p o i n t n u m b e r to the n u m b e r of 
d e c i m a l p laces s p e c i f i e d by n. 
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ASCII COLLATING SEQUENCE 

T a b l e 7 shows t h e ea se - i n sens i t i ve ASCII co l l a t i ng s e q u e n c e t h a t is used by the 
sort f u n c t i o n . If you w a n t to sort r eco rds c o n t a i n i n g n o n - E n g l i s h c h a r a c t c r s 
such as c h a r a c t e r s w i t h accen t s , you mus t c r c a t e an o p e r a t i n g - s y s t e m f i l e n a m e d 
/ u s r / h e l p / c h t a b l e . X X , w h e r e X X , r e p r e s e n t s a l anguage . R e f e r to the 
T e c h n i c a l A p p e n d i x in the W O R D E R A R e f e r e n c e G u i d e f o r i n s t r u c t i o n s on how 
to c r c a t c such a f i l e . 

TABLE 7 Case-Insensitive ASCII Collating Sequence 

space 3 a A t T 
I 4 b B u U 
ti 5 c C V V 
# 6 d D w w 
$ 7 e E X X 
% 8 f F y Y 
& 9 g G z Z 
* h H { 
( ; i I 1 
) < j J } 
* = k K ~ 

+ > 1 L 
5 ? m M 
- @ n N 

[ 0 O 
/ \ P P 
0 ] q Q 
1 A r R 
2 s S 
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LIST DOCUMENT GLOSSARY ENTRIES 

Thi s a p p e n d i x c o n t a i n s sugges t ions on how you can use r e g u l a r g lossary e n t r i e s to 
save t ime w h e n you c r e a t e a list d o c u m e n t f o r R e c o r d s Process ing . R e f e r to the 
W O R D E R A Glossary Functions m a n u a l f o r i n f o r m a t i o n on the f u n c t i o n s used 
in th i s a p p e n d i x . 

Severa l g lossary e n t r i e s a re p r e s e n t e d here . P r o g r a m m i n g s tyles d i f f e r , a n d t h e r e 
a re m a n y w a y s to w r i t e g lossary e n t r i e s t h a t p e r f o r m the same f u n c t i o n s . You 
can e x p e r i m e n t w i t h these g lossary en t r i e s , or w r i t e your own . Some of these 
en t r i e s a r c m o r e c o m p l i c a t e d t h a n o thers . When you t ype these e n t r i e s i n t o a 
g lossary , be su re to copy t h e m exac t l y . T h e n t ry t h e m ou t to be su r e t hey a r e 
w o r k i n g c o r r c c t l y b e f o r e you use t h e m f o r c r e a t i n g a list d o c u m e n t . 

When you c r e a t e a g lossary to use w i t h R e c o r d s Process ing , it is a good idea to 
use t h e i n i t i a l s rp in t h e glossary n a m e to he lp you i d e n t i f y it as a R e c o r d s 
Process ing g lossary . 

REMEMBER: A l t h o u g h you can c o m b i n e 
con t ro l -g lo s sa ry e n t r i e s a n d r e g u l a r en t r i e s in the same 
g lossa ry , you m a y f i n d it more c o n v e n i e n t to c r e a t e a 
s e p a r a t e g lossary f o r use w i t h R e c o r d s Process ing . 

T h e glossary e n t r i e s in th i s a p p e n d i x use the f i e l d labels f r o m the parts. l ist 
d o c u m e n t used as an e x a m p l e in C h a p t e r 2. 

Creating Individual Glossary Entries for Each Field Label 

You can c r e a t e a s e p a r a t e g lossary e n t r y f o r each of the f i e l d labels in a list 
d o c u m e n t . E a c h t ime you w a n t to e n t e r a f i e l d label , press GL a n d t y p e the 
e n t r y labe l a s s igned to t h a t f i e l d label . 
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T h e a d v a n t a g e of th is a p p r o a c h is t h a t you can use the a p p r o p r i a t e e n t r i e s to pu t 
the f i e l d labe ls in the f o r m a t d o c u m e n t as wel l as in the list d o c u m e n t . T h e 
d i s a d v a n t a g e of th i s a p p r o a c h is t h a t it is a s lower w a y to c r e a t e a l ist a n d t h a t 
you mus t r e m e m b e r the e n t r y l e t t e r f o r each f i e l d label you w a n t to reca l l . 

You can use t h e G los sa ry by E x a m p l e f e a t u r e to c r e a t e the e n t r y f o r each f i e l d 
label . If you p r e f e r , you can t ype the en t r i e s d i r e c t l y in to the g lossary . 

An Interactive Glossary Entry 

You can w r i t e i n t e r a c t i v e g lossary en t r i es . With such an e n t r y , t h e sys tem s tops 
a n d a l lows you to e n t e r the f i e l d c o n t e n t s a f t e r d i s p l a y i n g each label . You 
c a n n o t use G los sa ry by E x a m p l e to c r ea t e i n t e r a c t i v e g lossary en t r i e s ; you mus t 
type t h e m d i r e c t l y in to a g lossary . C r e a t e the e n t r y n a m e d b s h o w n be low in 
the g lossary ca l l cd parts.g .rp. T h i s e n t r y g e n e r a t e s the f i e l d labels one by one, 
p a u s i n g a f t e r each label to a l low you to i n t e r a c t i v e l y en t e r the c o n t e n t s f o r each 
f i e l d . When you h a v e t y p e d the c o n t e n t s of a f i e l d , press E X E C U T E to c o n t i n u e 
to the nex t p a r t of the e n t r y . 

T h e e n t r y be low is w r i t t e n us ing the g lossary p r o g r a m m i n g l a n g u a g e . You can 
use t h e e n t r y w i t h o u t u n d e r s t a n d i n g jus t w h a t it m e a n s if you t ype it c a r e f u l l y , 
exac t ly as s h o w n . T h e n a m e s b e t w e e n each merge a n d M E R G E a re f i e l d labels . 
You can c h a n g e these to t a i lo r t h i s g lossary e n t r y to y o u r needs , a d d i n g or 
d e l e t i n g l ines to su i t t he p a r t i c u l a r list you wish to c rea te . 

You c a n use e i t h e r t abs or spaces to i n d e n t g lossary tex t . R e f e r to t h e W O R D 
E R A Glossary Functions m a n u a l f o r more c o m p l e t e i n f o r m a t i o n on how to 
w r i t e g lossa ry en t r i e s . 

entry b 
{ 

call posmsg(2,48,"Press EXECUTE to continue") 
insert 

"<part no>" call keysin return 
"<type>" call keys in return 
"<in stock>" call keysin return 
"<on order>" call keysin return 
"clast order>" call keysin return 
"<unit cost>" call keysin return 
"<>" return 

execute 
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call c lrpos(2,48,26) 
call prompt("Repeat entry? y/n") 
question = key 

[loop] 
i f ( (ques t ion == "y") | (question == "Y")) 
{ 

call p r o m p t f " ) 
call b 

} 
i f ( (quest ion == "n") | (question == "N")) 
{ 

call p r o m p t f " ) 
exit 

> 
i f ( (quest ion != "y") | (question != "Y") | (question != "n") | (question != 
"N")) 
{ 

call prompt("Try again: y/n") 
question = key 

jump loop 
> 

} 

REMEMBER: A g lossary mus t be v e r i f i e d a n d 
a t t a c h e d b e f o r e you can use it. 

Once the g lossary is v e r i f i e d a n d a t t a c h e d , c r e a t e your list d o c u m e n t . With t h e 
list d o c u m e n t on the e d i t i n g sc reen , f o l l o w these s teps to use e n t r y b: 

1. Press GL a n d t ype b to s t a r t t he g lossary e n t r y . 

2. T h e f i r s t f i e l d label is d i s p l a y e d on the e d i t i n g sc reen by the sys tem. T y p e 
the c o n t e n t s f o r t h e f i r s t f i e l d a n d press E X E C U T E . A R E T U R N is 
a u t o m a t i c a l l y g e n e r a t e d at t he end of each l ine w h e n you press t h e E x e c u t e 
key; you do not need to press the R e t u r n key y o u r s e l f . 

You can use the Backspace key to go back a n d t ype over a n y e r ro r s , bu t you 
c a n n o t use the Inse r t a n d De le t e keys w h i l e you a r e e n t e r i n g f i e l d c o n t e n t s 
u s ing th i s g lossary e n t r y . 
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3. T h e nex t f i e l d label a p p e a r s on the e d i t i n g screen . T y p e the c o n t e n t s f o r 
the f i e l d , a n d press E X E C U T E . 

4. C o n t i n u e t y p i n g the f i e l d c o n t e n t s a n d p ress ing E X E C U T E un t i l you r each 
the end of a r eco rd . 

5. At the end of each r c c o r d , the sys tem asks if you w a n t to c o n t i n u e w i th 
a n o t h e r r eco rd . You can type y f o r yes and c o n t i n u e un t i l you h a v e 
t y p e d all t he records . 

6. When the p r o m p t a p p e a r s a t t he top of the sc reen a f t e r you h a v e e n t e r e d the 
last r e co rd , t y p e n f o r no to ex i t f r o m the g lossary e n t r y . 

A Second Interactive Glossary Entry 

A n o t h e r i n t e r a c t i v e g lossary e n t r y you can use to c r e a t e list d o c u m e n t s is g iven 
below. 

When you use th i s e n t r y , t he f i e l d c o n t e n t s a re d i s p l a y e d on the b o t t o m l ine of 
the screen as you t ype t hem. You can use the Backspace key to go back a n d 
cor rec t t y p o g r a p h i c a l e r ro r s . Press R E T U R N or E X E C U T E to go on to the nex t 
f i e l d label . T h e f i e l d c o n t e n t s mus t be all on one l ine . 

When you h a v e e n t e r e d the last r e co rd , type the w o r d "end" as the f i e l d c o n t e n t s 
f o r the f i r s t f i e l d label . T h e sys tem will t hen de l e t e th is u n n e c e s s a r y f i e l d label 
and r e t u r n you to the e d i t i n g sc recn . You can press C A N C E L at a n y t ime to s top 
this e n t r y . 

entry 1 
{ 

call prompt("") 
lloop] 
"<part no>" 
call prompt("Type entry and ") 
call posmsg(2,50,"Press EXECUTE: ") 
call posmsg(25, l ,"When done type: end ") 
call status("") 
a = keys 
call p r o m p t f " ) 
call c lrpos(2,50,31) 
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i f (a == "end") 
{ 

goto l e f t delete return execute 
call c !rpos(25 , l ,21) 
exit 

} 
call f e e d ( a ) 
return 
"<type>" 
call prompt("Type entry and ") 
call posmsg(2,50," Press EXECUTE: ") 
call status("") 
a = keys 
call prompt("") 
call c lrpos(2,50,31) 
call f e e d ( a ) 
return 
"<in stock>" 
call prompt("Type entry and ") 
call posmsg(2,50," Press EXECUTE: ") 
call status("") 
a = keys 
call prompt("") 
call c lrpos(2,50,31) 
call f e e d ( a ) 
return 
"<on order>" 
call prompt("Type entry and ") 
call posmsg(2,50," Press EXECUTE: ") 
call status("") 
a = keys 
call promptC") 
call c lrpos(2,50,31) 
call f e e d ( a ) 
return 
"<Iast order>" 
call prompt("Type entry and ") 
call posmsg(2,50," Press EXECUTE: ") 
call status("") 
a = keys 
call promptC") 
call c lrpos(2,50,31) 
call f e e d ( a ) 
return 
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"<unit cost>" 
call prompt("Type entry and ") 
call posmsg(2,50," Press EXECUTE: ") 
call status("") 
a = keys 
call prompt("") 
call c lrpos(2,50,31) 
call f e e d ( a ) 
return 
"<>" return 
jump loop 
} 

R e f e r to the W O R D E R A Glossary Functions m a n u a l f o r a d d i t i o n a l i n t e r a c t i v e 
glossary e n t r y e x a m p l e s . 
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