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About the Quick File Il
Manual

This manuali explains how to use Quick File with your Apple lle com-
puter. it is written for people who have had no experience using
computers.

Chapter 1 is an introduction to Quick File. Chapters 2 through 9 take
you step by step through some of Quick File’s features. As you work
with the chapters, you will also work with the sample files on the data
disk that goes with this manual. Each chapter is self-contained, so
you can stop at the end of each one if you want.

Chapter 10 is a reference guide describing all the features of Quick
File Il. The appendix explains how to transfer Quick File reports to
Apple Writer lle.

The index and the Quick File Il Reference Card at the end of this
manual are handy sources of information, as are Quick File’s HELP
displays. You can get help information by pressing the @ key and (?)
whenthe OA-7 for Helr message appears inthe bottom
right corner of a Quick File display.

A reader response card appears at the back of this manual. Please
fill it out after you've had some experience using Quick File il.

Visual Cues: Leek fer these visual aids threugheut the manual:
@ ' Gray bexes centain incidental infermatien and helpful hints.

& 'Notes in'the margins reinforce new terms or peint te useful infermatien
centained elsswhere in this manual.
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After you finish this manual, you will have had practical experience
using Quick File Il. You will know how to:

e Keep information in Quick File files up to date by adding, deleting,
and rearranging information whenever you want.

e Display information on your screen.

® Print written reports that include the information you want, format-
ted the way you want it.

Before you begin using Quick File Il, you should read the sections of
the Apple lle Owner’s Manual that explain how to set up your Apple
Ile and how to use the DOS 3.3 System Master disk to make backup
copies of disks.

Quick File Fast Lane: [f you want to speed by any or all of the tutorial in-
formation in this manual, you can take the Quick File Fast Lane:

1. Read Chapter 1 to learn some basic information about Quick File.

2. Read Chapter 9 to learn how to create your own fileé.

3. Use Chapter 10 for reference on how to use all Quick File features.

Preface
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Getting Started

This chapter answers basic questions about Quick File II:
® Whatis Quick File?

What kinds of information can it organize?

What are its main features?
How does it work?

How do | set up my system?
How do | start up Quick File?
What should | watch out for?

WhatlIs Quick File?

Quick File is an easy-to-use system that applies the power of the
Apple lle to your needs for organized and up-to-date information.
With Quick File you can

e Organize your jumbled and hard-to-find information

e Keep it currentin one centrally located and easily accessible place
® Browse through it whenever you want

® Print written reports to your specifications

Quick File makes staying organized seem more like fun than work.

What Kinds of Information Can Quick File
Organize?

People from all occupations use Quick File successfully to organize a
variety of information. Quick File helps its users organize

® Expense accounts

® Travel itineraries

What Kinds of Information Can Quick File Organize?



¢ Appointments and ticklers

o Budgets

® Inventories—business and household
® Job status reports

® Business contacts

® Recipes

® Invoices

® Personnel reports

One of Quick File’s best features is that it's simple to use. A few hours
with your Apple lle, Quick File, and this manual and you will be on
your way toward successfully managing your business and house-
hold information.

What Are Quick File’s Main Features?

Quick File’s main features let you

e Show information on the screen in the way that's most meaningful
toyou

e Arrange (sort) information in any order

e Select and print or display on the screen only the information that
matches certain conditions

o Create written report formats so information is printed the way you
want it

o Calculate new information based on existing information

o Change existing information, add new information, and discard
out-of-date information whenever you want

® Change the way afile is organized

These features and the others you’ll discover give you complete flexi-
bility in managing your information.

How Does Quick File Work?

Rather than storing information in files in a file cabinet, Quick File
stores your information in files on a disk.

Using Quick File is very similar to getting a file from your file cabinet,
looking through it to find information you need, changing inaccurate
or out-of-date information, creating written reports describing infor-
mation in the file, and then returning the file to the file cabinet again.
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The record layout determines what
information appears on the screen and
how that information is displayed.

The report format determines what
information is included in a printed report
and how that information is displayed.

Figure 1-1. How Quick File Works

Of course, the Apple lle and Quick File replace the file cabinet. They
make it much easier both to find and to use the information you need.

Figure 1-1 shows how Quick File works. It shows how

® [nformation comes from a Quick File file and is displayed in a rec-
ord layout that you have designed. You can then browse through
the information in your file, adding, changing, and deleting infor-
mation as necessary.

® The same information comes from a Quick File file and is printed in
areport format that you have designed. Quick File prints reports
either in a labels-style (vertical) format or in a tables-style format
(in rows and columns).
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The information, the record formats, and the report layouts are al-
ways under your control. You can change them whenever you want,
and then save them back in the Quick File file, to make the changes
permanent.

What Equipment Do | Need?

Before you start using Quick File, you must have the following:

An Apple lle computer
Two or more Disk Il drives
One disk controller card for every two disk drives

The Quick File Il program disk

The Quick File Il sample files disk

What Equipment Do | Need?




To make maximum use of Quick File you also nee

® Aprinter. Quick File is set to run with a Silentyf
Qume Sprint 5 printer.

o Either an 80-Column Text Card or an Extended
Card. (Both cards give you 80 columns of text
can see more of a record on the screen at one t
the Extended 80-Column Text Card provides
so that you can store three times as much infor

Using a 40-Column Display: Quick File works with a 40-column display
but you see less information on the screen. The instructions in this man-
ual apply whether you are using Quick File with a 40-column display or
with an 80-column display.

I How Should | Set Up My System?

Before you begin using Quick File, you should make sure your sys-
tem is set up like this:

e The disk controller card for drives 1 and 2 is in slot 6.

e |f you have more than two drives, the disk controller card for drives
3and 4isinslot5, and the card for drives 5 and 6 is in slot 4.

® The printercardisinslot 1.

Complete instructions for setting up your system are included in the
Apple lle Owner’s Manual

I What Should I Do First?

Your two Quick File disks—the Quick File Il program disk (the disk
that contains the Quick File program), and the sample files disk—are
“write-protected” so that the information on them can't be changed.

Before you do anything else, itis very important that you make copies
of both Quick File disks. The Apple lle Owner's Manual tells you how
to do this. After you have made your copies, put the two originals in a
safe place and work from your copies.

in addition to copying your original disks to make working
disks, you should make it a habit to back up your data disk regu-
larly. It's always important to have a recent copy of Quick File data
disks, stored in a safe place away from dust, magnetic fields, and
temperature extremes.
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Reusing Sample Files: As you make your way through this manual, you
will be changing information in the sampile files. |f you want to use the orig-
inal sample files again—maybe to show a friend how:to use Quick File—
make another copy of the original sample files, and work from the new
copy. :

I  How Do | Start Up Quick File?

To start up Quick File, follow these instructions:

1. Putthe Quick File progam The picture below shows how.
disk into drive 1.

2. Put the sampile files disk Again, the picture shows how to
into the second disk drive. do this.

3. Turn on the monitorifitis
off.

How Do | Start Up Quick File?




4. Turnonthe Applelleifitis
off. Press (CONTROL) and (RESET)
ifitis already on.

In some cases you may have to
turn thé Apple lle off and then on
again if does not
cause Quick File to start up.

The on/off switch is around the
left rear corner of the computer.

After that, Quick File presents the FILE CATALOG, which is a list of
files on the data disk in drive 2, in this case your sample files disk.
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Your screen will appear as shown here and throughout this manual if
you are using an 80-Column Text Card. If you aren’t, your display will
show less information or the information will be arranged differently.

Instead of displaying the FILE CATALOG, Quick File may show the

following display:

If Quick File shows this display,
The reason may be:

Your sample files disk isn’t in-
serted, itisn’tinserted prop-
erly, or you have inserted the
wrong disk in the second disk
drive.

How Do | Start Up Quick File?

Then you should:
Check the second disk drive:

Have you inserted the right disk?
It should be the sample files disk.

Is it inserted properly?




Pressing returns you to the
previous menu.

Is the door shut?

After solving the problem, type
and press (RETURN).

This tells Quick File to look again
in the second disk drive for your

data.
You are starting a new data Read the section in Chapter 9 on
disk. starting a new data disk.

After you have successfully started up Quick File and have gotten the
FILE CATALOG on the screen, you may either

® Read the rest of this chapter, and then begin the tutorial in Chapter
2,0r

® Read the rest of this chapter and then turn to Chapter 9 to learn
how to create your own Quick File file.

What Should | Watch Out For?

It's important that you understand at this point how friendly and forgiv-
ing Quick File is. Quick File was designed to take care of human mis-
takes, so you don’t have to worry about making them.

Quick File helps you through all activities:
e |t always tells you where you are
e |t always tells you where you're going

And it makes a provision for bailing out. Whatever you're doing, if you
think you shouldn’t be doing it, bail out. That is, press the key.
Quick File takes you out of that activity and back to more familiar
territory.

Another Quick File safety precaution: Quick File always knows when
you have made changes to a file, and always asks you if you want to
save the changed file before it lets you get another file. You can’t
throw away new information without meaning to do so.
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In fact, you can’t do any damage without meaning to do so. As Quick
File follows your instructions, it always knows when what you are
about to do will have serious implications. And it always asks you to
double check: Is that really what you want to do? You must confirm,
yes or no.

One of the first experiences you may have with Quick File may be au-
ditory: you may hear a beep. Understand that Quick File doesn't
mean the beep to be unfriendly. It means, “The information you gave
me or the key you pressed wasn'’t appropriate. Try again.”

So now, gather your wits about you, take a deep breath, and prepare
for an adventure.

What Should | Watch Out For?







Chapter 2

Quick File Basics

This chapter shows how to use some of Quick File’s features and how
to understand some of Quick File’s basic concepts.

Specifically, the chapter explains how to

® Select a file from the Quick File FILE CATALOG
e Move the cursor on the screen

e Zoom in and out of files

e Ask Quick File for help

The chapter ends with a chapter summary.

The sample file called Sue’s Business Cards is used toillustrate the
concepts and features.

I The FILE CATALOG

The FILE CATALOG is alistof the Quick  The first display you see when you start up Quick File is the FILE
F"e“'esf that are available for you to CATALOG. The FILE CATALOG is a list or directory of the files avail-
choose from. able to you on the data disk in drive 2.

A file is a collection of similar information. A list of all the parts a com-
pany manufactures and how much each part costs to produce might
be contained in a file. Your appointments and your business cards
would probably not be contained in the same file. Most of the time you
can tell what kind of information is in a file by reading its name.

The files whose names you see now in the FILE CATALOG are files
created for you to practice with while you are learning how to use
Quick File. You'll be practicing with some of these files in this chapter
as well as in Chapters 3 through 8. In Chapter 9, you'll learn how to
create your own files.

The FILE CATALOG




When the FILE CATALOG is displayed, you can choose which file you
want to work with.

The cursor waits for you to enter your
choice of files.

Remember all screens prctured in th!s manual show an 80- column dIS-
play. If you don’t have an 80- column dlsplay your screen won't always

match the one shown.
1. Enter the file number, in You want to get Sue’s Business
this case, (1). Cards file first.
2. Press (RETURN), means, “Carry out the in-

struction or use the information |
have just given.”

In this case, it means, “Get the
file whose number | have just
entered, and display it on the
screen.”

The information in the file you selected, Sue’s Business Cards, is
displayed on the screen immediately.

You can think of any file, including Sue’s Business Cards, as a book
of information. The information now displayed on the screen is the
first page of information. Instead of leafing through the pages man-
ually, as you would with a book, you browse through the information
in the file by pressing special keys to move the cursor where you want
it. The next section tells how to do that.
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I Moving the Cursor

This section and the rest of this chapter explains how to move the
cursor so that you can see any part of the file you want to. The next
chapter shows you how to actually change information in the file.

Look at the screen. Notice that the cursor is on the first letter of the

first line of information in the file.

 File: Sue’s Business Cards

‘ Seiactiu

Last Name Phone
z=z===z=
Cursor = paron

AtKins - 408-104-0094
Black 415-555-2345

. Bowver - 408-195-4543
Bradshaw 408-174-3948
Brown
Burman :
Carty 408-194-2700
Jacobsen 408-184-3928
Julian 408-194-5868
Lafe—— Michael  — 408-174-2039
Mussman Al 408-104-5867

Newma
Peters
Shaffer

415-157-9774
408-555-2741
. 408-555-1827

Type ent

1. Press (12B),

File: Sue’s Business Cards

Selection: All records

Cursor moves to the first letter of the next
piece of information.

Aaron 408-194-365
Atkins Bill 408-104-0094
Black Loretta 415-555-2345
Bowyer Bob 408-185-4543
Bradshaw Horace 408-174-3348
B 408-555-2936
B 408-5 48

408-194-2700

Ca
Jacobsen

Julian

Lake 408-174-2039
Mussman 408-104-5867
Newmark 415-157-9774
Peters 408-555-2741
Shaffer 408-555-1827

TvPe entries or oPtLiONS.

Moving the Cursor

REVIEW/ADD/CHANGE

REVIEW/ADD/CHANGE

e

Escare: File Menu

Assaociate
Partner
Prosecutor

Bluhman, Fullers Smit
Edwardss Ferris; Aloy
San Mateo Co. Atty.
Bowyer, Bowman and Bo
Headlines Hair Styl.
an-a-lLot Sal
‘Burman Data
Financ, Mamt. Assoc.
Cups Hang Gliders

Calif. Hot Tubs

S§.J¢ Juvenile Deprt. Parole Bfficer

Mussman Transmissions Owner

Calif. Publ. Inst. Reserach Assoc.
Veterinarian

S« U, Pet Hosepital
- Doctor

Move the cursor to the next piece
of information.

Escare: File Menu

Company

Bluhmans Fullers Smit Associate

Edwards, Ferriss Aloy Partner

San Mateo Co. Atty. Prosecutor
Bowver; Bowman and Bo Partner
Headlines Hair Stvyl. Owner
Tan-a-Lot Salon Ouwner

Burman Data Products Buner

Financ. Mdgmt. Assoc. Tax Consultant
Cup« Hang Gliders

Owner
Calif, Hot Tubs | : i
S.J4 Juvenile Dept.
Mussman Fransmissions

fer
Officer

Calif. Publ. Inst. Research Assoc.
S« VU, Pet Hospital Yeterinarian
- Doctor

0A-7? for Hele




2. Press forasecond or
two.

3. Find the @ key.

Move the cursor quickly over
several pieces of information.

You'll soon learn how long to
hold down to get the cursor
where you want it. Notice that the
cursor moves across the line and
then to the beginning of the next
line.

This is the key just to the left of
the space bar.

The @) Key: The (@ key is called the Open-Apple key. It's always used by
holding it down while you type another key, to call up a variety of useful

Quick File features.

Using the (28) key 4. Press the () key and type
at the same time.

5. Hold down the (&) key and
until the cursor stops at
the left margin and your
Apple lle beeps at you.

The cursor is in its original spot, =————

6. Press again.

Using the (Dand Dkeys 7. Press(l).

Chapter 2: Quick File Basics

Move the cursor back one piece
of information.

Move the cursor all the way back
to the first piece of information.

Move the cursor one piece of in-
formation to the right again.

The cursor should be on the first
letter of the second piece of
information.

Move the cursor down one line.



Using the (9 and Glkeys

8. Press(1).

Move it back up.

Mini-Summary: These keys work when the cursor is on the first letter or

number of a piece of information:

Move the cursor to the next
piece of information

Move the cursor backwards one
piece of information

Move the cursor down one piece
of information

Move the cursor up one piece of
information

TAB

@ and (@8)

9. Press(>) several times, until
the cursor stops.

10. Press (<) several times,
until the cursor stops, the
Apple lle beeps at you, and
OA-7? for Helr appears
at the lower right of your
screen.

11. Press the () key and
type (E.

12. Press the(@ key and
type (8.

13. Press the @ key and
type (1.

14. Press the(@key and
type (1).

Move the cursor to the right from
letter to letter within a piece of
information.

Move the cursor to the left from
letter to letter within a piece of
information.

When you use =) to get to the end
of a piece of information, you can
use (<Jto back up to the first letter.

Then you can use any cursor
movement techniques you have
learned.

The cursor moves to the end of
the file, which is the last page in
your book of information.

The cursor moves back to the
beginning of the file.

The cursor moves to the top line
on the next page of information.

The cursor moves to the top
line on the previous page of
information.

Paging: When you hold down the (&) key and (tJor (i}, you “page” through
the file, backwards or forwards. That means Quick File presents page
after page of information, quickly. This feature is handy for moving the cur-

sor through a long file.

Moving the Cursor



Mini-Summary: These sets of keys move the cursor among pages in the

file:
Move the cursortotheend ofthe (@ and (g
file
Move the cursor to the begin- @and

ning of the file
Move the cursor forwardapage (@ and
Move the cursor back a page @and

Some Terminology

Now that you have learned to move the cursor within a file, it's time to
learn some terminology. You already know that Sue’s Business
Cardsis afile. But instead of talking about “pieces of information”
and such, it's time you learned to talk in Quick File language!

Here is some terminology:

e Aline of information, such as all the information about Julie Aaron,
is arecord.

o One kind of information, such as last name, first name, or office
phone, is a category.

e A piece of information, such as “Julie”, or “Aaron”, or
“408-194-3652", is an entry.

o Aletter or number, such “J” or “4”, is a character.
And that's all there is to it.

The following screen illustrates these terms. Several other important
areas on this screen are also highlighted.
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This area always tells you what Quick File
feature you are using now. Thus, at this
point, you can review, add, and change

records.
y ; . This area tells you what section in the
1?;222:;’;22‘?;‘};‘:2: ;?;é"f::scards Quick File program you go to when you
’ : press the key.
File Name
Category

File: Sue’s Business Cards REVIEW/ADD/CHANGE Escare: File Menu

Selection: All reeco rds

Character \M

ast Name Company

408-194-3652 Bluhman, Fullers Smit Associate

AtKins 408-104-0094 Edwards, Ferris, Aloy Partner
Black 555 San Mazeo Cos Atty.  Prosecutor
Bowrer man and Bo Partner
Entry —p8radshaw Headlines Hair Styl, Owner
Brown ) Tan-a-Lot Salon - Quner
Burman 408-555- saas Burman Data Products Owner
Cartz 408-184-2700 Financ. Mdmt, Assoc. Tax Consultant
Record »>Jacobsen 408-184-3928 Cup. Hang Gliders Owner
Julian 408-194-5968 Calif. Het Tubs Managder
Lake 408-174-2039 S.J, Juvenile Dept. Parole Officer
Mussman Al 408-104-5867 Mussman Transmissions
Newmark Laura 415-157-9774 Calif. Publ. Inst. ra
Peters Dr. Elaine 408-555-2741 S, Y. Pet Hospital Yeterinarian
Shaffer Dr. Dave 408- 555 1827 - : Doctor

Tvpre tnes or use 0A-7 for Hele

The Quick File Road Map: The areas on the screen that tell you
® The Quick File feature you are using now, and

e What section of the Quick File program you go to if you press the
key

are the Quick File road map. By checking these areas, you always know
where you are and where takes you.

I  Zooming In and Zooming Out

Multiple-record layout lets you look Quick File can dispiay records in two ways: in multiple-record lay-

astI:PI‘: ::;' :f:;ﬂs gm:t:ag‘sg:;; e Outandinsingle-record layout. You see Sue’s Business Cardsin

the gomp,ete con}'ems 56 aiing,e record.  Multiple-record layout now on your screen. Quick File displays up to
15 records, line after line, in multiple-record layout. Thus the name,
“multiple-record layout.” As you can guess, single-record layout dis-

plays only one record.

To get from multiple-record to single-record layout, you “zoom in”,
and to get from single-record layout to multiple-record layout, you
“zoom out”. This section tells you how.

1. Put the cursor on the first
character of any entry in Julie
Aaron’s record, which is the
firstrecord in thefile.

Zooming In and Zooming Out




2. Press (@ and (2. Surprise! More information!

This additional information includes Ms. Aaron’s home phone num-
ber, street address, city/state/zip, and a miscellaneous category—
good for relevant comments. As you can see, single-record layoutin
this case shows more categories than multiple-record layout.

3. Press three or Move the cursor through Ms.
four times. Aaron’s record.
4. Press(C)and type (d). You get the next record in single-

record layout.

Again, youare turning a page in
the book.

The cursor is on the same cate-
gory in Mr. Atkins’s record as it
was on in Ms. Aaron’s record.

5. Press(3)and type(1). Go back to Ms. Aaron’s record.

6. Press(d and type (2). Go back to the original REVIEW/
ADD/CHANGE display, which
shows records in multiple-record
layout.

When you zoom back out to multiple-record layout, the cursor is al-
ways on the same record as it was on in single-record layout, in this
case, on Ms. Aaron’s record.

Single-record layout is useful for showing information not included in
multiple-record layout. You'll see single-record layout again when
you insert records into the file and when you create afile.
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I Asking for Help

To get help, type @)(Z.

Chapter 10 tells about Pascal names for
Quick File files.

A complete explanation of the options
that appear on the HELP display is in
Chapter 10. The options are also
summarized on the Quick File Il
Reference Card.

Help is often available when you're using Quick File. Frequently the
instructions at the top of the screen give you all the help you'll need.
Other times, you'll need to ask Quick File to display helpful informa-
tion. You can ask Quick File for help whenever you see the message
ga-7 for Helpr inthebottomright corner of the screen.

1. Pressthe (‘) key and type (7. Askforhelp.

You get the first HELP display for REVIEW/ADD/CHANGE, which
looks like this:

CFives Sue : Busxness Cards © T UHECP U Eicarer Reuiew/Add/Chande

list by pressing E while
:QPP19¢ T%is w}gl ke

The display explains how the (&) key works with the other keys. It also
explains (Escapg), and it provides a message about the formal, Pascal
name for the current file, which you don’t need now.

The HELP displays tell you which keys 1o use to call up various RE-
VIEW/ADD/CHANGE features. These features are explained in the
next few chapters.

2. Press the space bar to get Continue to look through HELP
the next HELP display. displays until you return to Sue’s
Business Cards.

Memory Aids; The keys you press to call up Quick File features are called
Open-Apple options. They are usually a set of keys composed of the (&)
key and the letter key that reminds you of the Quick File feature you want.
For example, Z reminds you of Zoom, B reminds you of Beginning of file,
and E reminds you of End of file. That makes them easyto remember.

Asking for Help ﬂ



I  Leaving Quick File

The following instructions tell you how to leave Quick File. Follow the
instructions even if you are going right to the next chapter.

1. Press (Escape). Quick File takes you to the FILE
MENU. Don’t worry about this
term for a while. Your main task
right now is to leave Quick File

gracefully!

2. Type(s)and press (RETurRN).  Quick File takes you to the MAIN
MENU.

3. Type(7Jand press RETURN).  This ends your first Quick File
session.

Congratulations!

Saving Changes: If you changed any information in Sue’s Business Cards
while workingiin this chapter, Quick File-asks you if you want to save the
changes before it takes you to the MAIN MENU.

You should respond that you want to throw out any changes you made
(option 3 on the SAVE FILE MENU), and that you want to erase perma-
nently any changes you made to the file-((x) on the DOUBLE-CHECK
ERASE display).

That way you will start Chapter 3 with the original file. in Chapter 3 you will
learn all about saving changes.

The messageon your screennowis INSERT SYSTEM DISK
AND RE-BOOT. Youcanrestart(“re-boot”) Quick File by pressing
the key and.(BesED).-Or you can remove the Quick File program
disk and insert another Apple lle program.
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I  Summary

Terminology

FILE CATALOG

record

category

entry

character
REVIEW/ADD/CHANGE

multiple-record layout
single-record layout

zoom in, zoom out

Moving the Cursor

the display that lists all your
Quick File files and lets you
choose one

one collection or unit of informa-
tionin afile

one kind of information in a file
a piece of information in a record
a letter or number

the Quick File task that lets you
browse through and change
information

the Quick File record layout that
shows many records on the
screen, line after line

the Quick File record layout that
shows one record only

the process of changing from
multiple- to single-record layout
and back again

Move the cursor when it is on the first character of an entry:

To the next entry

To the previohs entry

To the entry below

To the entry above

To the end of the file

To the beginning of the file

To the next page of
information

Summary

TAB
B @®
GE
®]0)
@]




To the previous page of
information

To page through afile

@

Hold down the (&) key and hold
down either (W) or

Move the cursor regardless of its position in an entry:

From character to character to
the right within an entry

From character to character to
the left within an entry

Other Activilies

Ask for help
Leaf through HELP displays

Leave HELP display early, re-
turn to REVIEWADD/CHANGE

Confirm the information or
instruction

Zoom into single-record or out
to multiple-record layout

Chapter 2: Quick File Basics
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Chapter 3

More Quick File Basics:
Changing Information
in aFile

This chapter explains more Quick File basics. But instead of just
moving the cursor, as you did in the last chapter, you'll actually be
changing information in the file. You'll be using Sue’s Business
Cards again.

Chapter 3 tells you how to

o Change anentry

e Find records in the file
e Insertarecord

e Arrange records

e Save changes

The chapter ends with a summary.

Changing an Entry
In this section you will learn how to change information in an entry.
Before you do, though, you should get Sue’s Business Cards again.

1. Startup Quick File and get
the FILE CATALOG.

2. Type(tto getSue’s That's easy enough!
Business Cards again.
Press (RETURN)

Now, suppose you discover the office telephone number for Al
Mussman has changed. You want to change the number within the
business cardfile.

Changing an Entry



Changing an entry

New telephone number

3. Press (1) until the cursor
is on the first character of
Al Mussman’s last name.

4. Press until the cursor Don’t worry if you move the cur-

is on the first character of Al sor too far! You can always move

Mussman’s phone number. it back with the (&) key and (T2B).
It's good practice.

5. Enter 408-184-2918 Just enter the new number right

and press (RETURN), over the old.

What to Enter: Whenever information you should enter (which means
“type”) is presented, itis printedin computer tvyrefaceoritis
shown inside a key like this: (RETURN).

Now Sue’s Business Cards looks like this:

Fiie: Sue’s Business Cards  REVIEW/ADD/CHANGE scape: File

_Selection: All records

08-184-3652
408-104-0094
415-5595-2345 San Mateo Co. ¥+  Prosecutor
408-195-4543 Bowver, Bowman and Bo Partner
- 408-174-3948 Headlines Hair Stvl. Ouner

0B-555-2936 Tan-a-Lot Salon Ouner
55-3948 at

08-194-2700
| 408-184-3928

acobsen

~Julian  408-184-5968
LaKe 408-174-2039
~Mussman 408-194-2918 Mussman Transmissions
NewmarkK 415-157-9774 Calif, Publ, Insts -
- Peters 408-555-2741 S. V. Pet Hosepital  Veterinarian
Shaffer = = == Daetor

_Tree entries

0A-7 for Hele

How to Bail Out! Any time you make a mistake in the middle of an entry,
press (escape) and not (RETuRN),

Quick File restores the original information and you can start over.

Now change another entry. Suppose Loretta Black has changed her
last name.

6. Move the cursor to the first

character of the Last Name
entry, BlackK.
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7. Nowenter Bowman (Ms. Ifthe information you enter ap-

Black’s new last name) and pears in all uppercase letters,
press (RETURN). check your key. It

should be up if you want lower-
case letters.

Then you remember her new last
name is Bowson.

8. Use(tJtogetto Bowman Watch out! If you use the space
again,and use(>Jtogetto man bar, you erase the letters that are
soyoucanenter son ontop there.

oL If you did erase letters, just use (<)

to back up, or press (EScAPE). The
erased letters reappear.

Use this technique to restore the
original entry whenever you no-
tice a mistake before you press
(RETURN).

9. Enter son ontopof man Informationabout Loretta
and press (RETURN), Bowson is up to date.

Whatever you enter before you press becomes the new entry.

Before you go on, compare Sue’s Business Cards on your screen
with the following screen to make sure you correctly entered the
changes.

File: Sue’s Business Cards REVIEW/ADD/CHANGE Escare: File Menu

Selection: All records

Last Name First Name 0ff. Phone Company

Aaron 408-184-3652 Bluhman, Fullers Smit

AtKins 408-104-0084 Edwardss Ferris: Aloy Partner
Bowson 415-555 S San Mateo Co, Atty. Prosecutor
Ba r 408-195-4543 Bowyers Bowman and Bo Partner

Brad 408-174-3948 Headline

Hair Strle, Owner

Brown 408-555-2936 Salon Tier

Burman 408-555-3948 a Produats r

Carty 408-184-2700 1 Assocs Tax Consultant
Jacobsen 408-184-3928 Gup. Hang Gliders T

Julian 408-184-5968 Calif. Hot TUbs Manager

Lake 408-174-2038 S.J. Juuvenile Dept. Parole Officer
Mussman 408-184-2918 Mussman Transmissions Owner

Newmark Laura 415-157-9774 Calif. Publ, Inst. Research Assoc.
Peters Dry Elaine 408-555-2741 S, V, Pet Hospital Yeterinarian
Shaffer Dr, Dave 408-553-1827 @ - ; Dactor

Trpe entries or use OA oPtions. i - OA-Yifon Hel

You can also change entries when you have zoomed in to single-rec-
ord layout. Put the cursor on the entry, enter the new information, and
press (RETURN),

Changing an Entry




You have now successfully changed one person’s telephone number
and another’s last name. You have also seen possibilities for making

mistakes while changing information and how easy it is to correct the
mistakes.

Finding Records in the File

If you have a long file and don’t want to look all the way through it for
the one record you want, you can use Quick File’s Find feature to find
the record for you.

Use REVIEWADD/CHANGE’S HELP information to find out which
set of keys lets you find a record.

1. Pressthe (@ key and type (?). You get the first HELP display.

2. Press the space bar until Look for the information about
you get the HELP display you Find.
want.

Find feature

Using @ -(Ato find an entry

The keys for getting the Find feature are (&) and (F). Using these keys,
and then entering the appropriate information, you are going to
search for Laura Newmark's record. Leave the HELP information by
pressing ESCAPE and go back to REVIEWADD/CHANGE.
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Enter the value you want Quick File to
find in Sue’s Business Cards.

The information Quick File is using to find
the records that appear on the screen

Pressing (&) (F)lets you search again.

3. Pressthe(@ key and type(F). Here's the FIND RECORDS
display.

4. Enter Newmark
press (RETURN),

Ms. Newmark’s record appears
alone on the screen.

You could have typed Newmark
in all uppercase letters, all lower-
case letters, or any combination

thereof, and still gotten the same
result.

Look at the road map information on the FIND RECORDS display:

Here’s where you are.

takes you back to REVIEW/ADD/
CHANGE.

Finding Records in the File




5. Pressthe (@) key andtype(F). Now you can ask Quick File to
find another person’s record.

6. Enter 104 and press Ask Quick File to find any record
(RETURN), that has “104” in it.

It will list all records that contain
“104” anywhere in the record. If
Mr. Mussman'’s zip code were
95104, you would also get his
record.

Paging through Records in Find: If more than 15 records contain the entry
or character you've asked Quick File to find, the list will fill more than 1
“page”. To page forward or backward through the records Quick File has
listed, you can use the (@) key with the (1)and (1 keys, or with (8) and (€] (to
take you to the beginning or end of the list).

If there are many records in the Find list, Quick File may take a minute or
two to respond to the &) (8) or (&) (E) command. While it is searching for the
beginning or end of the list, it will not show any activity on the screen and
will not accept any other commands from the keyboard.

7. Now press (ESCAFE), Quick File returns you to
REVIEWADD/CHANGE,
multiple-record layout.

You can find records, too, in REVIEW/ADD/CHANGE single-record
layout.

Inserting a Record
And now, a quick lesson on how to insert a record into your file.

1. Look at the HELP display
again to find out which keys
you need to insert arecord,
and then go back to REVIEW/
ADD/CHANGE.

2. Putthe cursor on an entry
in Julie Aaron’s record.

3. Hold down the (&) key and Surprise! Something new!

type (. It's a blank record, in single-rec-

ord layout. The record has the
same category headings as the
other records you've seen in sin-
gle-record layout.

The cursor is at the blank for Last
Name.
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Checking your entries

4. Fillineach entry asfollows Do notpress after the final
for the new record and press entry, Misc.

after each entry

except the final one:

LastName: HasKins
FirstName: Michael
Off.Phone: 408-179-11G67
Company: Pru. Inu,

Title: OQwner

Street Address:

1143 First 5t
City, State, Zip:

San Joses, CA 894821
Home Phone: Press
(Haskins doesn’t give out his home phone.)
Misc.: Recommended by Max

File: Sue’s Business Cards INSERT NEW RECORDS Escare: Erase Entry

e:
First Name: Michael
0ff, Phone: 408-179-1167
Company: Prus Inv.

.t Recommended

Tyee entries or use OA option

Check the new information for accuracy as you go. If you find a mis-
take, use (9Jto back the cursor up to the beginning of the current entry
(note that this erases that entry) and then use (1) to return the cursor to
the incorrect entry. Correct the mistake and press (RETURN), Then re-
enter the entry you erased as you backed up.

5. Press attheendof  You getanother blank record.

the Misc. entry when you're You could continue to insert
sure all your information is records.

correct.

6. Press (Escare), Return to REVIEWADD/CHANGE.

Haskins’s record is at the top, just where you inserted it. Any records
you insert always appear in multiple-record layout just before the rec-
ord the cursor was on.

Inserting a Record H




Haskins

When you arrange records, you put them
in either alphabetical or numerical order.

Haskins
Aaron
AtKins

But Haskins’s record is not where it belongs. The next section will
show you how to put Haskins’s record in alphabetical order, where it

belongs.
File: Sue’s Business Cards REVIEW/ADD/CHANGE Escare: File Menu
Selection: All records -
Last Name First Name 0ff. Phone Company Title
Michael 408-179-1167 Pru, Inu. Owner -
408-194-365Z Bluhman, Fuller: Smtt Associate

Jilie

Bowson

Bowver

Bradshaw Ho 17

Brown T. Eu 408-555-2936

Burman Barney 408-555-3948

Carty Alex 408-184-2700

Jacobsen Chuck - 408-184-3928

Julian John 408-194-5988
~Lake Michael

Mussman |

Newma rk Laura - 415-157-9774

Peters Dr. Elaxne 408 555-2741

TVPE entries or use DA oPL:ons.

San
 Bowver, Bowman and Bo
 Headlines Hair Strl.
Tan-a-Lot Salon
Burman Data Products
Financ,
Cup. Hand Gliders
Calif.

Mussman Transmissions
Calif. Publ. Inst,
8. V. Pet Hosrital

wardss Ferriss Aloy Partner
Mateo Co. Attr.  Prosecutor
Partner
Ouwner
Quner
Owner
Assoc, Tax Consul
- Ouner :

Mamt o

Hot Tubs
Jv Juvenile Dee

Research Assoc,
Veterinarian

0A-7 for Hele

You could have followed the same procedure if you had been in sin-

gle-record layout to start with.

Entering Records at the End of a File: You can enter records at the end of
afile, too. First go to the end of the file with the (&) key and (€). If you are in
multiple-record layout, zoom in to single-record layout.

Then press the (@) key and (iJto move the cursor past the last record.
Enter (¥) when Quick File asks you if you want to enter new records. You

ey

get a blank record. Enter the new records, and press toreturnto
REVIEWADD/CHANGE after you finish.

Arranging (Sorting) Records

Now you're ready to put Haskins's record where it belongs.

1. Look at the HELP display
yet another time. Find out
which keys you need to ar-
range, or sort, records.

2. Putthe cursor on any entry
in the Last Name category.

3. Press the (@) key and type (A).

By now you can probably guess:
“A’ is for Arrange.

This informs Quick File that ar-
ranging should be done by last
name.
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Quick File presents a display of information and options about the
record arranging you are going to do:

4. Enter(1)and press You probably want your business
(RETURN). cards arranged alphabetically.

Now check Sue’s Business Cards:

Presto! Haskins’s record is where
it belongs.

Arranging (Sorting) Records




e Saving Changes

Figure 3-1

Look at the following illustration of how Quick File saves information.
See how a permanent file comes into your Apple lle from the Quick
File disk and how a file you have made changes to is saved perma-
nently on the Quick File disk.

File is Read from Diskand  Information in the File Changed File is Stored
Displayed on Screen. is Changed. on Disk.

Sometimes when you work with a file, you don’t change any informa-
tion in the file. That's what you did in Chapter 2.

But in Chapter 3 you have changed information in Sue’s Business
Cards. These changes are still temporary because you haven’t
saved them in the file on the Quick File sample files disk.

To make the changes permanent, that is, to save the changes, follow
these steps.

1. Press (ESCAPE), Quick File presents the FILE
MENU.

The FILE MENU shows all the options you can choose from to con-
tinue work with Sue’s Business Cards.
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The SAVE FILE options

You could save the changes by choosing option 3, but since you are
leaving Quick File and thus want to go to the MAIN MENU, you'll use
option 6.

2. Enter(s)Jand press Quick File stops you by showing

(RETURN). you the SAVE FILE MENU be-
fore it lets you leave Sue’s Busi-
ness Cards.

Quick File asks you for detailed information about how it should save
this file:

As the screen shows, you can choose from five options. You can

1. Save the new file on the Quick File disk, right on top of the old copy
of the file. Use this option if you won't need the old copy of the file.

2. Continue to work with the file. Choose this option if you hadn’t in-
tended to choose the save option in the first place.

3. Throw out all the changes. That means the changes you made will
not be permanent. The next time you look at Sue’s Business
Cards, it will look as it did originally.

When you choose 3, Quick File asks you to confirm your choice by
entering Y inresponse to a warning message about erasing
changes. That's a precautionary measure.

4. Save the changed file on the Quick File disk and save a copy of the
old file. Use this option if you need copies of old files.

Quick File can save up to nine old versions of your file. It adds the
prefix OLD-1 through OLD-9 to the original file name. If you saved
the old version of Sue’s Business Cards as well as the new, you
would have Sue's Business Cards and OLD-1 Sue’s Business

Cards.

Saving Changes




5. Save the file on an alternate disk. When you try to save a file and
the disk is full, a message appearstellingyou, There isn’t
enousgh room on the disk, Use Option 3
or 3. Ifyouwanttosave theinformation rather than throw it
out, use option 5.

3. Type(1Jand press RETURN).  Choose the first option: write the
new file right on top of the old file.

Quick File asks you to enter the
date you wantlisted on the FILE
CATALOG for this file. The date
that appears automatically next
to the prompt is the last date any
file was saved.

4. Enter today’s date and Use a date in this format:
press (RETURN). 1/15/84

Quick File makes it easy for you
to use dates and times, as the
gray box at the end of this sec-
tion explains.

If you didn’t make a copy of the
data disk earlier, you will receive
a message that says the file can-
not be saved because the disk is
write-protected.

Space Remaining on Your Data Disk: Quick File displays the message
SAUING THE FILE whileitissavingthe file.

As you save files to the data disk, less room is available for new files.
Quick File compacts your data files on the disk automatically if space be-
comes a problem. This process may take as long as two or three minutes
if your disk is very full. While Quick File is compacting the disk, the follow-
ing message is displayed:

Ouick File is now compacting the files on
the data diskK. “Get a File" to continue
using the current file,
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After your file is saved, Quick File tells you the amount of space remaining
on your data disk. |f one or more files on your data disk are larger than the
free space remaining on the disk, Quick File prints the message:

At least one of the files on the disk is
larder than the remainindg space., You should
moue at least the lardest file to a differ-
ent disk. The largest files ares

(followed by a list of the three largest files and the percentage of the disk
they occupy). Use option 5 from the SAVE FILE MENU to move the larg-
est file to another disk.

After Quick File has saved your file, it returns to the MAIN MENU.

Note that you can also save changes you have made by choosing op-
tion 3 on the FILE MENU. If you don’t choose this option, and you try
to get another file or to leave Quick File, Quick File automatically
shows you the SAVE FILE MENU to ask you if you want to save the
file you're working on. Quick File always asks you about saving
changes before it lets you lose them.

After saving your changes, you can leave Quick File.

5. Enter(7Jand press (RETURN).  You could choose to get another
file, if you wanted, or any of the
other options available on the
MAIN MENU.

Moving On: You have now mastered the most basic Quick File features.
At this point you can either go on to Chapter 4 and continue with the tuto-
rial, or, if you'd rather venture out on your own, you can skip to Chapter 9.
There you'll learn how to create your own Quick File files. Then you can
move to Chapter 10 where you'll get an overview of all the Quick File
menus and options.

Entries that Include Dates and Times: Whenever you enter a date for sav-
ing a file or whenever a category name contains "date”, as in “Date”, “Ex-
piration Date”, or “Date of Hire”, Quick File converts the dates you enter to
a common format. That s, all dates appear as three-letter months, two-
digit days, and two-digit years. Examples are APR 4 83 and SEP 14 83.
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Converting dates to this common format enables Quick File to arrange the
records in a file by date when you use the Arrange feature. Note that all
the entries shown below appear in the order they would have after being
arranged (sorted).

When you enter any of the Quick File converts it to:
following:

May 3 MAY 3

5.3.71 MaY 3 71

383 MAR 83

7April83 APR 7 83

May 1983 HMAY 83

May 7, 1983 MAY 7 83

5-10-83 MAY 140 B3

5/12/83 MAY 12 83

June 1983 JUN 83

When you don’t enter the day, month, or year, the computer automatically
considers the entry as &0, and leaves the entry blank on the screen.

That's why if you were to order records by date using the Arrange feature,
MAR 83 wouldfollow MAY 3.Tothe computertheyare MAY 3

00 and MAR 0O B3,

The following won't be converted:
42783

42783

27483

AP

Whenever a category name contains “time”, as in “Time”, or “StartTime”,
or “TIME", Quick File converts the times you enter to a common format.
This allows you to arrange the records in a file by time.

Because Quick File is attuned to the business day, it assumes all times
you enter to be within the business day without your having to enter the
a.m. orthe p.m.

When you enter: Quick File converts it to:
700 7:00 AM
1200 12:00 PHM
7 7:00 AM
12 12:00 PH
3 3:00 PH
659 E:58 PHM
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To enteratzme am:a nothave ;t be “(:onsgiered part efﬁe busmesséaag you

shouldenteran a ora P,
When you enter:

659a

Qulck File converts it to
7200 P
12 0o QN
3 00 AH

Quick File converts military time to regular time. For example, when you

enter 1300, Quick File converts It to 1 00 PH When you enter

0001, Quick File converts it 12

lﬁm

Summary
Changing an entry

Finding records in a file

Inserting or adding a record

Arranging or sorting records

Saving changes

Summary

Put the cursor at the beginning of
the entry to be changed

Enter the new information over
the old and press

©F

Enter search information
@O

Enter new information

Put cursor on category to be
arranged

O®

Choose how you want informa-
tion arranged

Voluntary by choosing option 3
of the FILE MENU

Forced if you attempt to return to
MAIN MENU without saving
previously







Chapter 4

Advanced Basics: Record
Layouts

Each Quick File file has two record layouts: the multiple-record lay-
out and the single-record layout. You have seen these two layouts
in previous chapters.

These record layouts determine how information is arranged on the
screen. They are set up automatically by Quick File when you create
afile. But what if you have a preference about how the information is
arranged on the screen?

Quick File lets you change both multiple-record and single-record
layouts so that they show information in a way that is meaningful to
you. This chapter tells you how to change the record layouts. It uses
Sue’s Business Cards for illustration.

In Chapter 4 you find out how to

® Change the multiple-record layout
e Change the single-record layout

The chapter also contains a reminder about saving changes and a
summary.

Changing the Multiple-Record Layout

In this section you learn how to make changes to the multiple-record
layout for Sue’s Business Cards so that you can see the information
exactly the way you want to see it. First you have to get Sue’s Busi-
ness Cards again.

1. Start up Quick File and get
the FILE CATALOG.

Changing the Multiple-Record Layout




Displaying the multiple-record layout
change display

The activities you can perform are listed
here.

Several records in the current record
layout are here.

Viewing hidden categories

2. Enter(1Jto get Sue’s
Business Cards again.

3. Use REVIEWADD/CHANGE

HELP information to find out
which keys you need to
change the record layout.

4. Press the [ key and
type (0.

Does this screen look familiar?

“L” stands for Layout, of course.

Quick File presents the multiple-record CHANGE RECORD LAYOUT
display. Look at it carefully:

5. Press(>)a number of times.

MORE means that there are more
categories that don't show on the screen.
Do you remember the categories you saw
when you zoomed in to single-record
layout? These are the categories MORE
RA refersto.

Move the cursor to the right, from
column to column.

You'll soon see that the cate-
gories you couldn’t see appear
on the right, while the categories
on the left move off the screen on
the left.
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Cursor moved all the way to the right.

File: Sue’s Business Cards

CHANGE RECORD LAYOUT

Escape: Review/Add/Chande

Moue cursor .

_ Switch catedory Posxtmns .
 Change ¢ width

Delete thi

Insert a3 prev, deleted

catedory

394 9‘ ' ,
283’7 Del Rey Sunnvuale, C

Use options shown above to chande lavout

You know when you're at the far right end of the record when the word
MARGIN appears vertically on the right.

6. Press(<Juntil the cursoris
on the Last Name category
again.

You have moved the cursor from
category to category across the
top of the whole file.

Changing the Length of a Category
Suppose you decide the Last Name category is too short, and the

First Name category is too long.

1. Make sure the cursorison
the Last Name category.

2. Press the (@ key and type
two times.

3. Type(=Jonce to put the
cursor on the First Name
category.

4. Press the (@ key and (<) two
times.

Changing the Multiple-Record Layout

Each time you type =) the Last
Name category expands by one
character.

Each time you type (<) the First
Name category decreases by
one character.



The cursor is on the category you want to

Now the record layout looks like this:

File:

Sue’s Business Cards

CHANGE RECORD LAYOUT Escare: Review/Add/Chande

==s=== EE TSRS C S ECZEZEESSSSCSSSSZISSSSSSESSSSSSSSSSSESE
Move cursor
Switch catedory Positiens
Change column width
Delete this catedgory
Insert a erev. deleted cat.
Last Name First Name Off. Phone Comeany Title
Aaron - Julie 408-194-3652 Bluhman Fullers Smit Assoclate
AtKins Bill 408-104-0094 Edwards) Ferriss Aloy Partner
Bowson lLoretta _ 415-555-2345 San Mateo Co, Atty 'V‘Proseoutﬁr -

Moving a Category

Suppose you decide you want to see the Misc. category on the multi-
ple-record layout. You want to put it where the Off. Phone category is
now. You have two choices:

® You can delete the column in its original location and insert it
where you want it, which is the procedure described below. Or

® You can use the (@) key and the < key to move the Misc. category
several categories to the left. This procedure is described in Chap-
ter 5.

1. Type (=) until the cursor is
on the Misc. category

The cursor must be on the left
side of the category you are
deleting.

"HANGE RECORD LAYOUT Escare: Review/Add/Chanse

psseszzczzzz

L a-3 bp .

> DA L Switch catesory Posltlons

--> DA <-- Chande column width
0A-D Delete this catesory
0A-1 Insert a prev., deleted cat,

delete.

Associate
Partner
Prosecutor

: = 5
CA 408-193-4956 Personal InJurr Srecia R
GQdE Saratod San Jose, CA Workers’ Comp, G
2837 Del Rey Sunnvvales C Raises llasa apsos 1

N
fmmm MO P B e e e

Use options shown above to chande lavout
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Deleting a category 2. Pressthe (@ key and Delete the category.

type(©. Don’t worry, though. Quick File
saves the column for you and
can put it back whenever you
want it.

3. Type(Juntil the cursoris You want to insert the Misc. cate-

on the Off. Phone category. gory to the left of Off. Phone, so
that the Misc. category will show
on the multiple- record layout.

Reinserting a category 4. Press the () key and Quick File presents your choice
type(1). of previously deleted categories

toinsert.

The screen that shows you which previously deleted categories you
can insert looks like this:

The category you just deleted. ———1.

If you had deleted other categories, they would all be listed here.

5. Enter(1)and press You just instructed Quick File as
(RETURN), follows:

“Insert the Misc. category just to
the left of the Off. Phone
category.”

Changing the Multiple-Record Layout H



When you type (1), the Misc. category is inserted, and the layout looks
like this:

Misc. category inserted to the left of Off.
Phone category.

6. Type (< until it stops. Move the cursor all the way to the
left, to the Last Name category.

Now look at the layout. It looks like this:

You might decide the following after looking at this layout:

® You want to see more information in the Misc. category.

® You can shorten the Last Name and First Name catagories. If you
do, you can lengthen the Misc. category.

7. Putthe cursoron Last Shorten the Last Name category.
Name. Press the (&) key and
type (D four times.
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8. Putthe cursor on First Shorten the First Name category.
Name. Press the () key and
type(<Jtwo times.

9. Putthe cursor on Misc. Lengthen the Misc. category.
Press the () key and type
six times.

The resulting layout looks like this:

More of the Misc. category shows now.

When you save the file, Quick File also saves your new layout. You
can change it every time you work with it, depending on your needs,
or you may never change it again.

Any categories you delete from the layout remain in the file, as Misc.
did, although you don’t see them. You can reinsert them at any time.

10. Press (ESCAPE),

Specifying Cursor Direction

Now Quick File asks which way you want the cursor to go when you
press RETURN during REVIEW/ADD/CHANGE. If you recall, the
cursor has moved from entry to entry in one category in REVIEW/
ADD/CHANGE so far. You may change it to move from left to right if
you want.

1. Enter(1)and press (RETURN).  Go back to REVIEW/ADD/
CHANGE.

Changing the Multiple-Record Layout




Quick File displays Sue’s Business Cards in multiple-record layout,
and you can see the results of the changes you made to the layout:

I Changing the Single-Record Layout

Quick File lets you change the single-record layout, too, as you did
the multiple-record layout.

You will probably use single-record layout most when you are insert-
ing records. It's handy to be able to customize the layout to make it
easy to enter information.

Start from where you left off in the last section, in REVIEW/ADD/
CHANGE multiple-record layout.

1. Putthe cursor on the first Any entry will do. You want to
character of an entry in Julie zoom in on her record.
Aaron’s record.

2. Press the (@ key and There’s Ms. Aaron’s record
type (2. again, in single-record layout.
3. Press the @ key and You are going to change the
type (L. single-record layout.
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Viewing the single-record change layout
display

Here’s what you can do now.

You get the display that allows you to change the record layout for
single records.

If you want, you can practice a little:

4. Press several times. The cursor moves to the cate-
gory name on the next line down
each time you press (RETURN),

5. Use the four arrow keys to
move the cursor, too.

Now you can design a new single-record layout for Sue’s Business
Cards. In this example you change the order of entry so that you
enter First Name and then Last Name.

Here’s the way the screen will look after you make the changes:

Changing the Single-Record Layout




Moving a Category

1. Putthecursoronthe L
in Last Name.

2. Pressthe(@key and type
several times.

3. Keepmoving Last
Name untilitisaboutfive
spaces to the right of
Julie.

4. Use the arrow keys to put
the cursoronthe F in
First Name.

5. Press the () key and type
once.

6. Usethe (> key to move the
cursortothe L in Last
Name.

7. Press the(@ key and type
once.

8. Press the(@ key and type
until the Last Name category
reaches the left margin of the
screen.

Now the layout looks like this:

Relocated names.

The cursor must be on the first
letter of the name of the category
you are moving.

The Last Name category moves
to the right each time you type =),

The First Name category moves
up one line.

The Last Name category moves
down one line.
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Are you satisfied with this layout? If not, you may want to make more
changes.

Or you can leave the layout as is and go back to REVIEW/ADD/CHANGE.
9. Press (ESCAPE).

Specifying Cursor Direction

Now you must specify cursor direction for single-record layout. This
is important when you are inserting information in new records. You
must choose to have the cursor move in one of two ways:

o From left to right and top to bottom, or
@ Inthe order in which you originally defined categories.

To specify cursor direction, you must respond to the following ques-
tion, which appears at the bottom of the screen:

Is above cursor direction OK? (Y/N)

The current cursor direction is specified at the top of the screen.
Either

Cursor direction is left to ridht: top
to bottom.

or

Cursor direction is order in which vou
defined catedories.

1. Press(YJor(¥), and then Quick File takes you to the single

(RETURN), record layout for Julie Aaron.

2. Press (ESCAPE). Quick File takes you to the FILE
MENU.

Saving Changes: A Reminder

The changes you have made to the multiple-record and the single-
record layouts are changes to the file of Sue’s Business Cards. Thus,
if you want to make these changes permanent, you must save the file
permanently before you leave Quick File or get another file.

Leave Quick File now. Recall that you are at the FILE MENU.

1. Type(¢)and to Or press (ESCAPE).
return to the MAIN MENU.

Before returning you to the MAIN
MENU, Quick File presents the
options on saving that you have

seen before.

Saving Changes: A Reminder




2. Enter(1)and press
to indicate you want to save
the changes you have made.

3. Entertoday’s date and
press (RETURN),

Now you can leave Quick File.

Summary

Now Quick File asks you for the
current date. You can confirm the
date that appears on the screen
by pressing (RETURN), or enter to-
day’s date.

You don't have to enter today’s
date: you can enter any date.
Usually you want to enter today’s
date, though.

Quick File saves the new file with
its changes, and tells you how
full the disk is.

Change record layout: (&) (] from single- and multiple-record layout

Change multiple-record layout:
Move cursor
Change category width

Delete current category

Insert a previously deleted
category

Change single-record layout:
Move cursor

Move category location

Put the cursor on the category
whose width you want to change

Band=or©

Put the cursor on the category
you want to delete

@and (@)

Put the cursor on the category to
the right of where you want the
inserted category to appear

@and(

Put the cursor on the categoryto
be moved

@G and
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A report s a printed version of some or
all of the information in a Quick File file.

A report format specifies what infor-
mation to include in a report and how the
mformation should be laid out on the page.

Chapter5

Creating a Simple Report

By now you know how to move the cursor through a Quick File file,
how to change information in the file, and how to change record lay-
outs. Now you will learn how to create a simple report, which is usu-
ally a printed version of information from your file. You print reports
whenever you want a permanent copy of information, although you
can display the report on your Apple lle screen, too.

To create a report, you must specify a report format. A report format
consists of instructions to Quick File about what to include in the re-
port: which categories, for example, or which records. And it tells
Quick File how the report should look: what information should go
where and how it should be printed.

Quick File lets you design report formats that use all the information
in the file; or you can use only the information that suits your needs at
any time. You can use a report format only once, or you can saveit
and use it whenever you want.

This chapter explains some of the basics of reporting. It tells how to
® Choose areport style: labels style or tables style

e Create aformat for your report

® Printthe report

e Save the format of your report

The chapter also contains a summary.

You'll be working with the personnel files for the Pasta Company in
this chapter.

Creating a Simple Report




A tables-style report presents
information in rows and columns.

A labels-style report presents
information in multiple lines.

Choosing a Report Style

You choose a report style—tables style or labels style—according to
the kind of information you want to report and how you want it to look.
Atables-style report looks like records in multiple-record format, and
alabels-style report looks like records in single-record format.

Atables-style report shows information in rows and columns, and
only one record can appear on one line. And a tables-style report al-
lows you to subtotal and total categories and calculate a new cate-
gory based on information in the categories you already have. Basic
accounting reports can use tables-style report formats, for example,
because records appear in rows and columns.

Here is a tables-style report in which the authors, titles, and publish-
ers of books appear in rows and columns.

Alabels-style report shows information in vertical format, that is, with
categories belonging to each record arranged in multiple-line format.
Atypical example of a labels-style report is, of course, labels for en-
velopes. A recipe report formatted for index cards is another
example.

Here is the book file formatted in a labels-style report. To the basic in-
formation about the book is added another category from the file: a
summary of the plot.
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Notice how all the information about one book is printed in several
lines, and then all the information about the next book. This is typical
of how labels-style reports are formatted. They are ideal when your
records have a lot of text information.

The report in this chapter is a rows and columns type of report, so a
tables-style report format is the better choice.

I Before Reporting: Look at the File

You should be familiar with a file before you create a report format for
it. Take a look at the Pasta Personnel file before you continue.

1. Start up Quick File and get
the FILE CATALOG.

2. Enter(3)to get Pasta
Personnel and press (RETURN).

Before Reporting: Look at the File




Look at the file in multiple-record layout. This record layout shows last
name, first name, department, date of hire, salary, sex, ethnic back-
ground, and street address. If you have a 40-column display, less in-
formation is shown.

Pasta Personnel in multiple-record layout

3. Zoom inon the first record.

Now you see more information, including city/state/zip, emergency
information, accumulated hours of vacation and sick time, and home
phone.

Take a few minutes to browse through the file.

Pasta Personnel in single-record layout
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I Creating the Report Format

Now that you've looked at the Pasta Personnel file, you're ready to
create a report. This section tells you how to make your way to Quick
File’s reporting feature. Then it describes how to tell Quick File what
to print and how to print it.

1. Press (ESCAPE), Quick File presents the FILE
MENU.

2. Enter(2)and press RETURN).  Indicate to Quick File that you
want to create a report now.

Now Quick File presents the REPORT MENU, which you haven't
seen before.

REPORT MENU with reporting options

Now you could get or erase a report format if you had one. Instead
you want to create a new report format. Choose to print a tables-style
report this time.

3. Enter(2)and press (RETuRN).  Look at the bottom of the new
display. Quick File is asking for a
report name.

Creating the Report Format




File name

4. Enter Personnel The report name can be up to 20
FRerport andpress(RETURN).  characters long.

Now Quick File presents the REPORT FORMAT display:

Report name

Category headings

Several sample records from the file

A complete explanation of each report
format option is included in Chapter 10.

Notice that at the bottom of the screenitsays Use ortions
shown on Help screen.Press(@(?)togetthisscreen, and
study it. All the options for creating and printing reports are listed
here. Notice that many of the options are the same as the ones you
saw in changing a record layout.

Some of the options are unique to reporting, however. You will be
practicing with most of them in this chapter and in the next several
chapters.

Look at the category headings at the bottom of the screen. Notice
that under each heading is a dashed line with a letter of the alphabet:
LastNameis A,andsoon. A refers to the left-most category, B
the second, and so on. You use these letters when you calculate a
new category in Quick File reports, described in Chapter 7.

Also, MORE shows at the right side of the screen just as it did
when you were changing the record layout in multiple-record format.

5. Type(>) 14 times slowly Move the cursor past the right-
or hold it down for more rapid most column, Home Phone. The
cursor movement. cursorstopsat LEN181.

LEN181 meansthatif you were to print exactly what you see in
this report format, each print line would be 181 characters long. This
number changes as you change the report format. You must set the
CHAR PRINT (characters to print) printing option at least this
wide. Printing options are discussed later in this chapter.
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6. Press(<until the cursor

is on the Last Name field

again.

You have seen all the categories in the file. Now look at your goal, the
finished product. The finished product is the report you are going to

create.

The Finished Product

Here’s what your report will look like when it’s finished.

File:

Pasta Personnel

Report: Personnel Report

Dept Last Name

First Name

Street Address

City/State/Zip

Page 1
Aug 1 82
Home Phone

01 Doonesbury
01 Holston

01 Johnson

02 Koller

02 Marquez

02 Russell

03 Holland
03 Lindsey
03 Lippa

03 Mae

03 Monaghan
04  Kimbrue
04 Kissinger
04  McVey

04 Mulligan
05 Cornpone

Michael
Jack T.
Joel
Vernon E.
Nola
Johann
Elmer
Martha
Blaise
Daisy

B. E.
Eugene
Hank
Randee
Patrice
Jubilation

4738 Electra Blvd.
1086 Clyde

137 S. Sunset

8011 E. Girard
2150 Coolidge Dr.
3813 Gleason Ave.
1569 Garvey Pl.
5473 Cribari

1335 Dry Creek Rd.
12624 Titus Way
92 Atlas Ave.

82 Flintwell Way
1777 Shalen Ct.
2569 Trimble Rd.
4758 Malpas Dr.
202 Calvert Dr.

Denver, COLO 80110
Denver, COLO 80221
Littleton, COLO 80
Engleton, COLO 801
Denver, COLO 83746
Denver, COLO 80129
Denver, COLO 80220
Denver, COLO 82726
Denver, COLO 80221
Dogpatch

Denver, COLO 82929
Engleton, COLO 801
Denver, COLO 80382
Denver, COLO 82938
Denver, COLO 82736
Denver, COLO 83028

303-555-384
303-555-394
303-555-576
303-555-293
303-187-392
303-161-937
303-147-192
303-161-495
303-555-291

303-181-675
303-187-291
303-555-687
303-178-392
303-187-322
303-174-293

As you can see from the illustration, the report you are going to create
is going to show the following categories, in this order: Department,
Last Name, First Name, Street Address, City/State/Zip, and Home

Phone.

Before you can print this report, you need to tell Quick File which cat-
egories in the file to include in the report, which categories to delete,

and which categories to switch around. Then you say how to arrange
the information.
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Cursor is on Home Phone.

Deleting Categories

First, delete the categories that are not needed in the report.

1. Move the cursor to cate-
gory D, HireDate.

2. Press the (@) key and type (0.

3. Press the (@ key and type (D).

4. Press (-)twice to move the
cursor past Street Address
and City/State/Zip.

5. Now delete Emergency
Contact, Emergency Phone,
AccumHrsSick, and Accum-
HrsVaca, using (&) (0).

Now the display looks like this:

This is the first category you
should delete.

HireDate disappears and the

“cursor rests on Salary.

Just as when you are changing a
record layout, Quick File saves
the column for you and you can
put it back using @)(1J if you
should decide you want it.

Salary disappears and the
cursor rests on Sex.

Delete the next two categories
until the cursor rests on Street
Address.

You want these two categories to
appear on the report, so don't
delete them.
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Cursor is on Dept.

Switching Categories

The information you want is displayed, and the information you don’t
want is deleted. But the information isn't in the right order.

Recall that you want to show Dept as the left-most category. You have
these choices:

® You can delete Dept from where it is and then insert it at the left.

® You can switch category positions, causing Dept to appear on the
left.

You practiced with the first option in the previous chapter, so choose
the second option this time.

1. Move the cursor to Dept. The cursor should always be on
the left side of the category you
are switching.

2. Press the (@) key and type That set of keys switches Dept.

(<). (You don’t have to with the category to its left, First

press (SHIFT).) Name.

3. Press the (@ key and type That set of keys again switches

again. Dept. with the category to its left,
Last Name.

The @ key and (=) (again, no
SHIFT required) switch the col-
umn the cursor is on with the one
onits right.

The report format you just created looks like this:
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To show the appropriate information, you should probably shorten the
Dept category and lengthen the Street Address and City/State/Zip
categories. You know how to do it: use the (&) key and (<Jto shorten
Dept. by eight places. Then move the cursor to Street Address, and
use the (@) key and (=) to lengthen Street Address by six places. Then
lengthen City/State/Zip by five places.

Now the report format looks like this:

Arranging on more than one category

Arranging Information

Now tell Quick File how to arrange the information. You want to
arrange names by department, and alphabetically within each
department.

1. Putthe cursoron Last
Name.

2. Pressthe (@ key andtype(A). Indicate that Quick File should
arrange first by last name.

3. Enter(1Jand press (RETURN).  Last names should be arranged
fromAto Z.

4. Putthe cursor on Dept.

5. Pressthe(@ key andtype(A). Indicate that Quick File should
arrange second by department.

6. Enter(3)and press (RETurn).  Departments should be ar-
ranged numerically from 0
through 9.
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Chapter 10 includes an explanation of
printer options.

When you are arranging with more than one category, start by ar-
ranging with the most specific category and then move to the more
and then the most general category. In this case, Dept is the most
general category because each department includes a number of
last names, while Last Name is the most specific category because
each last name includes only itself.

You have told Quick File what information should go on the report and
how it should be arranged. Now you must give instructions as to how
it should be placed on the page.

Printing the Personnel Report

When you print a report, you must specify printer options and then
print, first designating the printing device where the report should go.

This section tells how to print a report. It assumes you are using a
Silentype printer. If you're not, you should read the section on printer
options in Chapter 10 to learn how to set the printer options for your
printer.

Specifying Printer Options
1. Pressthe (@ keyandtype(0). “O” stands for Options.

Quick File presents the display that gives you the printing options:

File: Pasta Personnel PRINTER DPTIONS Escare: Repart Format
Report: Personnel Repart .

m=--c--ccoxmsmEesssscccccomocsmessacoceccoRzszzooc=soc-cozzassazszsooocezooazzzEssas

1. Left margin O S Top mardin !
2, Char pPrint 80 By Print lines 4
3. Rt. mardin 0 7+ Bot. mardin

4, Printer size BO 8. Page lendth 6

4
i)
8
6
9. Send special codes to printer N

= 10, Line feed needed by printer Y
- 11, Print dash when an entry is blank N
112, Stop at the end of each pade X
13+ Print report header at toep of pade Y
i4. Printer acceprts form-feed commands Y
15, Single, Double or Trirle spacing §

Tvpe selection and press Return, ¥
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How to change printer options

Quick File uses the standard values if you don'’t enter other values.

The printer options numbered 1-4 relate to how the report is placed
horizontally on the page:

Left margin + charactersto print + right margin = printer size.

Quick File takes the specifications you enter and adjusts the others
accordingly. For example, if you change left margin width to 5 and
right margin width to 5, then Quick File changes characters to print to
70. If you change left margin width to 5 and characters to print to 60,
then Quick File automatically changes right margin width to 15.

The printer options numbered 5-8 relate to how the report is placed
vertically on the page. A similar equation is true for this group::

Lines in top margin + lines to print + lines in bottom margin =
length of page in print lines.

Again, Quick File takes the specifications you enter and adjusts the
others accordingly. If you change lines in top margin to 10, Quick File
changes lines to print to 50. If you change lines in top margin to 10
and lines in bottom margin to 10, Quick File changes lines to print to
46.

Leave the printer options at their standard values for the first run of
this report. You can see how the first report looks printed, and then
change the values if you want.

When you do change printer options 1-8 or 15, follow this procedure:

e Enter the number of the category whose value you want to
change.

o Enter the new value.

To change printer options 9-14, simply enter the number of the option.
Quick File immediately changes the given value to its opposite.

2. Press (EsCAPE), The printer options are set for
this report.

Now you can print it.
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Printing

1. Press the (@ key and type (P).

2. Enter the number of the
kind of device where you want
the report printed, in this case
(2). Then press (RETURN),

3. Entertoday’s date and
press (RETURN),

Indicate that you want to print the
report.

You have to tell Quick File where
to print the report. Quick File tells
you what you can do while the re-
port is printing:

You can press the space bar to
interrupt printing and again to
beginit.

You can press to stop
printing.

Quick File also asks you for are-
port date: it displays the last date
areport was printed. You can
choose this date, if you want, by
simply pressing (RETURN),

The date goes on the title block
of the report, which is the report
header.

If you send the report to the screen, you can press the space bar to
continue printing when the report stops between report pages. If your
report is wider than 80 columns, you will see only the 80 columns that
were displayed on the screen when you began printing. All columns
will be printed if you send the report to a printer.

When you are finished with the report, Quick File presents the
REPORT FORMAT display. You can make changes to the report for-
mat if you don't like it.

Now you should leave the reporting feature for Pasta Personnel:
4. Press (ESCAPE), Quick File presents the REPORT

MENU.

5. Enter(7)and press (RETURN).  Or press (ESCAPE).
Quick File presents the FILE
MENU.

6. Enter(¢)and press (RETURN).  Or press (ESCAPE).

Quick File presents the options
on saving that you have seen

before.
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N Saving the Format

Quick File considers the report format you created for Pasta Person-
nel to be a change to the Pasta Personnel file. You must, therefore,
save the file permanently on the Quick File data disk in order to save

the report format permanently.
1. Enter(1) and press (RETURN).

2. Entertoday’s date and
press (RETURN).

3. Enter(7) and press (RETURN),

This option saves the new Pasta
Personnel file, with its new report
format, right on top of the old
one.

Quick File tells you how full the
disk is, and after you press the
space bar presents the MAIN
MENU.

You have formatted and printed your first Quick File report and saved
the report format you created. Congratulations!

Summary
Tables-style report

Labels-style report

A report in columns and rows,
one line per record

Areportin multiple lines per
record

Reporting Options for Tables-Style Reports

Deleting columns

Switching columns

Arranging information

Setting printer options
Printing the report

Put cursor on column to be
deleted

@0

Put cursor on column to be
switched

@andFor=

Put cursor on column you want
records arranged by

@0
@FE
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Chapter 6 .

Changing a Report Format

Quick File lets you change a report format after you have created and
saved it. This chapter tells how to change a report format to include
only certain records from your file. You will change the Personnel Re-
port format you created in the previous chapter.

Specifically, this chapter tells how to

e Getthe format you want to change

e Change the format using special record selection rules
e Discard special record selection rules

e Save the new format

It also includes a summary.

Getting the Format
To get the format you want to change, follow these steps:

1. Start up Quick File and get
the FILE CATALOG.

2. Enter(3)to getthe Pasta Per-
sonnel file, and press (RETURN),

3. Press (ESCAPE). Quick File presents the FILE
MENU.

4. Enter(2)and press (RETURN),

Quick File presents the REPORT CATALOG. When you indicate you
want to do reporting and you already have one or more report for-
mats for that file, Quick File always presents the REPORT CATALOG.

Getting the Format



The REPORT CATALOG displays the
names of existing report formats and also
presents options for creating new
formats.

Existing report formats

Record selection rules tell Quick File
which records to print.

There you see the report formats you have already created, as well
as the options you have for creating new report formats.

File: Pasta Personnel REPﬁRT CATALDG ’ Escape: Report Menu
Report: Personnel Report - i L L .

Eomcesssoocoscoeconassoonosonsao s

Current report formats:

1, Personnel Rerort

Tvee selection and press Return. #

5. Enter(1)and press (RETURN).  You want to change the format
for the Personnel Report.

Quick File presents the REPORT FORMAT display. You can change
any of the specifications you gave the format originally or add new
ones. In this example, you are going to change the report format by
changing the record selection rules.

Changing the Format
by Using Record Selection Rules

Quick File’s record selection rules let you set up conditions that only
certain records in the file meet. Then Quick File prints information
from those records only.

The record selection rule currently on the REPORT FORMAT display
(Selection: All Records) tellsQuickFiletoprintall
records, as it did in the Pasta Personnel Report you created.

REVIEWADD/CHANGE lets you specify record selection rules, too.
Whatever rules are in effect when you leave REVIEW/ADD/CHANGE
are also in effect when you choose to create a new report format. You
can change these rules, though, whenever you want.

Chapter 6: Changing a Report Format



Pasta Personnel categories

Changing the Format by Using Record Selection Rules

You are going to see how to change the record selection rules for the
Pasta Personnel Report three times, to create three different reports:

® The first report will include information about only those employ-
ees who are male.

® The second report will include information about only those em-
ployees who have been with Pasta more than five years.

® The third report will include information about only those employ-
ees who have been with Pasta more than five years and who have
accumulated more than 40 hours of vacation time.

Report1

This section explains how to create a report that includes only the
records of male personnel.

1. Pressthe(@key and type(R. “R”stands for Record selection.

Now Quick File presents a display with all the names of the cate-
gories for the Pasta Personnel file:

File: Pasta Personnel SELECT RECORDS
Report: Personnel Report —
Selection:

Last Name
2. First Name

11+ Emerdency Phone
12, AccumHrsSick

13. AccumHrsVacation
Home Phone

2. Enter(¢)and press (RETuRN).  Watch the record selection rules
at the top of the screen.

Sex
3. Enter(1Jand press RETURN).  Sex equals
4. Enter (M and press (RETURN).  You could also enter (m),




Now the entire rule for reporting all male personnel is at the top of the
screen. Itlooks like this:

Record selection rule

You could go on to specify other things about these male personnel,
using the choices of and, or, or through. This record selection rule,
however, is finished.

5. Press (ESCAPE). Quick File returns you to
REPORT FORMAT.

Now you can finish by selecting printer options if you want other than
standard values, and printing the report.

By adding this record selection rule to the Pasta Personnel Report,
you get a report on only male personnel:

File: Pasta Personnel Page 1
Report: Personnel Report Aug 1 82
Selection: Sex equals M

Dept Last Name First Name Street Address City/State/Zip Home Phone
01 Doonesbury Michael 4738 Electra Blvd. Denver, COLO 80110 303-555-384
01 Holston Jack T. 1086 Clyde Denver, COLO 80221 303-555-394
01 Johnson Joel 137 S. Sunset Littleton, COLO 80 303-555-576
02 Koller Vernon E. 8011 E. Girard Engleton, COLO 801 303-555-293
02  Russell Johann 3813 Gleason Ave. Denver, COLO 80129 303-161-937
03 Holland Elmer 1569 Garvey P1. Denver, COLO 80220 303-147-192
03 Lippa Blaise 1335 Dry Creek Rd. Denver, COLO 80221 303-555-291
04 Kimbrue Eugene 82 Flintwell Way Engleton, COLO 801 303-187-291
04 Kissinger Hank 1777 Shalen Ct. Denver, COLO 80382 303-555-687
05 Cornpone Jubilation 202 Calvert Dr. Denver, COLO 83028 303-174-293
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Formulating Record Selection Rules: To formulate record selection rules
follow these steps:

e Choose a category from one of those listed. These are all the cate-
gories in the file, whether they are included in the report format or not.
Thus, you can formulate a condition based on a category thatisn'tina
report.

® Choose a comparison:

For dates, you can choose equals, after, before, contains, is blank, or is
not blank.

For other information, you can choose equals, greater than, less than,
not equal to, is blank, is not blank, contains, begins with, ends with,
does not contain, does not begin with, or does not end with.

e Enter a value that each entry in the category should be compared with.

You can connect as many as three of these single record selection rules
together using either and, or, or through. (You cannot use both and and or
in one record selection rule.) Quick File considers one, two, or three rec-
ord selection rules connected with and, or, or through to be one record
selection rule.

Report2

This section shows you how to create a report that lists only the rec-
ords of personnel who have been with Pasta for five years or more.

1. Pressthe (@ key and type(?). Quick File asks you if you want to
include all records.

2. Enter(N)and press (RETURN).  |f you weretoenter Y, you
wouldget Selection:
All Records again.

3. Enter(4)and press (RETURN).  The record selection rules
should say:

HireDate
4. Enter(3)and press RETurN). HireDate is before

5. Enter 1-1-78 and
press (RETURN),

Changing the Format by Using Record Selection Rules



Now the screen looks like this:

6. Press (EscapE),

Quick File returns you to
REPORT FORMAT.

Now you can finish the report format by changing the format and/or
the printer options, if you want.

Adding this record selection rule to the Pasta Personnel Report
produces a report that lists only personnel who were hired before

January 1, 1978.

File: Pasta Personnel
Report: Personnel Report

Selection: HireDate is before JAN 1 78

Dept Last Name First Name

Street Address

Page 1
Aug 1 82

City/State/Zip Home Phone

02 Koller Vernon E.
02 Russell Johann

03 Mae Daisy

03 Monaghan B. E.

04 Kissinger Hank

04  McVey Randee

04 Mulligan Patrice

05 Cornpone Jubilation

8011 E. Girard
3813 Gleason Ave.
12624 Titus Way
92 Atlas Ave.
1777 Shalen Ct.
2569 Trimble Rd.
4758 Malpas Dr.
202 Calvert Dr.

Chapter 6: Changing a Report Format

Engleton, COLO 801 303-555-293
Denver, COLO 80129 303-161-937
Dogpatch

Denver, COLO 82929 303-181-675
Denver, COLO 80382 303-555-687
Denver, COLO 82938 303-178-392
Denver, COLO 82736 303-187-322
Denver, COLO 83028 303-174-293



Report3

In this section you learn how to create a report that includes only the
records of personnel who have been with Pasta for five years or more

and who have accumulated more than 40 hours of vacation time.

1. Press the(@ key and type (R).

2. Enter(N and press (RETURN).  You don’t want all records.

3. Enter(4Jand press GETURN). HireDate

4. Enter(3)andpress BETURN). HireDate is before

5. Enter 1-1-78 and HireDate is before

press (RETURN), JAN 1 78

6. Enter()andpress RETurn). HireDate is before
JAN 1 78 and

7. Enter(1)3) and press HireDate is before

(RETURN), JAN 1 78 and

8. Enter(2)and presé (RETURN).

9. Enter(4)o) and press
(RETURN),

AccumHrsYacation

HireDate
JAN 1 78

is before
and

AccumHrsYacation
is dreater than

Now the record selection rule is complete:

Report: Personnel Rerort

Selecnom HireDate is before JAN 178

_and

Accuﬁﬁrsﬁ?acauon is

2. through

Tvee selection and press Retur

Changing the Format by Using Record Selection Rules



10. Press (ESCAPE),

Quick File takes you to the REPORT FORMAT screen. Now you can
specify any changes to the report format and print it, if you want.

Adding this record selection rule to the Pasta Personnel Report pro-
duces areport that lists only personnel who have been with Pasta
since January 1, 1978, and who have accumulated more than 40
hours of vacation time:

File: Pasta Personnel Page 1
Report: Personnel Report Aug 1 82
Selection: HireDate is before JAN 1 78

and AccumHrsVacation is greater than 40
Dept Last Name First Name Street Address City/State/Zip Home Phone
02 Koller Vernon E. 8011 E. Girard Engleton, COLO 801 303-555-293
03 Mae Daisy 12624 Titus Way Dogpatch
03  Monaghan B. E. 92 Atlas Ave. Denver, COLO 82929 303-181-675
04  McVey Randee 2569 Trimble Rd. Denver, COLO 82938 303-178-392
05 Cornpone Jubilation 202 Calvert Dr. Denver, COLO 83028 303-174-293

Discarding Record Selection Rules

It’s easy to discard special record selection rules and get the
Selection: All Records rulebackagain.

Follow these steps from the REPORT FORMAT screen:

1. Pressthe@keyandtype(r). Quick File presents the all/not all
records question.

2. Enter(¥)and press (RETURN),

All records will be printed now.

Chapter 6: Changing a Report Format



N Saving the New Report Format

A report format can have only one set of record selection rules. Rec-
ord selection rules are saved with the report formats they belong to.

After you change the report format and print the report, you can save
the new format. If you save the Pasta Personnel Report format now, it
will contain the last record selection rule you created.

1. Press (ESCAPE). Quick File takes you to the
REPORT MENU.

2. Press (ESCAPE). Quick File takes you to the FILE
MENU.

3. Press (ESCAPE). Since you have made changes in

the file, Quick File presents you
the options for saving the report
format. (If no changes had been
made, Quick File would have
gone to the MAIN MENU.)

4. Enter(1) and press (RETURN).

5. Enter today’s date and Quick File tells you how full your
press (RETURN), data disk is. Press the space bar
to get the MAIN MENU.

6. Enter(7) and press (RETURN),

ISR Summary

Changing record selection Press (@) (R)

nuies Enter number of category
Enter number of comparison
Enter value

Connect record selection rules
with either and, or, or through

Summary







Chapter7

Calculating in Quick File
Reports

Quick File lets you use numerical information already in a file to
calculate new information and then print it in a report. You might, for
example, multiply a total parts sold category by a price per part
category to get the total amount of a sale. Or you might divide a cost
category by a number of days category to get an average cost

per day.

This chapter provides instructions on how to calculate in a Quick File
report. It uses the sample file called June Expenses for illustration.

Specifically, the chapter tells you how to
e Create a calculated category

e Set up the report format for calculation
® Specify areportftitle

it also includes a summary.

Before Reporting: Look at the File

Before reporting, you should look at the information in the file. Look at
June Expenses before you continue.

1. Start up Quick File and get
the FILE CATALOG.

2. Enter(2)to get June Ex-
penses and press (RETURN).

Before Reporting: Look at the File




Look at the file in multiple-record layout. This record layout shows ex-
pense account number, date, city and state visited, and categories for
air fare, car rent, lodging, and meals. It also includes a charge num-
ber, which is the number for the project or the customer the expense
was charged to. In 40-column dispiay, this record layout shows less
information.

Now compare the file with the finished product, the report you'll
produce. :
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I  The Finished Produc

Here’s the report you'll produce:

June Expense Report for Jeff Marshall

t

File: June Expenses Page 1
Report: June Expense Report Aug 1 82
Num. Date City/State AirFare CarRen Lodg Meals Daily Tot ChgNo
001 JUN 4 Sacramento, 246.93 34.75 26.40 308,08 0901

001 JUN 5 Portland, OR 211.96
001 JUN 6 Seattle 115,45
574.34%

002 JUN 10 Salt Lake, U 145,00
002 JUN 11 Denver, Colo 125,40
002 JUN 12 Kansas City, 198.00
002 JUN 13 Kansas City,
468,40% 1

003 JUN 21 Los Angeles 135,00

003 JUN 22 Los Angeles

003 JUN 23 Phoenix, Ari  93.20

003 JUN 24 Albuquerque, 97.00
325,20% 1

004 JUN 30 Dallas, TX 298.00
004 JUN 31 Houston, TX 75.00
373,00%

1740.94%% 3

34.75 41.00 39.54 327.25 0291
45,86 113.58 274.89 0293
34.75% 121.61%* 179.52% 910.22%

36.45 45,11 39,48 266.04 8237
36.50 45,31 89.76 296.97 3847
35.40 32.45 47.57 313.42 3948
48.39 23.90 34,98 107.27 3049
56.74% 146,77*%  211,79% 983.70%*

76.00 57.00 65,45 333.45 2837

76.00 57.45 98,21 231.66 039
34.50 47.28 174.98 8347
45,00 21.70 163.70 3847

52.00% 193,95%  232.64%* 903.79%

43.00 45,98 313.00 699.98 4736
78.00 400.72 553.72 8347
43.00% 123,98% 713.72%  1253.70%

86.49%*% 586.31%% 1337,67*% 4051,41%*

Getting Ready to Report

Atfter looking at the June Expenses file and the report you'll produce,
you should get the reporting feature of Quick File.

1. Press (Escare),
2. Enter(2) and press (RETURN),
3. Enter(2) and press (RETURN).

4. Enter the name of the
report: June ExpPense
Rerort.Press (RETURN).

Getting Ready to Report

Quick File presents the FILE
MENU.

Quick File presents the REPORT
MENU.

You want to create a tables-style
report.




Quick File creates a calculated
category by manipulating numerical
information included in other categories.

When you justify a numerical category,
all the decimal points line up underneath
each other when the report s printed.

Creating a Calculated Category

When you are creating a calculated category, you will probably want
to justify numeric categories that will be used when calculating the
new category. Then you will need to add the new category to your re-

port. This section tells how.

Justifying Numeric Categories

You can ask Quick File to justify the numbers in your numeric cate-
gories so that the decimal points line up under each other. Since your
calculated category is automatically justified, you will want to justify
other numeric categories that will appear in your report to match.

1. Move the cursor to the Air-
Fare category, category D.

2. Pressthe(d) key and type (2.

3. Enter(2) and press (RETURN).

4. Enter(3) and press (RETURN),

5. Usethe(@ key and(Jto
shorten AirFare until it looks
like this: 9999.,99

The cursor must be on the cate-
gory you are working with.

“J” stands for Justify.

Quick File asks how many deci-
mal places are in the entries in
this category.

You can choose up to four deci-
mal places.

Quick File asks how many blank
spaces should be inserted after
the category.

You can always come back to
this layout and change it if you
don't like the format you are
creating.

Quick File fills the Air Fare
entries with 9’s, which denote a
numeric category. It also justifies
the decimal points, provides two

‘decimal places for each entry,

and puts three spaces after the
category on the report.

Quick File can use numeric data
with up to ten places before the
decimal point and four places
after to produce a calculated
category.
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Now the report layout looks like this:

File: Jun
Report: 4
Selection records

AirFare category

Follow these directions to justify CarRent, Lodg, and Meals:

6. Place the cursoronthe If you are using a 40-column dis-

category name. play, only part of the category
may appear on the screen. Move
the cursor one column to the
right to get the category on the
screen, and then move the cur-
sor back to the category you wish
to work with.

7. Press the () key and type (7).

8. Specify two decimal
places.

9. Indicate that each category
should have three spaces
afterit.

10. Usethe (@ key and(JJto
shorten each category until it
looks like this: 999,99

Creating a Calculated Category




Now the report format looks like this:

File: June Expenses REPORT FORMAT Escare: Report Menu
Report: June Expense Rerort
Selection: All records

B . -E - - -
001 JUN 4 Sacramentos» 9999.93 999,99 999,99 999,88 0901
001 JUN S Portlands OR 9998.88 9989.99 999,89 999,88 0281
001 JUN B Seattle 9998.89 989.99 999,99 999,98 0293
e i More --->

Use ortions shown on Helr screen 0A-? for Helr

Now shorten the Num., Date, and Chg. No. categories.

11. Place the cursor on the
Num. category.

12. Press the (@) key and type
eight times, slowly.

13. Place the cursor onthe
Date category.

14. Press the (@) key and type
five times.

15. Place the cursor on the
Chg. No. category.

16. Press the (@ key and type
seven times.

Defining a Calculated Category

The calculated category you are going to define is a daily total of
AirFare, CarRent, Lodg, and Meals. Using the category letters, you'll
give Quick File the following calculation rules:

D+E+F+G

Create the calculated category:

1. Place the cursor on the The calculated category is al-

ChgNo category. ways inserted to the left of the
cursor.
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2. Pressthe(@keyandtype(c). Now Quick File asks you for the
name of the new category.

3. Enter the name of the cal- Enter the new name on top of
culated category: Daily Totals.  Calculated.
Press (RETURN),

Quick File inserts the name of the calculated category and asks for
the equation that calculates it:

Calculated category

9999999999 0901
9999999999 0291

4. Enterthe calculationrules, Ord+e+f+4,

D+E+F+G. Press (RETURN). Calculation rules can be up to 20

characters long.

The calculation rules appear in the top portion of the screen and
Quick File asks you for the number of decimal places in the calcu-
lated category:

Calculation rules

Creating a Calculated Category




|
. .

A group is a number of records with the
value of a specific category in common.
For instance, all records with expense
account number 1 belong to the same
group, and group totals can be
produced for their numeric categories.

5. Enter(2)and press RETURN).  If you want the standard value (0),

press (RETURN),
6. Enter(s)and press RETURN).  Enter the number of blank

spaces you want after the Daily
Total category. You could aiso
just press (RETURN), since (3] is the
standard value.

7. Usethe® key and (S to
shorten the Daily Total cate-
gory by two places.

Examples of other calculation rules are
A+B+D/F

A+C-3.45

A*B
Quick File performs all calculations from left to right.

The calculations for Daily Total will appear on your report. Now you
can enter other specifications for the report.

Specifying Group and Category Totals

Look again at the report you'll be creating, shown earlier in the
chapter. Note that subtotals, or “group totals,” are printed for each
expense account. In addition, the calculated category and other nu-
meric categories have category totals at the end of the report.

This section tells how to ask for these group and category totals.

1. Place the cursoron the
Num. category.

When you are specifying group
totals, you shouid put the cursor
on the category whose value all
records in the group have in
common. Quick File calculates a
group total when the value of this
category changes.

Chapter 7: Calculating in Quick File Reports



2. Press the(C) key and type (¢).

Group total specifications appear at the top of the format, and Quick
File asks you whether it should print group totals only. If you were to
enter (Y], you would get a report showing only group totals and not indi-
vidual records.

File: June Expenses
Report: June Expense Report
Selection: All records

. AirFare

Group totals > Mgals ily C?!No
001 JUN 4 9999,99 999,99 999,89 999,99 ©999999,99 0901
001 JUN 5 9999.99 999.99 999,99 999,99 999999,99 0291
001 JUN & ~ 9gAn.es mgn.ss 904,89 ofgian 58499 .59 0283
) More --->
What to print?

3. Enter(NJand press (RETURN),  You want all the records and the
or just press (RETURN), totals.

Now Quick File asks if you want
to go to a new page after each

group total.
4. Enter(N) and press (RETURN),  This is a short report, so you
or just press (RETURN), don’t want to go to a new page

after each group total.

Grouping by Alphabetic Categories: You can group records in a tables-
style report by alphabetic category, too. Then Quick File skips a line
whenever the value in that category changes. That's a neat way to format
reports.

To do so, put the cursor on the alphabetic category you want to group by
and press the (@ key and (¢).

Whenever you ask for group totals for numeric categories, you will
also want to tell Quick File what categories to total. It will not only total
but will also automatically justify those categories. Here are the in-
structions for doing that.

5. Putthe cursoron the The cursor should be on the cat-
AirFare category name. egory that will have a category
total.

Specifying Group and Category Totals




Category totals

6. Press the (@) key and

type (7).
7. Enter(2)and press (RETurN),  The category total should have
or just press (RETURN), two decimal places.

You can also press to keep
the value you set earlier, (2).

8. Enter(3)and press RETURN),  Three blank spaces should ap-
or just press (RETURN), pear to the right of the category.

Quick File displays a double line under AirFare, to indicate that the
category will have a category total. This double line won’t be on your
report, however.

9. Follow the same instruc-
tions to specify a category to-
tal for CarRent, Lodg, Meals,
and DailyTotal.

Now the report format looks like this:

You can have category totals without group totals. Just leave out the
group totals step.

You can also remove category and group totals whenever you want.
Just put the cursor on the appropriate category and press the (&) key
and () or (6} again.
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Specifying a ReportTitle

You have already specified a name for the report, June Expense Re-
port. This name is printed at the top of the report and the report for-
mat has this name. But you can also specify a report title, which is a
longer, more specific name.

1. Pressthe (@ key and type (N. Quick File asks you to enter a
new report name or press

(RETURN).
2. Press (RETURN), Don’t change the report name.
3. Enterthetitle, June The title can be 39 characters
Expense Rerort for long on a 40-column Apple lle
Jeff Marshall, and system, and 79 characters long
press (RETURN), on 80-column systems.

Printing the June Expense Report
Now you must specify printer options and print the report.

1. Pressthe (@ key andtype(0). You can change any of these, if
you want.

The standard printer options will
work well for this report, however.

2. Press (Escare), Quick File returns you to the
REPORT FORMAT screen.

3. Pressthe (@ key and type(P). Indicate that you want to print the:
report.

4. Enter the number of the
kind of device where you want
the report printed. Then

press (RETURN),

5. Enter today’s date and
press (RETURN).

Now Quick File prints the report on whatever device you specified.

When you press the space bar at the end of the report (if you've sent
it to the screen), Quick File presents the REPORT FORMAT display.
You can make changes to the report format if you don't like it.

Printing the June Expense Report H



Now you should leave the reporting activities for June Expenses:

6. Press (ESCAPE),
7. Press (ESCAPE),
8. Press (ESCAPE).
9. Enter (1) and press (RETURN),

10. Enter today’s date and
press (RETURN), or just press
(RETURN),

Quick File presents the REPORT
MENU.

Quick File presents the FILE
MENU.

Quick File presents the options
for saving the changed file.

Save this version of the file, with
the new report format.

Quick File saves the new file with
its changes, and tells you how
full the disk is.

When you again indicate that you want to use June Expenses for re-
porting, you will see your newly created report format, June Expense

Report.

Summary
Identify a numeric category

Specify a calculated category

Put the cursor on the numeric
category

@
Tell number of decimal places

Tell number of spaces to the right
of the category

Put the cursor on the category to
the right of where you want the
calculated category to appear

@)

Enter name of category

Enter calculation rules:

D+E

A-B+4

C*D#*3

A/B

Tell number of decimal places

Tell number of spaces to the right
of the category
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Specify group totals

Specify category totals

Summary

Put the cursor on the category
whose value determines the

group
WIE)

Put the cursor on the category
you want totaled.

@G

Quick File automatically justifies
the column.







Chapter 8 :

Creating a Labels-Style
Report

This chapter tells you how to create a labels-style report. Specifically,
it creates labels with the Pasta Personnel file.

The chapter includes information on how to
® Place information appropriately

® Check an example

® Set printer options

It also includes a summary.

The Finished Product

The labels you are going to produce look like this:

Elmer Holland
1569 Garvey PL.
Denver, COLO 80220

Jack T. Holston
1086 Clyde
Denver, COLO 80221

B P U N e A I

{0 0 0 ©
{0 0 0 O

The Finished Product




And the REPORT FORMAT display that created the labels looks like
this:

Getting Ready to Report

1. Start up Quick File and get
the FILE CATALOG.

2. Enter(3)to getthe Pasta
Personnel file.

3. Press (ESCAPE),

4. Enter

and press (RETURN),

5. Enter the number that indi-
cates you want to create a new
labels format.

6. Enter the name of the
report: Personnel
Labels.Press (RETURN),

Quick File presents the REVIEW/
ADD/CHANGE record layout on
your screen.

Quick File presents the FILE
MENU.

Quick File presents the REPORT
CATALOG.

The number for a labels format
depends on how many report
formats you have already for
Pasta Personnel.
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Pasta Personnel categories

This information tells you how many lines
will print if you don’t change the layout.
When you change it, this number
changes.

Complete information about each of the
options shown on the HELP display is
included in Chapter 10. The HELP
display information is also included on
the Quick File Il Reference Card.

Quick File presents a list of the categories that belong to Pasta
Personnel.

This number is very important when you The number of lines depends on the label
are printing labels, because you must you are using. The labels created in this
plan precisely how many lines will be chapter are one-inch, six-line labels.
used for each label.

Look at the HELP information available to you when you are creating
labels-style report formats.
7. Pressthe @ key and type

Quick File presents HELP information for creating labels-style report
formats:

As you can see, many options here are the same as those for tables-
style report formats. Options unique to labels-style formats are
described in this chapter.

Getting Ready to Report




Deleting unnecessary categories

Cursor is on the bottom line. \

Now go back to REPORT FORMAT.

8. Press the space barto
return to REPORT FORMAT
display.

Placing Information Appropriately

To create a labels-style report, you must place information appropri-
ately. You must tell what categories to include, place categories,
arrange spacing, and left-justify categories. This section tells how.

Telling What Categories to Include
First you should delete the categories you won’t need on the labels.

1. Place the cursoron thefirst Youdon't wantto delete Name.
unnecessary category: Dept.

2. Pressthe(dkey and

type (0.
3. Delete HireDate, Salary, Don't delete Street Address or
Sex, Ethnic, Emergency City/State/Zip.

Contact, Emergency
Phone, AccumHrsSick,
AccumHrsVacation, and
HomePhone.

Now the REPORT FORMAT display looks like this:
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Including Category Names: Recall that tables-style reports always include
category names. Labels-style reports do not include category names un-
less you specify that they should. You use @) (V) to do this.

For instance, if you decided to include Emergency Phone and Home
Phone in your labels-style Pasta Personnel report, you would want the re-
port to include these two category names so you could tell which phone
number was which. To instruct Quick File to do this, place the cursor on
the entry whose category name you want to include in the report and type
Bm®.

To remove a category name from your report, simply move the cursor to
the appropriate category and type (&) (V).

Placing Categories

Now you should move the categories so that First Name is before
Last Name on the top line, and so that Street Address is on the sec-
ond line, followed by City/State/Zip on the third.

1. Place the cursor on the first
character of Last Name.

2. Press the(C) key and type Last Name moves to the right 15
15 times. spaces.

3. Place the cursor on the first
character of First Name.

4. Press the (@) key and type First Name moves up to the first
once. line.

5. Place the cursor on Street
Address.

6. Press the(@ key and type
enough times so that Street
Address is on the second line.

7. Move City/State/Zip up to
the third line.

When designing your format, make sure to leave enough room for
your entries before typing the next category name.

Placing Information Appropriately




Now REPORT FORMAT looks like this:

Arranging Spacing

Adding and deleting blank lines Suppose you want to place the printing on the labels so that there are
no blank lines above the printing and three blank lines below the
printing. Follow these instructions:

1. Move the cursor down to You are going to delete blank
the line below City/State/Zip. lines.

2. Pressthe (@ key andtype (). Delete one blank line.
Now the REPORT FORMAT display looks like this:
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3. Pressthe (@) key and type On a 40-column display, the

(o) untilthe message Each message G lines willbe
record will print B  displayed.

lines isdisplayed.

Now the REPORT FORMAT screen looks like this:

File: Pasta Personnel
Report: Personnel Labels
Selection: All records

First Name
Street Address
Citv/State/Zip

This label will have no blank lines on top of the printing and three
below.

Laying Out Labels: Quick File gives you complete flexibility in how labels
are laid out. You could, for example, use the (&) key and (1) to insert one
blank line at the top, and then delete one blank line at the bottom. Then the
label would be spaced differently.

Left-Justifying Categories

Labels-style reports can be printed with entries unjustified. That
means, for example, that a certain number of spaces are left for a first
name, regardless of how long itis. Then the last name is printed. So
the name lines for Joel Johnson and Patrice Mulligan would look like
this:

Joel Johnson
Patrice Mulligan

You've probably seen labels whose name lines look like that.

But labels look better when categories are left-justified. That means
that the space between entries is closed up:

Joel Johnson
Patrice Mulligan

Placing Information Appropriately




Here’s how to left-justify labels.

1. Place the cursor on Last
Name.

2. Press the (@) key and type (V).

Quick File places a (<) to the left of Last Name. The (<) doesn’t show
on the label.

Left-justified category

Zooming in to check out the layout

Now the last name will be printed immediately to the right of the first
name on the label, with only one space separating them.

You can remove the left justification by placing the cursor on the left-
justified category and pressing the (@) key and (1) again.

Checking an Example

Now you can zoom into a record that is formatted as you just speci-
fied, to see what it looks like.

1. Press the (@ key and Zoom into the first record in the

type (2. Pasta Personnel file: zooming
here lets you see how the infor-
mation looks when it is formatted
as you have specified.
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Each printer option is explained in
Chapter 10.

This is how the record looks. The last name is not justified when you
zoom, but it will be on the label.

After you have zoomed in, you can use the () key and (=) or (<) or
or (€] to look through the records now.

2. Press the (@ key and
type (2.

Zoom back to the format.

Setting Printer Options
Now you should set the printer options for the labels-style report.

1. Press the (@ key and
type(0).

Quick File presents the printer options for the labels-style report. Op-
tions 15 and 16 are specific to labels-style reports. Option 15 allows
you to omit a line when all entries on the line are blank. Option 16
keeps the number of lines the same within each record.

Both options are already set to “yes”. If you leave 15 the way it is,
Quick File closes up blank lines within records. If you change 15 to
“no” (simply by entering (1)s)), then Quick File leaves blank lines
within records even if all the entries on the line are blank.

Here’s an example for a record with name, company, address, and

city/state/zip categories:
Option 15is yes: Option 15is no:

Randoleph P, Sletter Randoleph P+ Sletter
P, O, Box 2 -
P.0, Box Z

CupErting s LA 85014 Curertino: CA 95014

Setting Printer Options ﬂ



You can print a labels-style reportin an
Apple Writer lle file. The appendix to this
manual tells how.

In the example on the left, because there was no information in the
company category, the blank line was omitted. In the example on the
right, with option 15 changed to “no”, the blank line was not omitted.

If you leave 15 set to “yes”, then you must make sure the labels start
every sixth line. So you leave option 16 the same, also.

You can leave 15 as is but change 16 to “no”, t00. Then if a blank line
is omitted, the record gets shorter. But if you change 15 to “no”, op-
tion 16 is eliminated because records will automatically be the same
length.

Leave 15 and 16 set to “yes” for the labels you are now creating.
2. Type (1) and press (RETURN). You are going to change the left
margin width so you won’t print
too close to the left side of the

label.
3. Type(s)and press (RETURN),
4. Type(8)and press (RETURN). You are going to change page

length.

5. Enter(s)and press (RETURN).  Change length of page for one-

inch labels, six lines perinch.

6. Type and press (RETURN),  Quick File shouldn’t stop at the
end of a page.

7. Type and press (RETURN),  Don't print a heading for labels.

8. Press (EsCAPE), Return to REPORT FORMAT.

Finishing

Now you should print the report and save the report format, just as
you are used to doing.

You can interrupt printing at any time by pressing if the labels
(or any report) aren’t printing the way you want. Then you can change
any of the information in the format and start printing again with the
key and (P).

Summary

Zoom between category
names and data; useful for
checking spacing

@and(@
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Getting the next or previous
record when you are checking
how information looks with
the format you have specified;
use after(®) and

Moving to the first or last rec-
ord in afile when you are
checking how information
looks with the format you have
specified; use after () and

Delete a blank line or category

Insert a blank line or a previ-
ously deleted category

Left-justify a category

Print category nameona
report

Printer options for labels:
1. Left margin
8. Length of page

12. Stop at the end of each
page

13. Printtitle block at top of
each page

15. Omitline when all entries
are blank

16. Keep number of lines the
same within each record

Summary

@and(<or(>)

(Jand(8) or(E)

Put the cursor on the category or
blank line to be deleted

@and (@)

Put the cursor on the line above
or below where the blank line is
to be inserted, or on the column
to the right of where the category
is to be inserted.

@ and ()

Put the cursor on the category to
be left-justified

@and ()

Put the cursor on the entry
whose category name you want
included in the report

@and (V)

may be changed
should probably be changed
should probably be changed

should be changed

should be leftas is

should be left as is







Chapter 9

It’s Your Turn:
Creating a Quick File File

Now that you know all about working with Quick File files and creating
Quick File reports, it's time to use Quick File to meet your specific
needs: to create your own files. This chapter tells how.

It includes information on how to
® Define Quick File files
o Start a new Quick File data disk

o Create afile and several records

Save the new file
e Change the structure of afile

It concludes with a summary of steps for starting your own data disk
and Quick File files.

Defining Quick File Files

The first step in defining Quick File files is to analyze your own
information needs. Take all the information you want Quick File to
organize and put it into stacks so that common information is in
each stack.

Maybe all your information fits into three stacks: names and ad-
dresses, appointments, and information about the equipment your
business owns. Each stack then becomes a Quick File file.

Now look at one of the stacks of common information. Find out ex-
actly what all the items in the stack have in common. For example, all
the items in your equipment inventory might have a number, descrip-
tion, date purchased, purchase price, and depreciated value. These
become the categories in the file.

Defining Quick File Files




Each item in the file becomes a Quick File record. For example, your
copy machine and your calculator could each have a record in the
equipment inventory file.

So the file looks like this:
Equipment Inventory File

Categories
Number Description PurchDate Price DprcVal.
1 Copymach. JAN382  5000.00 4850.00
Records
T2 Calculator SEP 581 85.00 0
Entries

You now may want to check the
guidelines for Quick File files included
in Chapter 10.

Starting a New Quick File Data Disk

When you create files of your own, you should put them on a new
data disk. This section tells how.

Start with the Quick File program disk and a blank disk for the new

You can also create files on a disk you've
used previously with another program. If
you want to do this, read ahead through
the next gray box before proceeding.

file.

1. Insert the new data disk in
the second disk drive.

2. Start Quick File by insert-
ing the Quick File program
disk in drive 1 and turning on
the Applelle.

3. Type(2)and press (RETURN).

4. Enter(2) and press (RETURN).

5. Enter a name for the new
disk, and press (RETURN),

Quick File asks you for the loca-
tion of your FILE CATALOG.

Indicate that the new file will go
on the disk in the second disk
drive.

Quick File double checks to
make sure there is no catalog on
that disk and tells you it still can’t
find the FILE CATALOG. The
reason, of course, is that there is
none on the blank disk.

Indicate that you want to write a
new FILE CATALOG on the disk
in the second drive.

The disk name can be up to
seven characters long, and must
contain only numbers and
letters.
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6. Press space bar. Your disk will now be formatted.

Formatting New Disks:

Before a new disk (or one used previously with a program other than
Quick File) can be used by Quick File, it must first be formatted. This
means that whatever is on the disk is erased and its surface is prepared to
receive information. In addition, Quick File creates an empty FILE CATA-
LOG on the new disk.

There are three different ways you can format a Quick File data disk:

e Start Quick File with a blank or previously used disk in drive 2, as de-
scribed above.

® Choose option 5, “Format a blank diskette”, from the MAIN MENU.
® Choose option 5, “Format a blank diskette”, from the FILE MENU.
What you're doing with Quick File at the moment will determine which
method you use.

7. Type(N)to tell Quick File you
don’t want to format another
disk.

8. Press space bar until Quick
File presents the MAIN MENU.

9. Enter(2)and press (RETURN).  You want to create a new file.

Instructions for creating a new file follow.

Creating the File and Several Records
After you choose option 2 from the MAIN MENU, Quick File presents

the display that asks for the name of the file:

File: None CREATE A NEW FILE EscaPeﬁéErase entry

Category names
=========-==-==================:=========:za::::::&:::z==========:==;=======x===

CREATE A NEW FILE

Creating the File and Several Records ﬂ



1. Enter the name of the file The name of the file can be 20

and press (RETURN), characters long.
Quick File presents the display that asks for the names of the
categories:

2. Enter the names ofthe cat-  The category names can be 20
egories that are included in characters long.

your file. Press after

each.

If you make a mistake after you enter the name of a category, you
should press (1] to get back to the category name. Then Quick File
presents your options for correcting the mistake:

Options for correcting mistake
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When you are satisfied with the categories you have created, you can
add records to the file:

3. Press (ESCAPE), Quick File takes you to the FILE
MENU.

4. Enter(1)and press (RETURN),

Quick File tells you there is no information in the file:

{/ADD/CHANGE Escape:

5. Pressthe space bar. Quick File presents a blank rec-
ord in single-record layout. Re-
member you are using the Insert
feature.

6. Enter your new records.

7. Press (ESCAPE), After you add records, you
must press to get
REVIEWADD/CHANGE.

Quick File lets you set up standard values for categories in your file
so that it's easier to add new records. The next gray box on “Using
Standard Values” tells how.

Quick File keeps track of how many records you've added and the
number of additional records you can add to your file. The number of
additional records is estimated based on the average length of the
records already in the file. The number usually changes with each
record you add. You must enter at least five records to get an
estimate.

After you have created your new file, you can use any of the Quick
File features described in Chapter 10.

Creating the File and Several Records




Using Standard Values: Quick File lets you set up standard values
for categories so that when you are inserting records, the entry gets
the standard value unless you enter another value forit. Thisis a
great time-saver when many entries in a category have the same
value.

You would want to use a standard value when many of the parts in
your parts file have the same cost, for example. Or when many of the
people in the file live in the same city.

When you are in REVIEWADD/CHANGE or have typed () (1 to insert
new records, you can create a standard value for a category.

1. Putthe cursor on the entry
that is to become the standard
value for the category.

2. Pressthe [ key and type(s..

Quick File presents the standard values for all categories. The infor-
mation the cursor was on becomes the standard value for the cate-
gory. Then you can change or create new standard values for
categories.

3. Put the cursor at the cate- Place a standard value in the

gory, enter a new value, and category.

press (RETURN).

4. Press (ESCAPE). Go back to REVIEWADD/
CHANGE orto INSERT NEW
RECORDS.

Whenever you insert records, categories with standard values are
already filled in. You can leave the entry with its standard value by
simply pressing (RETURN), or you can change it.

To remove a standard value, start from REVIEW/ADD/CHANGE or
INSERT NEW RECORDS. Put the cursor on the category whose
standard value you want to change. Press the (¢ (s). Then press the
space bar while the cursor is on the category whose standard value
you are removing, and press (RETURN). The standard value is removed.
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I Saving the New File

As you add records to the file, you should save the new file to the
Quick File data disk occasionally. This way you make sure you lose a
minimum of work in a circumstance such as a power outage.

Saving changes To save the new file, press to leave the insert feature, press
again to leave REVIEWADD/CHANGE, and choose option 3
from the FILE MENU. Then Quick File presents the following
display:

File: Business Invent6ty . Shﬁg\\iiLE ~ Escare: File Menu

o ! You treated the above file, .
/,,/,,’,{,//’” y T gt i i

/ s i e
1+ Bave the new file owto disk.
/ >, Keep working with the files
Options for saving new file .

o

3+ Throw away the new file,

d. -~ ANot auadlalﬂg)

5. Bave the file onto alternate disk.

Tvpe selection and press Return, #

You can choose from the above options for saving your new file.

Quick File also reminds you to save the new file when you try to get
another file or to leave Quick File.

I Changing the Way a File Is Put Together

Frequently when you create a file, you don't think of everything. That
is, you forget to set up categories you need or you create categories
you don't need. Or you find you want to change a category name.

One important Quick File feature is that you can change the way a file
is put together after you create it. This feature lets you be very flexible
in managing your files.

Aword of caution You should be aware of certain guidelines before you change a file
structure, however. If you delete a category, your whole file is rear-
ranged so that all the information that was in that category is gone.
Then all the report formats and any customized layouts you had for
that file are erased. That makes sense: if you change a file structure
you will want to create new formats and layouts anyway. The same
thing happens if you add a category.

Changing the Way a File is Put Together




Change the file name

You can change a file or category narhe, however, without losing
report formats and customized record layouts.

The obvious conclusion to the above is this: while it is easy to change
the way a file is put together, doing so does have implications you
should think about beforehand.

To change the way the current file is put together, you must first get
that file and then get to the FILE MENU.

1. Enter(¢)from the FILE Indicate to Quick File that you
MENU. want to change the structure of
the current file.

Quick File presents the display that allows you to change the file
name. Notice that the cursor is on the current file name at the bottom
of the screen.

2. Enter the new filenameand If you don’t want to change the
press (RETURN), file name, just press (RETURN).
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Changing a category name Now Quick File presents the options for changing the file structure:

Adding and deleting categories .

You can change a category name, insert a new category, or delete an
existing category.

3. Press toreturn to the
FILE MENU when you are
through making changes.

Before you leave this file with its changes, Quick File will ask you if
you want to make your changes permanent.

Changing the Way a File is Put Together




N Quick File Fast Lane Revisited

If you decided to take the Quick File Fast Lane, you have read Chap-
ter 1 to get an overview of Quick File and this chapter to learn how to
create Quick File files. The following summary lists the usual route
you take to create a Quick File file, insert records, and print a report.

1.

© O N O O,

10.
11.
12.
13.

14.

15.

16.
17.
18.

19.
20.

Start Quick File with the new data disk inserted in the second disk
drive.

. Tell Quick File where to find the new disk: enter (2) for the second

drive.

. Tell Quick File you want to create a new FILE CATALOG: choose

option 2.

. Enter a name for the new data disk. The name can have up to

seven characters.

. Press the space bar. Your disk will now be formatted.

. Type (W to tell Quick File you don’t want to format another disk.
. Press the space bar until the MAIN MENU is displayed.

. Choose option 2 to create a new file.

. Enter the new file name and categories. Press when

you are finished.

Choose option 1 from the FILE MENU and press (RETUEN).
Press space bar to get a blank record.

Create new records.

Press twice and choose option 3 from the FILE MENU to
save your new file.

Use other REVIEW/ADD/CHANGE options as needed. All of the
options are described on the HELP display and in Chapter 10.

Press twice. Then choose option 3 from the FILE MENU
and option 1 from the SAVE FILE MENU to save your file on disk.

Type the date and press (RETURN).
Choose option 2 from the FILE MENU to create a report.

Choose option 2 from the REPORT MENU to create a tables-
style report or option 3 to create a labels-style report.

Type a name for your report and press (RETURN).

Create a report format using the report format options described
in Chapter 10.
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21. Change printer options using (@) (©).

22. Print your report using &) (P).

23. Press to return to the REPORT MENU.
24. Select option 6 to return to the FILE MENU.

25. Select option 3 to save your new report format on disk.

To create a new file on an existing data disk, follow these steps:

1. Start Quick File with the existing data disk in the second disk drive.
2. Whenthe FILE CATALOG is displayed, press (EScApe).

3. Choose option 2 from the MAIN MENU to create a new file.

4. Continue with step 9 above.

Quick File Fast Lane Revisited







Chapter 10

Quick File Il Reference

This chapter is a brief reference guide to Quick File Il. It includes the
following information:

® General information about Quick File

e A brief explanation of Quick File file names
® An overview of Quick File's organization

® Quick File menus

o REVIEWADD/CHANGE cursor moves

o REVIEW/ADD/CHANGE options

e Tables-format report options

e [ abels-format report options

Most of the information in this chapter has been explained earlier in
the manual. However, some features that are not discussed in pre-
vious parts of the manual are included here. Don't be afraid to try new
things; you have already seen that you can’t possibly alter the infor-
mation in a file you have stored on disk until you tell Quick File to do
s0. And remember, when in doubt, press (Escare), It's sure to return
you to familiar territory.

General Information

You can use the following keys with many different Quick File
displays.

The key accepts the information you have
justtyped. It is also frequently used to move to the
next entry on the screen.

General Information




The key has two functions:

e ltreturns you to the previous display. The top
righthand corner of every display tells you where
you’llgo when you press the key.

® |t erases the information you are entering,
provided you have not yet pressed the
key.

& The (@ (Open-Apple) key is Quick File’s master key.
Many of Quick File’s options are activated by hold-
ing down the (&) key and then typing the specified
key. For example, to delete a record when the
REVIEWADD/CHANGE display is on the screen,
you place the cursor on the item you want to delete,
hold down the (&) key, and then type a (o). Through-
out this manual and on Quick File’s HELP displays,
such notation is shown like this:

(o) A complete list of all of the options that use the (& key
is included later in this chapter and also on the Quick
File Il Reference Card.

() Quick File includes many HELP displays that tell you
the Quick File features you can use at that time.
Whenever a HELP display is available, you will see
the message

@ () forHelp  inthe bottom right corner of the screen. When you
type this, a HELP display is shown.

Quick File File Names

Each time you create a Quick File file, you give it a Quick File file
name. If, however, you use the Pascal Filer to get a directory of your
Quick File files, you will find that the file names listed are different
from the file names listed in the Quick File FILE CATALOG. This is
because Quick File gives every file two names: a Quick File file name
and a Pascal file name. If you want to find out the Pascal file name

of your file, type @ (2) when the REVIEW/ADD/CHANGE display is
shown. The first HELP display tells you the Pascal name of your file.
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s Quick File File Guidelines

Here are some guidelines to keep in mind when creating Quick File

files:

Number of files per data disk
or file catalog

Number of records in afile

Number of categories per file
Length of arecord
Length of an entry

Number of characters in a file
name

Number of characters in a cat-
egory name

Quick File File Guidelines

26

Assuming an average record
size of 75 characters, you can
store 140 records per file on an
Apple lle. If your system has an
80-Column Text Card with an ad-
ditional 64K bytes of RAM, you
can store 600 records per file.

15 maximum
1140 characters maximum
76 characters maximum

20 maximum

20 maximum




NN Quick File Overview

The following drawing illustrates how Quick File’s menus and options
are all tied together. Each of these options is explained in the follow-

ing sections.
Figure 10-1 Quick File Overview Main Menu
A \ A
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First : Create a : i ;
time Get a file mow file Erase a file Eormiat Gf?é;fge Keep working Quit
ablank diff t with current
diskette gl file
File Catalog
Y Y
File File
Catalog Catalog ]
Alternate
File M
Catalog
y Yy File Menu Y Y
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Y / Y Y Y Y
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Report Save : Format ESCAPE or
Add/Change Change lf}l|e ablank return to
organization diskette Main Menu
Report Menu gy
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Y A Y Y Y Y
Create Create Duplicate
rgec: t new new an Erase a E?ecnﬁ'slioor
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orma format format format i
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e Quick File Menus

Quick File includes four major menus: the MAIN MENU, the FILE
MENU, the SAVE FILE MENU, and the REPORT MENU. The options
on these menus are discussed in the following sections.

MAIN MENU
The MAIN MENU looks like this:

Here is what each MAIN MENU option does:

1. GET AFILE. Displays the FILE CATALOG and lets you select a
previously created file.

2. CREATE A NEW FILE. Lets you create a new file. After choosing
this option, you are prompted for the name of the file and then for
file categories.

3. ERASE A FILE. Displays the FILE CATALOG and asks you to se-
lect the file you want to erase from the catalog. Note that once you
use this option, you no longer have access to the records stored in
the file you have erased.

4. GET FILE FROM AN ALTERNATE CATALOG. Lets you either
work with files in an alternate FILE CATALOG (on another disk, in
other words) or copy a file from an alternate FILE CATALOG to the
current FILE CATALOG. When you specify the location of the
FILE CATALOG, you type the number of the disk drive which con-
tains the FILE CATALOG you wish to use.

5. FORMAT A BLANK DISKETTE. Lets you format disks for use as
Quick File data disks.

Quick File Menus ﬁ



. KEEP WORKING WITH CURRENT FILE. Displays the FILE

MENU. This option only appears on the menu when you already
have a file in memory.

. QUIT. Exit from the Quick File program. You must then insert a

system disk and re-boot. This option sometimes appears as
option 6.

FILE MENU

The FILE MENU lets you choose what to do with a file once you have
selected it from the FILE CATALOG. Note that this menu does not ap-
pear the first time you choose a file after starting up Quick File.

The FILE MENU looks like this:

Here is what each option on the FILE MENU does:

1.

REVIEW, ADD, OR CHANGE. Lets you examine records in a file,
add new records or change record entries. A complete list of RE-
VIEW/ADD/CHANGE options is included later in this chapter.

. REPORT. Displays the REPORT MENU (or the REPORT CATA-

LOG, if you have any report formats stored). You then can get an
existing report format, create a new tables format, create a new la-
bels format, erase a format, or return to the FILE MENU. REPORT
MENU options are described later in this chapter.

. SAVE FILE. Lets you save on disk a file you have just created or

whose contents you have changed. Complete information about
the SAVE FILE MENU is included in the following section.
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4. CHANGE CATEGORIES OR FILE NAME. Lets you add or re-
move file categories, change category names, and change the
file’s name. This option does not let you change entries in your file.
To change entries, select Review, Add, or Change from the FILE
MENU.

5. FORMAT A BLANK DISKETTE. Lets you format disks for use as
Quick File data disks.

6. GO TO MAIN MENU. If you choose this option after making
changes to your file, you will be asked if you want to save those
changes. The MAIN MENU is then displayed.

also takes you from the FILE MENU to the MAIN MENU.

SAVE FILE MENU

Quick File automatically displays the SAVE FILE MENU whenever
you attempt to leave Quick File or get a different file. You also can
choose to save your file before Quick File asks you to by selecting
option 3 from the FILE MENU.

The SAVE FILE MENU looks like this:

File: Sue‘s Business Cards SAVE FILE Escare: File Menu

You made chandes to the above file,

+« Save the file onto disk,

3, Throw m”x’;t;,,t,he changes,

4. Save the file onto disk AND
save a cory of the "old" file.

5. Save the file onto alternate disk,

Here is a description of each of the options on the SAVE FILE MENU:

1. SAVE THE FILE ONTO DISK. If you have previously saved your
file, the new version of the file will be saved right on top of the old
version. Use this option if you won't need the old copy.

2. KEEP WORKING WITH THE FILE. Choose this option if you
hadn’tintended to choose the save option.
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3. THROW OUT THE CHANGES. This option only appears if you
have made changes to the file. When you choose this option, the
changes you made during the current Quick File session are not
saved onto disk.

4. SAVE THE FILE ONTO DISK AND SAVE A COPY OF THE
“OLD” FILE. Use this option if you want to keep copies of old files.
Quick File can save up to nine old versions of your file. It adds the
prefix OLD-1 through OLD-9 to the original file name. For exam-
ple, if you used option 4 on the SAVE FILE MENU to save the pre-
vious version of a file named PATRONS, the current version of the
file would be lised in the FILE CATALOG as PATRONS and the
previous version would be listed as OLD-1 PATRONS.

5. SAVE THE FILE ONTO ALTERNATE DISK. Use this option when
you want to make a backup copy of a file or when you have filled
up the disk that contains previous versions of your file.

REPORT MENU

The REPORT MENU lets you create, modify, or remove Quick File
reports. The REPORT MENU is displayed after you select option 2
from the FILE MENU, or after you press from the REPORT
CATALOG.

The REPORT MENU looks like this:

File: BSue’s Business Cards REPORT MENU
Rerport: None ‘

Get a report format
+ Create a new "tables'
« Create a new "labels’
+ Duplicate an existin
+ Erase a format
+ Go to File Menu

DUD LN
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Here is what each option on the REPORT MENU does:

1. GET AREPORT FORMAT. Displays the REPORT CATALOG.
After choosing your report, you can use any of the REPORT
MENU options described later in this chapter.

2. CREATE ANEW “TABLES” FORMAT. Lets you create a new ta-
bles-style report format. It displays information in a format similar
to this:

Immediately after choosing this option, you will be asked the name
of your report. You then can use any of the REPORT FORMAT op-
tions described later in this chapter.

3. CREATE ANEW “LABELS” FORMAT. Lets you create a new la-
bels-style format. It displays information in a format similar to this:
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Immediately after choosing this option, you will be asked the name
of your report. You then can use any of the REPORT FORMAT op-
tions described later in this chapter.

4. DUPLICATE AN EXISTING FORMAT. Lets you create a new for-
mat that is a duplicate of an existing format.

5. ERASE A FORMAT. Displays the REPORT CATALOG and asks
you to select the report format you want to remove from the
catalog.

6. KEEP WORKING WITH CURRENT FORMAT. Displays the report
you were working with most recently. This option only appears on
the menu when you already have a format in memory.

7. GO TO FILE MENU. Lets you return to the FILE MENU. This op-
tion sometimes appears as option 6 on the REPORT MENU.

also takes you from the REPORT MENU to the FILE MENU.

Quick File Options

The following sections describe the options available to you when
various Quick File displays are on the screen. Note that each de-
scription includes two columns: the left column describes what the
option does; the right column describes what you type to use the op-
tion. Many descriptions also include additional information about us-
ing the option.

REVIEWADD/CHANGE

REVIEWADD/CHANGE options are available to you when the RE-
VIEWADD/CHANGE display is on the screen. To call up this display,
simply select Review, Add, or Change from the FILE MENU. (Re-
member: if you're not sure of the name of the display on the screen,
just look in the middle of the top line.)

Quick File lets you look at records in two different ways:
e several records at a time (multiple-record layout)
® one record at a time (single-record layout)

Each REVIEWADD/CHANGE option can be used when either a mul-
tiple-record layout or a single-record layout is on the screen. Some
options work differently depending upon whether a single-record lay-
out or a multiple-record layout is displayed. Options that work differ-
ently depending upon layout are identified in the list of options.
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REVIEW/ADD/CHANGE Cursor Moves
Move cursor to the next entry TAB

You can only use the key when the cursor is on the first character
of an entry.

Move cursor to the previous &
entry

You can only use the @) keys when the cursor is on the first
character of an entry.

Move cursor down one cate-
gory

You can only use the (1) key when the cursor is on the first character
of an entry.

Move cursor up one category

You can only use the (1) key when the cursor is on the first character
of an entry.

Display the previous screenful
of records (multiple-record
layout)

This option lets you page backward through a file. It displays the 15
records that appear before those currently on the screen. To move
quickly toward the beginning of the file, hold down the (&) (1) keys. This
option works only when there are more than 15 records in afile.

Display the next screenfulof (&
records (multiple-record lay-
out)

This option lets you page forward through a file. It displays the 15 rec-
ords that appear after those currently on the screen. To move quickly
toward the end of the file, hold down the keys. This option works
only when there are more than 15 records in a file.

Display the nextrecordinafile (&
(single-record layout)

Display the previousrecordin (&) (1)
afile (single-record layout)

Move the cursor to the right in-
side an entry

Note that the (=) key cannot be used to move to the next entry.
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Move the cursor to the left in-
side an entry

Note that the (] key cannot be used to move to the previous entry.

Move the cursor to the begin- &
ning of afile

Move the cursortotheendofa (@(E)
file

Change the directionthe cur-  (&(U followed by
sor moves when you press

(multiple-record

layout)

Quick File lets you determine whether you want the key to
move the cursor across to the entry in the next category or down to
the next entry in same category. Quick File's standard condition (the
one it uses when you first start up the program) is for the cursor to
move down when you press (RETURN), You probably will want to
change the cursor direction so that the cursor moves to the right if you
are going to create records or insert new records when the multiple-
record format is displayed. (See “insert one or more new records” for
instructions on how to do this.)

REVIEW/ADD/CHANGE Options
Add new records See “Insert”
Arrange or sort records ©

Before you use this option, move the cursor to an entry in the cate-
gory by which you want your records arranged. You may arrange
records either alphabetically from A to Z, alphabetically from Zto A,
numerically from smallest to biggest number, or numerically from
biggest to smallest number.

Quick File lets you arrange records within categories. You might, for
example, want to create a display in which records were arranged by
state and then arranged alphabetically by last name within each state
category. To arrange records in more than one category, you always
start with the most specific category. Thus, in the above example, you
would first arrange the records by last name and then arrange rec-
ords by state.

Quick File does not limit the number of “categories within categories”
that you can arrange.
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The following list shows the order in which Quick File arranges
entries in a category. Note that Quick File does not distinguish be-
tween upper and lowercase letters.

SPACE ) : [
! * : AN
" + ( ]
# ; = _
$ = ) '
% . ? {
& / @ }
( 0-9 A-Zanda-z

If, for example, you asked Quick File to arrange these street ad-
dresses:

99 Canyon Drive
Dover Court

#34 Hillview Circle
99-B Canyon Drive

Your newly arranged list would look like this:
#34 Hillview Circle

99 Canyon Drive
99-B Canyon Drive
Dover Court
Change category name Press to return to the
FILE MENU; then select option
4.
Change file name Press toreturnto the
FILE MENU; then select option
4.

Changerecord display layout (@)
(multiple-record layout)

This option lets you change the amount of information that appears
on the multiple-record layout and the way that information is posi-
tioned on the screen. This option does not affect the actual informa-
tion stored in each record.

Here is a description of the keys used to change the record layout:

Move the cursor to the next
category.
Move the cursor to the pre-

vious category.
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Switch the position ofthecol- ([
umn the cursor is on with the
column to its right.

Switch the position of the col-
umn the cursor is on with the
column to its left.

Increase width of the column @
the cursoris on.

Decrease width of thecolumn ([©
the cursoris on.

Delete the category the cursor ([0
is on from the multiple-record
display. Note that the informa-

tion in this category will con-

tinue to appear when you dis-

play the record in single-

record layout.

Insert a category thatyou pre- (&)(1)
viously deleted using the (&) (@)

option. After typing (3)(1), a list

of previously deleted cate-

gories is displayed. To reinsert

a category, type the number of

that category and press (RETURN),

After you press to leave this option, Quick File asks you to
choose whether you want the key to move the cursor across
to the entry in the next category or down to the entry within the same
category.

Change record display layout (&
(single-record layout)

This option lets you change the way information is positioned on the
screen in the single record layout. This option does not change the
actual information stored in each record.

Here is a description of the keys used to change the record layout:

Move the cursor left, right, up
or down on the screen.

Move categories left, right,up, @ ©
ordownonthe screen.Cursor @1 &
must be on first character of

category name.
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Change record selectionrules (@7

This option lets you determine what records will be available for dis-
play. Here are the steps you’ll follow:

1. Choose the category you want to use as the basis for the selec-
tion. Note that you can choose from among all categories included
in the record, even those not displayed in the multiple-record
format.

2. Choose a comparison. For date, you can choose equals, after, be-
fore, contains, is blank, or is not blank. For other information, you
can choose equals, greater than, less than, not equal to, is blank,
is not blank, contains, begins with, ends with, does not contain,
does not begin with, or does not end with. Quick File lists these op-
tions for you.

3. Enter a value that each entry in the specified category should be
compared with.

You can connect up to three single record selection rules together us-
ing and, or, or through (but you cannot use both and and or in a single
record selection rule). Thus, using one selection sequence you could
display the records of all people who either live in Canada or were
born after 1936 or who list birdwatching as their favorite pastime.

To return to a complete list of your records, type (&) (R) and respond
(Wtotheprompt Do »ou want to select all
records?

Copy an existing record &

Before you use this option, place the cursor on any entry in the record
you want to duplicate.

You'll want to use this option if your file will include several records
containing very similar information. After using this option to make
several copies of one record, you can go back and change the neces-
sary entries.

Create a new record See “Insert”
Delete one or more selected B
records

After choosing this option, you can either type Y to delete the record
the cursor was on when you chose the Delete option or you can type
R to specify record selection rules. These rules determine what rec-
ords will be deleted from your file. A list of the steps to specify record
selection rules is in the section “Change record selection rules”.
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Find specified records ¢

Quick File gives you two options for finding records, and &)(R).
The (&) (R) option gives you greater flexibility in finding records but
@ (F)is easier to use. For information about &) (R), see “Change
record selection rules”.

The (&) (F) option lets you display only those records that contain infor-
mation you have specified.

After choosing this option, you are prompted:
Ernter comparison information.

Type the words or group of characters you want Quick File to look for.
(For example, you might type Miller or Ph.D candidate or 20000.) You
can use either upper or lowercase characters.

Insert one or more new @)
records

After you select this option, a blank single record layout is displayed.
Insert new entries, pressing after each entry. When the
cursor is on the last category of the record, press to display
another blank record. At this point, you may either enter another
record or press to return to the 1ayout you were on when
you pressed (@)(1].

Any new records that you insert will be placed immediately before the
record that the cursor was on when you typed () (1). To enter new rec-
ords at the end of a file, make sure you are in single-record layout and
move the cursor past the last record. Enter (Y) when Quick File asks
you if you want to enter new records.

If you prefer to create records when the multiple-record layout is dis-
played, you first must create blank records. To do this, type (&) (1) and,
when the single-record layout is displayed, continue to press
until you have moved through all of the categories. You can create
several blank records by continuing to press (RETurRN). When you have
a sufficient number of blank records, press toreturnto
REVIEWADD/CHANGE. You then can use to return to multiple-
record layout where you can begin typing your entries.

If you are going to insert complete records using multiple-record lay-
out, you may want to set the cursor so that it moves to the right when
you press RETURN). To do this, type () (U), press (EscAPE), and

choose option 2.
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Modify records Move the cursor to the entry that
needs to be modified; then start
typing.

When you start typing, the new characters will replace the old char-
acters. Use the =) key to move across characters that don’t need to be
changed. Press when the new entry is complete.

When you modify entries that appear in several categories of the
same record (in multiple-record layout), you should set the cursor
so that it moves to the right when you press (RETurN). To do this,
type (&) (L); then press and respond to the prompt.

If the entry you want to change is longer than those displayed in
multiple-record layout, you should put the cursor on the entry and
then zoom in to single-record layout, where you'll probably have
more space for the entry.

Print the contents of the @E)
screen

This option only prints one screenful of information. To print complete
files, you must use the Print option that appears on the REPORT
FORMAT display.

Note that Quick File’s default printer options are set to enable it to
print on a Silentype and a Qume Sprint 5 printer. No matter which
printer you use, the printer card must be in slot 1 of your Apple lle.

Remove an existing record See “Delete”
Save current file Press to return to the FILE

MENU; then select option 3.

Additional information about saving files is included earlier in this
chapter under the SAVE FILE MENU.

Search for specified records See “Find” and “Change record
selection rules”

Set standard values for entries (&

Use this option if you know that several of your records will contain

the same entries for a particular category. If, for example, you know

that a group of your records will include a 10608 zip code, type &) (s) and
then enter 10608 in the zip code category. The next time you insert a
record in your file, the zip code category will be filled in for you.

You can remove a standard value at any time. All you do is press
@ (8], move the cursor to the appropriate category, and use the
space bar to erase the entry.
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The gray box in Chapter 9 entitled “Using Standard Values” gives you
more information about using (&) (s).

Sortrecords See “Arrange”

Zoom in to review records in
single-record layout (from
multiple-record layout)

Zoom out to review records in
multiple-record layout (from
single-record layout)

REPORT FORMAT Options

REPORT FORMAT options are available to you when the REPORT
FORMAT display is on the screen. To call up this display, simply se-
lect option 2, Report, from the FILE MENU. Then, depending upon
whether you want to modify an existing report, create a report using a
tables format or create a report using a labels format, select option 1,
2, or 3 from the REPORT MENU.

As you saw earlier in this manual, Quick File lets you create two dif-
ferent kinds of report formats:

o formats that show several records in rows and columns (tables
format)

e formats that create individual reports for each record (labels
format)

Note that reports that are in tables format always include category
names. Labels-format reports give you the option of including cate-
gory names. (See “Print category name on a report”). Labels-format
reports can be edited using Apple Writer lle. This option is not avail-
able for tables-format reports. Complete information about using
Quick File with Apple Writer lle is in Appendix A.

The REPORT FORMAT options are different depending upon
whether you are using a tables or a labels format.

Tables Format Options
Add a calculated column See “Calculate a new column”
Add atitle See “Change report name or

title”
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Add/remove column totals (@)

Quick File lets you add a total at the end of each numerical columnin
your report. Before using the (&) (7] option, place the cursor on the col-
umn that you want Quick File to total.

You are then asked to specify the number of decimal places that
should be included in each column total and the number of blank
spaces that should appear after each total.

After you answer these prompts, Quick File underlines the specified
column and fills it with 8's to show you what your report will look like
when it is printed.

To remove a column total, place the cursor on the appropriate column
and type (&) (7). The 9’s will be replaced by your original entries.

You also use the (@) (T) option when specifying group totals. Information
about group totals is included in the section “Add/remove group
totals™.

Add/remove group totals &

A group total is a sub-total. Here is how you tell Quick File where to
place group totals:

1. Place the cursor on the category that will cause a group total to ap-
pear when its value changes. If the category has not been sorted,
use (@) (A)to sort or arrange it. Then select the “Add/remove group
totals” option by pressing (&) ().

Suppose, for example, that you were using Quick File to keep your
budget and that you wanted to know how much money you spent
each month on food, clothing, and travel. Your first step would be
to place the cursor on month and use to arrange your records
so that all the expenses for one month were clustered together.
Then you would press @) (@),

2. QuickFileasks Print drour totals onl¥? Ifyou
want sub-totals only, and no individual records, type (Y). Type (V) if
you want both individual records and sub-totals to appear in your
report.

3. Respondtothe prompt, Go to a new rPade after
each drour total?

4. Move the cursor to a column that will contain group totals. Thus, in
the budget example, you would place the cursor on the food, cloth-
ing, or travel category.

5. Select the “Add/remove column totals” option by pressing (&) (7).
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6. Respond to the prompts that tell Quick File how many decimal
places to include in each group total and how many blank spaces
to place after each group total.

7. Repeat steps 4, 5, and 6 for each column that should include
group totals.

To remove a group total, place the cursor on the appropriate column
and type (&) (7). The 9’s will be replaced by your original entries.

Arrange or sortrecords ©

Complete information about Arrange is included in the description of
Arrange in the REVIEW/ADD/CHANGE options list.

Calculate a new column @)

This option lets you create a new column by manipulating numerical
information contained in other columns. Quick File can use numeric
data with up to ten places before the decimal point and four places
after to produce a calculated category.

To create a calculated column, follow these steps:

1. Place the cursor on the column that will be to the right of the caicu-
lated column.

2. Select the “Define a calculated column™ option by pressing = <.
A category named Calculated, with entries that consist of a senes
of 9’s, will be displayed on your screen.

3. When prompted, enter a name for the calculated column.

4. When prompted, enter calculation rules, using the letters associ-
ated with the appropriate columns. Use the following keys to
designate the four functions:

plus +
minus —
multiply *
divide /

For example, to add the information in column A to the information
in column B and divide the sum by 100, you would type,
A+B/100.

Calculation rules can be up to 20 characters long. All operations
are performed from left to right.
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5. When prompted, enter the number of decimal places you want
each entry in the calculated column to contain and the number of
blank spaces that you want to follow each entry.

You will not be able to see the contents of your new column until
you choose option (3)(P) and then either display your report on the
screen or printiton a printer.

Note that you can use the (&)(T) option to total the entries in your
calculated column. You cannot use (&)(¢) to create a subtotal
based on the changing contents of the calculated column.

Change column width
@«

Pressing increases the width of the column the cursor is on.
Pressing (@) (<) decreases the width of the column the cursor is on.

When changing column width, remember to leave enough room for
the largest entry in the column. If you have a numerical column and
you fail to leave enough room for the complete entry, Quick File will
be forced to shorten the entry, thus making the information in your
report inaccurate.

Change printer options @©
After pressing (3 () you can change printer options.

To change options 1-8 and option 15, you must type the number of
the option and the value you want. To change the others, just type the
number of the printer option. Quick File changes the value to its op-
posite automatically.

The printer options are:
1. LEFT MARGIN. Number of spaces to the left of each printed line.

2. CHAR PRINT. Maximum number of characters that can be
printed on each line. Note that this option is automatically ad-
justed whenever you change either the left or right margin.

3. RT. MARGIN. Number of spaces to the right of each printed line.

4. PRINTER SIZE. Maximum number of characters that your printer
can printon each line.

5. TOP MARGIN. Number of blank lines at the top of each page.

6. PRINT LINES. Maximum number of lines that will be printed on
each page. Note that this number is automatically adjusted
whenever you change either the top or bottom margin.
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10.

11.

12.

13.

14.

. BOT. MARGIN. Number of blank lines at the bottom of each

page.

. PAGE LENGTH. Maximum number of lines that your printer can

print per page.

. SEND SPECIAL CODES TO PRINTER. Some printers require

that the program (in this case, Quick File) send the printer a se-
ries of special codes before printing can begin. Neither the Qume
nor the Silentype requires that these codes be sent. To find out if
your printer requires special codes, check in the manual that
came with your printer.

If you specify 9, Quick File asks you for the codes.

LINE FEED NEEDED BY PRINTER. Some printers automati-
cally generate a linefeed after every carriage return; these print-
ers do not need a linefeed from the program. Other printers re-
quire that the program generate the linefeed. The Silentype does
not generate its own automatic linefeed. Thus, if you are using a
Silentype, the answer to this option is “yes”. The Qume has a
switch on its front panel that lets you choose whether you want it
to provide an automatic linefeed. If you are using another printer,
check in the manual that came with the printer.

PRINT DASH WHEN AN ENTRY IS BLANK. If there is not an en-
try in a category, you may instruct Quick File to print a single
dash to mark its place.

STOP AT THE END OF EACH PAGE. If you are printing on let-
terhead stationery or if you have a printer like the Silentype that
uses nonperforated paper, you will want printing to stop at the
end of each page so that you can change paper or tear off the
printed sheet.

PRINT REPORT HEADER AT TOP OF PAGE. The report
header consists of the file name, the report name, the record se-
lection option, the page number, and the date. If you don't print
the report header, the only information that appears across the
top of each page of your report is the title (assuming you created
aftitle using @ (V).

PRINTER ACCEPTS FORM-FEED COMMANDS. After a page
of areport has been printed, Quick File needs to instruct your
printer to go to the top of the next page. Some printers can accept
a special instruction called a “form feed” that will automatically
cause this to happen. Other printers, including the Silentype, do
not have this capability and must print a number of blank lines to
get to the next page. Enter “no” for Silentype, “yes” for Qume.
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15. SINGLE, DOUBLE, OR TRIPLE SPACING. You may specify
whether you want your report to be single, double, or tripled
spaced.

Change record selectionrules (&)(r)

Use this option to determine what records you want to appear on your
report. Complete information about specifiying record selection rules
is included in the list of REVIEW/ADD/CHANGE options earlier in this
chapter.

Change report name and/or @0}
title

Each time you create a new report, you assign it a report name. The
report name appears in the upper lefthand corner of the report format
screen and in your REPORT CATALOG for that file. When you
choose the (&)(N) option, you are prompted for the new name of your
report. You then are prompted for the report title. Note that a report
does not have a title until you use this option. The report title is
printed at the top of each page of your report and can be 79 charac-
ters long with an 80-column display, or 39 characters long with a 40-
column display.

Create a calculated column See “Calculate a new column”
Delete current category @)

Before you use this option, move the cursor to the category you want
to delete.

Note that after using (&) (0), the information in the category you have
deleted is still in your file; it just will not show up on your report. You
can reinsert any category you have deleted by using the insert
option, (&) (). The only way to remove a category from your file
permanently is to select option 4 on the FILE MENU.

Insert a previously deleted @)
category

This option lets you insert a category that you previously deleted us-
ing the (&) (o) function. After typing @) (1), a list of previously deleted
categories is displayed. To reinsert a category, type the number of
that category and press (RETURN),

Move the cursor one category
to the right

Move the cursor one category
to the left
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Print areport @F)

This option lets you either display your report on the screen, print the
report on a printer, or store your report as a file on disk.

Note that Quick File will print on the printer whose card is in slot 1.

Use ([@)(0) to adapt Quick File to your printer’s specifications and to
change various options, such as margins and spacing, that affect
how your report appears on the printed page. Information about
these options is included in the section, “Changing printer options”.

If you choose to store your report on a disk, you will be prompted for a
file name. The report will be stored on a DOS formatted disk in drive
2. Use the DOS 3.3 disk to format DOS disks. If you want your report
to be stored on a disk in drive 2 under the name “Clients”, you would
respond CLIENTS. The DOS 3.3 manual will tell you the fine
points of DOS file names, but basically they cannot exceed 30 char-
acters in length, must start with an alphabetic character, and may not
contain commas.

Print selected records See “Change record selection
rules”
Right-justify a column

This option is used to right-justify (or line up on the right margin)
numerical information so that all decimal points line up under each
other. It also can be used to right-justify alphabetic information.

Before using this option, move the cursor to the column you want to
right-justify.

You then are asked to specify the number of decimal places that
should be included in each entry in the specified column (if you are
right-justifying alphabetic information, you should include zero deci-
mal places) and the number of blank spaces that should be placed
after each entry.

After answering these prompts, Quick File fills the appropriate
column with 8’s to show you what the report will look like when it
is printed.

When you use the (&) (T) option, columns to be totaled are automatically
justified.

Sortrecords See “Arrange”
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Switch column positions @]E)
B

Pressing switches the column the cursor is on and the column to
its right.

Pressing (&) (<) switches the column the cursor is on and the column to
its left.

Labels Format Options

When you create a labels report format or get a previously-created
labels report format from the REPORT CATALOG, Quick File dis-
plays the categories that will be included in the report. To see the ac-
tual entries associated with each record, you can type (&)(2). After typ-
ing @(2), you can quickly scan through the records in your file using
various cursor keys. To return to the labels report format, press (&) (2).

Before you plan a large report using the labels format, we recom-
mend that you experiment with the various printer options. Note also
that Quick File only lets you print one label across.

Arrange or sort records (@)

Complete information about the Arrange option is included in the de-
scription of Arrange in the REVIEW/ADD/CHANGE options list earlier
in this chapter.

Change category position See “Move category”
Change printer options @

After pressing (3)(0) you can change options 1 through 8 by typing the
option number and then entering its new value. Change options 9
through 16 by simply typing the option number. Quick File automati-
cally changes the option’s value to its opposite.

Options 1 through 14 are the same for labels format as for tables for-
mat and are described in the “Tables Format Options” section of this
chapter. Option 15 and 16 are described below.

15. Omit line when all entries on line are blank. If you change this op-
tion to “no”, Quick File will include a blank line in your record
whenever there is no entry for any category on that line. If you
leave the option as is, Quick File will not substitute a blank line for
an empty entry.

16. Keep number of lines the same within each record. If you leave
this option as is, Quick File will make sure that all of your records
have the same number of lines by adding extra blank lines at the
bottom of the record. All of your records won't be the same length
if you change this option to “no”.

You only see this option if you leave option 15 set to “yes”.

REPORT FORMAT Options ﬁ



Change record selectionrules &R

This option lets you determine what records you want included in
your report.

Complete information about this option is included in the REVIEW/
ADD/CHANGE option list earlier in this chapter.

Change report name and/or @]00)
title

Each time you create a new report, you assign it a report name. The
report name appears in the upper lefthand corner of the REPORT
FORMAT display and in your REPORT CATALOG for that file. When
you choose the (&) (N) option, you are prompted for the new name of
your report. You then are prompted for the report title. Note that a re-
port does not have a title until you use this option. The report itle is
printed at the top of each page of your report and can be 79 charac-
ters long.

Delete spacing line or 3)(o)
category

Before you use this option, place the cursor on the blank line or the
first character of the category you want to delete.

Note that after using (&) (0), the information in the category you have
deleted is still in your file; it just will not show up on your report. You

can reinsert any category you have deleted using (&) (o) by using the
insert option, (&) (1). The only way to remove all entries from your file
permanently is to select option 4 on the FILE MENU.

Display the next record

To use this option, record entries must be displayed. To display
record entries, press &) (2.

Display the previous record

To use this option, record entries must be displayed. To display
record entries, press &) (2).

Go to beginning of file @6

To use this option, record entries must be displayed. To display
record entries, press (&) (2.

Go to end of file (E)

To use this option, record entries must be displayed. To display
record entries, press (&) (2).
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Insert previously deleted @0
spacing line or category

This option lets you insert a category that you previously deleted us-
ing (&) (o) or insert a spacing line above or below the current cursor
position.

Left-justify current category ©

This option causes the category the cursor is on to be printed one
space away from the category to its left.

After typing (@) (1), the (<) character will be displayed to the left of the cate-
gory the cursor is on. The true effect of typing () (2] can only be seen by
using the (&) (P) option to display the report on the screen or printiton a
printer.

Move cursor left, right, up or

down
Move category left, rightupor @< @)
down g BW

The cursor most be on the leftmost character in the category to use
this option.

When using these keys, you cannot move one category on top of or
through another category. Thus you must maneuver categories
around each other.

Printareport @@

This option lets you either display your report on the screen, print the
report on a printer, store your report in a file on another disk, or trans-
fer the file to an Apple Writer lle file.

Compete informaton about using Quick File with Apple Writer lle is
included in Appendix A.

Additional information about this option is included under “Print a re-
port” in the list of tables format options.

REPORT FORMAT Options




Print category nameona @
report

This option causes Quick File to display category names as well as
entries in your report.

Before using this option, use the arrow keys to move the cursor to the
entry whose category name you want included in the report. After you
use (&) (V) to designate a category name, that category name will be
printed next to the appropriate entry in every record.

To remove a category name from your report, simply move the cursor
to the appropriate category and type (&) (V).

Print selected records See “Change record selection
rules”

Sortrecords See “Arrange”

Zoom between category

names and entries

This option lets you alternate between displaying category names
and actual record entries. After pressing (&)(2), you can go forward or
backward through your file to review the layout and content of individ-
ual records. Press (&) (z) to return to the report format.
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Appendix Lo

Transferring Quick
File Reports
to Apple Writer lle

There are two occasions when you may find it useful to transfer Quick
File reports to Apple Writer lle files:

e When you want to place Quick File reports in a document created
using Apple Writer lle

e When you want to create form letters that contain personalized in-
formation from Quick File reports by using Apple Writer's Word
Processing Language (WPL)

The following instructions about how to do these two things assume
that you are familiar with Apple Writer commands. If you need to re-
fresh your memory, consult your Apple Writer lle manual.

Placing Quick File Reports in a Document

Quick File reports can be transferred This section explains how to transfer Quick File reports to Apple

to Apple Writer lle files. However, the Writer lle files. Once you have completed this process, you can edit
process is not reversible. Apple Writer lle ick Fi inth h . A

files cannot be transferred to Quick File your QL:IIC File report in the same way that you can edit any Apple
data disks. Writer file.

1. Start up your Apple lle with your Quick File program disk in drive
1 and your Quick File data disk in drive 2. Select from the FILE
CATALOG the file you wish to transfer.

2. Select a report from the REPORT CATALOG or create a new re-
port. The report may have either a tables- or a labels-style format.

Placing Quick File Reports in a Document ﬂ



3. Type(@(0) and change any necessary printer options. Make sure
that the value you have chosen for option 2, characters to print, is
large enough so that a complete line of the report can be printed.
If you do not want a heading at the top of each page, change the
value for option 13 to “no”. Then press to return to the
REPORT FORMAT.

4. Type ([@(P) to print the report. Then select option 3 to send your
report to a DOS file on disk.

5. Insert a DOS (not Quick File) formatted disk in drive 2. When
prompted for the name of your new file, type a file name of up to 22
characters (for example, LIST or FROGS). Press and then
space bar. When the whirring stops, you know that your file has
been successfully transferred.

6. The file on your DOS disk is now an Apple Writer file and can be
loaded and edited like any other Apple Writer file.

Creating Form Letters from Quick File
Reports
You can incorporate categories of information from Quick File reports

into an Apple Writer lle document to produce form letters by using the
WPL program MAILLIST stored on the Apple Writer master disk.

You use three files when creating an Apple Writer document that in-
corporates Quick File report information:

e the Quick File report information that has been transferred to a
DOS Apple Writer file on disk

e the Apple Writer lle form letter that you want to contain Quick File
report information

e MAILLIST, the WPL program that incorporates the Quick File re-
port information into the form letter

Here are the steps you follow to create a form letter that incorporates
Quick File information.

Transferring the Quick File Report to Apple Writer

1. Start up the Quick File program and select from the FILE CATA-
LOG the file you wish to transfer.

2. Select areport from the REPORT CATALOG or create a new re-
port. The report must have a labels-style format.

3. Type ([@)(0) and change any necessary printer options. Options 12
and 13 should both be set to “no”. Press to return to the
REPORT FORMAT.
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4. Type (&) (P to print the report. Select option 4 to print your file to a
DOS Apple Writer file on disk.

5. Insert a DOS formatted disk in drive 2. When prompted for the
name of your new file, type a file name of up to 22 characters.
Press and then space bar. When the whirring stops, your
file has been successfully converted to an Apple Writer file.

6. Exit Quick File as you would normally.

Creating Your Own Form Letter
1. Putyour Apple Writer master disk in drive 1 and start it up.

2. Load the converted Quick File report from the disk in drive 2. Here
is an example of how it might look:

o1

@iEBowson
@Z2RJack

B3E0O8

B4R@.JAN Z4 56
B3@2400

BEEM

B7@2373 Sepring Ct.
@BBLos Altos
29ECA

B10ERIS134
Bi1i1@Becky
B12B408-5335-6078
@13ez4

214840
@158408-555-97453

@1@Camphbell

@Z2ELinda
@308

@4BFEB 17 79
BSRZZ200

BEEF

B7B84589 Willow Rd.
EBEMilritas

E@9@CA

210895134

Bl1i@Jon
R1ZEB408-555-6390
@1364

B14RZ0
B15@408-555-6978
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Notice that each record has a number and each category has a
number. You use the category numbers to designate where you
want the information in each category placed within the form letter.

Notice also that if you plan to use a piece of information, such as
city, separately in the form letter, it must belong to a separate
Quick File category. If your Quick File category is city/state/zip,
you cannot use these items of information separately in your form
letter.

3. Make a note of the categories and their numbers or print out the
file for reference.

4. Now create your own form letter using the sample below as a
model. The category numbers in the sample form letter corre-
spond to the list above.

Each time you want a category from your Quick File report in-
cluded in your letter,type (c at e 9o r ¥ x), where x is the number
of the category. Note that the word “category” must be in lower-
case followed directly by the category number, with no spaces be-
tween them.

SAMPLE FORM LETTER
Audust 19, 18982

(catedorv?) (catedorvl)
(catedorv7)
{catedorvB)s (catedorv8) (catedorvyi0)

Dear {(catedorvZ2)

Please verify that the following infor-
mation matches vour records.,

We show that vou have accumulated
(catedorv13) hours of sicK leave and
(catedorv1d) hours of vacation time
since vou were hired on (catedorvd), If
this information is not correct please
notify vour local personnel office
immediatelvy.,

Sincerely,

Mary Jameson
Corporate Personnel
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5. Save the form letter on the same disk as the converted Quick File
report, in drive 2.

Merging the ReportFile with the Form Letter

1. Turn on your printer and set the appropriate [P]rint values. You
might want to print to the display screen first, just to make sure
your categories are merging correctly.

2. Use the WPL program called MAILLIST stored on the Apple Writer
master disk to do the merge. To run this program, type

[Pl do Maillistdl

3. Next you are prompted
Name and location of Form letter

Type the name of the form letter you created and its drive location
(forexample,mlmletter»d2).

4. Next you are prompted
Name and location of Address file

Type the name of the Quick File report file and its drive location
(forexample, new customers »d2).

That's all there is to it! It will just take a few seconds before the first
letter begins to print.

Creating Form Letters from Quick File Reports
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Quick File ll [
Reference Card

In General

Accepts the information you
have just typed. Also frequently
used to move to the next entry.

Returns you to the previous
screen. also can be used
to erase the information you are
entering.

& This designates the Open-Apple
key. To use a Quick File option,
hold down the (&) key and then
type the appropriate character.

REVIEWADD/CHANGE

Cursor Moves

TAB Move the cursor to the next entry

& Move the cursor to the previous
entry

Move the cursor up one category

Move the cursor down one
category

@) Display the previous 15 records

(from multiple-record layout)



B

@0

|0
@E
@E

Press
Choose 1or2

Options
B®
@O
©

D0
@0

@0

@G|

O®E
@6

Display the next 15 records (from
multiple-record layout)

Display the previous record in
your file (from single-record
layout)

Display the next record in your
file (from single-record layout)

Move the cursor to the beginning
of the file

Move the cursor to the end of the
file

Move the cursor to the right in-
side an entry

Move the cursor to the left inside
an entry

Change the direction the cursor
moves when you press

Arrange (sort) on this column
Delete one or selected records
Find a specified record

Insert a new record

Make a duplicate copy of the cur-
rent record

Change record display layout
(See HELP for layout change
options)

Print the current contents of the
screen

Change record selection rules

Set/remove standard values for
a category



Zoom in to review all the informa-
tion in one record (from multiple-
record layout)

Zoom out to review 15 records at
a time (from single-record layout)

Tables Report Format Options

@O
@0

@O
@0
@O
©@FE
©F

Move cursor to the next column

Move cursor to the previous
column

Increase column width
Decrease column width
Arrange (sort) on this column
Add a calculated column
Delete this category
Add/remove group totals

Insert a previously deleted
category

Right-justify this column
Change report name or title
Choose a printer option

Print the report

Change record selection rules

Add/remove column totals

Labels Report Format Options

and any arrow

Move cursor

Move category position

Display next record, assuming
record entries are displayed

©E)



@)

@0y
@)

B
@E

@O

BV
@O
@O
W@
G®
@I

@e

Display previous record, assum-
ing record entries are displayed
©@@)

Arrange (sort) on this column

Go to beginning of file, assuming
record entries are displayed

©@@)
Delete spacing line or category

Go to end of file, assuming rec-
ord entries are displayed (&) (2)

Insert a spacing line or previ-
ously deleted category

Left-justify this category
Change report name and/or title
Choose printer options

Print a report

Change record selection rules

Causes category name to be
added to the report

Zoom between records contain-
ing category names and records
containing record information



Quiick File Il Reader Response Card

Apple is interested in your response to Quick File Il and the Quick File Il manual. Please fill out the enclosed card and send it
back to us. That way, if we revise Quick File and the manual we can make them better fit your needs.

1. How much experience have you had using computers? a.__ none b.___ little c.__ moderate d.__ extensive
2. Inwhat area are you using Quick File? a.__ business b.__ home c.__ scientific/industrial
d. other (pl specify)
3. Please use the following chart to list the names or types of Quick File files you have (phone lists, parts inventories, etc),
the number of records per file, and the number of categories per record.
File name or type # records per file # categories per record
4. Do you use calculated categories? a.__ yes b.__ no
5. Do you use Quick File for mailing labels? a.__ yes b.__ no
6. Did you try out the tutorial included in Chapters 2-9? a.__ allofit b.___ someofit c.___ very little or none of it
7. How much have you used Chapter 10, Quick File Il Reference? a.__ extensiveuse b.__ someuse c.__ nouse
8. Isthere any part of Quick File that you do not think is adequately explained in this manual? If so, please specify.
9. What did you like most about the manual? the program?
10. What did you like least about the manual? the program?
11. What features would you like Quick File to have?

If you have any further comments, please send them to us in a separate letter at the address on this card. Please e}nach
annotated copies of manual pages containing errors or problems. Thank you!

Name Company/Title

Street City/State/Zip

Apple Computer, Inc.
20525 Mariani Avenue
Cupertino, CA 95014
Attn: Product Support
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