Word Processing with IMA

Introduction

As outlined in the Access and Navigation Chapter, it is possible to edit within data
fields and in memo boxes or word processing screens with the built in IMA editors.
The In-line Editor provides basic editing functions while in both data fields and free
form text screens, whereas the IMA Document Editor provides the user with a
number of tools to customize and simplify the word processing functions. These
tools are identified and explained throughout this chapter.

IMA word processing formats include memo boxes, letter writing, editing of stock
or form letters, free form word processing and even creating and editing control
files. Each of these functions has available the features as outlined in the tables
below. Additionally, IMA offers an option for creating and combining a letter
template with either a selected client list or Rolodex list for a mass mailing
distribution.

The Editor Guide

The IMA In-Line Editor

The In-line editor is available in data entry screens. This editor supports a small set
of basic editing functions and can be operated with the combination keystroke
commands shown on the table below.

The In-Line editor is automatically invoked in new data entry and word processing
screens/boxes. However, when changing data in an existing data field/screen, the
<home> key must be pressed to invoke the In-line Editor. By pressing the <home>
key and invoking the Editor, the user does not have to retype the entire field, but
can make the appropriate changes, per character or word, as needed.

The In-Line Editor Keystroke Commands

Function Strokes Key
Move aposition to theright | CTRL +L arrow right
Move apositionto theleft | CTRL +H arrow left

Go to the next word CTRL +W
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Go to the end of theline CTRL +N

Insert blank character CTRL +F

Toggles over typefinsert CTRL +Q <Insert>
mode

Delete character CTRL +D <Delete>
Delete word CTRL +V

Deletetill the end of the CTRL+Y

line

Deleteline CTRL+Z

Note: When two keys are combined by "+", hold down the first key while pressing

the second.
This view shows an entirely THA I'IEntalpp:g};gigtgggggﬁpnent frea  Option:AG —RE
new screen with new fields of Client: 2538 Progran: 3
data to t_)e ente_red'_Therefore’ Last nawe:Test. JIr. Hone-Work phone: .
the In-Line Editor is First nawe:Client : Cultural ident:
. . 0.0.B.: foe: H Type of residence:
automatically active and data ey pLLVing C1rCU:
can be edited as it is entered fddracs S Raterral tome:
usi ng the keyStrOKe New Huni:ipalg County: REfEF[:éaE::;géﬂlggﬂ
. . . p: -
combinations if changes are fields to : AriNary diagnosis:UT.60
necessary oter ST sy et 8
within Othar insurance 1}: ACCt-grp: - Hold: EHp:
Other 1nsUrance al: ACCt-orp: - Hold: Enp:
new data Billing order:HD "
screen. Counselor: Intake date:H13H1008
B Wen ext hck fud req
i i i : -Li itor i i iv
The Reception Pre-Registration screen: The In-Line Editor is automatically active
in new data screens.
This view shows an existing INA Mental Health - Developkent krea Option:Al -CO
screen of data that needs to LLient data
be corrected. The <home> lient: 3HHH Unique I0:TESTeLH3HZ?
key must first be pressed to Fl,as:c[ nane:H;t : glgrt :t?tus:
. . . . IrST naWe:L11Ben F1Mary lang:
activate the In-Line Editor in 0.0.E.:A3-H3-77 Age: 20 Cultural ident:
each field of data to change. e Religion:

Harital status:
B Children: #
B at hoHe: A
Type of education:l
Special training:

HlianHaidEn; .
Client addr:line 1

Hunicipal:ALE Catchwet area: EWploveent status:An
Tip: QHHBG-BERR \ eteran status:
County:H1 Sionificant other:2 [izabled veteran:
HoWe phone: Dizcharoe status:

Hork phona: Leoal status:i
Last prov.:CD Refugee?
S5I-550I7

O\wen ext scn bpo fpg  fHd del

Field to edit within existing data screen.

The Client Data screen — Correct option: The <home> key will activate the In-Line
Editor to correct or change the necessary characters in each field.
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The IMA Document Editor

The IMA Document Editor is automatically available within all word processing
formats. These include any memo box, letter, document or control file in which free
form text may be entered. This editor includes the In-Line features as well asa
number of more advanced editing functions.

Note: Anytime the cursor is advanced to arectangular box, the user isin aword
processing area and free form text may be entered and edited as described.

The most commonly used editing functions of the Document Editor are executed by
special keys as labeled or by a combination of keys. Other functions are only
available via special keystroke combinations. The combination keystroke commands
governing the operation of this editor are tabled below.

The IMA Document Editor Keystroke Command

Note: Any key marked with an * denotes VT terminal type application only.

Function Keys Strokes Keys
Move aposition to theright | CTRL +L arrow right
Move apositionto theleft | CTRL +H arrow left
Move up aline CTRL +K arrow up
Move down aline CTRL +J arrow down
Go to the next word CTRL +W

Go to the end of theline CTRL +N

Go to the next line CTRL +M Enter

Jump to next fill position <Tab>

Breaksthelinetoanew line | CTRL + B

Joins current line with the CTRL +O

next one

Move a page up <Page Up>
Move a page down CTRL+T <Page Down>
Insert blank character CTRL +F

Toggles over typefinsert CTRL +Q <Insert>
mode

Delete character CTRL +D <Delete>
Delete word CTRL +V

Delete till the end of the CTRL +Y
line

Delete line CTRL +Z

Expansion Macros CRTL +X + <code>

Cut/Export Text <Pst/Cut> or <Cut>*
Paste/Insert Text SHIFT + <Pst/Cut> <Paste>*

Selects lines of text CTRL +P

Auto Reformat CRTL +]
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Spell Checker CTRL +R

Save and exit memo box CTRL +[ <Esc> or <Save>*

Note: When two keys are combined by "+", hold down the first key while pressing

the second.

Special

Features

Spell Checker

The Spell Checker can be activated within a memo box by the keystrokes <CTRL >
+ <R>. It will stop and highlight each misspelled word. The user then has six
choices of action.

Skip — Skip over this misspelled work and move to next word.

Replace — Replace this word. The user will then be prompted to type
the word that will replace the misspelled word.

Accept — Thistells the spell checker to accept all occurrences of this
misspelled word within the given memo area.

I nsert — Here the user has the option to enter this misspelled word as a
new word into his’/her own private dictionary. Thiswill cause the spell
checker to recognize this word on all future occasions.

Quit — Quit will cancel out this session of the spell checker.

Enter anumber — The last line of the popup box shows suggestions for
the misspelled word. Entering any number will replace the misspelled
word with the chosen corresponding word.

Gtaff Wesber:DSF Dafna 5. Frodean. CSH

g test of &

izpelled d

ord.

INA Hental Health - DeyelopWent Area  Optlon:H? -CH
Staff Wewbers

5lkip Rleplace Alccept Idnsert Qluit

1lnizspelled 2]dispelled

del

This screen shows the Spell Checker highlighting the word "mispelled”. Here the user has
the choices shown in the Spell Checker popup box: Skip, R)eplace, A)ccept, 1)nsert, Q)uit
and the suggested word replacements, 1)misspelled and 2)dispelled.
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Expansion Macros

Expansion macros offer the capability of entering a single character within amemo
box and having a series of text line fill automatically. Thisis used typically to insert

frequently used terms, phrases or names. These single character codes require
special setup for agency-wide access.

This setup is accomplished in H-12 MS by the system administrator. The public

library is called MACROS.PUBLIC and would contain codes for word and phrases

for agency wide access. A private library can also be set up for each user by the
system administrator in H-12 MS, identified by the file name
MACROS.USERLOGIN, such as MACROS.MIKE.

INA Hental Health - DeuelopWent Area  Dption:H13-H5
Edit control files

fF1le -u-Hh_deu-sco-adWlndata-HACROS .PUBLIC
iInfornation Hanaoewent AssoClates
IInformation Hanaoewent Associates
alHiHy ]

1505 Lincoln Highway*H
Edizon. W] AEELY
s5incerly.
ullzer Guide

Hhenu Option Refernce e
CClient Data Feferance AUtomat'Cf'”'
ttralning ins for code.

HaCcess and navieation
pHOrd processing
u

One character codes. 130 % 10A8 wWen ext

An example of the set-up file for the public expansion macro library showing both the one
character code and the automatic fill-in corresponding to the code.

Once the set-up is completed, the expansion macros can be utilized in any word
processing format by typing <CTRL > + <X> + <single character code>.

INA Hental Health - DeuelopWent Area  Option:Dl -PS
Electronlc Wall

Tupe of Hail entry:H Retain copy after it was receivedTd
Subject:Expanzion Hacros Dewonztration

For:TST test operator

Frow:GE [Georpeanne Eiancarmsa ]

Hction date:A3H31908 Entered on:H2-H3-1008 £ 11:H3 AH Wew
RE:Climnt: Prooran:
-
H . . .
results in this automatic

Inforwation Hanaoewent Aszociate
fill-in appearing for the
code after it is typed.

L}
aCCess and naulgation

P :
HOrd Processing

Typing this one character code for <CTRL > + <X> + <code>...
7B % 354 Wen ext =cn bk fud

An example of the expansion macros shown in the public library above.
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Auto Reformatting

Auto reformatting will reformat any selection of text by combining broken lines.
Thetext isfirst selected by <CTRL > + <P> and using the arrow keysto highlight a
group of lines. Once thisis done, <CTRL > +<]> will activate the reformatting
function on the selected text.

Lalendar HEnD ey WD

1 his 1z [t this iz an myawple of
refOrNatting diffarant

myanple of :

FRsrhatiing lines of teit.m

different

linez of

teit.

These pictures show the before and after effects of the Auto Reformatting function.

Clipboard

A powerful and creative function of the Editor is the ability to select and move text
within and between documents. Sections of text may be copied from one section of a
screen to another or from one document to another viathe clipboard function. This
is accomplished by pasting selections of text in and out by using the <Pst/Cut>
function key.

After typing within a document or memo box and changes are desired, sections of
text can be moved by first selecting the text that is to be moved by highlighting it,
pressing <CTRL > + <P> and moving the up and down arrows. Once the desired
text is highlighted, it can be pasted out with <Pst/Cut>. At the 'File Out:
clipboard....." prompt, press <enter>. The cursor can then be moved to the position
where the selected text is desired and pasted/copied there with <SHIFT> +
<Pst/Cut>. Press <enter > at the prompt for 'File In: clipboard....." and the
selected text will be pasted/copied to the selected spot.

IHA Hental Health - DeuelppWent Area  Optlon:Didq
Free fOory WOrd processing

File Dut: slipbOard.s.eessaus- fOrH Word proce=sing in Wewo boxes. it iz
- - the INA Docuwent Editor. Cutting iz accowplizh
by <FOx. While pazting to the curszor pozition iz accowplizhed by <shift> + <FO

First text Wust be selected by pressing <CTEL* +<P* and WOuing the up and down
arroHs.

A view of afilein free form word processing with text selected and cut to the clipboard to be
pasted elsewhere in the document.
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IHA Hental Health - DeurRlopHent Area Option:Did
Free fOory HOrd Proces=1ng

1le clip-cliphoard — —
When creating docuwents or free forW Word processing in Hewo bowes. it is
possible to cut and paste using the INA Docuwent Editor @First text Wust be
selected by pressing <CTRLF +<Pr and Wouing the up and dpmn

arrous.Lutting

[
ACCOHPlizhed . o ) .
by <FB, While pasting to the cursor position is accowplished by <Ehift: + {FB}

First test nust be selected by pressing <CTRL* +<P* and nouing the up and doen
ArFONS .

Text to be pasted out to clipboard.

Position to which clipboard «—
text is cut/copied.

Further editing is needed such as
reformatting and possibly deleting
original text pasted out.

A view of the same document after pasting/copying the desired text to a different position
within the document.

Some further editing will be required. Auto Reformatting, as covered in the
previous section, will format the document to bein line again. The text that was
pasted/copied from its original position may be deleted or |eft to incorporate into the
following lines.

Additionally, each user can have a private library of text notes. These text notes are
created from within a memo box and can be filed in a private library per user. Once
the desired text has been typed, it is pasted out by <Pst/Cut>. The user may then
name this clipboard item for filing in the user's private library and then pressing
<enter>. The user can also insert atext note into a memo box by pasting it in from
the clipboard. This is accomplished by using the <shift> + <Pst/Cut> keystroke
combination, providing the name of the text note from the clipboard to insert and
pressing <enter>. This text note can be selected from the user's private library
located in the /wp/clip directory, which is presented for selection when pressing
<hlp>. The agency may also have a public library that can be accessed by all users.
The system administrator can provide alist of those files for public use.

Note: VT terminal types have separate function keys for <Paste> and <Cut> and
<Shift> is not used in combination. See the IMA Document Editor Table.

Revised on 1/14/99 Word Processing with IMA 25



INA Hental Health - DeuelopWent Area  Option:Dl -PS
Electronlc Wall

Type of Hail entry:H Retain copy after it was received?d
Subject:edits for oroup W
For:HS Hike SaWel
Frog:GE  [Georgeanne Eian | H3-HO-08  hodylnaoce
nction date:A3iA19098 1-33-08 rCl1p3 H WeW
RE:Climnt: 2-8-08 clipboard

File In: cliphDarde.s.a. | 03-88-98 incidents

1-33-08 1estl
1-33-08 test2

<returnt to exit. <fpo: for nest page. <hcky.<fpd* to select. 7 to =earch:
1 ®en et scn fpe | bok Fud

Private user library of clipboard files.

A view of a help screen to determine which file to paste in from the Clipboard using the
<Shift> + <Pst/Cut> keystroke command.

INA Hental Health - DeuelopWent Area  Option:Dl -PS
Electronlc Wall

Type of Hail entry:H Retain copy after it was received?d

Subject:testing

For:T5T test operator

Frog:GE  [Georgeanne Eiancarosa 1

HCtion date:A3H210908 Entered on:H2-H2-1008 £ 0:19 AH WewW
RE:Climnt: Prooran:

|File ﬂut]!liiphuard...........|r Word processing. Isn‘t it exciting!!!

Cursor position: user can type clipboard
file name or press <enter> if temporary
user fileis specific to thisuse.

78 % 350 Wen ext =cn bck fHd

Thisisa view of the clipboard at keystroke command <Pst/Cut> to paste out the text to the
clipboard. The highlight isin the prompt at 'File out:' on Clipboard. The user can press
<enter> and accept 'Clipboard' as a filename for a temporary paste out. If the paste out is
something that is enduring or to be used more than one time, a filename can be typed in over
'Clipboard' at the prompt.

Form Navigation in Memo Boxes

Within some memo boxes, aform may be loaded in to collect specific information
or script particular questions for users. This form will contain headers followed by
colons where specific data is required within the defined fields. These forms can be
navigated by using the <Tab> key, causing the cursor to move to the next fill
position within the form.
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INA Hental Health - DeyelopWent Area  Optlon:AG -MA

Pre-reoisztration

Marrative from telephone screening:

B1RphONE SCreEnlng

Reason for l:all:-.\
Has referrad by:

Current BHErCERCY:
Hedical plan:

BiC.

Cursor position: will
advanceto next field
when <Tab> is pressed.

lise <del> to reload the default Wewo

0 x 380 Wen ext scn fud del

Thisisa view of a memo box with a formloaded in it. The cursor is at the first fill position.

The cursor can be advanced from thisfill position to the next by using the <Tab> key.

Writing and Editing Letters

Within menu option D-12, there are two options related to creating correspondence
within the system. A letter may be generated related directly to one of the databases
within the system or in a general letter format for those issues that are external to
the system. The library of stock form letters is maintained by the system
administrator in H-12 LT. It is also possible to create special |etter/document
templates with specific header and footer layoutsin H-12 LT.

INA Hental Health - DevelopWent Area  Option:Di3
Lenerate letiers

) Letters
[lient Test
line 1 REQUES
Wlbany. WeW York | RELERS

Reszponse 1o client info reqst
Requezt for szioned release fru
Client inforwatlon request

ResChedule W1ssed appolniMent

Closing of actlue file

Appointent =Cheduled notice
Past =eruice info request
WOtify of treatwent revied

TreatHent recoMsendation

ReHind of Wissed appointhent

Insurance forW request
beliquent letter Hl
beliquent letter H2
beliquent 1etter K3

ptions:SAUE LETTER 7
January 3H. 1998

To:

rs-
NCarosa
pport

Tupe <return> to exit. <fpor for next page. <bck>.<fud* to select
1 Hen et scn fpo  bCk fHd

Thisis a view of the Help screen at the 'Letter to use:' prompt.

The process of creating lettersis as follows:

1. Select the database from which the Addressee is to be selected:
Rolodex, Physicians, Insurance, Client, Typein or S-Collaterals.

2. Search the appropriate database for the desired recipient and select it.
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3. Select either Client or Type-in for the'Re:" line in the letter and
determine the appropriate client from the database or type in the
reference.

4. Select aletter from the library of letters displayed in <hlp>. All of the
previously selected information will merge into the letter selected.

5. Choose the appropriate staff for the signature at the salutation from
<hlp> or press <enter> to accept the user for the signature.

6. The merged document is now presented on the screen for further
editing, if necessary. Choose Edit to make any changes or Print to post
to the appropriate file and print for sending to the intended recipient.

7. When final editing is complete, it is sent to the printer and filed in the
Staff/Client correspondence database indexed by date, author,
recipient, referenced account, and type of |etter.

THA Hental Health - DeuslopWent Area Option:013
Generate letters
fptions:SWOE LETTER . R
February 1. 1998

T0: [Client Test
line 1
Wlbany . Wew York LLELT

RE: wiszed appointwent

I an sorry that you Were unahle to attend wour appointuent
gt Albany County Hental Health Clinic as I had expected to see
vou. I haue scheduled a neW appolntWent for us to weet on

at .

lery truly yours.
fnne_ Woods
Clinician

[Eldit or [PIrint 1etter? (E.Plm
1 Wen ext hck reg

A view of a form letter ready for editing and customization by the user. The letter can also
be accepted as is by the user and printed. If a letter isrelated to a client or other database
within the system, it is posted to that file and available for look up.

Free Form Word

Processing

Within menu option D-14, the user utilizes free form word processing to create
documents, letters, notes, etc. that are not specifically related to clients or any of the
other databases within the system. Thisisadirect entry to the IMA Document
Editor and is not linked to other parts of the IMA Workbench.

Once anew file is named and generated or afile to edit is chosen, the user creates
the desired document in the opened file. The IMA Editors customize and correct
documents in the same fashion as described above in the features sections.

Creating and Opening Existing Files

To create anew file in your word processing directory (or "wp" directory), type a
name for the new file and press <enter> at the 'File to Edit: Create New Folder'
prompt. The system will then ask if that file should be created. Type <Y > to create
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or <N> to return to prompt. Another new file name can be typed at thistime or a
file to edit can be designated.

IHA Hental Health - DeuelopWent Area  Optlon:Did
Free forn Word processing

File to edit:Create new folder
30 wen hlp fud def req

Theinitial screen upon entering Free Form Word Processing in D-14.

IHA Hental Health - DeuelppWent Area  Optlon:Didq
Free fOory WOrd processing

File wonthlyreport doe= not exist
Create the file? [V.H]m
1 Hen mxt bCk req

The 'Create the File?' prompt in D-14after naming a file that does not yet exist within the
user's directory.

If the user wishes to edit an existing file, the file name and <enter> can be typed at
the 'File to Edit:Create New Folder' prompt or <hlp> can be selected for adisplay
of filesthat have been created previously by that user. Once afileis created or
selected, the document/file is opened and displayed for editing.
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IHA Hental Health - DeuelppWent Area  Optlon:Didq
Free fOory WOrd processing

-Ul-0BOrBeaEn-H

!zxigxgn alCoholzuruey
~Clip

2-§8-08  drugsuryey

2-48-00 praduation

2-§8-00 oroupchanoe

2-H8-08 hOHRHOrkCOUPLRS

2-40.-98  howeworkdepression

2-§8-08 hoHeHorkferlings

2-40-90 hOHEWOrkiNREZADRE

2-§8-00 wWedicinechanoe

2-48-00 WouRwp

2-§8-00 neEHProcedures

2-§8-08 DULCOHRS

2-48-80 riskfactors

return: to exit. <bck*.<fud> to select. 7 to search:
1 Hen ext  bck fud

A view of the Free Form Word Processing screen with a Help screen list of files to edit. All
files created for that user are listed here.

IHA Hental Health - DeuelppWent Area  Optlon:Didq
Free fOory WOrd processing

[ 118 HOnthlyreport
u

B8 x 1088 wen et

A new file created and opened in D-14. If an existing file had been chosen, the previously
typed and saved text would appear in the file.

Creating a New Folder/Directory

To create a new folder, press <enter> at the 'File to Edit:Create new Folder’
prompt. This advances to the next screen in which the system requests a name be
typed and entered for the folder to be created.
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IHA Hental Health - DeurRlopHent Area Option:Did
Free fOory HOrd Proces=1ng

The system prompts: /u/unixid/wp/

and the user names the folder

Folder to create in -u-gceoreean-w@oroupplan
3 wen ext bhck rey

The next screen in D-14 if the user chooses to create a new folder named groupplans.

The new folder is essentialy a new directory for storing files. Just asthe /clip
folder/directory islisted in the <hlp> menu, the new folder/directory will be listed
as well. Choosing the folder/directory within the menu will make available a <hlp>
for the files created in it. Selecting afile will open it for editing.

To locate an existing file or create a new file in the directory, the directorynameffile
must be typed and entered. The screen will then display a document to edit or create
anew one with that name.

IHA Hental Health - DeuelopHent Area  Option:014
Free fOory HOrd Proces=1ng

At the'Fileto edit:' prompt, <hlp>
may be selected or the folder/file
name can be typed and entered.

Folder/Directory name.

File name.
OHHm

File to edid@eroupPlans-coupl¥sc
30 wen hlp fud def reg

Creating a file or editing an existing file named 'couplescomm’ in the 'groupplans’ directory
in D-14.
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IHA Hental Health - DeurRlopHent Area Option:Did
Free fOory HOrd Proces=1ng

fuféEﬂriEaani
ELLE alcoholsuruey

Ha.- bordererp
~Clip
~H.-Bg-drugsuryey —»  Folders/
ilesi SroupEhange directories
Filesin in <hlo>
<hlp>. hOHEROrkCOUR1RS P>

hoWeWorkdepression
howeWorkfeelings
hOMEHOrkiNesEaD
Wedicinechan
HOUBLR

~neHfile

<returnt to exit. <fpo: for next page. <hcky.<fud* to select. 7 to =earch:
1 wen eyt scn fpe bk Fud

The <hlp> menu at the 'File to Edit:" prompt showing all of the previously created files and
folderg/directories.

The control filesin H-12 are similar to free from word processing documents/files
in that they are open for user construction and definition. The In-Line Editor and
Document Editor features are available and active within these screens.

Saving New Documents and Edits

Once word processing is completed within a document, press<Esc> to save the new
document or changes made to an existing one. The system will then present alist of
options: Edit, Save, Remove, Print & Save, Discard edits or Change settings. Select
one of those options by typing the corresponding code and pressing <enter >.

Remove discards the entire file. Change settings presents options for resetting the
top and left margins. Discard edits leaves the file as it was before any changes were
made to an existing file.

The system will perform the requested function and close the document. Choices
will be repeated if Edit is chosen when <Esc> is pressed to save the additional
changes. Once the document is closed, the system returns to the 'File to
Edit:Create New Folder' prompt. The user can then choose another document or
return to the menu for more options.

THA Hental Health - Dewelopwent Area Option:Did
Free fOrW Word processing

NEW STaff WAL be added in AFtercars-Dutreach to deterkine the status of thase
clients and in Data Entry to enter and transWit the inforwation that the state

The state noW requires contracted providers to track outcoWes on all cliemts f
WO years folloWwing the terwination of treatwent. The state iz Wost interested
in zuccessful terwinations resulting in an iWprouedent in 1euel of functioning
8% reprezeqpted by @ ranoe of Wore adaptive behauiors. These behayiors Will he
agency defined and Will need to be reported in a consistent fashion acrozs all:
staff. Az a result. it iz necessary for an outcoWes cowwittee to forW and heoi
forhulating these terws and definitions for outcoWes. OnCE @ COWPrenensive 1is
iz deweloped and all definitionz are acreed upon. intensive staff training Wil
begin on the utilization and reporting of these outcoWes per client.

Wey staff H111 be added in Aftercare-Outreach to deterwine the statuz of these
rlients and in Data Entry to enter and transwit the inforwation that the state

il

[Eldit. [Slave. [Rlexoue. [F]rlntx:aue, [0)izcard editz or (Clhange settinos?
1 Hen ext hck reg

An open document in D-14 at the save options prompt.
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Note: On VT terminal types, <Save> or <Esc> can be used to save documents and
proceed to the next prompt.

Copying Files to

and from IMA

H-45 CF

A copy of adesignated fileis created and placed in a designated location while the
origina remainsin itsinitial locale. File copy can be done into or out of the IMA
system to or from afloppy disk in the server or PC with any file type. Within Menu
option H-45, there is a user utility CF for copying afile from or into the IMA
Workbench.

IHA Hental Health - DeuelppWent Area  Optlon:H4a
Uzer Utilities

CF - Copy files froW-to INA systeW

L5 - Characteristics Suruey

HH - Hanaoe HHUPD databasze

PFH - Chanoe your passHord

OC - Check vour Quick Wessames frow other INR USers
05 - Send @ Quick Heszage t0 another INA user

FE - ERprint Generated Reports

SC - SWipe [lient

SH - SWipe Waintenance

GE - Group attendence dizplay

2 HEn

rptiun:[r

The User Utilities Sub-menu at H-45.

After selecting and entering CF, the system will ask three questions. ‘I s floppy in
your PC or server?', 'Copy Out of or Into IMA? and 'Copy a WP file, DIF file,
Statisticsdump or Other file?'. The defaults are set to PC, Out of IMA and WP
file, but can be changed at the field by typing over the default and pressing <enter>.
Otherwise, the defaults can be accepted by pressing <enter > at each field.
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IHA Hental Health - Deuelopwent Area  Optlon:H45-LCF
Copy Flles

[= floppy in wour PC or the Seruer?(p.5]P
Copy Dut of INA or Into INAT(D.I)O
Copy @ WP file. DIF file. Statistics duwp. or Other file?(H.D0.5.000

1 Wen et sCn bck fWd def reg

Thefirst screen in H-45 CF.

Directions for file copy between a PC and another device will differ based on the
emulator type on which the IMA system is running. Different emulators can be
specified for use based on terminal name and users. The datafile EMUL S.DAT in
H-12 MS will match the first finding of either terminal or user name for which to
set up the terminal emulation to use for file copy. The following sections explain the
process of copying afile based on the type of emulator used.

ICETCP & ICETEN

For ICETCP, begin by clicking the FTP button on your toolbar and entering your
UNIX password. For ICETEN click the button with the lightening bolt icon. The
respective screens below will be displayed. Locate the file to transfer whether on the
UNIX side or on the PC side by navigating through the directories. Thisis
accomplished by clicking on the directory name on the upper white boxes of the
screen and the files available will appear in the lower boxes. Once the file to
transfer has been located, find its new desired destination by the same technique.
Then click on the arrow button that isin the correct direction for this transfer.
When the file has been transferred, exit this screen and return to the IMA system by
either pressing <enter> or typing "exit." The new file can be accessed by going to
its specified location outside of the IMA application.
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LongDir M cookie.exe .imaexec LongDir
dejaega.fon .imamsgs
dejaherc.fon .imastyle
dejavga.fon .kermrc
dejawinb.dll .kshrc
dejawint.exe Jlastlogin
finger.exe .mykermrc
ftpwin.exe .profile
hosts .sh_history
icelp.exe .wphl.set

ICETCP File Copy.

£ UCopy for Windows M=

File  Transfer Options

dejamap.mt
dejavga.fon
dejawin.exe
dejawinb.dll

ibmwpkey.dat

U filzlz] zelectzd

ICETEN File Copy.

Kermit
Into IMA

Enter the name you want to call the file after it is copied to the UNIX side, or enter
aUNIX directory name, and the file will be placed in that directory with its origina
name.

Press <enter > for your home directory.
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Enter afile name only (with no directory path) to copy the file into
your home directory with a new name.

Use <hlp> to navigate the UNIX directory structure to find a filename
or directory name to use as the new destination.

After some time, the following instructions will appear at the bottom of your screen:
"Return to your local Kermit and give a SEND command.
KERMIT READY TO RECEIVE..."

At thistime, flip back to the PC side by typing <Alt> +<X> and at the prompt type:
"send <filename>". If you are unsure as to the exact location of your file, commands
such as "cd" (change directory) and "dir" (list filesin current directory) may be
useful for navigation. When the file transfer is complete, you will be returned to the
IMA Menu.

Out of IMA

Enter the name of the UNIX source file you wish to copy, or use <hlp> to navigate
the UNIX directory structure to find the file. Asthefile is being transferred, take
note of the File name and the Current path which are shown on the top three lines
of Kermit's display. When the file transfer is complete, you will be returned to the
IMA Menu.

The Windows Explorer or File Manager can locate the new file which will be found
in the directory whose name appeared as the Current path during the transfer.
SMARTERM

Into IMA

Enter the name you want to call the file after it is copied to the UNIX side, or enter
aUNIX directory name, and the file will be placed in that directory with its original
name.

Press <enter > for your home directory.

Enter afile name (with no directory path) to copy the file into your
home directory with a new name.

Use <hlp> to navigate the UNIX directory structure to find a filename
or directory name to use as the new destination.

After some time, the following instructions will appear at the bottom of your screen:
"Return to your local Kermit and give a SEND command.
KERMIT READY TO RECEIVE..."

Then, click Send Files from the SmarTerm 420 Transfer menu toolbar. Navigate
your Windows directory structure to open the folder containing the source file. This
may also be aformatted floppy disk (normally A:). Y ou must enter afile namein
the Local File Name box. When the file copy is complete, you will be returned to the
IMA Menu. Use your Windows Explorer or File Manager to locate the file.

Out of IMA

Enter the name of the UNIX source file to copy, or use <hlp> to navigate the UNIX
directory structure to find the file. Y ou will see the following instructions at the
bottom of your screen:

36 - Word Processing with IMA



"Return to your local Kermit and give a RECEIVE command.
KERMIT READY TO SEND..."

Then click Receive Files from the SmarTerm 420 Transfer toolbar. Navigate your
Windows directory structure to open the destination folder into which the file will
be transferred. This destination may optionaly be aformatted floppy disk (normally
A:). Enter afile namein the Local File Name box. The new name can be the same
asthat of the source file. When the file transfer is complete, you will be returned to
the IMA Menu. Use Windows Explorer or File Manager to locate and view the file.

= Kermit Send
Local File Hame([s): Directones:

|E c:4st420win

al.lst H20wi
at_kbm palettes

at kho 1 samples
atwin.kbm £ scripts

atwin.kbo
bulletin.dll

+

Lizt Files of Type: Drives:
|ﬁ-“ =] | = c: me-doz 5 |£I Settings._. I

Host File Hame:

L] Translate International Characters

| " International Character Handling

SmarTerm File Copy.

Letter Merge

D-15 provides the utility to create a letter template with editable text with which to
merge a user defined list from either the client database or from the Rolodex. This
provides the user with a function for creating letters for mass distribution.

The following is alisting of the letter merge options:
AD — add letter merge template
CH — change text of |etter merge template
EL — add/edit client list
ML —merge letter with list
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INA Hental Health - DevelopWent Area  Option:Dis
Letter Heroe

WO - add 1Btter Werge teWplate

CH - change text of 1etter Weroe tewplate
EL - add-edit client 1list

HL - Weroe letter with list

2 HEn

rptiun:

D-15 Menu for letter merge

Letter Template

The letter templates for the merge feature are created in option AD. Either the
Rolodex database or the client database fields are available for insertion with a
selection screen similar to those found in ad-hoc reports.

Use the following steps to create a letter template in AD.
Select to use either the Client or Rolodex file.

Type"S" and press <Enter> and then type the corresponding field
number and press <Enter > for each numbered field desired for
selection in the letter template.

To clear a selected field made in error, type "C" and press <Enter>
then type the corresponding field number and press <Enter> for the
field to clear.

Once field selection is complete, press <scn>.
Answer "Y" to 'Ready to start theletter ?"
Name the letter with up to ten characters.

Type the letter text, using "%#" to include the selected designated
fields as shown in the top portion of the screen.

Note: All word processing editing features are active within the letter text boxesin
options AD (described here) and CH (described later).

Once the letter text is completed, press <Esc> to leave the word
processing box.
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118 1HCHARTEST.HLL

Dear Hs. 3.
Our agency iz starting @ WoWen‘s group on interpersonal

relations for WoWen in the %5 Prograd.

INA Hental Health - DevelopWent Area  Option:Dis
Letter Heroe .
¥ followed by the field nusber

Enter fields in your letter by typino
%3 Last nawe (16 chars)

%1 Today=-s date (10 chars]
%3 First naWe [12 chars] ¥ 5ex [ 1 chars)

%5 Proorad [ 3 chars)

[Eldit. [S)awe. [Rlewoue. [PIrint-zave or [Dliscard edit=?m
1 Wen eyt bCk reqg

Word Processing with IMA
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