
Visi -FILETM

FLEXIBLE, EASY TO USE ELECTRONIC FILING
FOR THE IBM® PERSONAL COMPUTER

VisiCorp



Copyright © 1983 VisiCorp
All Rights Reserved .
Printed in U .S.A .

VisiFile Program Copyright © 1983 Creative Computer Applications
All Rights Reserved .

CorvusTM is a trademark of Corvus Systems, Inc .
DavongTM is a trademark of Davong Systems, Inc .

IBM® is a registered trademark of International Business Machines Corporation

QuickStartTM and VisiFileTM are trademarks of VisiCorp



Table of Contents

	

3

t Introduction

	

4
t The Quickstart TM Course

	

4
Do,- Loading the VisiFileTM Program from the Floppy Disk

	

5
t Loading the VisiFile Program from a Hard Disk

	

6
•

	

Storage Concepts and Media 7
1 Using the VisiFile Program

	

g
Using a Menu and Selecting an Option

	

9
Getting Help

	

10
Inspecting a Data File

	

12
Adding a Record

	

13
Changing a Record

	

15
Printing a Report

	

17
Exiting the Program and Returning to DOS

	

19
Finding Your Disk Serial Number

	

20

1 Where To Go From Here

	

21
1 Summary

	

22



4

	

Introduction

The VisiFileTM program is a powerful and flexible information
management system that can dramatically improve your business
and personal record keeping capabilities . It can organize, store,
and retrieve information, much as you might do with a paper
filing system . But the VisiFile program does these tasks more
efficiently, more conveniently, more accurately, and less expen-
sively than you could with paper files . Moreover, the program lets
you modify and sort information, make calculations, and create
and print reports of the information in your records . With paper
files, these tasks often require a clerical staff, a mountain of paper,
expensive filing cabinets, and much patience .

The QuickStartTM Course
Read this QuickStart TM Course to begin using the VisiFile pro-

gram quickly . It should take you less than thirty minutes to learn
to add and change data and print or display a report . To answer
any questions not covered in this QuickStart Course, read the
appropriate chapter in the VisiFile User's Guide . When you finish
with the QuickStart Course, the section "Where to Go from Here"
explains which chapters in the User's Guide you should read first .

In this QuickStart Course, you will learn how to load the
VisiFile program, select menu options, add data to a sample file,
change sample data, and print a report of that data on a printer or
display it on the screen . Finally, you'll learn how to exit the
program .
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From The Floppy Disk

Follow these instructions to load the program if you have
only floppy drives . If you installed the VisiFile program on a hard
disk, skip to the next section "Loading the Program from a Hard
Disk ." If the program is already loaded, skip to "Storage Concepts
and Media ."
1 1 . Put VisiFile Program Disk 1 into drive A . If the computer is

turned off, turn on the power switch . If the computer is
already on and the DOS prompt (A >) is displayed, type
autoexec and press Cam . Wait for the computer to load the
program .

1 2 . When a date appears on the screen, enter today's date in the
same numerical form, but do not spell out the day of the
week . Press

	

. The VisiFile program takes the date you
enter here and uses it to keep track of when you enter or
change a file .

1 3 . The time appears on the screen . Enter the correct time (in
24-hour notation) in the form shown . It is necessary only to
enter the hour and minute . Press 	The VisiFile program
uses the time you enter here with the ALARM option, and
the date and time are displayed at the top of each VisiFile
screen .
Drive A runs f or a few seconds . Then the Main menu appears
on the screen .

Now skip to the section titled "Storage Concepts and Media ."
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Loading The VisiFile Program
From A Hard Disk

Read this section only if you installed the VisiFile program on
a hard disk . Refer to the VisiFile Setup Information Guide for
instructions . If the program is already loaded, skip to "Storage
Concepts and Media ."
1 1 . If the computer is already on and the DOS prompt is

displayed, skip to step 5 . If you have an IBM° Personal Com-
puter XT, turn on the monitor .

If you have a CorvusTM or Davong TM hard disk drive, turn on
its power switch and let it warm up for 30-45 seconds . Insert
into your first available floppy drive your Corvus 1B Utility
disk Vol . 1, or the Davong Hard Disk System disk you
created in the course of the software installation .

t 2 . Turn on the computer's power switch . Wait while the com-
puter loads DOS .

t 3 . When a date appears on the screen, enter today's date in the
same numerical form, but do not spell out the day of the
week. Press (,J) . The VisiFile program takes the date you enter
here and uses it to keep track of when you enter or change a
file .

No. 4 . The time appears on the screen . Enter the correct time (in
24-hour notation) in the form shown . It is only necessary to
enter the hour and minute . Press

	

The VisiFile program
uses the time you enter here with the ALARM option, and
the date and time are displayed at the top of each VisiFile
screen .

t 5 . Type x: where x is the drive letter of the hard disk on which
you installed the VisiFile program . For example, if you
installed the program on drive C, type c : .
If you installed the VisiFile program in its own directory on
the IBM Personal Computer XT, use the CHDIR command to
transfer into that directory .

t 6. Type visifile and press (,I) .

t 7 . The screen displays the date you entered previously . Press
to accept it . When the time is displayed, press (f) to accept
that, too .
The Main menu appears on the screen .

( 4-J)
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Figure 1 . Fields, Records, Files, and Disks

Disk : A Physical Device
For Storing Files
as Magnetic Codes

File : A Collection
of Records

Record : A Collection
of Related
Fields

Field : A Basic Unit
of Information

The VisiFile program stores your information and allows you
to manipulate it . To understand how the program works, you
must understand how it stores information . You put individual
pieces of information into fields, which are parts of a record .
Related records compose a file, which is the unit of information
stored on a disk . Figure 1 defines and shows the relationships
among a field, a record, a file, and a disk . Learning to use this
data management program is much easier when you understand
these relationships .
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Using The VisiFile Program

You can quickly learn how to create and modify your own
information files . You start all VisiFile functions from the Main
menu . From this menu you define, maintain, and index informa-
tion in your filing system . The Main menu is also the entry point
to all the support functions, such as printing reports, copying files,
and transferring information to other programs . Figure 2 illustrates
the Main menu functions .

Define

Create Data
Structure and
Define Data Types

Figure 2 . The Major Program Functions

Maintain

Enter, Examine,
and Modify Data

Index

Establish
Sequences for
Processing Data

Print

Define Report
Formats and Print
Reports

Support Menus

Provides Misc .
Support Functions

016 002

Before you can enter and use data, you must define the struc-
ture of your information . With the D E F I N E option, you name the
data file and the fields, specify the size of the fields, the kind of
data they will contain, and a protection level . However, for this
QuickStart Course, you do not have to define the structure of a
file; the sample data file's structure is already defined . You learn
how to define your own structure in Chapter 1 of the VisiFile
User's Guide .

After you define your data structure, you can enter, change,
and search for information with the M A I N T A I N option . You can
modify your information to meet changing conditions and search
for records to retrieve specific information .

You can change the sequence in which your data is processed
with the I N D EX option . For example, you can list sales prospects
by zip code, account code, or by any other category you choose .

You can also print customized reports, mailing labels, and
form letters with the P R I N T option, formatting each to suit your
needs .



Using a Menu and Selecting an Option
A VisiFile menu is similar to a restaurant menu . It lists what

is available and lets you select from it by moving a cursor (the
inverse video area) . The menu options are listed at the bottom of
each screen .

t 1 . © and © move the cursor to the right and left in the menu .
Watch the long prompt as you move the cursor ; it is a more
complete description of each menu option . Now move the
cursor to SELECT- F I L E and press (,J) .

No- 2 . The SELECT- F I L E option takes you to the File Selection menu,
which contains five options . For now, only three of them are
of interest : FILE selects a file from the current data drive ;
D R I V E selects a data drive ; and Q U I T returns you to where
you started, the Main menu .

1 3 . Use the arrow keys or the space bar to move the cursor to
D R I V E and press C~,J) .

t 4 . The Disk Drive Selection menu appears, as shown in Figure
3 . The screen displays the list of drives that you specified in
the Configuration menu when you first loaded the program .
Your list may therefore differ from the one in the figure .

Figure 3 . Disk Drive Selection Menu

028-003IP
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1 5 . Make sure that the drive containing the sample data disk you
created is highlighted. If it isn't, press [TD until it is . Press C J3
when the proper disk drive is highlighted . The File Selection
menu reappears with the F I L E option highlighted .

t 6 . Now you can select the sample data file to use with the exer-
cises that follow . Press ( ,-J) to select the F I L E option .

t 7 . A list of file names appears . Because there is only one file on
this disk, ORDERS, it is the only one displayed . The
* * N 0 N E * * option is provided if you change your mind and
choose not to select a file from the list .

The ORDERS file is already highlighted ; press (J to select it .

t 8 . The File Selection menu reappears . Move the cursor to Q U I T
and press (,,-J) . The program again displays the Main menu
and waits for you to select another option .

Getting Help

The Main menu of the VisiFile program contains a H E L P

option that lists the uses of the special-purpose keys . With the
arrow keys, move the cursor to ? = H E L P and press (4i) . Press any
key to return to the Main menu .

You can display the help screen while you are in other menus
by holding down( A L TJ while you press (F 1 0i .



Figure 4 . Help Screen

Move the cursor to the S E L E C T- F I L E option if it isn't already
highlighted . Press ( .J) . Then press the C A L T )-CF 1 0) key combina-
tion . The list of keys is displayed, in Figure 4, shown below .

Press any key to return to the File Selection menu . Press
to accept the 0 R D E R S file again . To return to the Main menu,
move the cursor to Q U I T and press Cam .

In this exercise you have learned :

•

	

How to move the cursor in a menu and select an option .

•

	

How to move the cursor in a list and select an item .

•

	

How to select a file .

•

	

How to display the help screen .

•

	

How to use the Q U I T option to return to the previous menu .

028-004/P

(4-1)
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Inspecting a Data File
Among the more important functions a data management

system provides is to allow you to enter and change data . The
MAINTAIN option in the Main menu provides these functions,
among others . Usually the first step in maintaining a data file is to
find out what information you have stored .

1 1 . Type M (or m) . The cursor moves to M A I N T A I N and selects the
option . The quick way to select a menu option is to type the
first letter of the option name . This is equivalent to moving the
cursor to the option name with the arrow keys and pressing
(4-J) .

1 2 . If you have only floppy drives, the program beeps and stops .
In the lower-right corner, the message tells you to insert Pro-
gram Disk 2 in drive A . Do so, close the drive door, and
press C;:) . Because the VisiFile program is spread out over
four program disks, messages such as this one will appear
whenever you begin to use various portions of the program .

1 3 . The program displays the File Maintenance screen as shown
in Figure 5 .

Figure 5. The File Maintenance Display

028-005 /P



jo. 4 . V I EW lets you display the contents of a record . The data is
placed in the entry windows following each field name . Type
V to select V I EW .

1 5 . When the program asks you to Enter Record Number, type 1
and press C J) . The records in the data file are numbered by
the program, beginning with 1 and continuing sequentially
through the number of records (which is listed near the
upper-right corner on the screen) . The program displays the
contents of record number 1 .

t 6 . Select the V I E W option as often as you want, and inspect
other records in the file .

In this exercise you have learned :

•

	

How the program issues messages to you and where to look
for them (in the lower-right corner of the screen or in the
inverse video band above the menu) .

•

	

How to recognize when to change disks . (Screen messages
will tell you when to change disks .)

•

	

How to save time by using the quick way to select an option
or item .

•

	

What the File Maintenance display looks like and what it
contains .

Adding a Record
The VisiFile program adds records to the end of a file and

gives each new record a record number one greater than the last
record number .

t 1 . Type A to select ADD . The program displays a screen with
several blank entry windows . Some fields contain zeros ; the
last two contain a date . The menu at the bottom of the screen
is replaced with six items in the form :

F4 =Accept

These items describe the purposes of the function keys . If the
file extends beyond the screen (this one does not) (F 1 ) and
C F 2 ) let you switch between screens . (F 3) cancels the new
record or field . (F 4) accepts it (stores it on the data disk) .
C F 5 ) and C F 6 are explained in Appendix C in the VisiFile
User's Guide .

13
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t 2 . Type your last name in the field labeled L a s t n a m e . Press Ct_.;)
to accept the entry and move to the next field . Fill in the
remaining name and address fields .

Certain fields accept only certain kinds of data . A field with a
zero in it is a numeric field . A numeric field can hold only
numbers, a single decimal point, and a leading minus sign (-) .
A field with a decimal point and two zeros is a special kind
of numeric field, called a dollars-and-cents field, that
automatically displays numbers with two decimal places . For
example, if you enter 123, the program displays it as 123 .00 .

A date field can hold only dates in the form mm-dd-yy .
Hyphens or slashes are required . It is not necessary to enter
leading zeros ; the program puts them in where they are
needed . For example, if you enter 611183, the program puts it
into the field as 06/01/83 .
There are two types of date fields . In one type, you have to
enter the date ; the other type automatically inserts the current
date (the date you entered when you loaded the program) .
The last two date fields on the screen are the automatic type .

You can put any character into an alphanumeric field . Any
field on the screen that does not have a date or a zero is an
alphanumeric field .

No- 3 . You can change any of the information you have already
entered by moving the cursor back to the field . Just press E-- - .

With the cursor placed at the beginning of the desired field,
type in the new information .

If you press the space bar first, the content of the field is not
erased. If you press any other key, the content of the field is
erased and you can enter new information in the field . Once
in the field, 	-~ and "j move the cursor . The _ I N_s_ (for
insert) key lets you insert characters between existing
characters . O- E L (for delete) lets you erase single characters .
When you finish entering new information, press i+iJ

C H O MI j', C E N , and the four arrow keys all move the cur-
sor . Try them with the cursor inside an entry window and
outside the entry windows .



1 4 . Press (F 4) to accept (store on disk) the new record and
return to the File Maintenance menu . Notice that the number-
of-records count in the upper-right corner has increased by
one. You could have pressed (F 3) to cancel the new record
(but do not, because you will use this record later) .

In this exercise you have learned :

•

	

How to create a new record in the file .

•

	

The use of the F1, F2, F3, and F4 function keys .
•

	

The different types of data that can be put into different field
types .

•

	

How to change data that is already entered .
•

	

How to accept a new record .
•

	

How to cancel a new record .

Changing a Record

The VisiFile program lets you change most fields in a record .
You can create protected fields that cannot be changed . The file
you are working with contains only one of these protected fields,
Initial Entry .

1 1 . Type C to select C H A N G E .

1 2 . When the program asks you to Enter Record Number, type 9,
the number of the record you entered (assuming no one else
has added records to the ORDERS file) . Press (,J3 .

1 3 . After the program displays the record, you can move from
field to field with CHoMD, C E N D ), or © or the arrow keys .

1 4 . Change any field or fields you wish . Change the L a s t n a m e

field but do not press C.-J). Instead, press ( F 3) . Note that the
original name is returned . You can cancel a change only
before you exit the field . Had you pressed (,,,J) and returned to
the field, (F 3_) would not have restored the original value .

15
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1 5 . Enter 100 into the Amount field and 5 into the Discount field .
Do not put anything into the Net Amount field . The program is
going to calculate that value using the A m o u n t and D i s c o u n t

fields .

joi. 6 . When you are done, press (F'4) to save the changes . Notice
that the program calculates the value for the Net Amount field .
You can create calculated fields such as this when you create
your own file definitions .

1 7. Type Q to select Q U I T and return to the Main menu .

WARNING : ~I
YOU HAVE NOW SAVED THE CHANGES TO
THE ORDERS FILE ON DISK . AFTER YOU
HAVE USED THE VISIFILE PROGRAM WITH
YOUR OWN DATA, YOU MAY HAVE
SEVERAL FLOPPY DISKS THAT CONTAIN
VISIFILE FILES . IT IS SAFE TO SWITCH TO
ANOTHER DATA DISK ONLY WHILE THE
MAIN MENU OR THE FILE SELECTION MENU
IS DISPLAYED .

In this exercise you have learned :

•

	

How to change a record .

•

	

How to cancel a change and return the initial value .

•

	

How the program performs calculations on fields within a
record .

•

	

When it is safe to switch data disks .



Printing a Report

028 008

A data management system stores your data in an easily
accessible place, such as on a magnetic disk . After storing the
data, it can generate reports of that data . The sample data files
include a predefined report that you can display on the screen or
print on your printer .
1 1 . From the Main menu, type P to select the P R I N T option .

1 2 . The Print Functions menu replaces the Main menu . From here
you can return to the Main menu or print any of the four
document types : tabular reports (REPORT), mailing labels
(LABELS), form letters (DOCUMENTS),, or information to be
positioned on preprinted forms (FORMS) .

Type R to select the REPORT option .

t 3 . The program displays a list of reports defined for the
ORDERS file . You have two options : a report named
SAMPRPT and the Default Print Format . Type P to select
P R I N T . The cursor moves to the list .

1 7
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4 . Use m to move the cursor to S A M P R PT, and press (J) .

1 5 . You now have several options . You can send the report to
the printer (with the P R I N T E R option) or display it on the
screen (with the D I S P L A Y option) . If you have a printer, type
P to print the report . If you do not have a printer, type D to
display it .

Note: The program assumes that you have the parallel IBM
80 CPS Matrix printer or the Epson MX-80 printer . If you have a
different printer, check the "Printer Configuration" section in
Chapter 11 of the VisiFile User's Guide .

a . If you selected P R I N T E R, the Print menu appears with four
options : CONTINUOUS, PAGE, SAMPLE, and QUIT .

Type C to select the C 0 N T I N U 0 U S option . The message
Ready printer and press CIJ appears . Make sure the paper is
aligned correctly on your printer and that the printer is
online . Then press (J) .

b. If you selected D I S P LAY, the report appears on your
screen . As the message on the screen tells you, press (J)
when you finish viewing the report .

t 6. After the report has been printed (or displayed), you could
select Q U I T several times until you return to the Main menu .
But you can use a VisiFile feature that saves you a lot of
time : press (Es c) . The Main menu appears on your screen .
This is a useful feature, especially if you are several menus
deep into the program . You can press Es c to return to the
Main menu from any menu that has a QU IT option .

In this exercise you have learned :

•

	

That the program can store report formats .

•

	

How to print (or display) a report from a stored format .
•

	

How to use (E S 0 ) to return quickly to the Main menu .



Exiting the Program and Returning to DOS

WARNING :
IT IS IMPORTANT THAT YOU ALWAYS EXIT
THE VISIFILE PROGRAM IN THE MANNER
DESCRIBED BELOW. IF YOU TURN THE COM-
PUTER OFF OR REMOVE ONE OF YOUR
DISKS BEFORE FOLLOWING THE PROCEDURE
BELOW, YOU MAY LOSE DATA .

When you finish working with the VisiFile program, you can
return to IBM DOS to load another program or do other work .

1 1 . From the Main menu, type Q to select Q U IT .

1 2 . The program displays the Termination menu, which has three
options . Q U I T exits the VisiFile program and leaves you in the
IBM DOS environment . BOOT loads the program from
whatever disk is in your first available floppy drive . R E T U R N
returns to the Main menu . Type Q, follow the instructions to
switch program disks (if you have only floppy drives), and
press C;1 to go to the DOS environment .

19
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Finding Your Disk Serial Number
If you copy your program disks, the copies cannot be used to

load the program . See the User Support Plan for disk replacement
and backup information .

Be sure to fill out and send in the "Warranty Registration
Card" in the User Support Plan . You cannot order a backup disk
or a replacement until you have registered your copy of the pro-
gram. To register your copy, you must know its serial number .
The serial number is recorded on VisiFile Program Disk 1 . Write
the number down in a place where you can find it .

No, 1 . You must be in the DOS environment to read the serial
number. If you are not in DOS, exit the program as described
in the preceding exercise .

1 2 . Make sure VisiFile Program Disk 1 is in one of your floppy
drives if it is not already there .

No. 3 . When the computer displays the DOS prompt, type x : where
x is the drive letter of the floppy drive containing VisiFile
Program Disk 1 . Press C;]) .

t 4 . Type dir and press C~D to list the contents of the disk .

10-5 . The program disk serial number is the name of the last file on
the program disk . The name is xxxxxxxx SER where xxxxxxxx
is the 8-digit serial number .



Where to Go from Here

VisiFile
Program

028 009

To learn to set up your own files, read Chapter 1, "Data
Files," in the VisiFile User's Guide . Then, to learn more about how
to enter your data, read Chapter 2, "Maintaining a File ." From
then on, read the remaining chapters when you need information
about a particular program function . There is no need to read the
chapters in sequential order .

You may also want to refer immediately to Appendix H,
which shows you the VisiFile menu structure and graphically sum-
marizes the VisiFile program . It can be a useful guide while you
are learning the program .

21



22 Summary

Before continuing to the VisiFile User's Guide, you should
know how to :

•

	

Insert and remove floppy disks . (If you do not, see Appendix
B in the VisiFile User's Guide .)

•

	

Load the VisiFile program into your computer . (If not, review
"Loading the Program" in this QuickStart Course .)

•

	

Move the cursor to a desired menu option . (If not, review
"Using a Menu and Selecting an Option .")

•

	

Select an option from a menu . (If not, review "Using a Menu
and Selecting an Option .")

•

	

Enter data . (If not, review "Adding a Record .")

•

	

Change data . (If not, review "Changing a Record .")

•

	

Print (or display) a report . (If not, review "Printing a
Report . ")
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