e Quick Reference to the

g ‘ Professional Office System
S37060 Version 2, Release 2

rrrrrrrrrrrrr
66666666

T

e

)

. ' ™
o l “‘
[—|
=

i

\ ¥ )

T o 3

? “
: H cli
5 ' g
et T AR

[ vac ens ]
L..' -
f 4 N\ r R ' - 2 e
\ A== \ il S0 L § J
e i i o W & 4 ' . PR
’ NP=== . : -
‘ t | |2 | = ouT
" i o ' 4 '8
1 ¥
f = E
. IIV OUT
==V U \ 'l
Ir i ' ‘ 4
k
' ﬁ O"* :
‘ L \ l W
. - ; N (
o .
U= :éé i

r = g : —_—— }r y :.._...,._ [
: % ! : i
Al =) T /) . Ll § J
g - g . r_‘rj ' r._‘ ..__.1 8 A
= -d BE % =)= l ‘
i =E ] &
TESCE,
' 6X20-0231-01 ' oy ﬁ Gﬂ —
' ‘ = L/ I {
I = SN -
{

(St N =
| =1 % (=
Y1/ A\ 3L
N i oo g f
| — >
&
l [
2 |
- ¥ O\
e —=- = -

f - N
¥

e e

Sl e
\. i)\ J
r e
stz
a Bif; £
) \ i )

75

7
g
!5

e - o,
R
3 LR
Gl 8,
___|
F LN 7N 7
N = Al £ \
N |1
A 5
el OINL" LY by
5 | = AW A ~ J =
1 '
) "
{




Contents
1 Communicating with PROFS ......................... 1
2 The PROFS main menu .....ccccoceeeereremmecinnincenes 2
3 Processing calendars .........ccoeviviiiiiiiiiiiiinnnnnn. 3
4 Opening the mail ................. S
5 Finding documents 9
6 Processing notes and messages .................. 11
7 Preparing RFT documents ...........ccccvvvvvinnns 13
8 Preparing DCF documents .........cccccevvvvunnnnnn. 16
9 Processing documents from other sources .. 17
10 Processing the mail 10g ....cccoveveeveevennnnnnee. 19
11 Checking the outgoing mail ...............oeee.... 20
12 Adding automatic reminders ........................ 21
13 Proofreading RFT documents ............c......... 21
14 Proofreading notes or DCF documents ........ 22
15 Interrupting PROFS tasks ........ccccovvuvveennennnn. 23

Other information ................
List of PROFS screens

To the Experienced User

This book is a reference guide for an experienced user. Use it
as a quick memory jogger for working in PROFS.

For more detailed information on each section in this guide, see
Using the Professional Office System, SH20-6797-1.

Second Edition (June 1986)

This edition obsoletes GX20-0231-0. Before using this publica-
tion, consult your System/370 Bibliography (GC20-0370) for the
editions that are applicable and current.

References in this publication to IBM products, programs or
services do not imply that IBM intends to make these available
in all countries in which IBM operates. Any reference to an IBM
program product in this document is not intended to state or
imply that only IBM’s program product may be used. Any func-
tionally equivalent program may be used instead.

Publications are not stocked at the address given below.
Requests for copies of IBM pubiications should be made to your
IBM representative or to the IBM branch office serving your
locality.

Send comments about this publication to: IBM Corporation,
Department 773, 220 Las Colinas Boulevard, Irving, Texas
75039-5513. IBM may use or distribute whatever information
you supply in any way it believes appropriate without incurring
any obligation to you.

© Copyright International Business Machines Corporation 1983,
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Communicating
with PROFS

PROFS Term Definition

real name A person’s full name, for example: John M.
Doe.

user name The name by which the computer knows a

user, a userid.

system name

A computer system’s name (often a
location), a nodeid; you use the system
name with a person’s user name to com-
municate to users on other systems.

nickname

An easy-to-remember name that may be
used in place of a user name and system
name.

message

A short, quick, informal communication; it
does not go into the incoming mail; PROFS
does not keep a copy; the person must be
logged on to receive it.

note

An informal communication (note, meeting
notice, reservation notice) that goes into
the incoming mail of the person you send it
to; you keep copies of notes in note logs.

document

A formal communication in a special style
(format); you keep information about docu-
ments in your mail log. “Final” or “RFT-F”
documents cannot be changed; “Draft” or
“RFT-D” documents can be changed;
“Graphics” is a GDDM file that can be
printed or viewed; “Paper” documents are
hardcopy documents that were not created
using PROFS; “Other” or “Softcopy” docu-
ments are electronic documents that were
not created using PROFS.

personal storage

Where you keep tailor-made files, indexes
to files, and documents in progress; also
called A-disk or user files.

PROFS storage

Where documents are kept; your mail log is
an index to these documents.

document number

Number given to every document in PROFS
storage, aiso called cron number.

12-character B87002NYC000Y
version \ daily
year day system sequence
of the identifier number
year
8-character 18020001,
version
year day daily sequence
number
7~character 0020001
version Y \
day daily sequence

number

Communicating with PROFS 1



The PROFS
main menu

To do this Use this PF key

or command

You will see

Write any special instructions for your system here:

Log on to com- Turn terminal on. LOGON ENTER PASS-
puter (your user name) WORD
(your password).
Sign on to
PROFS PROFS A00
Sign off PROFS
Return to AOO. AQO
PF12 on A0Q. “Signed off
PROFS"
message
Log off com-
puter LOGOFF
See a HELP PF9 on any screen (except
screen Power Typing).

2 Quick Reference to PROFS

Processing
calendars

To do this Use this PF key You will see

or command

Work with

schedules PF1 on A0O. W00

Work with your

schedule for PF1 on W00 or CURCAL. wo1

today

Work with
other peoples’
schedules

Type over name on W00 or W01
with user name or nickname to
view one schedule.

Type over name on W00 with
distribution list name to view
several schedules. Press PF1.

WOO0 or W01 for
other person

W04 for distrib-
ution list

Work with a
schedule for
another date

Type over date on W00 or W01
or PF4, I?FS on W00 or WO1.

W00 or W01 for
new date

Put a meeting
or other event
on a schedule

Type times on W01 under
BEGIN and END. Type
description under
DESCRIPTION. First letter of
description is transferred to
monthly schedule.

Press PF7 on EO1, E20, or 100 if
a meeting notice is received as
a note or document.

W01 with the
addition to
schedule

Delete a
meeting

Type D at beginning of line for
that meeting.

W01 with the
event deleted

Mark a
meeting or a
note so only
you and
people you
authorize can
see
description.

Type CONF: at beginning of
DESCRIPTION on W01 to mark
“CONFIDENTIAL".

Type PERS: at beginning of
DESCRIPTION on W01 to mark
“PERSONAL".

Add a note to
your schedule

Type NOTES: at beginning of a
blank line under BEGIN, move
to DESCRIPTION column, type
notes under DESCRIPTION.

Processing calendars



3 continued

To do this Use this PF key You will see

or command
View a PF2 on WOO (for several days). W02
schedule for
more than one PF6 on W00 (for a month). W05
day

Monthly calendar symbols:

® Nothing scheduled

*  Two or more events that

hour
= No authority to view
< Before first hour of
workday

> After last hour of workday.

If none of these, the character

is the first character from

description of event.
View then Press PF3 on W0O. W04
reserve a con-
ference room Press PF7 on W00. Include W06

(or equipment)

user name of conference room
when typing list of meeting
attendees.

Have PROFS
schedule a
meeting

PF7 on W00. Fill in W06. Press W06, W07, W08,
PF1, PF2, or PF3. w09

Choose a time
for the meeting

Type X next to line you want on W08
W07, adjust times on that line,

if needed.
Print sched- PF8 on W00. Joo
ules PF8 on W02. Joo
Calendar com- ERASE to erase all entries
mands: D to delete entries
ALL to add an all day
event
R to schedule recur-
ring meetings
A to add a blank line
C to copy entries
M to move entries
CURCAL to bypass menus

4  Quick Reference to PROFS

Y

To do this

Opening
the mail

Use this PF key
or command

You will see

See list of mail

PF2 on AQO or OPENMAIL.

Co0

Work with one
item

PF key next to that item on C00.

EO01 (note)
CO01 (final)
CO01 (other)
C02 (draft)
C30 (RFT-F)
C31 (RFT-D)
CO05 (paper)
C08 (paper w/

routing slip)
Work with all  ALL on CO00. Co6
items
Erase all items PF4 on C06. C00 (with

from incoming
mail

DELETE noted)

NOTES

View the note Press PF key next to note on EO1
CO00.

Add comments PF1on EO1 press PF4, type E12/E03

for your log comments, press PF7.

Send new note PF1on EO1, press PF5, fill in E12/E04
EO04, press PF7.

Forward same PF5on EO1. Fillin E11, add E12/E11

note text (optional), press PF7 on
E11.

Reply to note  PF6 on EO1, type reply, press  E12/E02
PF7 on EQ2.

Send note PF7 on EO1, fill in E13, press E12/E13

again (except PF7 on E13.

meeting

notice)

Cancel a PF12 while on E03, E04, E11,

request to add, E02, or E13—and not PF7

send, forward,

reply, or ® |f you have not typed any- Message,

resend a note

thing on the note screen,
except E13.

® if you have typed some-
thing on the note screen.

press CLEAR,
EO1

Message,
answer 'Y’ to
quit, EQ1

Opening the mail 5



4 continued

To do this Use this PF key

or command

You will see

File in note log PF2 on EO1. CO00; FILE
noted
® inspecial Type name of log over NOTE, CO00; FILE
log press PF2 on EO1. noted
Erase without PF4 on EQ1. C00; DELETE
filing noted
Cancel a PF key next to note on C00, EO01
request to file PF3 on EO1. C00
or erase
Add “Meeting” PF7 on EO1. Added to cal-
or “Reserve” endar, then
note to a EO1
schedule
Print the note PF8 on EO1. Joo
View document Cursor under document 100, 101, F73
referred to in a number on E01. Press ENTER.
note
DOCUMENTS
View the docu- PF1 on CO1, C02, or C06. 100 or 101
ment PF1on C30 or C31 w/ F78
DisplayWrite/370.
PF1 on C30 or C31 w/o 100
DisplayWrite/370.
Reply to docu- PF8& on 100. EO4
ment with note PF6 on F73. E04
Return to AO0 EXIT on 100. A00, S00
or S00 after
viewing a doc-
ument
View document PF10 on C01 or C02. C04, C0o7
with format Type “2" over “1" 00
controls in the PF1 on C04 or CO7.
text for DCF
document.
RFT document PF1 on C30 or C31. F73

Type TCON on command line
on F73. Press ENTER.

6 Quick Reference to PROFS

4 continued

To do this

Use this PF key
or command

You will see

View another
document from
this document

Press PF1 on C01, C02 or C06.
Move cursor under document
number on 100. Press ENTER.

Press PF1 on C30 or C31 w/
DisplayWrite/370.

Move cursor under document
number on F73. Press
DOCVIEW PF key.

100

100 (DCF)
F73 (RFT)
101 (graphic)

F73

100 (DCF)
F73 (RFT)
101 (graphic)

File the docu-
ment and
erase it from
your incoming
mail

PF2 on CO1, C02, C05, C06, CO08,
C30 or C31.

CO00 (with FILE
noted)

Erase the doc-
ument from
your incoming
mail and mail
log

PF4 on C01, C02, C05, C06, C08,
C30 or C31.

CO00 (with
DELETE noted)

Cancel a file or
erase request

PF key next to document on
C00. PF3 on C01, C02, CO5,
C06, C08, C30 or C31.

CO01, C02, CO05,
C06, C30 or
C31. CO0 (with
FILE or
DELETE gone)

Forward the

PF5 on CO1, C02, C05, C08, C30

HOO (unless

document or C31. Fill out information and paper docu-
PF1 or PF2. ment, then

HO5)

View the dis-  PF6 on CO01, C02, C05, C30 or K21

tribution list C31.

Change the PF7 on C01, C02, C05, C08, C30 D18

mail log infor- or C31. Add or change infor-  CO01, C02, C05,

mation mation on D18. Press ENTER., C08, C30 or
C31

Copy the docu- PF10 on C01, C02, C30 or C31. C04, CO7, C32

ment into your PF2 on C04, C07, C32, C33. or C33

personal

storage

Opening the mail 7



4 continued o
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To do thi Use this PF k Y ill

0 do this orszon:'snand ey ou will see documents

Work with a PF10 on C02 or C31. C07, C33
draft document PF3 on CO7 or C33. F01, F63 To do this Use this PF key You will see
or command
Create new PF10 on C30 or C31. C32 or C33
document PF4 on C32 or C33. F63 View a docu- RETRIEVE on AQO. Fill inthe X0t
using previous ment if you document number on X01.
one as base know the docu-
ment number
Add meeting  PF1on C01, C02. 100
notice to a PF7 on 100. Added to cal- Find docu- PF3 on A00 or SEARCH. Fill in  DO1
schedule endar, then 100 ments D01 and choose from PF1-3,

press ENTER.
Print notes or PF8 on EO1, CO1, C02, C30 or Joo
documents C31. ® In other mail First type another user name, D03
logs nickname or distribution list
name on DO1.

Change the PF4-6 on D03. Dot
search

Start a new PF7 on DO3 (repeat search DO1
search steps above on DO1).

View a list of  PF1on D03 (with comments). D04
documents PF2 on D03 (without comments). D06
found

Save a listof PF3 on DO3 (the file is keptas D03
documents in a $SEARCH$ OFSDATA).
fite

Printa listof PF8 on D03. Specify order of F30

documents list on F30.

found

Work with all  ALL on D04 or DO6. Do7
the documents

found

Work with one PF key next to that document D08 (final)

of the docu- on D04 or DO6. D08 (other)
ments found D11 (draft)
D12 (paper)
D40 (RFT-F)
D41 (RFT-D)
View the PF1on D07, D08, or D11. 100, 101
document(s):
PF1 on D40 or D41 w/ F73
DisplayWrite/370.
: PF1on D40 or D41 w/o 100
DisplayWrite/370.

8 Quick Reference to PROFS Finding documents 9



5 continued

- Processing notes

To do this Use this PF key You will see
or command and messages
View other ver- PF10 on D08, D11 or D41. D02 (final)
sions of the D02 (other) To do this Use this PF Key You will see
document(s): D09 (draft) or command
D43 (RFT-D)
Work with PF4 on AQO,
Specify version number and 100 messages, or OFSNOTE. E05
press PF1 on D02 or D09. notes, or note
logs
Specify version number and F73
press PF1 on D43 w/ Send a PF2 on EO5 or MSG. E07
DisplayWrite/370. message Fill in, PF7 on EO7.
Specify version number and 100 Have a conver- Type + at the end of message
press PF1 on D43 w/o sation with text on EO7. Press ENTER
DisplayWrite/370. messages twice to quit.
Erase the PF2 on D07, DOB, D11, D12, D40 D04 or D06 w/ Send a note PF1 on E05 or NOTE. Fill in, EO4
document(s) or D41, REMOVE noted PF7 on E04.

from the list

Proofread a PF8 on E02, EO3, EO4, EOG, E11, E14
Erase the doc- PF4 on D07, D08, D11, D12, D40 D04 or D06

x note or E13. PF1-4 on E14. F10
ument from the or D41. with DELETE
mait log and noted View a docu-  Cursor under document 100 (DCF)
the list ment referred number on E20, or E12. Press 101 (graphic)
to in a note ENTER. F73 (RFT)

Keep docu- PF3 on D07, D08, D11, D12, D40 D04 or D06 w/

ment in list and or D41. Hosymans Copy a note to  Type other note log name next E20
- mail log e another note  to PF2 on E20. Press PF2.
replaced tog
Forward the PF5 on'D08, I:_)11, D12,_ D40 or HOO Work with Type over log name, if neces- E08
document D41. Fill out information and HO5 (for paper) notes in note  sary, then PF3 on EO5, or type
PIENS PR AT RS, logs LOGVIEW, press ENTER.
View the dis- PF6 on D08, D11, D40 or D41. K21 View a note PF key next to note on E08. E20
tribution list for
the document View all notes ALL on E08, E10
th PF1on E10. E20
View or PF7 on D08, D11, D12, D40or D18 L =
CHERHeTRE C Print all notes PF8 on E05. Joo
mail log infor- in a note log
mation
Print the docu- PF8 on D08, D11, D40 or D41, J0O AR gaaiiny FET o EaG iy
ment endar E20
Copy the docu- PF10 on D08, D11, D40 or D41. D02 (final)
ment into your D09 (draft)
personal PF2 on D02, D09, D42 or D43. D42 (RFT-F)
storage D43 (RFT-D)
Work with a PF10 on D11 or D41. D09, D43 :
draft document PF3 on D09 or D43. FO1, F63
Create new PF10 on D40 or D41. D42 or D43
document PF4 on D42 or D43. F63
using previous
one as base

10 Quick Reference to PROFS Processing notes and messages 11



6 continued

To do this Use this PF key
or command
Special com-  Type at beginning of new line
mands: in text:
® Add more .ad names
names
® Find out .wh
who you're
sending to
® Substitute a .at titie
title
® Request .ak
acknowl-
edgement
® Cancel .nak
acknowl-
edgement
® Add text .im filename filetype
from a file
® Get from file .gf filename filetype
into note
® Put note in a .pf filename filetype
file
@ Copy list .CC names
@ Copy list ct title
with title
® File in .If name-of-note-log
another
note log
@® Do not file in .nl
any log
® Reference a .ref document number
document
inside a
note
® Get a list of .grf filename filetype
document (default is $SSEARCHS
references OFSDATA)
® Get a cal- .gc
endar

12  Quick Reference to PROFS

Preparing RFT

documents

To do this Use this PF key or command You will see

Prepare a new PF5 on A00 or MEMO or FOO0

document CREATE.

® Standard PF1 on FQO. F61
style-RFT

® Another RFT Type name. PF2 on F00. F61
style

® View list of PF2on F0O0. Fo4
styles

Enter author  Type name on F61. Press F62

profile ENTER.

Create, change PF1on F61.

or view author T20

profile

Prepare text Type text on F62. Press PF12. F63

Change an
existing draft:

® While pre- PF1-12 or PF1-24 or type F62 w/ imme-
paring command on floating command diate changes
line or stationary command visible; or
line. command
menu windows
or edit
windows
® After filing  PF5 on A0O. FOO
in personal Type document filename and  F63
storage filetype. PF3 on FOO.
PF2 on F63. F62
® After filing PF5 on AQO. FGO0
in PROFS  Type document number on F00, F63
storage PF3. PF2 on F63. F62
File document PF12 on F62. F63
in personal PF6 on F63. A00
storage
File as RFT-D PF12 on F62. F63
for changes by PF7 on F63. F70
you and Type choices, press ENTER. A0Q, HOO
reviewers
File a RFT-F PF12 on F62. F63
version and PF5 on F63. F68
distribute it Type choices, press ENTER. A00, HOO

Preparing RFT documents 13



7 continued

To do this Use this PF key You will see
or command
Restrict docu-
ment:
® Before dis- Type Y on F70 or F68.
tributing
® After distrib- RESTRICT on A00. Type docu- F20
uting ment number and PF1 on F20. A00
Remove RESTRICT on A00. Type docu- F20
restriction ment number. PF2 on F20. A0O
View the docu- PF1on F63. F73
ment
View document Move cursor under document 100 (DCF)
referred toin  number on F73. Press F73 (RFT)

another docu-
ment.

DOCVIEW PF key.

101 (graphic)

Assign a new PF3 on F63. Press ENTER. FO03

document F63

number

View or PF4 on F63. F66

change the Type changes. Press ENTER. F63

index informa-

tion

Print the docu- PF8 on F63. JOo

ment Type Y on F68. JOO
Type Y on F70. JOo

Print document DOCVIEW PRINT on F73.

referred to in  Move cursor under document  J0O

another docu-
ment

number. Press ENTER.

14  Quick Reference to PROFS

Preparing DCF

documents

To do this Use this PF key You will see
or command
Create an AUTHOR on AQO or F51. T20
author profile PF1on T20. T21
Fill in T21.
PF12 on T21. T20
PF12 on T20. A00, F51
Prepare a new PF5on AQ0, or MEMO or F0O0
document; CREATE.
® Standard PF2 on F0O. F04
style Select STANDDCF.
® Another Type name, PF2 on FQO. F51
style
® View list of PF2 on F00. F04
styles
Prepare Fill out, PF7 on F51. F52
heading
Prepare text:  Fill out F52.
® Power PF10 on F52 (press ENTER Power Typing
typing twice on Power Typing to
return to F52).
Change an

existing draft:

® While pre- Press ENTER twice on F52. F53
paring
® After filing PF2 on FO1. F51
request
® After filing  Type document number,
PF3 on FQO. FO1
PF2 on FO1. F51
PF7 on F51. F53
File document PF12on F51, F52, or F53. FO1
in personal PF6 on FO1. A0O
storage
File a draft for PF12 on F51, F52 or F53. FO1
changes by PF7 on FO1. F08
reviewers Press ENTER. HOO
Make a final PF12 on F51, F52 or F53. FO1
version and PF5 on FO1. FO6
distribute it Press ENTER. HOO

Preparing DCF documents

15



8 continued

To do this Use this PF key You will see
or command

Restrict the
document:
® Before dis- Type 'Y’ on F06 or F08.

tributing
@ After distrib- RESTRICT. Type document F20

uting number and PF1 on F20.
Remove RESTRICT on AQO. F20
restriction Type document number, press

PF2 on F20.

View the docu- PF1 on FO1, F51, F52 or F53. 100
ment
View document Cursor under document 100 (DCF)
referredtoin  number on 100. Press ENTER.  F73 (RFT)
another docu- 101 (graphic)
ment
Assign a new PF3 on FO1. FO3
document Press ENTER on F03. FO1
number
Proofread the PF4 on FO1. FO5
document
Print the docu- PF8 on FO1. JOO
ment Type Y on F06 or F08.
Print document PRINT, then put cursor under  J0O

referred to in
another docu-
ment

document number and press
ENTER on 100.

16 Quick Reference to PROFS

Processing documents
from other sources

To do this Use this PF key You will see
or command
Add mail log PF7 on AQQ. D00
information for PF2 on D00 D15
paper docu- or MAILLOG ADD. D15
ment:
® Add to your PF1on D15.
mail log
only
® Ajso send to PF2on D15. HOS
other
peopie
Add mail log  PF6 on AGO then A0S
information for PF2 on A05 or STORE on A00. F13
electronic doc- Fill out F13. F14
ument:
® Add for later PF1 on F14.
change
® Add forno PF2on F14.
changes
® Add PF3 on F14. document
changed number +
copy message
® A/so restrict PF4 on F14. (type YES)
draft
® Ajso send to PF5on Fi4.
other HOO

people

Processing documents from other sources

17



9 continued

To do this Use this PF key You will see
or command
Retrieve elec-
tronic docu-
ment:
@® Change RETRIEVE Document no.
draft docu- UPDATE on AQOQ.
ment
® Transform RETRIEVE Document no. F65
to RFT, XFORM RFT on A0O.
then
change
® Transform RETRIEVE Document no.
to DCF, XFORM SCRIPT on A00.
then
change
® Delete for- RETRIEVE Document no. AQ0
matting XFORM STRIP on AQQ.
from an
RFT docu-
ment, then
change
® Create new RETRIEVE Document no. F63
RFT docu- NEW on A00.
ment using
previous
one as
base

18 Quick Reference to PROFS

L3

1 Processing the

mail log
To do this Use this PF key You will see
or command
Begin work PF7 on A0O or MAILLOG. D00
with mail log
Find the PF1 on D00, SEARCH or
number of a MAILLOG SEARCH on AQ0. D01
document
View mail log PF6 on D00 or MAILLOG VIEW D20
on AQGO.
Begin work
with docu-
ments:
@ All ALL on D20. D21
® Oneata PF key next to the document. D22 (final)
time D22 (other)
D22 (graphic)
D24 (draft)
D23 (paper)
D30 (RFT-F)
D31 (RFT-D)
View the PF1o0n D21, D22, D24, D30 or 100 (DCF)
document(s)  D31. 101 (graphic)
F73 (RFT)
View another Press PF1on D21, D22 or D24. 100
document from Move cursor under document 100 (DCF)
this document number on 100. Press ENTER. F73 (RFT)
101 (graphic)
Press PF1 on D30 or D31 w/ F73
DisplayWrite/370.
Move cursor under document 100 (DCF)
number on F73. Press F73 (RFT)

DOCVIEW PF key.

101 (graphic)

Return to AO0 EXIT on 100. AQ00 or SO0

or SO0

Erase the PF4 on D21, D22, D23, D24, D30 D20 with
document(s) or D31. DELETE noted

from the mail
log

Forward the
document

PF5 on D22, D24, D23, D30 or
D31. PF3 on D0O.

HOO
HO5 (paper)

Processing the mail log 19



10 continued

To do this Use this PF key You will see
or command
View the dis- PF6 on D22, D24, D30 or D31. K21
tribution list
Change the PF7 on D22, D23, D24, D30 or D18
mail log infor- D31.
mation
If know document number, PF4 D17
on DOO.
Fill in number on D17 and D18
press ENTER.
Copy a docu- PF10 on D22, D24, D30 or D31. D26 (final)
ment into per- D27 (draft)
sonal storage D32 (RFT-F)
PF2 on D26, D27, D32 or D33. D33 (RFT-D)
Work with a PF10 on D24 or D31. D27, b33
draft or RFT-D PF3 on D27 or D33. FO1, F63
document
Print a docu-  PF8 on D22, D24, D30 or D31. JOO
ment
I% 1 Checking the
ouT . |
outgoing mail
To do this Use this PF key You will see
or command
Find out if mail PF8 on A0O or MAILMAN G03
you sent has  STATUS.
arrived
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1 Adding automatic

reminders
To do this Use this PF key You will see
or command
To add a PF10 on A0C or REMINDER. X03
reminder
To view all REMINDER View.
your
reminders
To see your REMINDER View date date.

reminders for
certain dates

To see your
next reminder

REMINDER Next.

To change the
date or time of

REMINDER CHange
old old new new

a reminder date time date time.

To erase a REMINDER Delete date time.
future

reminder

To erase repe-
titions of a
reminder that
has come up

REMINDER CAncel.

To change the
text of a
reminder

Erase the reminder and add a
new one.

13

Proofreading RFT

documents
To do this Use this PF key You will see
or command
Begin proof- PF5 on F62 or type TSPELL on  F62 with mis-
reading when the command line. spelled words
writing an RFT highlighted

document

Use additional
proofreading
features

See Using DisplayWrite/370.

Adding automatic reminders
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Proofreading notes
or DCF documents

To do this Use this PF key You wiil see
or command
Begin proof-
reading:
® Whenyou PF8on E02, E03, E04, E06, E11 E14
are writing or E13.
a note
® When you PF4 on FO1. F05
are writing
a DCF doc-
ument
® A DCF docu- PROOFREAD. FO7
ment in
storage
Check spelling PF1 on E14, FO5 or FO7 (or, F10
VERIify SPELL on F10).
Check spelling PF2 on E14, FO5 or FO7 (or, F10
in context VERify CONtext on F10).
Check PF3 on E14, FO5 or FO7 (or, F10
phrasing VERify PHRases on F10).

Check reading Type grade from 4 to 16, press F10
comprehen- PF4 on E14, FO5 or FO7 (or,

sion grade VERify GRADEs on F10).

level

Get help with
spelling or
other proof-
reading

PF3 “Aid” on F10.

an aid window
or message

Find synonyms

PF6 “Synonym” on F10.

an aid window

Put words in
an addenda
dictionary

PF1 “Addenda” on F10.

an addenda
dictionary
window

Specify your ADICTionary (name) (name) on
own addenda F10.
dictionaries

Go to next
highlighted
word automat-
ically

AUTONEXT on F10.

Get an aid AUTOAID on F10.
window auto-

matically
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14 continued

To do this Use this PF key You will see
or command

Stop proof- PF12 on F10. E14

reading and FO1

save cor- FO7

rections

Save cor- SAVE on F10. F10

rections made

so far and

keep proof-

reading

Stop proof- QUIT or QQuit on F10. E14

reading and FO1

not save cor- FO7

rections

(From Appendix F in Using PROFS)

15 Interrupting
PROFS tasks

To do this

Interrupt what you are doing in

order to:

® Work with schedules

® Work with mail log

® Add a reminder

® Work with notes and mes-

sages

® See next reminder

(Do NOT do this if you are on
A00, A0S, C09, C10, EB3, F10,
F51, F52, F53, 101, power typing
screen, SO0 or the Txx (control)
screens.)

Get back to where you were

PF12 until you are on SQ0.
PF12 on S00.

Interrupting PROFS tasks 23



Other information

(In Using PROFS)

To do this

See appendix

Index documents in PROFS
Work with nickname files
Work with distribution lists
Use XEDIT with PROFS

Use GML and DCF with PROFS
Use commands with PROFS
List of PROFS screens

Type names, dates, and times
Work with author profiles

Work with PROFS at a Displaywriter
Work with graphics documents (GDDM)

Work with Info Center/1 files
Tailor your PROFS system

Use DisplayWrite/370 and CLISTs

Create RFT document styles
Convert a document

DUVOZErXe—IOMOTOW>

Notes:
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List of PROFS Screens

AQO

A0S
C00
Cco1

Cco2

Co4

C05
Co6

co7

Co9
C10

C30

C31

C32

C33

D00
DO1

D02

D03
D04

D06

D07

Do8

DOS

Main Menu (Alternate Main Menus -2 and -3 have the
same screen 1D}

Process Documents from Other Sources
Open the Mail

Process the Incoming Mail (for Final or Other documents,
first screen)

Process the Incoming Mail (for Draft documents, first
screen)

Process the Incoming Mail (for Final or Other documents,
second screen)

Process the Incoming Mail {for Paper documents)

Process the Incoming Mail (for viewing all the items at
once)

Process the Incoming Mail (for Draft documents, second
screen)

Process Files That Are Not From PROFS
View or Change the File

Process the Incoming Mail (for RFT-F documents, first
screen)

Process the Incoming Mail (for RFT-D documents, first
screen)

Process the Incoming Mail (for RFT-F documents, second
screen)

Process the Incoming Mail (for RFT-D documents,
second screen)

Process the Mail Log
Find Documents

Process the Document Found (for Final or Other docu-
ments, second screen)

Process the Documents Found
List of the Documents Found (includes comments)

List of the Documents Found (does not include com-
ments)

Process the Documents Found (atl documents at once)

Process the Document Found (for Final or Other docu-
ments, first screen)

Process the Document Found (for Draft documents,
second screen)
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D11

D12
D15
D17
D18
D20
D21

D22

D23

D24

D26

D27

D30

D31

D32

D33

D40

D41

D42

D43

EO1
E02
E03
E04
E05

EO6

26

Process the Document Found (for Draft documents, first
screen)

Process the Document Found (for Paper documents)

Add Mail Log Information for a Paper Document

View or Change the Mail Log Information

View or Change the Mail Log Information

View the Mail Log Information

Process the Mail Log Information (all documents at once)

Process the Mail Log information (for Final or Other doc-
uments, first screen)

Process the Mail Log Information (for Paper documents)

Process the Mail Log Information (for Draft documents,
first screen)

Process the Mail Log Information (for Final or Other doc-
uments, second screen)

Process the Mail Log Information (for Draft documents,
second screen)

Process the Mail Log Information (for RFT-F documents,
first screen)

Process the Mail Log Information (for RFT-D documents,
first screen)

Process the Mail Log Information (for RFT-F documents,
second screen)

Process the Mail Log Information (for RFT-D documents,
second screen)

Process the Document Found (for RFT-F documents, first
screen)

Process the Document Found (for RFT-D documents, first
screen)

Process the Document Found (for RFT-F documents,
second screen)

Process the Document Found (for RFT-D documents,
second screen)

View the Note (full screen version)

Reply to the Note

Add Personal Comments to Your Note Log
Send a Note

Process Notes and Messages

Send a Note (You get here by typing the NOTE user
name command.)
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EO07
E08
E10
E11
Eil2
E13
E14
E20
E53
F0O
FO1
FO3
FO4
FO5
FO6
FO7
F08
F10

F13

F14

F20
F30
F51
F52
F&3
F54
F61

F62

F63
F65
F66

F68

Send a Message

View the Note Log

Process All the Notes on the Previous Screen
Forward the Note

View the Note (split screen version)
Send the Note Again

Proofread the Note

View the Note

Change the Note Log

Prepare Documents

Process the Document

Assign a New Document Number

List of Available Document Styles
Proofread the Document

File the Document as a Final Document
Proofread a Document

File the Document as a Draft Document
Proofread

Add and Change a Document File and Its Mail Log Infor-
mation

Add and Change a Document File and Its Mail Log Infor-
mation

Restrict Distribution of a Document

Print the Mail Log Information

Document Heading

Document Text

Change Document Text

Power Typing (The screen does not show a number.)
Enter Author Profile

DisplayWrite/370 Edit (The screen does not show a
number.)

Process the Document {for RFT-D documents}
Prepare a Converted Document
View or Change the Index Information

File the Document as a Final Document
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F70

F73

Go3
Hoo
HOS

100
101

J0oo
K21

S00

T20
T21
W00
Wo1
w02
Wo4
W05
W06
wo7
w08
w09
X01
X03

28

File the Document as a Draft Document

DisplayWrite/370 View (The screen does not show a
number.)

Check the Outgoing Mail

Assign the Document Distribution Information
Assign the Reviewer Distribution Information
View the Document

View the Graphics Document

Choose a Printer

View the Distribution List

Interrupt and Process Other Jobs (Aiternate interrupt
menus -2 and -3 have the same screen number.)

Process an Author Profile

Add a New Author Profile
Process Calendars

Work with the Schedule

View nn Days of the Calendar
View the Schedules for Conference Rooms
View the Month of XXXXXXXXX
Schedule a Meeting

Times Found for a Meeting
Send a Notice of a Meeting
Schedule a Recurring Meeting
Process a Document

Add an Automatic Reminder
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