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ABSTRACT

This memorandum documents a series of programs for use with
the NROFF text processor of UNIX and orovides an instruction
manual for their use. The orograms are designed to be used

- by secretaries in their dav-to-dav typing activities., They
‘are presently being successfully used Dy the secretaries in

Center 451. -
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Introduction

This memorandum documents a series of macros which have been
prepared for the NROFF text processor of UNIX. Although
several such packages alrcady exist {1} this one is designed
specifically to be used by secretaries for tne day-to-day
preparation of letters, conference notes, menoranca, etc.

The system is presently operational on Center 451°s PDP 11/45
and is being used successfully by all of the center ‘s secre-
taries, : S

Establishing the Svstem

In order to establish a secretarial typing system it is, of
course, necessary to provide the secretaries with user id’s
on a UNIX system. Each secretary’s directory must eitner
contain, or be linked to, three files named pink, final and
book. _ Listings of these three files are contained in Appen-
dix A, B, and C respectively. Also the user must know how to
build and modify text files using the UNIX editor. ({2}

. As for terminals,  the system is designed to output draft

documents on a DEC line printer and to output final documents
on a GSI 308 (or similar) terminal. The author recommends a
DATASPEED 40 terminal for inputting and editing text.

Anyone wishing to establish such a system may contact the
author for a tape copy of the software. However, there are
no plans to support such systems. o '

{1} See Reference 1- - | - . -

{2} See Reference 2.
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Using the Svstem

<
The use of the : 7 stem ic documented in the attached instruc-
tions. Basically however, text files to be orocessed must
include a series of imbedded commands to indicate sucn things
as titles, letterheads, garacrenhs, etc. These commands are
Jnteroreted Lv the system to orovice the proner snacing,
indentation, n2aeination, and oage nurber., In fact, the for-
mat of the outoput document can be chanced from draft to finzl
by changing one comrmand. .An examplec of wihat is reguired is

shown in the attached keysneet.

This document is an example of the output produced by the
system. However, the author recguests that the system not be
judged by the quality of the attechrtents. They renresent a
special situztion because of the difficulty in 2istinguishing
vhich commands are to e interpreted as text and whica are to

‘be interpreted as commands.

. . . I
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. SECRETARIAL TYPING SYSTEM
- INSTRUCTION #ANUAL
-

STARTING UP

To make é pink,the first line must be:

;so pink '

Piqks are'designéd only to be printed on the high speed line
printer. -

To make 5 final,  the first line must be:
« SO fin;l |

.

To have the output come out in book form (even right side and

centered), the second line must be:

« S0 boog

-

This is designed for book type documents and not for memos.

WRITINKG THE LETTERHEAD

To enter a memo lgtterhead, first type ‘ : :ﬂ>:’
LB

in capitals on a line by itself. Then comes the hard part.
Enter the subject and author on the screen as though you were
typing on a typewriter. Start the subject at the left side
of the screen. Enter the fifst author’'s name on the third .
line, 47 spaces in from the left, like this:

A secretarial typing system
using UNIX and a pdp 11/45 .
Computer Case 38730-39 : E.FP.Engelbert

For an internal letter on a memo letterhead, include the
adressees as part of the letterhead text.



.To place an unnumbered heading,type:

-»2'_

To éet a general letterhead, type:

.GL "Mr. Jdones" _ “

on a-line by itself followed by the subject the appropriate
number of spaces and the adressees. The name in the quotes
will appear at the upper left of all pages after the first,
along with the page numberi.

To enter a title (ABSTRACT, MENO FOR FILE, etc.), type:s
LTI ' '

in capitals on a line by itself. Then enter the title on the
next line. The title must be followed 2y a paragraph or sec-
tion heading. 1If not, the title text must be followed by '

«TR

{for title reset) on a line by itself.

If you have used the letterhead comnmands to prepare an
abstract, and you want to prepare a second letternead for the
memo itself, type '

+EA

e 24

(for End Absréct) on a line by itself. This will automati-

" cally prepare a second letterhead on a new page.

-~

WRITING THE TEXT

To staft each paragraph, type:
..PA ) | SI
on a line by itself in capitals. Do NOT indent or skip lines

-

.UB‘

on a line by itself in capitals. Type the heading on the
next line. Do NOT indent or skip lines. .

A
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- Do place a numbered heading, type:

«NH “number" | B

on a line by itself in capitals. Type the heading on the
next line. WNumber is the section number written ip guotes.
Do NOT indent or skip lines.

To enter a footnote, type:

.£n
The text of the footnote
.ef :

Note that fn and ef are in small letters. They stand for
footnote 2nd end footnote resvectively. The footnote must be
entered rignt after tne word tnat it refers to even if that
word is in the middle of a sentence. After the footnote nas
been entered, start a new line and continue typing tne main
text where ever you left off.

In general, spacing,indenting and margins will automatically
be taken care of. However, the following commands can be
used in scecial cases such as the constructiocn of tables.

~is LT lan

They must be. placed on a line by themselves.

Command Name o " Function

.bp "begin page Forces the start of a new page
.br break Causes the next text to start

- a new line v
«Ce center Centers the next line of output
.in x indent Causes x spaces to be printed

: ) . before eacn line .
This can be canceled by typing

~ et = . oJin-9 or just .in
Jtix temporary - Causes x. extra blanks to be
' indent printed before the next line
. only
.ne x need ' Keeps the next x lines of output
’ ' together even if (it means
- . o - starting a new page
.nf no £il1 . Prints the outout exactly "as 1t'
. was typed in
.fi . fill Cancels no fill (.nf)
“onh no hyphen Turns off hyphenatiox

«SPp X space OQutputs x blank lines



'.ul underliné Undelines whatever is on the
: next line of input

- o aae am o

FINISHING OFF

--

~ To close a memo (pht in the signiture, typed by,ietc.), type:

.CL

in capitals on a line by itself. Then type the signiture,
etc. as though the terminal was a reqular typewriter. This
is similar to the way letterheads are typced in. Assume that
the first column cn the terminal corresponds to the first
tab. This command automatically leaves three blank lines
after the main text.

.

. To enter a distribution list, type:

.dl “(with att.)" ' . ' .
the lis: of names
.ed

where .dl stands for distribution list and .ed stands for end
distributicn list. The words between the quotes will be
automaticlly olaced between "“Copy" and “to". The quotes may
be omittec entirely if there are no attachments.

To enter a bibliogfgphy, type: -

" «BI

on a lihe by itself. Then enter the text as you would on a
typewriter assuming the first column on the terminal is the
first tab on the typewriter.

‘o make a reference section, type:

.RF | . g .

on a line by itself. Then type in the list of referenceés.

To make an attachment,type:



Q)

AT

in capitals on a line by<*itself. This will start a new page
and space down eight lines. Then type the attachment as
though you were using a regular typewriter.

To type an appendix, type:
AP "letter"

on a line by itself, .in capitals. “Letter" is the letter of
the appendix. (.AP "A" will produce APPENDIX A etc.) Then

enter the text of the appendix using the above commands (.PA,
.fn, etc.) as appropriate.

~

'GETTING OUTPUT | -

"m0 print a pink on the high speed printer,go to the computer

room, log on a terminal and make sure no one else is using
the printer. Type on the terminal: ' :

nroff jobname | 1lpr

where jobname is the name of the file you want orinted out
and | is the double vertical bar. Go to the printer and wait
for your job. when it is finishsd push the "reacy on/off
line" button on the printer. Then push the "top of form"
button twmce and then push the “ready on/off line" button
again. go to the bacg of the printer &and tear off the paper.
Finally, go back to the terminal and log off using contol-d.

To print a final on the GSI terminal change the first lineof
the program from “.so pink! to ".so final". Then type:

nroff -s jobname _ ' . . .

followed by return. (The -s means stop and wait for each
page of paper to be inserted.) Insert the letterhead sheet
line up the typehead on "Subject:" back up ten lines and hit
return. Wwhen the page is finised, insert a new piece of
paper and hit return. It may take a little practice to get
the paper lined up in the terminal correctly.

- Other useful nroff options are:

.
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nroff jdbname poesn’t stop for pages

nroff +x jobname | };Starts with first page whose page

.+ number is X

-
PR

nroff -x jobname = ) Stops after first page whicse page
i - number is X

nroff jobpartA jobpartB ‘Combines two files into a
- o o “ .single document

These options may be combined. For example, ' - .

nroff +3 -4 -s jobname

will print the third and fourth page of a job and will stco
for each page to be inserted.: The user is cautioned that the
abstract pace, the first page of the memo and the first page
of each appendix are all number as page 1. :

Jf it is desired to print a pink on the DASI terminal, the
first two lines of the program must be:

.s0, pink v .
.pl 66 ' . SN

in order .to have.the.proper page length.
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Enter the text for the abstract

cEA : ) -

LTI, ' .

MEMORANDOUM FOR FILE

.tqH III," )

Section Heading . * : . ,

.PA . '

Enter the text for this paragraph.

+PA '

Enter the text

.fn

Enter the footnote

.ef .

for this paragreaph.
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Section Heading
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Enter the text for this paragraph

.CL .
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Enter the text for this paragraph of the appendix
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