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Introduction to Data/Image Entry Operations (Chapter 1), Page 1

CHAPTER 1 INTRODUCTION TO DATA/IMAGE ENTRY
OPERATIONS

Chapter 1, Introduction to Data/Image Entry Operations, explains the data entry process, the image entry process, the use of
guide, and the related screen and keyboard basic interface. This chapter includes the following:

1.0 Introduction

1.1 The Data Entry Process
1.2 The Image Entry Process
1.3 Using this Guide

1.4 The Keyboard

1.5 Status and Error lines
1.6 Data Entry Modes

1.7 Image Entry Modes

1.8 File Status

1.9 Logging Into the System
1.10 Main Menu Usage

1.0 Introduction

Unibase by DMAC Data/Image Entry Operations Guide, is a complete, self-contained manual for data entry operators. Most o
the time, it will be the only reference consulted by the keying and verifying operators using the Unibase by DMAC Data Entry
System and Unibase Imaging. Unibase Imaging and its related use (Image Entry) parallels Data Entry use. At times this manu
references the data entry interface only when the information applies to the data entry and image entry user interface. At oth
times "Data Entry/Image Entry" is used to signify that the user interface is the same.

The table of contents lists all sections of the guide, including each menu option.

This chapter of the guide explains the data entry process, how to use the special data entry keys and the various keyboard
configurations, and how to log into the system and access the Data Entry menu or the Image Entry menu.

The remainder of the guide explains how to use each Data Entry/Image Entry menu functions and each option on the Data
Entry/ImageEntry Help List. The data entry error messages are listed in an appendix.

Additional copies of the Data/Image Entry Operator’s Guide may be purchased separately through your Customer Support
Representative or by calling DMAC at 540-667-4695.

1.1 The Data Entry Process

Most data entry shops follow a procedure similar to the one described here for the processing of paper. Details will vary, but t
general work flow is the same.

* The source documents (papers such as invoices, credit applications, etc.) are sent to the supervisor, or batch preparati
group.

* The work is divided into “batches”. A batch is the work given to one operator to enter into the computer usually at one
sitting. The batches are scanned visually to ensure that the source documents have been filled out completely and
accurately. The supervisor or logging clerk logs dzatich.

Introduction to Data Entry Operations a 1989-2005 (Chapter 1) Page 1
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* Previously the data entry supervisor, or programmer, created a standard job and record formats to facilitate data entry and
store the data.

* The batches are given to the operators, who enter or “key” the data into a data file on the computer.

* When the data has been entered, each batch is given to another operator to verify the entered data.The data is verified by
keying the data a second time without seeing the original keying. Differences are identified immediately and the verify
operator attempts to determine the correct entry.

* The supervisor, or logging clerk, checks the work, stores the source documents, and outputs the work to the proper
location .

* The supervisor, or logging clerk, takes any steps necessary to complete the requested reports for the customer.

* The data is output, and then backed up or archived to appropriate media.

1.2 The Image Entry Process

Most data entry shops follow a procedure similar to the one described here for the processing of images. Details will vary, but
the general work flow is the same.

* The sourceimages are sent to the supervisor, or batch preparation group. The images are either single or multipage tiff or
jpeg images. Jpeg files can be grayscale or color.

* The source images are divided into batches by using an image data control (idc) file. This file is created by the scanning
process and received with the images or can be created when the images are first received in the data entry area. The
work is divided into “batches” by using the idc file. A batch is the work given to one operator to enter into the computer,
usually at one sitting. There are three ways to view the images identified in an idc file. They can be in lockstep with the
records to be keyed, a single image can be associated with multiple records, or all images can be viewed with each
record in a batch.

* Previously the data entry supervisor, or programmer, created a standard job and record formats to facilitate data entry and
store the data. In addition the rules for viewing the images are set.

* Operators open batches. The operators can be directed to a particular batch by queueing or some sort of manual
procedures. The operators enter or “key” the data into a data file on the computer.

* When the data has been entered, each batch is given to another operator to verify the entered data.This process is also
controlled by queueing or some sort of manual procedures. The data is verified by keying the data a second time without
seeing the original keying. Differences are identified immediately and the verify operator attempts to determine the
correct entry.

* The supervisor, or logging clerk, checks the status of the work and executes the proper procedures for storing the
source images and data.

* The supervisor, or logging clerk, takes any steps necessary to complete the requested reports for the customer.

* The data is output, and then backed up or archived to appropriate media.

1.3 Using This Guide

This guide provides instructions for using data/image entry options and procedures. The instructions include an explanation of
the Unibase by DMAC keytops, the different keyboard types, and the menu options of the Data/lmage Entry help list.

The heading name is the menu option or keytop name. There is a brief description of the purpose of the option and step by step
instructions on how to use the option.

1.3.1 The Cursor

The cursor is the symbol on the screen that shows you where the next character you type will be displayed. In data/image entry,
the location of the cursor also indicates the position in the data file of the data you enter or change.
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The cursor size is controllable on both 16 bit and 32 bit Microsoft Windows and UNIX/LINUX systems. On Microsoft operting
systems, the Operator Login Menu from the Main Menu allows the user to experiment with cursor size. The cursor, often calle
the caret, is set to a default of a straight bar (19x3 pixels) in Microsoft windows.

Once the correct size is determined, the environment variable CURSOR is set to the result found. Chapter 6 of this Section
explains how to determine the correct size. The environment variables are discussed in the appendix of the main Unibaseby
Dmac User's Guide.

On UNIX/LINUX, the terminal setup screen, in the emulation package, or a download from the computer can change the size
the cursor. The user should check with the supervisor as to the site standard.

1.3.2 Key Notation

Whenever a specific key is mentioned, the name of the keytadimtype and enclosed in braces. For example, the instruction
to press the letter “A” key would be: prd8§ . Sometimes the information to be pressed is in quotation marks. These are
characters that are rarely re-mapped on the keyboard. For example: press “A”.

The unique names given to Unibase by DMAC function keys are described in section 1.4 of this chapter. Keytops are provide
to mark the keyboard with these popular functions. Once the keytops are installed, reference to this list is not necessary. Sinc
there are more keys defined than there are keys on a keyboard, each site may choose to have a different set available. This i
especially true for image entry. For security reasons many sites do not allow certain keys to appear on the keyboard.

Listed here is a summary of the key assignments for both microsoft versions and UNIX/LINUX versions before any keyboard
mapping has taken place. The operator can view all the keyboard mappings by{R&[n¥}. On the default keyboard this is
{Shift F2}.0Once the operator is viewing the keyboard map, the operator can see the desc ription of th€dteftsHiy. {Shift

F1} is almost always mapped at the information key. Detailed information for any particular screen, if available, can be seen
with {Shift F1}. All of these can be changed with keyboard mapping by those with the proper security permissions:

{NAME} Default Key assignment
{RESET} {F1}

{AUTO} {F2}
{RECORD} {F3}

{FIELD} {F4}
{FORMAT} {F5}

{DUP} {F6}

{LOC RTN} {F7}
{OVRSGN} {F8}
{CORR} {F9}

{REL} {F10}
{HELP} {Esc}
{BACK} {Lft Arrow}
{FWD} {Rt Arrow}
{DELETE} {Delete}
{INSERT} {Insert}
{BACKSPACE} {Backspace}
{FIELD REL} {Return} or {Enter}
{INFO} {Shift F1}
{RCD¥X} {Shift F2}
{TTYP} {Shift F3}
{TNIX} {Shift F4}
{TCAD} {Shift F5}
{AUXDUP} {Shift F6}
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{RCDBACK} {Shift upa}
{RCDFWD} {Shift dna}
{FLDBACK} {Shift Ifta}
{FLDFWD} {Shift rta}

The rta, upa, dna, and Ifta refer to the right arrow, up arrow, down arrow, and left arrow respectively.

** note: {RECORDHO}will toggle throughout the TYP, NIX, and CAD keyboards in respective order, but a particular
keyboard group can be selected directly with{fieYP}, {TNIX},and{TCAD} key.

For a user to find out what the keyboard actually is mapped to, in the Unibase by DMAC environment, the user need only hit
{RCD X}and the keyboard map will be displayed. TBb&/P} key in this display shows the cursor pad and the numpad

mappings. The numpad can have two sets of overlays.

Those with the Num Lock on and those with the Num Lock off. These are setup through keyboard mapping. Keyboard
mapping is discussed in Section 1 Chapter 5. The 1, 2, 3 and 7, 8, 9 are reversed when the Num Lock is on in the default mode
created by Unibase by DMAC.

The user should note that the Caps Lock key is now ignored in release 7.2 and beyond. The Caps Lock only works on fields of
field typeT or B in data entry mode.

For some users, because all keys can be remapped to the clients choice, the information foundR@mswill vary from
what is described in this book. TfiRCD X} information is more accurate for that particular installation.

1.3.3 Selecting Menu Options

Menu options are indicated by a boldface letter enclosed in square brackets and the name of the menu option. For example, the
instruction to select menu option “C” would be:

selecC] Resume a File.
When any menu is displayed on the screen, the first menu option, e. g. option [A] Start a Standard Jabhighlighted in
reverse video. You can select an option by pressing the key corresponding to the letter in square brackets to the left of the
option. For example, to seld&] Data Entry on the main menu, simply pre$B}.
As an alternative, you can press the space bar or the cursor movement (arrow) keys to highlight another option. When the
desired option is highlighted, preS9ELD REL} to make the selection. For example, to select oppData Entry, press the
space bar until optiofB] Data Entry is highlighted, then pre§§1ELD REL}.
1.3.4 Filling in the Blanks
Many data entry features in the actual Unibase by DMAC environment require you to enter names or other information in blank
fields before you can proceed. In every case, if the information you enter does not fill the fiel{FiiteBsREL} to indicate
the end of your entry. This procedure is similar to data entry keying operations, where ydEIgieRREL} to end the field
and begin the next field.
For example, the following prompt displays a ten-character blank field for the file name:

Enter File Name:

If the file name you enter is shorter than ten characters, {ffddsD REL} to end the entry.

1.3.5 Automatic Filling in the Blanks
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In many places the data entry features in the actual Unbiase by DMAC environment the blank fields are automatically complet
or partially completed for you. If the information is correct, all you need to do is {FId Rel} or {Enter}. An environment variable,
UBREPEAT, controls whether the prior information is inserted for you.

1.4 The Keyboard

Unibase by DMAC creates an environment where the keyboard can be completely controlled. In both UNIX/LINUX and
Microsoft environments, each key can be defined as required by the user.

In terms of hardware, a full typewriter like keyboard is recommended. This is called a 101, 102, etc. keyboard forMicrosoft PC
based systems. For a UNIX/LINUX environment, a vt220, vt 320, etc. or equal functionality is recommended.

This is as easy as the keyboard gets. Beyond this point there are several definitions that you need to know. These definition
outlined here and may not make much sense. In fact, you may find yourself reading this section several times before any of it
makes sense, but there are benefits to understanding the Unibase Keyboard.

1.4.1 Benefits of Understanding the Keyboard

Most data entry operators / keyers, are paid by the keystroke or paid incentives for particularly high keystroke per hour levels.
Understanding the Unibase Keyboard can increase your keying speed.

If you find that a particular attribute of the keyboard does not help but rather hinders your progress, you can request that the
attribute is changed if you understand the keyboard. This may even qualify you for a quality assurance bonus in your compar
if your company offers such things.

The benefits of understanding the keyboard are ergonomic (increasing environment comfort) and monetary. You will find
keying easier and you will be able to understand the best way to key a batch in terms of time and keystrokes.

1.4.2 Keyboard Definitions

There are several words which Unibase defines very specifically for purposes of discussing the keyboard. Whenever discuss
the Unibase Keyboard with another person, make sure you are both working from the same definitions. These definitions do |
necessarily apply in other chapters of the manuals because more common words for what is being discussed are used in othe
chapters. If you call Unibase by DMAC to discuss keyboard mapping, you may wish to use these definitions.

Buttons - These are what you are used to calling the keys. The physical piece of square or rectangular plastic which you pres
send a signal to the computer to print a letter, character, symbol or number will now be called the button. Many people in the
computer industry refers to thesekas/switches Key has an entirely different meaning in Unibase.

Groups - There are three keyboard Groups in Unibase. They are the TYP, CAD, and NIX group. The Groups allow the user t
define the keyboard in three completely different ways. Each definition may be useful for a particular batch or job.

Keys- These are all the keys defined in the ascii codes table, (The appendix has an Ascii code table) and the Unibase definec
keys. This is not the sticker Unibase provides to put on the plastic tops of the keyboards buttons. This is not the label on the
plastic top of the keyboard buttons. This is not what most people call the key on the keyboard. This is completely independe
of the solid, hardware keyboard you type on. It has no meaning on the keyboard until the programmer, supervisor, user, or
computer gives it meaning on the keyboard.

It is an intangible name defined in the Ascii code table or which Unibase has given to certain commonly used functions. The
Unibase keys are always in the manual in squiggly brackets {}. Please note that the Unibase keys can be placed ANYWHERI
on the keyboard. Some Unibase keys inciifleLD REL}, {BACK}, {RCDX}, {FWD},and{HELP}. The Ascii keys can also

be remapped.
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Keycap-This is the plastic top of the key. The letter, character, number, or symbol printed on the keycap, usually in black, does
not necessarily match the letter, character, symbol, or command Unibase interprets when that button is pressed.

Keypads- The keyboard is divided up into three main areas in Unibase. The first is a main rectangle on the left containing all of
the letters with a row of numbers across the top and special buttons on the sides. This rectangle of buttons, where every button
touches another, will be called theme keypad

The second is the row of buttons across the top with keycaps like F1, F2, Esc, and Print Screen and will befeattédrithe
keypad.

The third is the number buttons to the right of the home keypad, including the arrow buttons and the six placement buttons (with
keycaps like Insert, Delete, Home, End, etc.) will be calledtimeeric keypad.

Keytop - This is the little sticker with red writing which DMAC sends you to put onto the plastic tops of the buttons. For those
keyboards which are dark in color, there are stickers with white letter on them available from DMAC. These keytops have the
name of the Unibase keys printed on them. Because the keys can be mapped anywhere, the stickers are necessary to remind yot
which button will produce the Unibase key . The keytop is placed on the keycap.

Overlays - There are three overlays in each Group. They are Numeric, Alpha, and Lower Case Alpha. Each Group (remember
TYP, CAD, and NIX) can be modified with the three overlays to increase the number of keys mapped. There are at least 101
buttons on most keyboards. With the three Groups and three Overlays on the home keypad, at least 500 keys can be mapped to
those buttons. The overlays are controlled withsttié flags. The shift flags act as toggles between the overlays. The

significance of the groups, overlays, and shift flags is discussed in the next section.

Scan Code- This is the signal sent to the computer when you press one of the keyboard buttons. This is the only constant in
keyboard mapping. No matter what keycap or keytop is on the button, the same scan code is sent to the computer. Unibase is
programmed to interpret the scan code differently based on Overlays and Groups. This is how mapping is done.

Shift Flags- These are buttons which modify the scan code of another button. There are down shift flags and lock shift flags.
Down shift flags are held down while another button is pressed to modify the scan code of the pressed button. Lock shift flags
are pressed once to “lock” the keyboard into modifying the scan codes.

Unlike keys, shift flags do correspond to the name printed in black on the keycap. The shift flags used in Unibase are the Shift,
the Ctrl, the Alt, and the Num Lock. The Shift, Ctrl, and Alt are down shift flags and the Num Lock is a lock shift flag. The

shift flags implement the overlays. Shift controls the toggle between the Alpha and Numeric overlays. Ctrl controls the Lower
Case Alpha overlay. Alt controls the Numeric overlay.

1.4.3 Keyboard Explanation

Unibase has three keyboard Groups, TYP, NIX, and CAD. The default mapping of the TYP Group resembles a typewriter
keyboard. The NIX and CAD Groups have embedded 029 keyboards. The default mapping of the CAD Group has all of the
keys from the function keypad mapped to buttons on the home keypad. Some say this allows for less movement of the hands,
greater efficiency in keying, and less fatigue over hours of keying.

For the home keypad, each of the above groups has three possible overldysnéhie overlay, thé\lpha overlay, and the

Lower Case Alpha overlay. All three overlays can be mapped. See Section 1, Chapter 5 of the Unibase User Guide for a
discussion on Keyboard Mapping. The Unibase &@DX}which is mapped to the Shift F2 button on the default keyboard

(before any other mapping has taken place) and will display the current keyboard mappings. (Remember that Shift is a shift flag
and must be held down while the F2 button is pressed to send the computer the correct scan code.) I{KsrBli2ISE}on

the Unibase keytop.

This display shows the three possible key mappings / overlays for one group. The top row of the screen tells the operator which

group is being displayed,YP, NIX, or CAD. The overlay name is on each row of buttons on the far right. The overlay names
are abbreviatedjum for Numeric,alp for Alpha, andca for Lower Case Alpha.
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Use{REL} to change the group currently being displayed. When each group is displayed, the three possible key mappings /
overlays for that group appear on the buttons. In all there are nine possible mappings for each home keypad button They are

TYP - Numeric TYP - Alpha TYP - Lower Case Alpha
CAD - Numeric CAD - Alpha CAD - Lower Case Alpha
NIX - Numeric NIX - Alpha NIX - Lower Case Alpha

The numeric keypad and the function keypad are group independent. They only respond to changes in the overlay. This mes
that for the numeric keypad and the function keypad there are three possible mappings for each key. They are:

Numeric Alpha Lower Case Alpha

The display screen only shows the home keypad and the function keypad. To see the mappings of the numeric keypad, use t
Unibase key{DUP}. Remember groups do not effect the numeric keypad or the function keypad. These two keypads are
independent of group settings. They are changed with the over{B}$P} toggles between the numeric keypad and the home
keypad displays.

The keys on the displayed buttons correspond to the interpretation by Unibase of the scan code when that button is pressed.
keys in the same line with an overlay abbreviation are the keys Unibase registers when a button is pressed in that Overlay.
Remember that the keys on the numeric and function keypad change with the overlay and the keys on the home keypad char
with the group and overlay. This will be easier to understand if you are currently looking at the display.

The NIX and CAD keyboard groups contain the 029 embedded keyboard. Keytops are available to brightly display this
embedded keyboard. All three groups allow both uppercase and lowercase letters.

1.4.4 The Keys, Groups, and Overlays

When you are keying a batch or job, there are several ways to change the keyboard Group you are kBg@ig@j.is a
Unibase key that can be mapped to single keystrflRED} {O} is a two keystroke combination. Both of these will toggle
between the three groups.

The{TTYP}, {TCAD} and{TNIX} are keys that will set the keyboard group as W@allTYP}sets the group to TYRTCAD}

sets the group to CAD{TNIX} sets the group to NIX. These keys appear on Unibase keytops as TYP, CAD, and NIX. If you
have keytops, they should appear somewhere on your keyboard in red. The default se{8igk &&3 for {TTYP}, {Shift F4}

for {TNIX}, and{Shift F5}for {TCAD}. The group you are currently using is displayed in the status line beside the abbreviation
Kbd.

The overlay for a particular field is determined by the field type. You cannot choose the overlay. It is sometimes necessary tc
key characters that are not on the particular overlay Unibase sets for a given fie{\UMie {LCA}, and{ALPHA} shift flags

allow for overlay changes within a field. Because they are shift flags, they are held down while the character is pressed and
released after pressing the necessary character. This is considered one keystroke. Pressing the shift flag does not count as |
keystroke.

If a Lower Case Alpha overlay key is desired, regardless of the current group and overlay §f@A}rshift flag with the key

will give the lower case alpha overlay key. If a numeric overlay key is desired, regardless of the group and overlay type, the
{NUM} shift flag with the key will give the numeric overlay character. Remember, these characters are all displayed when the
{KYB DISP}key is accessed{KYB DISP}is the same key dRCD X})

The{ALPHA} shift flag is a toggle shift flag. It will change the overlay depending on which overlay is currently being used. If
the overlay is current NumerifALPHA} will make the overlay Alpha. If the overlay is currently Alpfal-PHA} will make
the overlay Numeric.

If the overlay is currently Lower Case AlpHALPHA} will change the case of the keys. If the keys are default upper case,
{ALPHA} make them lower case, and if the keys are default lower{@dgeHA} makes them upper case. The Lower Case
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Alpha overlay is the least frequent overlay used. There is an environment variable that w{lAbfRiHé} always produce
upper case characters. Environment variables are discussed in Chapter 33.

1.4.5 Keying, the Short Cut (All you HAVE to know)

If nothing has made sense so far, that is okay. All you really need to know to begin keying is in this section. However you may
want to read the definitions in section 1.4.2 because they are used here. The keyboard groups and overlays will become second
nature as you familiarize yourself with the Unibase Environment. It is not necessary to understand how Unibase manipulates the
keyboard or why Unibase manipulates the keyboard to begin keying.

Your supervisor might advise you to use a particular keyboard group if that group is better for a given job. Otherwise, pick the
keyboard group you are most familiar with. If you are comfortable on a keyboard with an embedded keypad, choose the NIX or
CAD group. If you prefer the typewriter keyboard with the numbers across the top, pick the TYP group.

If you want the embedded keypad and you want the common data entry functions gUdRla§AUXDUP}, {CORR) on the
home keypad rather than the function keypad, choose the CAD group. If you want the common data entry functions on the
function keypad then choose the NIX group.

All three groups use the numeric keypad in the same way. You can choose whether the numeric keypad is in telephone style or
calculator style. Num Lock controls this feature:

Num Lock ON Num Lock OFF
7 8 9 0

4 5 6 12 3

12 3 4 56

0 7 89
Calculator Style Telephone Style

Num Lock is a lock shift flag. This means you press Num Lock to set it on and press it again to turn it off.

On the status line your keyboard group, overlay, and field type are displayed. The keyboard group and overlay are to the right of
Kbd and the field type is to the right of FT. You will notice that different field types effect the keys. For example, the field type

U on a NIX or CAD group means the embedded numeric keypad defaults to numbers. To get the letters, {fdlPptass

The field type L on a NIX or CAD group means the embedded numeric keypad defaults to letters. To get numbers, you press
{ALPHA}.

Pressing théNUM} key will always give you a numeric. Pressing th€A} key will always give you a lower case letter.

Pressing théALPHA} key has different effects on different fields. If the numbers or letters are not allowed in the field an error
tone will sound. To use tH&lUM}, {LCA}, and{ALPHA} key, hold the key down while typing the character and release the key
after the character has been typed.

You will become familiar with these subtleties the more you use Unibase.

1.5. Status Line

The data entry status line is displayed on the top line of the screen during data entry. The status line has the following format:

Mode Auto-On File -XXXXXXX Fmt -## Rcd-### Fld-###Kbd-yyy FT-z X-COR
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1.5.1 Mode

The file was opened in the mode abreviated here. The mode is determined by the Data Entry menu option you select to entet
file. See section 1.6 of this Chapter for more information on data entry modes). The six modes are:

E Entry
R  Resume
V  Verify
e X Examine
C Correct
U  Update
J Reject/Reentry

1.5.2 Auto-On (A)

This indicator, abreviated with "A", is displayed when the auto functions are turned on by mear{#0fTio¢ key.
“Auto-On” is the normal, default condition. Auto-On controls the auto functions in a file. If the check box edits calls for
information to be placed in the field, this is often done with an auto command.

When the auto functions are turned off, nothing is displayed in this position of the status line.
1.5.3 File-XXXXX

This is the name of the current work file. The file name is displayed where X’s are shown. The file name can be up to 31
characters in length. A forward slash, (/), is used in the 31 character name to separate folders (directories). Depending upon 1
envionrment set up at a site, the slash must occurat least every eight or every fourteen characters in the Microsoft envirnome
In the UNIX/LINUX environment, the slash must occur at least every fourteen characters. The separate folders are used to
organize work.

1.5.4 Fmt-##

This is the format number of the current record. The two-digit number is displayed where #'s are shown. Ninety nine formats
are available. Unibase uses the work format; some others use the word template.

1.5.5 Red-###

This is the logical record number - the number of records from the beginning of the file to the current record. This number
changes when a record is inserted or deleted in front of the current record.

1.5.6 Fld-###

This is the number of the current field. The three-digit number is displayed where #'s are shown. Nine hundred ninety nine
fields can be in a single record format.

1.5.7 Kbd-xxxy
This indicator displays which keyboard Group ( TYP, NIX or CAD) is active and which overlay (Numeric, Alpha, or Lower
Case Alpha) within the group is active. The keyboard Group is displayed in lower case letters where the xxx is and the Overle

is displayed in a capital letter where the y is.

158 FT-Z
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This indicator displays the field type for the current field. The field types are Numeric, Alpha, Upper, Lower, Typewriter, Mostly
Numeric, and Both Upper and Lower. The Keyboard Groups, overlays, and field types are discussed more thoroughly in the
previous section about the keyboard.

1.5.9 X-COR

This indicator is displayed when tf@ORR}key is pressed, to show that data correction is in progress.

The three values of the indicator are:

* C-COR - Character CORRECT in progress.
* F-COR - Field CORRECT in progress.
¢ R-COR - Record CORRECT in progress.

1.6 Error Line

The error line is the second line of the screen, immediately below the data entry status line. This line displays three types of
information, Field Help Text, Data Entry Prompts, and Error Messages.

1.6.1 Field Help Text
This message is defined in the record format for each field under a check box edit and may be blank. The message is displayed
when the cursor is in the field for which the check box edit, Field Help Text is checked “Y”. The message is whatever the
programmer puts in the record format check box edit to be displayed. Unibase also provides help information for a batch by
using the {INFO} key, usually {Shift F1}. Those setting up a job at your site may or may not use the help information provided
by the {INFOR} key and/or the Field Help Text.
1.6.2 Data entry prompts
These messages give instructions for certain functions. For example,

Select Fmt #:
is displayed on the second line when you p{ERMAT}.

1.6.3 Error messages

These messages are displayed in reverse video and accompanied by an alarm (bell) if you enter data that is not allowed or select
a function that cannot be executed. The message is simply for your information - no action is taken.

Pres§RESET}or {FIELD REL}to clear the error message and continue. The system may be set so tfRE&HY }jwill clear
an error.

1.7 Data Entry Modes

A data entry operator opens a file in a specific “mode” in order to perform the functions associated with that mode.
Data entry is performed in “entry”, “resume”, “update”, and "reject/rentry" modes, which allow keying and re-keying of data,

but do not allow data verification. IN image entry, various methods exist to fill fields with data extracted from the image in either
the current session or by other means.
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Verification is done in the highly restrictive “verify” mode, which tightly controls the access to data and the data verification
sequence.

The “examine” mode allows read-only access to files, with no changes permitted.

Corrections are normally made in “correct” mode, which requires the operator to §E©RR}key to make changes. They
can also be made in verify mode depending on how the standard job was set up.

The “update” mode is special in that it takes an existing batch file and stops only on fields marked as update fields for the use
enter data. The user can use any of the search features for positioning the cursor while in update mode.

The “reject/reentry” mode is special in that it takes an existing batch file and stops only on fields marked as update fields for tt
user to enter data. If no errors are found, the user can do nothing.

The table below summarizes the five data entry modes. For each mode, the table lists the menu option, the specific purposes
method of changing data, and whether field edits are executed.

Data Entry Modes

Data Entry
Entry Data To Runs
menu Entry change field
option mode Purpose data edits?
A&B Entry Create a file, start data entry, Re-key Yes

add, insert and delete records
C Resume Continue data entry in exist- Re-key Yes

file, add, insert and delete

records
D Verify Verify data, make corrections, Use {CORR}

insert and delete key Yes
records
Data Entry
Entry Data To Runs
menu Entry change field
option mode Purpose data edits?
E Examine Read data Changes are
ignored No

F Correct Make corrections, insert Use {CORR}

and delete records key Yes
G Update Add data to existing field Re-key where

in existing batch file. cursor stops. Yes
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1.7.1 Multi-User Access to File

Unibase by DMAC allows several data entry operators to work simultaneously in the same file. This multi-user access is
controlled by the mode and the security login password.

If no security login is required, one user may access the file in entry mode while any number of other users simultaneously
access the file in verify mode. Access may be restricted by reducing the permissions on each user’s password. The passwords
and their permissions are defined by the data entry supervisor by means of System Functions mg¢B{I Sypsi@m Password

Security, described in Section 1, Chapter 6 of the Unibase by DMAC Users Guide manual.

1.8 File Status

The “status” of a data file indicates its stage in the data entry process: “terminated”, “interrupted”, or “verified”. The status is
determined by the terminate and interrupt functions as the file is closed.

It is important to complete an entire record and release that record before terminating or interrupting. Otherwise the record may
be saved with incomplete data. If field edits or file edits are run against the record, an incomplete record can through off both of
the edits. Be sure the cursor is in the first position of a blank record before terminating or interrupting a batch. Many sites have
tired of partial records and use an environment variable to control the deleting of the last record if not complete.

If the record that has just been entered does not belong in the batch, {iIREBREDELETE} key combination to delete the
record before terminating or interrupting a batch. A record is saved almost after the first field is entered, depending on how the
standard job is written, and interrupting in the middle of a record will not remove that record from the batch.

1.8.1 Terminate

Terminate is the normal way of closing a file when the file is complete. The complete termination process is as follows:

* Closes and saves the file.

* Sets the file status.

* Runs the file end edit, if named on the standard job.
* Checks the file (batch) balance accumulators.

¢ Displays the file log (optional).

¢ Displays the session operator statistics (optional).

1.8.2 Interrupt

Interrupt is used to close a file before it is completed. The complete interrupt process is as follows:

¢ Closes and saves the file.
* Sets the file status.
¢ Displays the session operator statistics (optional).

Terminate and interrupt are described in detalil in the “Data Entry Help List” Chapter 4 of this guide.

If you exit from Microsoft Windows by clicking on the "X" in the upper right corner, Unibase assumes you wished to interrupt
the batch and sets up accordingly.

The following table summarizes how the terminate and interrupt functions set the file status according to the data entry mode and
the conditions at the time the file is closed. The table also indicates whether the terminate function runs the file edit.
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File Status Set by Terminate/Interrupt

(Chapter 1), Page 13

Data/lmage
Entry Status after closing Close
menu Entry Status when Closed hy Closed by runs
option mode file is closed Terminate Interrupt file edit
A&B Entry Any Terminated Interrupted Yes
C Resume If prior status

was verified Verified Interrupted Yes

Otherwise Terminated Interrupted Yes
D Verify If all records were

verified in this

session Verified Verified Yes

Otherwise Terminated Interrupted Yes
E Examine If prior status

was verified Verified Interrupted No

Otherwise Terminated Interrupted No

F Correct If prior status

was Verified Verified Interrupted Yes

Otherwise Terminated Interrupted Yes
G Update Any Terminated Interrupted Yes

Unibase by DMAC keeps track of the status of the file by placing the status in the data file header. AID programs can access t
status.

1.9 Logging Into the System

Logging into the system allows individual users to enter the Unibase by DMAC system, and prevents unauthorized use of
Unibase by DMAC. Below is a step by step method for logging into the system.

If you are running in a graphical User Interface environment (GUI) then find the icon for Unibase and click on it to get started.

For a non GUI environment, If your computer is not running or the operating system prompt is not displayed on the screen, as
the data entry supervisor to help you get started.

Remember, In a GUI environment, just click on the correct Unibase icon and Unibase environment will begin.
When using an operating system without icons, start with the operating system prompt displayed on the screen. You must

execute "wmenu", "menu” or "de" from the Unibase environment where the executables are stored. for Microsoft this is usual
the bin or bin32 directory. If multiple ETROOTS are not used, this directory normally is one of three directories as follows:

e %BETROOT%/ bin for the 16 bit Microsoft environment
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* %BETROOT%/bin32 for the 32 bit Microsoft environment
* %BETROOT%/binlx for the LINUX/UNIX environment

Press{FIELD REL}to display the login screen. The lower portions of the screen are displayed as you key in the required
entries.

Enter Operator Name: Every Unibase by DMAC user must “login” to the Unibase by DMAC system by entering a login
name created by the data entry supervisor, as described in “Operator Statistics” in Section 2, Chapter 6 of the Unibase
by DMAC Users Guide manual set. Enter your login name in this field. See your supervisor if you do not have a login
name. DMAC is a default login name.

If you typed “menu”, the date and time are displayed next. Whether you typed “menu” or “de” and if security is not set, press
{REL}to display the Unibase by DMAC Main Menu or Data Entry Menu or dig#E&P} to exit back to the system prompt.

The main menu usage is described next. Note that your workstation operating system and your server operating system are
displayed on this page. If either is incorrect check with your supervisor because problems might occur.

1.10 Main Menu Usage

The Unibase by DMAC Main Menu is displayed after the steps taken in the preceding section and if “menu” was executed. This
is the main menu for the entire Unibase by DMAC system. From here you can access all Unibase by DMAC features if security
access is granted.

To proceed to the Data Entry Menu, the following steps are taken.

1. If you are not required to use a security password, skip Steps 2 through 8.
2. Select optiofiD] Security Log-In to display the password prompt:

3. Enter your security password. As you type the password, the question marks are replaced with blanks. To maintain
confidentiality, the password is not displayed.
4. Pres§FIELD REL}if the password is shorter than the string of question marks.
5. If the password you entered in Step 3 is valid, the Unibase by DMAC Main menu is displayed again. Skip Steps 6
through 8 and continue on to step 9.
6. If the password you entered in Step 3 is incorrect, the following message is displayed:

Invalid password entered
7. Clear the error message by pres$RESET}or {FIELD REL}.
8. If you do not have a valid password, obtain a valid password from the data entry supervisor. Then, return to step 3.
9. With the correct security password, you can now proceed to Main Men{B}ébata Entry by either typindB} or
pressingdSpace Barfhen{FIELD REL}.
You may choose to select Main Menu itfh Operator Log In by either typing {E} or pressing thSpace Bar}4
times the{FIELD RELEASE}.

The Data Entry Menu is described in detail in Chapter 3 of this manual and Operator Log-in Menu is described in detail in
Chapter 6 of this manual.

If you enter Unibase through the GUI interface, wmenu, you receive prompt windows for entering the same information.
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CHAPTER 2 DATA ENTRY FUNCTION KEYS

Chapter 2, Data Entry Function Keys, describes the data entry function keys in detail. These keys assist in the operation within
the Unibase by DMAC environment. (These are the Unibase Keys mentioned in the previous chapter.)

More keys are defined than are mapped to the keyboard. Some keys can be a single keystroke which can be equaled by keying a
sequence of two keys. Some keys provide for features which if the key is not mapped to the keyboard cannot be performed.

2.0 Summary

2.1 AUTO

2.2 AUXILIARY DUPLICATE

2.3 BACK

2.4 BYPASS ERROR

25 CAD KEYBOARD

2.6 CORRECT

2.7 DELETE

2.8 DISPLAY ACCUMULATORS
29 DISPLAY FILE INFORMATION
2.10 DISPLAY FILE LOG

2.11 DISPLAY KEYBOARD INFORMATION
2.12 DISPLAY VERIFIED RECORD
2.13 DOWN

2.14 DUPLICATE

2.15 DUPLICATE FROM FORMAT
2.16 DUPLICATE OUT

2.17 END

2.18 FIELD

2.19 FIELD BACK

2.20 FIELD CORRECT

2.21 FIELD DISPLAY

2.22 FIELD EDIT HOTKEY

2.23 FIELD FORWARD

2.24 FIELD RELEASE

2.25 FLAG ERROR

2.26 FORMAT

2.27 FORWARD

2.28 HELP

2.29 HELP - DETAILED

2.30 HOME

231 IMAGE BACKGROUND REVERSE
2.32 IMAGE DISPLAY - in DEI Window
2.33 IMAGE DISPLAY - Full Screen
2.34 IMAGE LOCK TOGGLE

2.35 IMAGE PAN DOWN

2.36 IMAGE PAN LEFT

2.37 IMAGE PAN RIGHT

2.38 IMAGE PAN UP

2.39 IMAGE RED LINE

2.40 IMAGE SCALED TO FIT

241 IMAGE SCALED TO FIT AND LOCKED
2.42 IMAGE ZONE SHOW

2.43 IMAGE ZONE ADJUST DOWN
2.44 IMAGE ZONE ADJUST LEFT
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2.45 IMAGE ZONE ADJUST RIGHT
2.46 IMAGE ZONE ADJUST UP
2.47 IMAGE ZOOM IN ( make bigger)
2.48 IMAGE ZOOM OUT (make smaller)
2.49 INFORMATION
2.50 INITIATE AID SQL (Optional)
2.51 INSERT
2.52 INSERT - RECORD
2.53 INTERRUPT
2.54 KEYBOARD DISPLAY
2.55 KEYBOARD GROUP TOGGLE
2.56 LOCATION RETURN
2.57 NIX KEYBOARD
2.58 OVERSIGN
2.59 PAGE UP
2.60 PAGE DOWN
2.61 PRINT SCREEN
2.62 RECORD
2.63 RECORD BACK
2.64 RECORD CORRECT
2.65 RECORD DELETE
2.66 RECORD DISPLAY in Verify Mode
2.67 RECORD INSERT
2.68 RELEASE
2.69 RESET
2.70 SEARCH FOR BATCH BEGINNING
2.71 SEARCH FOR BATCH END
2.72 SEARCH FOR CHARACTER SEQUENCE
2.73 SEARCH FOR ERROR FLAG
2.74 SEARCH FOR FIELD CONTENTS
2.75 SEARCH FOR FORMAT
2.76 SEARCH FOR RECORD NUMBER
2.77 SEARCH REPEAT
2.78 SHIFT
2.79 SKIP
2.80 TAB
2.81 TERMINATE
2.81 TYPEWRITER KEYBOARD
2.82 UP
2.0 Summary

Many keys on the keyboard perform functions especially for data entry. This is one of the great advantages of using a speciali
data entry environment. The majority of these keys are described in this section. Because the keyboard is fully mappable, mae
two stroke combinations which might be shortened to one stroke are mentioned here. They can be mapped to a single key if
desired but since there are only so many keys available on the keyboard the two stroke combination may be the best approac
these keys. For those special cases where a single stroke will greatly help, all keys are mentioned here.

The data entry function keys mapped to the keyboard are listed and briefly described in the summary below. They are descril

in detail in the following sections. In the past on UNIX systems, the locations and labels of the data entry function keys vary
from one keyboard to another because keyboards were non standard. Today nearly all keyboards are similar to the 101 keybc
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Data Entry Function Keys

standard. Regardless of the key placement, a particular named Unibase key's function for Unibase by DMAC data entry is always

the same.

Some functions may require two-key combinations, su¢rl&.D}{CORR}, and must be used together. Press the first key,
release it, then press the second key. For example, {ptes®} followed by{CORR} If the second key is a letter key, such

as{RECORD]} {A} it may be either upper or lower case.

If in a given Unibase by DMAC environment it is desirable to have these two stroke combinations represented by a single stroke,
the keyboard can be mapped to accomplish this. Section 1, Chapter 5 discusses keyboard mapping in great detail.

2.0.1 To position the cursor:

Listed below are the key function designations which allow one to position the cursor as mapped in the default keyboard.

{BACK}
{BACKSPACE}
{FWD}

{FIELD} {BACK}
or {FLD BACK}
{FIELD} {FWD}

or {FLD FWD}
{RECORD} {BACK}
{RECORD}FWD}
{LOC RTN}
{REL}

{FIELD REL}

{Tab}

2.0.2 To enter and change data:

{CORR}
{DELETE}
{DUP}
{DUPFMT}
{AUX DUP}
{FIELD}{CORR}

{FIELDY{DELETE}

Page 18 (Chapter 2)

Prior character position.
Desctructive prior character position.
Next character position.

Prior field.

Next field.

Beginning of record.

Next record, until end of file.

Next position to be keyed.

End of record. If auto functions are on, next record.
Next field

Next tab field.

Change this character.

Erase this character.

Copy this field from prior record.

Copy this field from prior record of same format.
Copy this field from special buffer.

Change this field.

Erase the contents of this field.
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{FORMAT}

{INSERT}
{OVRSGN}
{RECORD}CORR}
{RECORDYDELETE}
{RECORDYINSERT}

{Shift}

2.0.3 To access functions:
{AUTO}

{FIELDKD}

{HELP}

{RCDHAH{N}

{RCD} {0}

{RCD} {P}

{RCDHW}

{RCD} {X} or {RCDX}
{RESET}or

{FIELD REL}

2.0.4 To Change Keyboard Group

{TYP} or {TTYP}

{NIX} or {TNIX}

{CAD} or {TCAD}

{RECORD} {O}

2.0.5 To Provide Additional Information

{KYB DISP}or {RCDX}

Data Entry Function Keys
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Select format of new record.
Insert a character here.

Make this field a negative number.
Change this record.

Delete this record.

Insert a record before this record.

Access additional characters.

Turn off/on the auto functions.
Display field for key verification.
Display the Data Entry Help List.

Access Data Entry Help List Optiofs] Terminate
through [N] Repeat Last Search.

Toggle between the three keyboard groups.
Print the screen.

Display record for verification.

Display the Unibase by DMAC help file.
Clear the error message. {FIELD

REL} can be disabled from clearing the error message.

To change to the typewrite group of keyboard overlays.

To change to NIX 029 embedded keyboard group of
keyboard overlays.

To change to the CAD 029 imbedded keyboard group of
keyboard overlays.

To toggle to the next group of overlays for the keyboard.

To provide a picture of the active keyboard group and
overlay.
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{INFO} To provide on-line help at any menu option. Or to
provide information written by the user

2.1 AUTO

The{AUTO} key turns the data entry auto functions on and off. These functions are defined in “Record Format Generator” in
Chapter 2, section 1, of the Unibase by DMAC UsersGuide manual set. When the auto functions are on, “A” appears in the
status line of the screen. When the auto functions are off, no “A” message is displayed in the status line.

The auto functions are turned on as the default condition when data entry begins. The auto functions are normally on during data

entry. If auto functions are usddUTO} should be set “off” before executindRECORDYBACK]}function. Otherwise, the
auto functions will never allow the user to back up to the previous record.

2.2 AUXILIARY DUPLICATE

{AUXDUP}, normally the{Shift} {F6} key, allows the current field to be filled with information previously stored in a special
buffer by the Standard Job designer.

2.3 BACK

{BACK}, the left arrow key, moves the cursor one position to the left on the screen. The cursor continues to move to the left as
long as the key is depressed.

{FIELDKBACK}, or {FLD BACK}, moves the cursor to the first position of the current field. If the cursor is already in the first
position of the field{FIELD}{BACK}, or{FLD BACK]}, moves the cursor to the first position of the prior field. If the cursor is
in the first position of the first fieldFIELD}{BACK},or {FLD BACK} does nothing.

{RECORDHKBACK}moves the cursor to the first position of the current record. If the cursor is already in the first position of the
record {RECORDHBACKT}displays the previous record, with the cursor in the first position of the record.

If the current record is the first record in the fIRECORDH{BACK]}does nothing. If the auto functions are on, p{a4$TO}
to turn them off before pressifRECORD}BACK]}.

{BackspaceJmoves the cursor one position to the left on the screen. It destroys whatever character was present.

2.4 BYPASS ERROR

{BYPSERRORIs not normally mapped to any key because of the function it allowgBMRSERROR&ction is to flag a field
as an error field, and then allow the error to remain and move to the next field in verify mode. Only in very special cases does
this action appear appropriate.

2.5 CAD Keyboard
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{CAD}, defaulted to th€ALPHA F5} key, changes the keyboard to the CAD keyboard overlay group. In this group all necessary
keys for data entry are contained within the main rectangle of the PC 101 keyboard. This means the keyer’s fingers never lea\
home position. It is as much as ten percent faster than the NIX keyboard overlay group.

2.6 CORRECT

The{CORR}key can only be used in the correct and verify modes. In verify mode, where the existing data is normally not
displayed{CORR}displays the old data and the new keystrokes as they are entered. If a field designated as “reverify” in the
record format is corrected in verify mode, the field must immediately be reverified.

{CORR}(character correct) allows you to replace the character at the cursor.

{FIELDK{CORR} allows you to replace any characters in the field by typing over them. The environment variable FLDCORBG
will control whether §FIELD} {CORR} takes the user back to the first position of the field or begin correction from the cursor
position in the field. Chapter 27 in section 4 discusses environment variables.

{RECORDHCORRHllows you to replace any characters in the record by typing over them. If yoyREESORDHCORR}N
verify mode, you must reverify the entire record, regardless of how many fields you change.

2.7 DELETE

{DELETE} (“character delete”) erases the character at the cursor.
{FIELDKDELETE} erases the contents of the current field.

{RECORDKDELETE}deletes the current record from the file. When the record is deleted, the logical record number is
decreased for each record following the deleted record. The logical record number is the record count starting with one at the
beginning of the file and incrementing by one for each record.

2.8 DISPLAY ACCUMULATORS

{DIS_ACC}, or {RECORDXE}, displays the totals in the accumulators. This is the same as the item [E] Display Accumulators
on the Data Entry Help List. Thus a third way, a method mentioned where applicable, of display accumulators is {HELPHE}
from within a batch.

2.9 DISPLAY FILE INFORMATION

{DIS_FILE}, or {RECORDXD}, or {HELP}D}, displays the file information for the current batch and workfile from within a
batch.

2.10 DISPLAY FILE LOG

{DIS_LOG}, or {RECORDXC]}, or {HELP}C]}, displays the file log for the current batch. The file log historically is used to
contain error messages generated in the current batch processing. Another way to say this is the messages in the file log
historically are recreated each time a batch is opened.

2.11 DISPLAY KEYBOARD INFORMATION
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{RCDX} {KYB DISP}, or {RECORD}X}, displays the current keyboard mappings. This is described in Chapter 1 of this

section under “The Keyboard.” This key has grown in importance over the years; thus the name changes. Once in the display of
the keyboard, the {INFO} key gives detailed help describing the KEY ACTIONS which contain the same information as this
chapter in table format.

2.12 DISPLAY VERIFY RECORD

{RCDW}, or {RECORD}W}, displays the entire record when in verify or correct mode. It is used when the user wishes to
determine what a particular record looks like, especially if the user has lost track of the data sequence.

2.13 DOWN

{DOWN} creates illegal actions most time in the data entry, image entry batch environment and will cause an “lllegal Character”
error message to be displayed. {DOWN} does move the choice line in a menu down one line in menus and may be active in a
field or file edit as the user programmer desires.

2.14 DUPLICATE

{DUP} copies into this field the contents of the corresponding field (same field number) in the previous record, regardless of the
record format type. If the copied field is longer than the current field, an error message is displayed. If the copied field is
shorter than the current field, the data is copied as a partial field, and the cursor is located at the end of the copied data.

2.15 DUPLICATE From Same Format

{DUPFMT} copies into this field the contents of the corresponding field (same field number) in the previous record of the same
format type. The closest same format type is found and the field is copied from this field. An error message if provided if no
such field exists.

2.16 DUPLICATE OUT

{DUPOUT} copies data from the current location in a field to the end of the field from the prior record into the current field.
This action is not popular but is used in special instances. {DUPOUT} is not mapped in the default keyboard.

2.17 END

{END} generally produces an “lllegal Character” message in the data entry environment — except where the field edit has used
this key. {END} moves the cursor to the last line in an edit file in ez_edit.

2.18 FIELD

The {FIELD}key works only in combination with another key. The valid combinations are described below. To use these
combinations, preg$-IELD}, release the key, then press the next key listed. For example, to {BktHie{ CORR} function,
press{FIELD} then release and preg§SORR}.

Page 22 (Chapter 2) a 1989-2005 Data Entry Function Keys



Data Entry Function Keys (Chapter 2), Page 23

2.18.1 Valid {FIELD} Combinations

{FIELDH{BACK}, or {FLD BACK}, moves the cursor to the first position of the current field. If the cursor is in the first position
of the field {FIELD}{BACK}, or{FLDKBACK} moves the cursor to the first position of the prior field. If the cursor is in the
first position of the first field{FIELDK{BACK}, or {FLD BACK} does nothing.

{FIELDK{CORR} moves the cursor to the first position in the current field and allows you to replace any characters in the field
by typing over them.

{FIELDKD} displays the existing data in the field during key verification. Normally, the data is not displayed for key
verification.{FIELD}{D} enables you to see the existing data to determine the cause of a verify error.

{FIELDH{DELETE} erases the contents of the current field.

{FIELDKFWD}, or {FLD FWD}, moves the cursor to the first position of the next field. If the current field is the last field in the
record {FIELD{FWD}, {FLD FWD} causes the End of Data message to be displayed.

2.19 FIELD BACK

{FLD BACK}, defaulted to th ALPHA} {Left Arrow}key, provides a single keystroke for what previously was a two keystroke
process. (ThALPHA} key (shift key) is not considered a keystroke because it is pressed concurrently Wlitfttiderows})
There are many two keystroke processes which can be reduced to a single keystroke like this. See discussion under 2.17 Fiel

2.20 FIELD CORRECT

{FLDCORY}, or {FIELDHCORRY}, moves the cursor to the first position in the current field and allows you to replace any
characters in the field by typing over them in verify mode.

2.21 FIELD DISPLAY

{FLDDISP}, or {FIELD¥D}, displays the existing data in the field during key verification. Normally, the data is not displayed
for key verification. {FIELD}{D} enables you to see the existing data to determine the cause a of verify error.

2.22 FIELD EDIT HOTKEY

{FLD HOT}, or {FIELDKE}, causes the batch immediately to enter the field edit associated with a batch. If no field edit is
associated with the batch, or the {FLD HOT} key is not enabled, then an error message is displayed.

2.23 FIELD FORWARD

{FLD FWD}, defaulted to thALPHA} {Right Arrow}key, provides a single keystroke for what previously was a two keystroke
process. See discussion under 2.8 FIELD.

2.24 FIELD REL

Pressing {FIELD REL}marks the end of a data field. On many occasions, this is the s§Em®e3 but it is always referred to
as{FIELD REL} so that the key can be remapped as desired.
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When a field is filled with data, the cursor moves automatically to the next field. When the field is partially fillef ixeBs
REL}to release the current field, execute the field edit, if it is enabled, and move to the next field. There are two exceptions to
these rules:

¢ |f the field is designated “field boundary” in the record format, you must fFéE&D REL} to release the field, even if
it is full.
¢ If the field is designated “must complete” in the record format, the field cannot be released until it is full.

2.25 FLAG ERROR

{FLAGERROR}, {RECORDKF}, or {HELPKF}, inserts a special code error flag into a batch at the current cursor location.
This error flag can be searched for at any time.

2.26 FORMAT

{FORMAT}allows you to display a specific record format as the next record format to be used for keying.

{FORMAT}can be used only when the previous record has been released and the displayed record is a new, incomplete record at
the end of the file. When you pré$SORMAT]}, the current record is discarded and the screen prompts you to enter the desired
record format number. The desired format is then displayed for data entry.

If a field edit has been executed for any field in the current record, or if the record has been {El€d&A T} causes the

message “Must complete or delete current record” to be displayed. In this case, a record can only be changed or inserted by
means ofRECORD} {DELETE} and/o{RECORDHINSERT}

2.27 FORWARD

{FWD}, the right arrow key, moves the cursor one position to the right on the screen. The cursor continues to move to the right
as long as the key is depressed. When the end of the file is reached, End of Data is displayed on the message line.

{FIELDKFWD} or {FLD FWD} moves the cursor to the first position of the next field. If the current field is the last field in the
record,{FIELDH{FWD} causes the End of Data message to be displayed on the message line.

{RECORDHFWD}displays the next record, with the cursor in the first position of the record. If the Auto functions are off,

{RECORDHKFWD}moves past the last position of the current record, but does not release the record. If the current record is the
last record in the filefRECORD}{FWD}causes the End of Data message to be displayed.

2.28 HELP

The{HELP} key has several uses. When you pfeHsLP} in any data entry mode, the Data Entry Help List is displayed.

When you pres§HELP} in the Unibase by DMAC menu system, the next previous menu is displayed. The exceptions are the
Advanced Processing and Data Entry menus, which have a menu option to access the Unibase by DMAC Main menu. In these
two menugHELP} has no effect.

In many menu options and features throughout Unibase by DNHEL P} is used to exit without executing a function.

The {HELP} key name is historical. Thus, Unibase by DMAC uses the {INFO} key name to provide traditional on line help.
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2.29 HELP - DETAILED (INFORMATION)

{INFO}, normally the{ALPHAKF1} key, will bring up to the screen any information which either Unibase by DMAC or the
user has made available for that particular point in a program. At all points in the Unibase by DMAC environment, help files
provide immediate information on the current application being used, wh@iN#@} key is pressed.

2.30 HOME

{FHOME} normally generates an “lllegal Character” message in data entry and image entry. The AID edit programs can use
{FHOME} in an accept statement so users may use it in AID Edits. In Ez_edit {FHOME} returns to the beginning of the file anc
screen position.

2.31 IMAGE BACKGROUND REVERSE

In the optional Image Entry, {IMAGEREVERSE} changes the pattern of images from white pixels on black background to blac
pixels on white background (or visa versa). The change occurs on the next image decoded from a tiff file, not on the images ir
memory.

2.32 IMAGE DISPLAY - in DEI Window

In the optional Image Entry, {IMAGEHALF} shows the full image from the current workfile record ( that image pointed to by
imgcur) in the data entry window. The data entry window is usually about half of the screen thus the name {IMAGEHALF}.

2.33 IMAGE DISPLAY - Full Screen

In the optional Image Entry, {IMAGEFULL} shows the full image from the current workfile record (that image pointed to by
imgcur) on the entire screen.

2.34 IMAGE LOCK TOGGLE

In the optional Image Entry, {IMAGE LOCK} toggles the lock for the image from the current workfile record (that image
pointed to by imgcur) between ON and OFF. Locking an image allows changing the bitmap of the image without other users
obtaining an image which is in the process of changing.

2.35 IMAGE PAN DOWN

In the optional Image Entry, {IMAGEUSERDOWN} moves the image associated with the current workfile record down.

2.36 IMAGE PAN LEFT

In the optional Image Entry, {IMAGEUSERLEFT} moves the image associated with the current workfile record to the left.

2.37 IMAGE PAN RIGHT

In the optional Image Entry, {IMAGEUSERRIGHT} moves the image associated with the current workfile record to the right.
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2.38 IMAGE PAN UP

In the optional Image Entry, {IMAGEUSERUP} moves the image associated with the current workfile record up.

2.39 IMAGE RED LINE

In the optional Image Entry, {IMAGEREDLINE} toggles the red line around the current field from ON to OFF and visa versa.
Because of color change options and the image background changes this red line is of varying colors.

2.40 IMAGE SCALED TO FIT

In the optional Image Entry, {IMAGEFIT} shows the image associated with the current workfile record scaled to fit in the image
window.

2.41 IMAGE SCALED TO FIT AND LOCKED

In the optional Image Entry, {IMAGELOCKFIT} shows the image associated with the current workfile record scaled to fit in the
image window and locks the associated tiff file from other users.

2.42 IMAGE ZONE SHOW

In the optional Image Entry, {IMAGEZONESHOW} displays the zone coordinates of the current zone associated with the image
of the current workfile record.

2.43 IMAGE ZONE ADJUST DOWN

In the optional Image Entry, {IMAGEDOWN} reduces the horizontal size of the current zone associated with the image of the
current workfile record.

2.44 IMAGE ZONE ADJUST LEFT

In the optional Image Entry, {IMAGELEFT} reduces the vertical size of the current zone associated with the image of the
current workfile record.

2.45 IMAGE ZONE ADJUST RIGHT

In the optional Image Entry, {IMAGERIGHT} increases the vertical size of the current zone associated with the image of the
current workfile record.

2.46 IMAGE ZONE ADJUST UP

In the optional Image Entry, {IMAGEUP} increases the horizontal size of the current zone associated with the image of the
current workfile record.
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2.47 IMAGE ZOOM IN

In the optional Image Entry, {IMAGEZOOMIN} increases the magnification of the image snippet shown in the current zone
associated with the image of the current workfile record.

2.48 IMAGE ZOOM OUT

In the optional Image Entry, {IMAGEZOOMOUT} decreases the magnification of the image snippet shown in the current zone
associated with the image of the current workfile record.

2.49 INFORMATION (HELP- DETAILED)

{INFQO}, normally the{ALPHAKF1} key, will bring up to the screen any information which either Unibase by DMAC or the
user has made available for that particular point in a program. At all points in the Unibase by DMAC environment, help files
provide immediate information on the current application being used, when the {INFO} key is pressed.

2.50 INITIATE AID SQL (Optional)

{RCDQ}, or {RECORD} {Q}, initiates the optional AID structured query language.

2.51 INSERT

{INSERT}inserts a character in the position to the left of the cursor. The character to be inserted is entered after the {INSERT]
action.

2.52 INSERT - RECORD

{RCDINS}, or {RECORDKINSERT}nserts a new record into the file in front of the current record. The screen will prompt you
to enter the format number of the record to be inserted. The AID Edit language allows control of when record insert in legal.

When a record is inserted, the logical record number is increased for each record following the inserted record. The logical
record number is the record count starting with one at the beginning of the file and incrementing by one for each record.

2.53 INTERRUPT

{INTERRUPT}, or {RECORDYB]}, or {HELP}B}, from within data entry or image entry completes the processing of a batch
and marks the batch as not finished.

2.54 KEYBOARD DISPLAY

{KYB DISP} normally the{ALPHAKF2} key, will display a diagram of the current mapping of the keyboard with its various
overlays{DUP} toggles the view between the home keypad and the numeric kg P}, then{REL}, returns to the user to
wherever he/she was before presgiKyB DISP}
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2.55 KEYBOARD GROUP TOGGLE

{RCDO}, or {RECORD}O}, changes the keyboard group to the next group is the circular series TYP, NIX, and CAD.

2.56 LOCATION RETURN

{LOC RTN}moves the cursor to the next keying position within the file from wherever the cursor is currently poditioad.
RTN}is commonly used to resume data entry or verification after the cursor has been moved back several records or fields.

2.57 NIX KEYBOARD

{NIX}, normally the{ALPHA}F3} key, sets the keyboard to use the NIX group of keyboard overlays. This is the most popular
group of 029 imbedded keyboards.

2.58 OVERSIGN

Generally on many mainframes, a minus sign (-) is not allowed in a numeric field. Thus, a minus sign (-) cannot be entered in
certain field types in data entry. T{@VRSGNJey is used to mark the contents of the current field as a negative number.

{OVRSGN]}should be pressed just before entering the last digit of the f@WRSGN)}must be followed by a numeral (0
through 9). Any other key followinfOVRSGN}will cause an error. The correct way to enter “-1234" is for this type of data
field is:

{1{2{3H{OVRSGNH4}

The actual way the data field is marked and keyed can be modified to agree with the mainframe by changing environment
variables as described in section 4 of the Unibase by DMAC manual set. For example the field can be keyed:

{1} {2} {3} {4} {OVRSGN} or
{1} {2} {3} {OVRSGN} {4}

As shown below, the numeral entered after (or bef@&®RSGN]}is converted to an “oversign character” which is displayed in
the field. The most common defaults are as shown:

Numeral Oversign
Entered Character

0 & (default)
1 J

2 K

3 L

4 M

5 N

6 O

7 P

8 Q

9 R

For example, the value “-1234" is displayed as "123M".
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The oversign character for zero is set by the “OV0" environment variable, defined during Unibase by DMAC installation. The
default value is the ampersand (&).

The oversign character is the actual data in the field. If the field type is designated “numeric” in the record format, the oversig
character is interpreted as a numeral in a negative number. For example, “K” in a numeric field is interpreted as a “2", and the
field contains a negative number. More than one oversign character in the field will result in a negative number.

If the field is any other type, the oversign character is interpreted verbatim in an alphanumeric string. For example, “K” in an
alphanumeric field is interpreted as “K”.

In order to allow entry of minus signs in numeric fields, the data entry supervisor can specify the minus sign as a numeric
exception character, as explained in “System Functions” in Chapter 2, section 1, of the Unibase by DMAC manual set. This is

system wide change and not a standard job specific change. Allowing minus signs in one job will allow them everywhere as &
numeric exception.

2.59 PAGE UP

2.60 PAGE DOWN

2.61 PRINT SCREEN

2.62 RECORD

The{RECORD}key works only in combination with another key. The valid combinations are listed below. To use these
combinations, preSRECORD]},then press the next key listed. For example, to usfRIEEORDHCORRJunction, press
{RECORD} release the key , then pré€ORR} Most of these two key combinations can be mapped as single keystrokes if the
user desired.

2.62.1 Valid {RECORD} Combinations

{RECORD}A}accesses Data Entry Help List option [A] Terminate.

{RECORD}B}accesses Data Entry Help List opti&j Interrupt.

{RECORD}H{BACK}moves the cursor to the first position of the current record. If the cursor is already in the first position of the
record {[RECORDHBACK]}displays the previous record, with the cursor in the first position of the record. If the current record
is the first record in the filfRECORDKBACK]}does nothing. If the auto functions are on, p{a4$TO} to turn them off

before pressinRECORD}BACK}. Otherwise, if the first field is an auto field, ttRECORD} {BACK}will never back up to

the previous record.

{RECORD}C}accesses Data Entry Help List opti@] Display File Log.

{RECORDHCORRHllows you to replace any characters in the record by typing over them. If yoyREESORDHCORR]}N
verify mode you must reverify the entire record, regardless of how many fields you change.

{RECORD}D}accesses Data Entry Help List opti@] Display File Info.
{RECORDKDELETE]deletes the current record from the file. When the record is deleted, the logical record number is

decreased for each record following the deleted record. The logical record number is the record count starting with one at the
beginning of the file and incrementing by one for each record.
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{RECORDH}E}accesses Data Entry Help List opti&} Display Accumulators.

{RECORD}F}accesses Data Entry Help List opt{é# Flag Error.

{RECORD}H}accesses Data Entry Help List search opfitjrError Flag.

{RECORDH}I} accesses Data Entry Help List search opfipbRecord Number.

{RECORDKINSERT}nserts a new record into the file in front of the current record. The screen will prompt you to enter the
format number of the record to be inserted. When a record is inserted, the logical record number is increased for each record
following the inserted record. The logical record number is the record count starting with one at the beginning of the file and
incrementing by one for each record.

{RECORDHJ}accesses Data Entry Help List search optidirield Content.

{RECORDHK}accesses data Entry Help List search of#drCharacter Sequence.

{RECORD}L}accesses Data Entry Help List search opigrBeginning of File.

{RECORDKM}accesses Data Entry Help List search ophEnd of File.

{RECORD}{N}accesses Data Entry Help List search opiidjrRepeat Last Search.

{RECORD}O}(the letter O) toggles through the three choices of keyboard groups, described in the first chapter of this guide
under, “The Keyboard”.

{RECORD}P}sends a copy of the current screen display to the device specified by the environment variable PRTSCR-
generally a printer. Environment variables are defined in chapter 27 of section 4. The device must be defined in the device
table, as described in Chapter 2, section 1, of the Unibase by DMAC manual set.

{RECORDKW]}displays the entire record when in verify or correct mode. It is used when the user wishes to determine what a
particular record looks like, especially if the user has lost track of the data sequence.

{RECORDHX}displays the current keyboard mappings. This is described in Chapter 20 of this section under “The Keyboard.”

2.63 RECORD BACK

{RCDBACK}, or {RECORDKBACK}, moves the cursor to the first position of the current record in the current workfile in
data entry and image entry. If the cursor is already in the first position of the record, {RCDBACK} displays the previous record,
with the cursor in the first position of the record.

If the current record is the first record in the file, {RCDBACK} does nothing. If the auto functions are on, press {AUTO} to turn
them off before pressing {RCDBACK]}.

2.64 RECORD CORRECT

{RCDCORY}, or {RECORDKCORRY}, allows you to replace any characters in the record by keying over them. If you press
{RECORDHCORRY} in verify mode, you must reverify the entire record, regardless of how many fields you change.

Page 30 (Chapter 2) a 1989-2005 Data Entry Function Keys



Data Entry Function Keys (Chapter 2), Page 31

2.65 RECORD DELETE

{RCDDEL}, or {RECORDKDELETE}, if enabled by AID Edit program, deletes the current record from the file. When the
record is deleted, the logical record number is decreased for each record following the deleted record. The logical record num
is the record count starting with one at the beginning of the file and incrementing by one for each record.

2.66 RECORD DISPLAY in Verify Mode

{RCDW}, or {RECORD}W}, displays the entire record when in verify or correct mode. It is used when the user wishes to
determine what a particular record looks like, especially if the user has lost track of the data sequence.

2.6/ RECORD INSERT

{RCDINS}, or {RECORDKINSERT]}, if enabled by AID Edit program, inserts a new record into the file in front of the current
record. The screen will prompt you to enter the format number of the record to be inserted.

When a record is inserted, the logical record number is increased for each record following the inserted record. The logical
record number is the record count starting with one at the beginning of the file and incrementing by one for each record.

2.68 RELEASE

{REL}, defaulted td\}, is the “record release” key. When it is pressed, the cursor advances to the end of the record, without
displaying the remainder of the record. If the auto functions are on (or the environment variable AREL =Y), the next record is
displayed.

If the auto functions are off (and AREL is not séREL} positions the cursor at the end of the current record, but does not
release to the next record. On MS-DOS /Novell Network Systgrid,} is defaulted to th@10} key or the{\} (backslash)
key. On Unibase Multi-User Syster{REL} is defaulted to th@} (backslash) key.

2.69 RESET

Either{RESET} or {FIELD REL}, clears an error message and returns the cursor to the position where the error occurred.
Unibase by DMAC can be set up so tflaELD REL} does not clear an error.

2.70 SEARCH FOR BATCH BEGINNING

{SRCH_BEG]}, or {RECORD}L}, or {HELPHL}, positions the current workfile on the first record of the workfile.

2.71 SEARCH FOR BATCH END

{SRCH_END}, or {RECORD}M}, or {HELPHKM}, positions the current workfile on the last record of the workfile.

2.72 SEARCH FOR CHARACTER SEQUENCE

{SRCH_CHRY}, or {RECORDXK}, or {HELPHK]}, allows the user to find a character sequence in the current workfile. See
section 111-5-4 for more information.

Data Entry Function Keys a 1989-2005 (Chapter 2) Page 31



Page 32 (Chapter 2) Data Entry Function Keys

2.73 SEARCH FOR ERROR FLAG

{SRCH_FLG}, or {RECORDKH]}, or {HELPKH]}, allows the user to find the next error flag in the current workfile. See
section 111-5-1 for more information.

2.74 SEARCH FOR FIELD CONTENTS

{SRCH_FLD}, or {RECORD}J}, or {HELPHJ}, searches in one direction for a specific field contents. See section 111-5-3 for
details on this search.

2.75 SEARCH FOR FORMAT

{SRCH_FMT}, or {RECORDKR}, or {HELPHOY}, search in one direction for the next occurrence of a specified record format
number. See section IlI-5-8 for details on this search.

2.76 SEARCH FOR RECORD NUMBER

{SRCH_RCD}, or {RECORD}J}, or {HELP}HJ}, positions the workfile at the specified record number. See section 111-5-2 for
details.

2.77 SEARCH REPEAT

{SRCH_RPT}, or {RECORDYN}, or {HELPKN}, repeats the prior search requested without re-entering the search
specifications.

2.78 SHIFT or ALPHA

The{Shift} or {ALPHA} key is discussed in great detail in Chapter 20 of this section. BrieflfAtiRHA} key is a shift flag. It

is held down while another key is pressed to get the needed charact§ALPRA} shift flag offers a wider range of characters
for the keyboard. ThPALPHA} shift flag always switches betwe@dUM} and{ALPHA}. For example, on an 029 keyboard, if
the default for the keys is numbers, pressindMd”HA} shift flag will get letters, and if the default is letters, pressing the
{ALPHA} shift flag will get numbers.

In general, if a lower case key is allowed in a field, then in the TYP, NIX and CAD mofleGhAg shift flag and the alphabetic

key will always produce a lower case key. Whether the lower case key is allowed in the field is determined by check box edits.
In general, if a numeric key is allowed in a field , then{thleM} plus a numeric key (based on the keyboard map not on the
keycaps) will produce a number.

On the TYP (Typewriter keyboard) through the use of an environment variable, the numeric keys across the top of the home
keypad can be set so thald always produces a “1" and §ALPHA} {1} always produces "!". Environment variables are
discussed in chapter 27 of section 4.

2.79 SKIP
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{SKIP} provides a non destructive {FIELD REL} action. If data is already in a field beyond the cursor, it remains in the field.

2.80 TAB

The{Tab} key skips fields, stopping on the next field designated in the record format as a “tab” field or a “must enter” field.
The “tab” field is defined in the check box edif&ab} will not work if the current field is designated “must enter”. If there is no
tab or “must enter” field in the remainder or the rec§fap} functions the same dREL}.

2.81 TERMINATE

{TERMINATE]}, or {RECORD}A}, or {HELPHA}, completes the processing of a batch and marks the batch as finished. See
section 111-4-1 for more information.

2.82 TYPEWRITER KEYBOARD

{TYP}, normally{ALPHA}F3}, sets the keyboard to the typewriter group of overlays. An environment variable can be used to
hold the 1-0 (top row - home keypad) keys so that they only shift when uselthmids_PHA}key.

2.83 UP

{UP} is normally an illegal character in data entry and image entry. AID Edits can use {UP} in edits for whatever the user
wishes.
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CHAPTER 3 DATA ENTRY MENU

Chapter 3, Data Entry Menu explains the use of the various items on the Data/lmage Entry Menu. This chapter includes the
following sections:

3.0 General

3.1 Start a Standard Job

3.2 Enter a File

3.3 Resume a File

3.4 Verify a File

35 Examine a File

3.6 Correct a File

3.7 Update a File

3.8 Return to Unibase by DMAC Main Menu

3.9 Exit From Unibase by DMAC
3.0 General

The purpose of the Data/lmage Entry Menu is to enable you to open a file in entry, resume, verify, examine or correct mode, to
perform all phases of data entry.

In the GUI, to reach the Data Entry or Image Entry menu from the Graphical User Interface, wmenu, click on Task|DataCapture.
Then click on either the first icon, Data Entry, on the tool bar or the second icon, image entry, on the tool bar.The Data Entry or
Image Entry menu then appear.

In the MUI, to reach the Data Entry Menu, select opfigrData Entry on the Unibase by DMAC Main Menu. A second

method of reaching the Data Entry Menu is to enter “de” at the operating system prompt when you are in the folder (directory)
%ETROOT%/bin32.

In the MUI, to reach the Image Entry Menu, select ogi@nimage Entry on the Unibase by DMAC Main Menu. A second

method of reaching the Image Entry Menu is to enter “dei” at the operating system prompt when you are in the folder (directory)
%ETROOT%/bin32.

Each option on these menus is explained on the following pages in this chapter.

To return to the GUI wmenu interface from the Data Entry Menu if you entered from the GUI interface, selectid] &pdion
From Unibase/DMAC. Then press {REL}.

To return to the GUI wmenu interface from the Image Entry Menu if you entered from the GUI interface, selectidd]option
Exit From Unibase/DMAC. Then press {REL}.

To return to the Unibase by DMAC Main menu, select opfifrReturn to Unibase by DMAC Main Menu. The Unibase by
DMAC Main menu will be displayed.

Your site may have special procedures because of various security options available in the Unibase environment.
3.0.1 Unibase Queue Control of Operator

Unibase by DMAC and Unibase Imaging can use a queue to control what work a keyer keys next. The queue can be as simple or
complex as needed. The queue can control groups of operators, functions, or individual keyers by function or job.
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3.1 [A] Start a Standard Job

The purpose ofA] Start a Standard Job is to create a new data file from a standard job and record formats defined by the data
entry supervisor or programmer, and to open the file for data entry.

To start a Standard Job, select Data Entry menu ofgtioBtart a Standard Job to display the Unibase by DMAC will prompt:

Enter Stdjob Name:

If a user is using the automatic queuing system the user enters <AUTO> or <"queuename"> where queuename is a name giv
the keyer to enter. Then, Unibase by DMAC will search the queue file with that operators’s name to determine what is the ne
job/batch to be brought up for the operator. The standard job name and the file name will be automatically entered for the

operator and the instructions for entering these items may be skipped.

If you have previously been in the Unibase environment and your site has selected the option, some of the following informati
may be entered for you. Proceed as if you had entered the information.

Enter the name of the standard job you wish to start and {frEdsD REL} if the name does not fill the spaces provided. The
name is supplied by the data entry supervisor on the batch ticket. Then Unibase by DMAC will prompt:

Enter File Name:

If the file name field is empty, enter the complete file (batch) name specified on the batch ticket afflFIr&sREL} if the
name does not fill the spaces provided.

The standard job may have a file name prefix known as “file protection”. If so, the prefix is displayed in the field and cannot b
erased. Enter only the additional characters needed to complete the file name &ifdEirtBsREL} if the name does not fill
the spaces provided.

PresgREL} to start the standard job, create the data file, open the file in entry mode, and display the first data entry record; or
press{HELP} to return to the Data Entry menu without starting a standard job.

Key in the data from the source documents. Data in each field of the document must be keyed into the corresponding field on
the screen.

Please refer to prior sections in this guide for descriptions of the data entry function keys, the 029 keyboard configuration, anc
status and error lines.

If you attempt to enter data that is not allowed, or select a function that cannot be executed, no action is taken and an error
message is displayed. PréBESET}or {FIELD REL}to clear the message.

When you have entered the entire batch, pfleRESCORD}A},or pres§HELP} to display the Data Entry Help List and select
option [A] Terminate. Refer to Data Entry Help List optiofpA] Terminate, in the next chapter of this guide, for a complete
description of the file termination process.

To exit before the file is completepressfRECORD]} {B},or pres§{HELP} to display the Data Entry Help List and select
option[B] Interrupt. Refer to Data Entry Help List optidB] Interrupt for a complete description of file interruption.

To resume data entry in the file, refer to Data Entry Menu op@idResume a Filein this chapter.

3.2 [B] Enter a File
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The purpose of [B] Enter a File is to create a data file without a standard job by directly entering the job specifications. The job
specifications are limited to ten record formats, and output requirements cannot be specified. This option is commonly used to
test new record formats without creating a standard job. Using a standard job is recommended for all work with data files.

The following steps are similar to the steps for creating a standard job, as described in Chapter 2, section 1, of the Unibase by
DMAC manual set.

Select Data Entry menu opti¢B] Enter a File. Unibase by DMAC will prompt:
Enter File Name:
Enter the name of the file you wish to create. P§edsLD REL} if the name does not fill the spaces provided. Unibase by

DMAC will display the record format assignment screen:

Record Format Assignment

No Record Format Name Links to No Record Format Name Links to
1 _ 2 -

3 _ 4 —

5 - 6 -

7 _ 8 _

9 _ 10 -
Field Edit Name File Edit Name

Put the name of the record format you want to correspond each number in the spaces provided. Then put the number of the
record format which will normally follow that record format. For example:

No Record Format Name Links to No Record Format Name Links to
1 TESTA 02 2 TESTB 03
3 TESTC_ _ 01 4

The first record is a format 1 record. Its format is defined by the TESTA record format. It is followed by a format 02 record,
defined by the TESTB record format. It is followed by a format 3 record. Format 3 is defined by the TESTC record format, and
is followed by a format 1 record, thus completing the cycle.

You may enter up to ten record formats. If more are needed, a standard job is requirefRBRjesfser you enter the last
format link. Unibase by DMAC places the cursor at the prompt:

Field Edit:

Enter the name of the field edit program, if any, that will execute the field edits on this file anfFfE&ES REL} if the name
does not fill the spaces provided. Unibase will prompt:
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File Edit:

Enter the name of the file edit, if any, to be run when this file is terminated andfliels® REL} if the name does not fill the
spaces provided.

Pres§REL} to create the data file, open the file in entry mode, and display the first data entry record; {itEpl&3go return
to the Data Entry menu without creating the data file.

Refer to the above section of the Data Entry menu, opApStart a Standard Job, for a brief description of data entry and
file closing.

3.3 [C] Resume a File

The purpose of this menu option is to reopen a data file for additional data entry. Select Data Entry menu option [C] Resume ¢
File. Unibase by DMAC will prompt:

Enter File Name:

Enter the name of the file that needs to be resumed. {F&tD REL}if the name does not fill the spaces provided. Press
{REL} to open the file in resume mode and display an empty record at the end of the file with the cursor in the first position of
the record. Pred$lELP} to return to the Data Entry menu without resuming a file.

You may resume a file that was created using ejfklebtart a Standard Job or [B] Enter a File.

Key in the data. Refer to the section above on Data Entry menu pf}iStart a Standard Job for a brief description of data
entry and file closing.

3.4 [D] Verify a File

The Purpose of [D] Verify a File is to allow an operator to ensure that the data in a file accurately matches the contents of the
source documents.

3.4.1 Verification Modes

Data verification is a means of checking data in a file to make sure that it exactly matches the data in the source documents.
field must be verified, you may not proceed to the next field until the current field is verified and/or corrected.

Unibase by DMAC provides six options for data verification. The {CORR} key can be used to correct data for five of the six
options. There is niICORR}key in an Entry Allowed verification field. The option specified for each field is defined in the
check box edits of the record format and cannot be selected by the operator.

3.4.1.1 Key Verification Required

This is the most common method of verification. The existing data in the field is not displayed. You must re-key the data,
character by character, from the source document. If the characters you enter do not exactly match the data in the field, an el
message is displayed.

3.4.1.2 Skip Verification

The field is skipped during verification, so it is not verified. The existing data in the field is displayed.

3.4.1.3 Entry Allowed
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New data may be written over the existing data during verification. As an example, an invoice entered during data entry can be
completed during verification when the shipping data is available.

3.4.1.4 Conditional Verification

If the value of the file (batch) balance accumulator updated by the field is zero, the field is skipped and is not verified. If the
value is not zero, the field must be key verified.

3.4.1.5 Visual Verification Required

The data is displayed for you to verify visually. Visual verification may be required to check for overall consistency.
3.4.1.6 Release

The record is released. This field and all subsequent fields in the record are skipped.

3.4.1.7 Reverify, Additional Control

An additional record format option “reverify,” specifies that data changed in verify mode must be key-verified immediately after
the change is made.

3.4.2 Verification Process

To verify a file, select Data Entry menu opt[@] Verify a File. Unibase by DMAC will prompt:

Enter File Name:

If the operator’s site is using Unibase by DMAC automatic queuing, the operator enters <AUTO> at this point. The next batch to
be verified by the operator will be found and the operation has the name filled in for the operator. Then the operator will press

{REL} to open the file in verify mode and display the first record for verification.

If automatic queuing is not used, enter the name of the file you wish to verify. {REdgsto open the file in verify mode and
display the first record for verification. Pre$$ELP} to return to the Data Entry menu without opening the file.

3.4.2.1 Key Verification

If the field must be key verified, a blank field is displayed. You may not proceed to the next field until the current field is
verified and/or corrected.

Key in the data from the source document. If the field is right-justified and contains leading zeroes or spaces, you may begin by
entering the data itself rather than the leading zeroes or spaces.

If a verification error occurs, presRESETJor {FIELD REL} to clear the error message. Check the source document to ensure
that the data you entered is correct.

If the data you entered is incorrect, enter the correct data. If the data you entered is correfd|pk&§$D} |to display the
existing data in the field. The display will blank when verification is resumed. If you need to see the entire record, press
{RECORD} {W}.

If the existing data is in error, correct it as follows:

* To change a single charactegylace the cursor over that character and e€8kR}. Enter the new character.
* To change a field pres{FIELD}{CORR} and enter the field.
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* To change an entire recorgres§fRECORDHCORR}Nd enter any changes in the record.
If the “reverify” option is specified in the record format for a field you correct, you must re-enter the corrected field to verify it.
For a {FIELDHCORRY}, re-enter the entire field. FoO{RECORDHCORR}re-enter the entire record, regardless of how many
changes were made.
3.4.2.2 Entry Allowed
Enter the data from the source document. You cannot u$€@RR}key because this is the first time data appears in this field.
3.4.2.3 Conditional Verification
If the batch balance accumulators are not zero, then the field must be key verified.
3.4.2.4 Visual Verification
If the field must be visually verified, the existing data is displayed. Check the source document to ensure that the data is corre
If the data is not correcuse thCORR}key as described above. PréSELD REL} or {SPACEBAR}0 access the next field.

3.4.3 Completion of Verification

When the end of the file is reached in verify mode, the mesEagdeof File is displayed on the message line. P{E$ELD
REL}to clear the message and display the Data Entry Help List. $&ldarminate or [B] Interrupt .

When a completely verified file is terminated or interrupted, its status is set to “verified”. Permission to open a file with
“verified” status in resume, verify or correct mode is determined by the system password security.

If a partially verified file is terminated or interrupted, its status is set to “terminated” or “interrupted”. When a partially verified
file is opened in verify mode, the cursor is positioned at the first unverified record.

3.5 [E] Examine a File

The Menu Item[E] Examine a File, displays the data in a file, but allows no data entry or changes. Select Data Entry menu
option[E] Examine a File. Unibase by DMAC prompts:

Enter File Name:
Enter the name of the file you wish to examine. PfiedsLD REL} if all positions of the file name are not filled. PréR&L}
to open the file in examine mode and display the first record. fH&$d} to return to the Data Entry menu without opening

the file.

Use the position keys to access the data you wish to examindCORR}, {INSERT} and{DELETE} keys will not function in
examine mode, so changes cannot be made to the file.

Pres§YRECORD}{A}or {RECORDXB},or pres§HELP} to display the Data Entry Help List and select opfidhTerminate
or [B] Interrupt , to exit the file and display the Data Entry menu.

3.6 [F] Correct a File

The menu optiofF] Correct a File allows an operator to reopen a data file to make corrections to the existing data. Select Dat:
Entry menu optioifF] Correct a File. Unibase by DMAC prompts:
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Enter File Name:

Enter the name of the file you wish to correct. P{EHSLD REL} if all positions of the file name are not filled. PréR&L} to
open the file in correct mode and display the first record; or =SsP} to return to the Data Entry menu without opening the
file.

Use the position keys (described in Chapter 21 of this section) and Data Entry Search Options (described in Chapter 24 of this
section) to locate the data you wish to correct.

For example, to find a field that contains an error flag, piREECORD}H}, or pres{HELP} to display the Data Entry Help
List and select optiofH] Search For Error Flag.

To change an entry, use fitORR}key as follows:

* To change a single character, place the cursor over the character you wish to correct 6ORR$sEnter the
character.

* To change a field, pre¢6IELD{CORR} and enter the field.
* To change an entire record, preBRECORDKCORRRNd enter the record.

When you are finished making corrections to the file, pfRESCORD}A}to terminate{RECORD}{B}to interrupt, or press
{HELP} to display the Data Entry Help List and sel¢éa] Terminate or [B] Interrupt .

3.7 [G] Update a File

The menu optiofiG] Update a Fileallows an operator to reopen a data file to update only certain designated fields. The
“update” mode is special in that when auto is on, it takes an existing batch file and stops only on fields marked as update fields
for the user to enter data.

The operator can use any of the search features to for position while in update mode. The operator can also position the cursor
as described in Chapter 21 of this section. Otherwise only those fields marked as update will be stopped at. Update mode has
been greatly expanded for data entry and image entry. Update mode behaves differently than all other modes and especially
when auto is turned off.

The operator can undertake the following depending upon the type of update field defined:

If the field type is Update - E (enter) then entry mode is simulated and the editing check specified for this field are performed on
the data being entered.

If the field type is Update - S (scan verify) then if the field does not contain an error flag, it is skipped and processing continues
to the next field. This is the default type for fields.

If an error flag is present, processing stops with the cursor positioned on the error flag. The error flag may be replaced by keying
any character. The error flag may be bypassed by pressing the “bypass error” key.

If the field type is Update - V ( visual verify) then the entire field is displayed with the cursor positioned on the first character of
the field. Pressing the {FLDREL} key continues processing at the next update field.

If the field type is Update - K (key verify) then the field must be verified. The cursor stops at the beginning of the field to allow
for rekeying.

If the field type is Update - C (conditional verify) - When file balancing is specified and the file is out of balance, processing
stops on the field and the field must be verified. If the file is in balance, the field is skipped.
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If the field type is Update - R (release) then this specifies the end of all update operations for the current record. All remaining
fields are bypassed, regardless of any update options specified. Processing starts at the first field of the next record.

If the auto flag is turned off, the operator can roam around the records.

3.8 [H] Return to Unibase Main Menu

The menu option [H] Return to Unibase by DMAC Main Menu displays the Unibase by DMAC Main menu.

3.9 [I] Exit from Unibase by DMAC

The menu option [I] Exit from Unibase by DMAC allows the user to return to the command line prompt or to the initial login
script leaving the Unibase by DMAC environment.

When[l] Exit from Unibase by DMAC is selected, Unibase may ask for an exiting reason. Select the appropriate reason using
the arrow keys and prefSIELD REL}. This will take the user out of Unibase by DMAC.
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CHAPTER 4 DATA ENTRY HELP LIST

Chapter 4, Data Entry Help List, explains the use of the various items on the Data Entry Help List menu.

4.0 General
4.1 [A] Terminate
4.2 [B] Interrupt
4.3 [C] Display File Log
4.4 [D] Display File Info
4.5 [E] Display Accumulators
4.6 [F] Flag Error
4.7 [G] Return to Data
4.0 General

The Data Entry Help List provides data entry file information, error flagging, and search options that can be accessed whenev
record is displayed in any data entry mode.

While in data entry, press{HELP} to display the Data Entry Help List.

As an alternative, you can access these options directly from data entry, without displaying the Data Entry Help List, by pressi
{RECORD}ollowed by the option letter. For example, to access opfijrDisplay File Info, press{RECORD}D}.

Data Entry Help List optionfA] Terminate through[G] Return to Data are described in this chapter.

The search optior$i] Error Flag through[N] Repeat Last Searchare described in the following Chapter, “Data Entry Search
Options”.

To return to data entry from the Data Entry Help List, pf&§RReturn to Data.

4.1 [A] Terminate

The purpose ofA] Terminate is to terminate the data entry session when the data file is completed, execute the file edit, and
display the batch balance accumulators, file log and operator statistics. A terminated file can be reopened in any data entry
mode.

If no field edit has been run for the current record, or if the record has not been released, it will be deleted when the file is
terminated. To save the current record, press {REL} before terminating the file.

To terminate the file, pre§RECORD}A}, or pres§{HELP} to display the Data Entry Help List and select opt[&h
Terminate. If the file was opened in examine mode, the file is closed and the Data Entry menu is displayed.

If the file was opened in any other mode (entry, resume, correct or verify), and a file edit is assigned in the standard job, the fil
edit is executed at this time. When the file edit is finished, the following message is displayed

File End Edit Finished

If the file edit stops without displaying this message, a pause statement has been executed or an error has occurred. Press
{RESET}or {FIELD REL}to resume execution of the file edit.

Data Entry Help List a 1989-2005 (Chapter 4) Page 43



Page 44 (Chapter 4) Data Entry Help List

The file (batch) balance accumulators are defined in the record format. If all 32 accumulators are in balance (equal to zero), the
following message is displayed:

File Balance Accumulators in Balance
If any of the accumulators is out of balance (not equal to zero), the accumulator number and its value are displayed:
Accumulators out of Balance
Accumulator ## by ###HHHHHHHH
Accumulator ## by #i#HH#HHIHH#
Accumulator ## by #HHHEHEHH

The accumulator numbers and their values are displayed where #'s are shown.

If a file log is associated with this file, you have the option to display it by pre¥sirfjyou do not wish to view the file log,
press{FIELD REL} or N. The first 20 lines of the file log are displayed (graphic following).

The text of the file log is displayed where X’s are shown.

If “(More)” is displayed in the lower left corner, it means there is more text in the file log. {Rfekkto display the next page
of the file log, or pres§HELP} to ignore the remainder of the file log.

Display File Log

.9,9,90,0,9,0,9.9.9.9,9,:9.:9,9,0,9,9.9.9.0.9.9,9,.9,0,0,9.9.9.9.9.9.9.9:0,0,:0,9.0.0.90.9.9,:9,0,:0,0,9,.0.9.9.9.9.9,.9,0,0:0,0,:9.9.9.9.9,.9,:9,0,0,0:¢
0:9,9,9,9,9,9,9.9.9.9,9.9,:0,9,9,9,9.9.9.9.9.9.9,9,0,0,0:9,9.9.9.9.9,.0,0,0:0:0,0.9,.0.4

(more) {Rel} to Proceed {Help} to Abort

When all pages of the File Log have been viewed giRRE&} to display the session operator statistics. RigE&P} to display
the statistics at any time.

The session operator statistics are an accurate accounting of the elapsed time, records handled and keystrokes entered during thi
data entry session. (graphic following)

The correct times and values are displayed where the zeroes are showdRPe¢ss {HELP} to display the Data Entry menu.

- Time -
Start Finish Keying Helptime Suspended
00:00:00 00:00:00 00:00:00 00:00:00 00:00:00
-Records-
Total Deleted Inserted
00000 00000 00000
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- Keystrokes -
Gros Net Errors Corrects Average
00000000 00000000 00000000 00000 000000

{REL} to Proceed {HELP} to Abort

4.2 [B] Interrupt

The purpose ofB] Interrupt is to interrupt the data entry session when the data file is not completed, save the data and display
the operator statistics. The file edit is not executed and the batch balance accumulators and file log are not displayed. An
interrupted file can be reopened in any data entry mode.

If no field edit has been run for the current record, or if the record has not been released, the current record will be deleted wh
the file is terminated. To save the current record, press {REL} before terminating the file.

To interrupt the file, pres)RECORD]}B; or press {HELP} to display the Data Entry Help List and select opBbinterrupt.

If the file was opened in examine mode, the file is closed and the Data Entry menu is displayed. If the file was opened in any
other mode (entry, resume, correct or verify), the session operator statistics are displayed.

The session operator statistics are an accurate accounting of the elapsed time, records handled and keystrokes entered durin

data entry session. A sample screen is shown (jiAgiderminate of this chapter. Pre§REL} or {HELP} to display the Data
Entry menu.

4.3 [C] Display File Log

The purpose of thgC] Display File Log is to display the file log associated with the current batch. The file log contains all
output produced bgutput statements generated in data entry by the field edit and file edit associated with the batch. It also
contains similar output generated by a file edit or sort program that accesses the batch as a work file.

While in data entry, preRECORD]}C, or pres§HELP} to display the Data Entry List and select opfich Display File
Log.

If there is no file log associated with the current batch, an error message is displayeRE$&SSor {FIELD REL} to clear
the error message.

If there is a file log associated with the current batch, the first 20 lines of the file log are displayed:

Display File Log

19,9,9,0,9,9,9.9.0.9.9,:9.9,9,0,9,9.9.9.9.9.9.9.9,0,9,9.9.9.9.9.9.9.9:0,0,:0,:9.0.0.9.9.9,:9:9,:0,0,:0,:0.9.9.9.9.9,.9:0,0:0,0,:9.9.9.9.9.9.9,:0,0,0:¢
.9,9,9,9,9,9,9.9.9.9,9,9,:9,9,0,9,9,.9.9.0,9.9,9,.9,0,9,9.9.9.9.9.9.9.9,0,0:0,0.9.0.0.0.9,0,9,0,0,9,.0.9.9.9.9.9,9,0,0:0,0,:9.9.9.0.9,.0,0,0,0,0:¢
) 9.9.9.9,9.9,9,9.9.9.9.9.9.9.:9,:0,0,9,:9.9.9.9.9.9.9.9:0,0:0.9.9.9.9.9.9.9.9:0:0.9.9.9.9.9.9.9.0:0,0:9.9.9.9.9.9.9.0:0,9:9.0.9.90.9.9.9,0.4

(more) {Rel} to Proceed {Help} to Abort
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The text of the file log is displayed where X’s are shown. If “(More)” is displayed in the lower left corner (shown here), it
means there is more text in the file log.

PresgREL} to display the next page of the file log, or préSELP} to ignore the remainder of the file log. When you are
finished viewing the file log, Unibase returns you to data entry.

4.4 [D] Display File Info

The purpose of [D] Display File Info is to display information about the file (batch). The file information consists of
file specifications given in the standard job that created the file, or keyed in for the Data Entry menu option [B] Enter
a File. These specifications are the names of the file, standard job, record formats, field edit and file edit, as well as
format numbers and format links. The date the file was created and the date the file was last updated are also
displayed.

While in data entry, predRECORDHD]}, or pres§{HELP} to display the Data Entry Help List and select opt[®] Display
File Info. The file information screen is displayed. (graphic following)

Names are displayed where X’s are shown. Format numbers are displayed where #’s are sho{RELP@s$ELP} to
clear the file information screen. The displayed information is described in the Standard Job Builder in Chapter 2, section 1, of
the Unibase by DMAC manual set.

Display File Information

File Name Standard Job Date Created Last Update

XXXXXXXX XXX XXXXXXX 00/00/00 00/00/00

Record Format Assignment

No Recd Frmt Name Links to No Recd Frmt Name Links To

#H XXXXXXXXXX #t #H XXXXXXXXXX #t
- XXXXXXXXX H#Hit #H XXXXXXXXX H#Hit
Fld End Edit XXXXXXXX File End Edit XXXXXXXX

{Rel} to Proceed, {Help} to Abort

4.5 [E] Display Accumulators

The purpose of [E] Display Accumulators s to display the current values of the file (batch) balance accumulators.
To check the entered data, given fields are added to or subtracted from the accumulators during data entry.
Normally, the accumulators all equal zero when a batch is terminated.
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While in data entry, predRECORDKE}, or pres§HELP} to display the Data Entry Help List and select opfehDisplay
Accumulators. The values of all 32 file balance accumulators are displayed regardless of whether or not they are used:

Display Accumulators

Accumulator O1: ####HHH#H# Accumulator 02: ####HHH#H#
Accumulator 03: ###HH##HH Accumulator 04: ###H##H#H

Accumulator 29: ####HH#H# Accumulator 30: ####HH#H#T
Accumulator 31: ###H#H#HIH Accumulator 32: ###H#H#Hi#H

{Rel} to Proceed, {Help} to Abort

The value of each accumulator is displayed where #'s are shown{REtgor {HELP} to return to data entry or the Data
Entry Help List and to clear the accumulagoreen.

4.6 [F] Flag Error

The purpose of [F] Flag Error is to enable the operator to place an error flag at the cursor location, in order to mark a
possible error in the source document for later review or correction.

While in data entry, predRECORDKF}, or pres§HELP} to display the Data Entry Help List and select opffelnFlag

Error. Pres§fRECORD} {G}from the data entry screen to flag an error and automatically move to the next field for data entry.
You supervisor may know of a key mappedB&} (bypass error) that does the same thing. Chapter 20 of this section
discusses the keyboard mappings.

An error flag is placed in the file at the current location of the cursor. The flag is an ASCII CTRL A character (01 hex) that
appears on the screen as “#". The field edits and many of the record format check box edits are not executed for any field tha
contains an error flag.

After the error flag is placed the operator continues with data entry. The environment variable can control whether the operat
continues with the next character in the field or with the next field. Environment variables are discussed in section 4 chapter 2

To find the flag at any time, use Data Entry Help List search offipError Flag. To remove the flag at any time, simply
replace it with data or a space.

4.7 [G] Return to Data

The purpose of [G] Return to Data s to redisplay the current data entry record. When the Data Entry Help List is
displayed, select option [G] Return to Data. The current record is redisplayed, with the cursor location unchanged.
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CHAPTER 5 DATA ENTRY SEARCH OPTIONS

Chapter 5, Data Entry Search Options, explains the use of search options on the Data Entry Help List.

5.0 General
5.1 [H] Search for Error Flag
5.2 [I] Record Number
5.3 [J] Field Content
5.4 [K] Character Sequence
5.5 [L] Beginning of File
5.6 [M] End of File
5.7 [N] Repeat Last Search
5.8 [O] Format Number

5.0 General

This chapter describes the search options on the Data Entry Help List. These options provide ways to search a data file for an
error flag, record number or character sequence, and to display the first or last record in the file.

While in data entry, pre§$1ELP} to display the Data Entry Help List:

As an alternative, you can access these options directly from data entry, without displaying the Data Entry Help List, by pressi
{RECORD}ollowed by the option letter. For example, to access opkihrend of File, pres{RECORDHM}.

Search options are performed either forward or backward in the file from the position of the cursor. The Data Entry Help List i
divided into two sectiongA] - [G] and the “Search OptiongH] - [O]. The second section has the heading:

Search Direction : Forward
The “Forward” may be “Reverse” also. To change the search direction{prébke period). Forward will search every record
after the current record and reverse will search every record previous to the current record. The period is the “toggle switch” f

the search direction.

The search is made from the current position forward (or backward) through the file. To ensure that all records are searched,
helpful to first position the cursor at either the beginning or the end of the file.

When the object of the search is found, the record is displayed with the cursor at the located item.

If the object of the search is not found, the Data Entry Help List is displayed if the search option was selected from the Data
Entry Help List, or the current record is displayed if the search option was initiatedRBSC&ORD}key combination
({RECORD}H{H}through{RECORDKN}). There is one exception to these rules: if the desired record number is not found in an
option[l] Record Number search, the last record in the file is displayed.

To repeat a search, pr§fECORDYN}, or pres§HELP} to display the Data Entry Help List and sel@¢} Repeat Last
Search. To return to the current record, the one just found if a search was executed GJeRsturn to Data.

5.1 [H] Error Flag

This option, [H] Error Flag , searches the file for an error flag that was set during data entry. Error flags are set by
means of Data Entry Help List option [F] Flag Error .
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While in data entry, preRECORDKH}, or pres§HELP} to display the Data Entry Help List and select opfléhError
Flag.

If an error flag is found, that record is displayed with the cursor at the error flag. To make corrections in entry or resume mode,
simply re-enter the data. To make corrections in correct or verify mode{p@BR}, {FIELD{CORR}or

{RECORD}{CORRHRNd re-enter the data.

If no error flag is found an§RECORD} {F}was used to conduct the search, the user is returned to the record format which the
search was called. If no error flag is found and the Data Entry Help List was used, the user is returned to the Data Entry Help
List.

To find the next error flag, pre$RECORDHN]} or pres{HELP} to display the Data Entry Help List and select opt[dbh
Repeat Last Search.

5.2 [I] Record Number

This option, [I] Record Number , searches the file for the record with a specified number. This record number is the
logical record number beginning with one at the first record and incrementing by one for each record.

While in data entry, predRECORD} {I}, or pres{HELP} to display the Data Entry Help List and select opfipRecord
Number. Unibase by DMAC prompts:

Record Number :

Enter the number of the record to search for. If the record is found, it is displayed with the cursor in the first position of the
record. If the record is not found, the last record in the file is displayed.

5.3 [J] Field Content

This option,[J] Field Content searches every field in each record for a specified field content. While in data entry, press
{RECORDHJ}, or pres§HELP} to display the Data Entry Help List and select the odtipfield Content.

The field content you enter may contain “wild cards” of various types to aid in finding the appropriate data. Unibase prompts for
the search data to be entered:

Field Content :

PresgFIELD REL} once the search data has been entered. The maximum allowed length of the entry is 80 characters. The field
content may contain “wild cards” of the following types:

* Any number of unspecified characters, or no characters.

[xyz] Optional values for the character in this position.

[A-Z] A range of optional values for the character in this position.

Any number of wild cards can be combined with specified characters. For example:
Ab* A field of any length that begins with “Ab”.

a*b A field of any length that begins with “a” and ends with “b”.

*ab A field of any length that ends with “ab”.

[afn-Z] A field of any length that begins with “a”, “f” or any character

in the range “n” through “z".
ac[de]h[p-s] A 5-character field where the first two characters are
ac", the third character is “d” or “e”, the fourth
character is “h”, and the fifth character is any
character in the range “p” through “s”.
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NOTE: The specified content must contain an asterisk or it must be the exact length of the field.
If any matching field is found, that record is displayed with the cursor in the first position of the field. If no matching field is

found and{RECORD} {J}was used to conduct the search, the user is returned to the record form which the search was called.
no matching field is found and the Data Entry Help List was used, the user is returned to the Data Entry Help List.

5.4 [K] Character Sequence

This option, [K] Character Sequence, searches each record for a specified character sequence. The characters may overlap
boundaries, allowing multi-record searches to be performed.

While in data entry, preJRECORDYK}, or pres§HELP} to display the Data Entry Help List and select opfkkhCharacter
Sequence.Unibase prompts:

Character Sequence:

Enter the character sequence to be searched for andpifes® REL}. The maximum length is 80 characters. The character
sequence you enter may contain “wild cards” of the following types:

* Any number of unspecified characters, or no characters.
[xyz] Optional values for the character in this position.
[A-Z] A range of optional values for the character in this position.

Any number of wild cards can be combined with specified characters. For example:

Ab The character sequence “Ab” anywhere in a record.

a*b The character “a” followed by any number of unspecified
characters, followed by “b”.

[afn-Z] A sequence of any length that begins with “a”, “f” or any

character in the range “n” through “z".
ac[de]h[p-s] A five-character sequence where the first two

characters are “ac”, the third character is “d” or “e”,
the fourth character is “h”, and the fifth character is
any character in the range “p” though “s”. Leading
or trailing asterisks (*) have no effect, because any
specified sequence may be preceded or followed by
any number of unspecified characters.

If any matching character sequence is found, the record is displayed with the cursor in the first position of the matching
sequence. If no matching field is found §REECORD} {K}was used to conduct the search, the user is returned to the record

form which the search was called. If no matching field is found and the Data Entry Help List was used, the user is returned to
the Data Entry Help List.

5.5 [L] Beginning of File

This option, [L] Beginning of File positions at and displays the first record in the file.

While in data entry, press {RECORDKL}, or press {HELP} to display the Data Entry Help List and select option [L]
Beginning of File.

The first record in the file is displayed, with the cursor in the first position of the record.
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5.6 [M] End of File

This option, [M] End of File , positions the user at and displays the last record in the file. While in data entry, press
{RECORD}{M}, or press {HELP} to display the Data Entry Help List and select option [M] End of File. The last record
in the file is displayed, with the cursor in the first field of the record.

5.7 [N] Repeat Last Search

This option, [N] Repeat Last Search, repeats the last search requested without re-entering the search specifications.
While in data entry, press {RECORDKN}, or press {HELP} to Display the Data Entry Help List and select option [N]
Repeat Last Search. The last search is repeated.

5.8 [O] Format Number

This option,[O] Format Number , searches through the batch file until either the first use or first non-use of a given format
number is found. While in data entry, préRECORDYR} or pres{HELP} to Display the Data Entry Help List and select
option[O] Format Number. Unibase prompts:

Enter Format Level :

Enter the number of the format to be used in the search. If the number you enter does not fill the spfEeHsLdREL}.
Unibase prompts:

First use (Y) or Non use (N):

Press “Y” to search for the first time that record format is used. Press “N” to search for the first time that record format is not
used. Remember you can search forward or backward.

If no matching use or non-use is found §R&ECORD} {O}was used to conduct the search, the user is returned to the record

form which the search was called. If no matching field is found and the Data Entry Help List was used, the user is returned to
the Data Entry Help List.
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CHAPTER 6 OPERATOR LOG-IN MENU

Chapter 6, Operator Log-In Menu explains the use of the various items on the Operator Log-In menu.

6.0 General

6.1 [A] Operator Log-In

6.2 [B] BEEP Adjustment

6.3 [C] Cursor Adjustment

6.4 [D] Language Choice

6.5 [E] Colors Choice
6.0 General

The purpose of the Operator Log-In Menu is to enable you to login a different operator without exiting from Unibase or
to adjust various ergonomic factors to the operator’s satisfaction.

To reach the Operator Log-In Menu, select optieh Operator Log-In on the Unibase by DMAC Main Menu.

Each option on this menu is explained in the following pages in this chapter. To make permanent any of the changes
determined in this section, the user puts into his/her particular setup.bat or login script, the variables determined here.

The supervisor should be able to do this for the user if the user cannot. Installation instructions are in section 4 of the
Unibase by DMAC Manual and on the distribution cdrom.

To return to the Unibase by DMAC Main menu, prgsELP}.

6.1 [A] Operator Log-In

This menu item allows the operator to change the operator ID. For example when shifts change, rather than exiting the
Unibase menu environment and logging into Unibase all over, the operator can just change the operator ID. This is
important because statistics are credited to the current operator ID.

This feature may also be used for security changes. If different ID’s offer different levels of access, this option will prompt
the user to enter the appropriate password associated with a new ID. After s¢dgctimipase prompts:

Enter Operator Name:
Enter the name of the new operator. If the name does not fill all the spaces provided, press {FIELD REL}. If the password

security is not used, the operator is returned to the operator menu. Otherwise, Unibase prompts for a password. Enter the
password and pre$sIELD REL}. section 1, Chapter 3 gives more information on operator statistics.

6.2 [B] BEEP Adjustment

Unibase by DMAC uses an environment variable named ‘BEEP’ to set the pitch (frequency), volume, and duration of the
error tone on Microsoft operating systems. On UNIX and LINUX operating systems, the BEEP tone is set in the terminal
setup outside of Unibase by DMAC if it can be set at all.
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For 32 bit Microsoft Windows, the Unibase Environment uses the microsoft setting for the beep. The "exclamation tone" is used
for the Unibase Environment BEEP. If you do not have speakers, you need to install the microsoft option which uses your built
in speaker as the default speakers.

For the 16 Bit Microsoft environment, when Unibase by DMAC is used in this Microsoft operating systems, the unibase.ini file
has the following entry:

BEEP = 440,50,50

The first parameter (first three characters after the equals sign) is the frequency. It can vary from 001 to 999. The second
parameter is the volume. It can vary from 01 to 9999. The third parameter is the duration. It can vary from 01 to 9999.

Of course the parameters may be changed. An individual operator may find the correct setting with which to set the beep
variable by choosingB] BEEP Adjustment. Unibase prompts:

Find BEEP Variable(Y/N): _

Press “Y” to test different frequencies, volumes, and durations or press “N” if you already know the value of the beep you prefer.

6.2.1 Determining BEEP Variable

If you pressed “N” this section is skipped and you go straight to 6.2.2 Entering the BEEP Variable. When you press “Y”
Unibase will prompt:

Please Enter the desired frequency
(Middle C is 440 on an AT) enter as: 440

The pitch can range from 001 to 999. Smaller numbers mean lower tones and larger numbers mean higher tones. Caution: the
lower tones will sound for a longer period of time. Should you try pitch 001 be prepared for a wait of several minutes.

Enter a 3 digit number and the system will sound that frequency and display the following message:

The following test will be at ppp frequency
at full volume. The chosen frequency sounds like

After the tone has sounded Unibase prompts:
Is this the correct frequency (Y/N)? _

Press “Y” to accept this pitch and find the right volume. Press “N” to continue with the pitch. Unibase will start the process
again.

When you choose Y. Unibase prompts:

Please enter the desired volume
(Range is 1 to 999 with 1 softest) Enter Range

When a number is entered the system displays the following message while sounding the error tone.
The following test will be with Volume Range: vvv
When the tone ends the system displays:

Is this the correct volume (Y/N)? _
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Press “Y” to accept this volume and find the right duration. Press “N” to continue with the volume. Unibase will start the
process again. When you press “Y” Unibase will prompt:

Please enter the desired duration
(Range is 1 to 9999 with 1 shortest) Enter Range _

When a number is entered the system displays the following message while sounding the error tone.
The following test will be with duration Range: dddd

When the tone ends the system displays:
Is this the correct duration (Y/N)? _

Press “Y” to accept this duration. Press “N” to continue with the duration. Unibase will start the process again. When you
press “Y” Unibase will prompt:

This is your BEEP variable (write it down): ppp,vvv,dddd
Strike a key when ready . . ._

When a key is pressed, the system continues as if the operator had answered ‘N’ to the question Find BEEP Variable (Y/N).
Follow the directions for Entering Beep Variable.

6.2.2 Entering BEEP Variable

If the operator answered “N” to Find BEEP Variable (Y/N) or if the operator has finished determining the Beep Variable,
Unibase prompts:

Enter BEEP Variable:
The beep parameters should be entered as ppp,vvv,dddd including leading zeroes and commas. The ppp is the three digits
for the pitch, the vv is the two digits for the volume and the dd is the two digits for the duration. If you decide not to

change the current setting just prgs€LD REL}.

After the BEEP variable is entered, the system returns to the Operator Log-In menu.

6.3 [C] Cursor Adjustment

Unibase by DMAC uses an environment variable named ‘CURSOR’ to set the cursor size in Microsoft operating systems.
In UNIX and LINUX operating systems the cursor is chosen in terminal setup outside of the Unibase by DMAC
environment. When Unibase by DMAC is installed in a Microsoft operating system client, the unibase.ini file has the
following entry:

CURSOR=4 older 16 bit format

or

CURSOR=19x5 newer 32 bit format.

In the 32 bit Microsoft environment, the cursor ( Microsoft refers to it as a caret) is a long bar at the first of the character
position. If CURSOR is not set, it defaults to19 pixels by 3 pixels in size. If cursor is set, the the values are height by width.
The user may experiment with the settings if desired and they have access to unibase.ini.
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In the 16 bit Windows environment, An individual operator may set the cursor by ch§@i@grsor Adjustment which
displays the following screen:

Enter Cursor Variable: __

Enter a digit from 1 through 8 and préB$ELD REL}to determine the size of the cursor. Digit 1 will give the tallest cursor and
digit 8 will give the shortest cursor. If you decide not to change the current setting, ju§EpEeES REL}.

After the cursor size is entered the system returns to the Operator Log-In menu. To see the size of the cursor you selected, press
[C] Cursor Adjustment again.

6.4 [D] Language Choice

Unibase by DMAC uses an environment variable named ‘LANG’ to choose a language other than English. Absence of this
environment variable makes the Unibase by DMAC menus and error messages default to English.

The alternate language is controlled by tables which the user can modify. If these tables are not present, or are not setup
correctly, then the result is unpredictable. DMAC will be happy to help set up these tables with any alternate language.

An individual operator may choose the language for the Unibase by DMAC menus and error messages by3lecting
Language Choiceto display the following screen:

Choose Language (E or S): _

Press “E” for English or “S” for Special to determine the language for the menus and error messages. If you decide not to
change the current setting, just présiELD REL]}.

After the language choice is entered the system returns to the Operator Log-In menu.

6.5 [E] Colors Choice

Colors choice is for systems with color monitors. In the middle 1980’s color was not as prevalent as it is today and setting the
colors was more of a way of working around unusual manufacturer’s interpretation of the color standard. Today, the standards
are better and fewer people experiment with color settings.

Unibase by DMAC by default supports a color scheme. In the past both a red/green and a red, yellow and blue color scheme
have been supported. The following explanation of setting the environment variable “UBCL” is for those who wish to
experiment.

When this option is chosen, the operator is asked to enter color combinations for normal, high, underline, blink, and reverse
video. Unibase displays all the color options and their two-letter codes. It then prompts:

Choose color for Normal Video:
Background Color:

Enter the two letter color code for the color you want the back to appear. As you enter the data for each prompt, the next prompt
appears. The remaining prompts are:

Foreground Color:
Blink Flag (Y or N): _
High Intensity (Y or N): _
Is Data Correct (Y or N): _

Page 56 (Chapter 6) a 1989-2005 Operator Log-in Menu



Operator Log-in Menu (Chapter 6), Page 57

Foreground color is the color of the letters or characters. Blink flag and make the data blink if a Y is entered. High
intensity changes the color brightness. For example yellow will appear brown if High Intensity is N and will appear canary
yellow if High Intensity is Y. If you enter something incorrect, enter N for Is Data Correct. Unibase will place you back at
the Background Color prompt.

You must enter these five characteristics for all five types of data. {PHeE®} at anytime will return the operator to the
Operator log-in menu and no colors will change.

The different video types are controlled by the programmer with control functions. They are discussed in section 2,
Chapterl6. The meaning of the names does not necessarily match the attributes given to that type of video.

Normal video, high video, and reverse video appear on the Unibase menus. The letters in brackets [] are in high video. The
menu item with the selection bar over it is in reverse video. The other menu selections are in normal video.

When all color choices have been entered, Unibase gives the code to enter into the login script to make the change
permanent. Unibase shows:

set UBCL = ##;#### ####,;
The #'s are the actual numbers which represent the color combinations you have chosen. Enter this line into the login script

exactly as it appears here. UBCL is an environment variable controlling the color. Environment variables are discussed in
section 4, chapter 27.
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APPENDIX A Data Entry Error Messages

Appendix A, Data Entry Error Messages, lists all messages in the Unibase by DMAC Environment which are not operating
system generated.

A.0 General

A.1 Numbered Messages
A.2 Alphabetic Messages

A.O0 General

Any of the following messages may be displayed in reverse video in the error line (second line of the screen) during data entn
Pres§RESET}or {FIELD REL}to clear the message, and follow the additional instructions given for each message.

The messages in this list generally fall into one of three categories: data entry preparation errors, data entry procedure errors
system errors.

A data entry preparation error is caused by a problem in data entry preparations, such as a record format or a field edit. Data
entry preparation error messages are marked “(P)".

Data entry procedure errors, such as a check digit error, occur routinely during the data entry process. Data entry procedure
errors are marked “(D)”. Many data entry procedure errors may be a result of preparation errors, such as incorrect file name
selection.

A system error usually indicates a problem with the operating system or Unibase by DMAC installation. System error message
are marked “(S)".

A fourth category of error messages, run time error messages, may also be displayed during data entry. Run-time errors occl
during field edit execution.
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A.1 Numbered messages:

Listed below are numbered errors which occur very rarely. They are listed here for completeness.

1000 /* no memory */

1001 /* random system error */

1002 /* no such datafile exists */

1003 /* named file is not a datafile */
1004 /* no records in datafile */

1005 /* last record in datafile */

1006 [* first record in datafile */

1007 /* no record format lib exists*/
1008 /* record format file bad */

1009 /* record format does not exit*/
1010 /* no such field exists */

1011 /* index already exists */

1012 /* no such index exists */

1013 /* named file is not an index file */
1014 /* operation illegal in this context */
1015 /* datafile not a member of index */
1016 /* at end of index */

1017 /* at beginning of index */

1018 /* no entries in index */

1019 /* key not found */

1020 /* internal error in find */

1021 /* find not allowed in sortfile */
1022 /* index consistency error */

1023 /* deleted data record */

1023 /* too many index files open */
1024 /* too many data files per index */
1025 /* no such format */

1026 /* in data entry but file has images */
1030 /* no such standard job */

1031 /* not a standard job file */

1032 /* no formats in standard job */
1040 /* no more disk space */

1041 /* Not able to open overflow file */
1042 /* Not able to create overflow file */
1043 /* Not able to locate overflow file */
1050 /* can't seek to rcd in dr_fetch */
1051 /* can’t seek to rcd on include */

A.2 Alphabetic Error Messages:

Listed below are alphabetic error messages. The letter in parenthesis to the right of the error message is not displayed. It refers
to the type of error message as outlined in A.O.

<key n> error, channel not associated with an index.

An attempt was made to access via the ‘key’ control function. The channel number indicated was not assigned to an
index.

<key n> error, index not opened.
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An attempt was made to access via the ‘key’ control function. The channel number indicated had not been opened.
All Records Have Been Verified (D)

This message will appear when you enter a file in Verify mode and all records in the file have been verified - press
{FIELD REL}.

Alpha Only (D)
The character entered is non-alpha, but the field type is alpha only{IPiels® REL} to proceed.
APPEND failed in datafile channel nnn. (P).

The APPEND failed either because the associated standard job no longer exists or the record formats named in the jc
do not exist.

APPEND failed in index channel nnn. (P)

The APPEND failed either because the associated standard job no longer exists or the record formats named in the jc
do not exist.

Archive read error (S)
A hardware error was encountered when trying to read the archive device. In some instances it could be offline.
Archive write error (S)
A hardware error was encountered when trying to read the archive device. In some instances it could be offline.
Auto not allowed (D)
The data entry operator pressed AUTO and it had been disabled within a field edit program.
Bad character in name - c,c=[* ?/] (D)
Spaces, hyphens, asterisks and question marks cannot be used as part of a datafile name.
BYPASS error, failed to open xxxxxxxx, channel nn.(P)
A bypass instruction was encountered that referenced an unopened channel.
BYPASS error, not allowed for an index. (P)
A bypass instruction was encountered that referenced a channel assigned to an index.
Can't access keystroke macro file (P)
The keystroke macro being called does not exist in the cmacro directory beneath ETROOT.
Can’t access numeric exception file (S)

The file that contains the numeric exception information does not exist or does not have proper permissions for acces
This file is, or should be, in the ETROOT/misc directory. The file is named numexcp.

Can't access TYPE device (S)
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The <loc nn> referenced in a type statement does not have an associated environment variable (TYPEO1 etc.), or the
environment variable is set to a non-existent device.

Can't create stdjob (P)

The standard job name already exists in the ETROOT/stdjob directory.
Can't execute dumpdf (S)

This message will display when execution of the ‘Dump a File’ function is interrupted.
Can’t execute dumpix (S)

This message will display when execution of the ‘Dump Index’ function is interrupted.
Can’t execute File Edit

The file edit named does not exist or there is not enough memory to load the program.
Can’'t execute MENU...TERMINATING [nn} (S)

(nn=[operating system error code] There is not enough memory to load the MENU program.
Can't execute sort program (S)

There is not enough memory to load the sort program or the named program does not exist in sort directory.
Can’'t get UBTERM type (S)

The terminal type defined in UBTERM (Unix systems) does not exist in the ETBIN/termcap file.
Can’t open device table (S)

The device table file SPOOLDIR/devtable does not exist. Create the file by selecting: System Functions menu option
[E] Spooler Maintenance.

Can't read the record format.
The record format(s) required by the standard job contain errors and cannot be reafFIPt&sREL} to proceed.
Can't find help file (S)

When you presERECORD}X},Unibase by DMAC reads the help file in the etroot/misc directory. This error message
is displayed if the help file does not exist in that directory. RRESET}or {FIELD REL}to cancel the command.

Can't open XXxXxxxxxx.r - Quitting (P)
The record format specifies that the field edit must be run when the current field is released. This error message is
displayed if the field edit specified in the standard job does not exist. The field edit name is displayed where X’s are
shown. This error message is followed by the error message “Cannot Start Field Edit”.

Cannot create datafile (P)
This error message is displayed if the standard job or the job specifications for Data Entry menu option [B] Enter a File

specify a format link that cannot be created for example, the standard job may specify that format 1 links to format 2,
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but does not assign format 2. PréR&ESET}or {FIELD REL} to return to the Data Entry menu. Check and correct the
format numbers and links.

Cannot create lockfile (S)
When a data file is opened, Unibase by DMAC creates a lock file etroot/misc/xxxxx.Ick to indicate that the data file is
in use. This error message is displayed if Unibag®MAC cannot create the lock file for the data file you wish to
open. PresRESET}or {FIELD REL}to return to the Data Entry menu. Check and correct the format number and
links.

Cannot open Check Digit File (S)
When Unibase by DMAC Main menu option [B] Data Entry is selected, Unibase by DMAC reads the file
etroot/misc/chkdig.et which contains the check digit calculating algorithms. This error message is displayed if the file
does not exist. Pre$RESET}or {FIELD REL} to return to the Unibase by DMAC Main menu. The data entry
supervisor can create the check digit file by selecting File Definition menu option [I] Check Digit

Cannot Open Datafile (D)

This error message is displayed if the data file you requested does not exist. Re-key the file namgHiLREss
return to the Data Entry menu without opening a datafile.

Cannot create activation key ... Please log in as super-user., FATAL (S)

The installation process on Unix systems must be done by the system administrator (super-user).
Cannot create index xxxxxxxx, f_err nn (S)

This message will have an accompanying number. See numbered messages above.
Cannot create security key ... Please log in as super-user., FATAL (S)

The installation process on Unix systems must be done by the system administrator (super-user).
Cannot find help file (S)

The file used for help information is missing. Reload the file from EZ-C source diskettes or tape.
Cannot open Check Digit file (S)

The check digit file does not exist or has been damaged. Remove the damaged file (ETROOT/misc/ckdig.et) and
re-program the check digits. Pr§RESET}or {FIELD REL} to return to the Unibase by DMAC Main menu.

Cannot Open Datafile (D)

The named datafile does not exist in the ETROOT/files directory. Re-key the file name §HpeB} to return to the
Data Entry menu without opening a data file.

Cannot Open Field Edit (D)
The named field edit does not exist in the ETROOT/fldedit directory.
Cannot Open File Edit (D)

The named file edit does not exist in the ETROOT/fileedit directory.
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Cannot Open Record Format (P)

The named record format does not exist in the ETROOT/recfmt directory.
Cannot Open Standard Job (D)

The named standard job does not exist in the ETROOT/stdjob directory.
Cannot Open Value Table nn (S)

The value table control file does note exist or has been damaged. Remove the damaged file (ETROOT/misc/etv.tbl) and
reassign value table entries.

Cannot Read Check Digit File (S)

The check digit file does not exist or has been damaged. Remove the damaged file (ETROOT/misc/ckdig.et) and
re-program the check digits.

Cannot Read Record Formats (P)

This error message is displayed if Unibase by DMAC cannot find or read a record specified in the standard job. Press
{RESET}or {FIELD REL}to return to the Data Entry menu.

Cannot Read Value Table File (S)
The value table file being accessed is not compatible with your version of Unibase by DMAC.

Cannot Start Field Edit (P)
The record format specifies that the filed edit must be run when this field is released. This error message indicates that
Unibase by DMAC cannot read the field edit specified in the standard job. This error message is preceded by the error
message “Can’t open xxxx.r - Quitting". PréRESET}or {FIELD REL}to interrupt the data entry session and return
to the Data Entry menu.

Channel not associated with an index (P)
An index instruction (GET, SAVE, RESTORE) has been given on a channel that was not defined as an index.

Check Digit error (D)

The digit entered in the rightmost position of the field does not match what was calculated to be the check digit for the
other digits of the number entered. Rekey or flag as an error.

CLOSE error, channel not open. (P)
A CLOSE instruction was being attempted on a channel that had not been open.
Conditional Linkage Error (D)

The number entered as the format to link to does not exist as a format number on the Standard Job being keyed.
PressindRECORDKD} or {HELP}D} will allow you to view the valid formats.

Could not update OP-STAT record (S)
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when a file is opened, terminated or interrupted, Unibase by DMAC updates the operator statistics file
etroot/files/opst.ezc. This error message is displayed if Unibase by DMAC cannot update the fi{&RE3&S5or
{FIELD REL} to continue.
CREATE failed, channel already in use. (P)
A CREATE instruction was being attempted using a channel number that was previously assigned within the program
CREATE failed, channel undefined. (P)
A CREATE instruction was being attempted using a channel number that was unassigned within the program.

Datafile Exists (D)

The filename entered already exists. The existing file must be removed or renamed, or a different filename must be
entered.

DEMO LIMIT REACHED. (S)

The software being executed is a demo copy and the demo limits have been reached. Purchase full copy for number:
keystations desired.

Device already exists, (S)

An attempt was made to add a device to the device table with a name that already existed on the table.
Device is currently offline, (S)

An attempt was made to send output to a device that was not online.
Device is currently online, (S)

An attempt was made modify a device. The device must be offline to be modified.
Device must be printer, tape, test, disk, comm, or output, (S)

When adding or modifying a device, one of the above types must be used as device type.
Device name entry required, (S)

The{FIELD REL} key was pressed without entering the required device name.
Device path entry required, (S)

A path is required when adding or modifying devices so that the output can be properly directed.
Device Value Table Error (D)

The value entered cannot be found in the value table accessed for this field{FFFeBSREL} to proceed.
Dup not allowed (D)

The{DUP} key was pressed during data entry after a field edit program had disabled the DUP key.

End of Data (S)
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The last data in the file was encountered during a search procedure.
This message is displayed if you préS8/D} when the cursor is at a field position which contains no data or spaces -
or, in data entry, if you pre¢BIELDKFWD} in the last field of the file - or if you pre§RECORD}FWD}in the last
record of the file. Continue keying the field or pr@SHKELD REL} to release the field.

End of Field Reached (D)
Entry into a field with a field boundary specification in the record format has exceeded the number of characters in the
field. Pres{FIELD REL}to reach the next fieldRESET}o position back to the first character of the current field or
{BACK]} to reach the last character of the current field.

End of File (D)
This message most commonly appears during file verification, indicating that the process has been completed. This
message is also displayed when you reach the end of the file in examine or correct mode, indicating that you cannot
proceed further in the filePres§RESET} or {FIELD REL}to proceed.

Error - cannot delete record (S)

Error - cannot insert record (S)

Error - cannot read record (S)

Error - cannot write record (S)

One of these error messages is displayed when Unibase by DMAC encounters an operating system error in deleting,
inserting, reading or writing the record. PréR&ESET}or {FIELD REL} to continue data entry.

Error Executing File End Edit (D)

This error message is displayed if any error occurs during execution of the file edi{RESE&ST Jor {FIELD REL} to
exit.

Error - fields in record format (P)

The record format being created or changed does not have any fields defined (underscore characters). You must have at
least one field in order to have a valid record format.

Field completion mandatory (D)

This is a “must complete” field, indicating that each character of the field must be enteredRE&S$} or {FIELD
REL}to proceed. Then, enter data for each character of the field.

Field edit error, halting field edit (P)
The field edit is requiring something that does not exist, for example, an index file, a type device etc.
Field Edit: Invalid position (P)

a position statement in a field edit positions the cursor at a specified field. This error message is displayed if a position
statement in a field edit refers to an invalid field number. RRESET}or {FIELD REL}to continue.

Field entry mandatory (D)
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The field is a “must enter” field. This error message appears when the operator advances through the field without
entering data. Pre§RESET}or {FIELD REL}to proceed.

Field too Short to Dup (D)
The corresponding field in the prior record cannot be copied to the current field because the fields are not the same
length. This usually indicates that different record formats are being accessedRE&S$Jor {FIELD REL}to
proceed.

File in use (D)
A lock file exists for the file you are trying to access. If not a valid error, this is probably the result of exiting the
system abnormally (by power failure, etc.). To remove the lock file, remove the file ‘batch.Ick’ in the ETROOT/misc
directory.

File not open for update in MOVE to ALL. (P)
An attempt was made to update a file that was not opened with the |upd modifier.

Format Ascendancy Check Error (D)
An edit is implemented to ensure that the contents of this field is greater than or equal to the contents of the same fiel
in the prior occurrence of the same format. This error is a signal that ascending order has not been followed. Press
{RESET}or {FIELD REL}to proceed.

GET CURRENT not allowed in a datafile channel. (P)
An attempt was made to get an indexed record on a channel that was opened as a datafile.

GET NEXT USING not allowed in a datafile channel. (P)
An attempt was made to get an indexed record on a channel that was opened as a datafile.

GET PRIOR USING not allowed in a datafile channel. (P)
An attempt was made to get an indexed record on a channel that was opened as a datafile.

GET USING not allowed in a datafile channel. (P)
An attempt was made to get an indexed record on a channel that was opened as a datafile.

lllegal Character (D)
An illegal character, such as a control character, was entered{RESST}or {FIELD REL}to proceed.

Improper value assigned to <corrects> (P)
The value assigned jgcorrectsy must be in the range of 0 through 2147483647.

Improper value assigned to <flags>

The value assigned jaflag> must be in the range of 0 through 32767.

Improper value assigned to <status>
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The value assigned jastatusy must be in the range of 0 through 3.
Improper value assigned to <verified> (P)
The value assigned Javerified>) must be in the range of 0 through 2147483647.
INCLUDE not allowed in a datafile channel (P)
An attempt was made to include a key in a channel defined as a datafile.
Init of security failed ... Please log in as super-user., FATAL
(Unix Systems) When installing the Unibase by DMAC software, the installer must be logged in as root (super-user).
Internal Error: Standard Job (S)

This error message is displayed when Unibase by DMAC encounters an operating system error in creating the standard
job for Data Entry men optio)iB] Enter a File) Pres§RESET}or {FIELD REL}to return to the Data Entry menu.

Invalid Entry Value Table Error (D)
The record format specifies that the data in this field must not match any data in a specified value table file or index.
This error message is displayed if the data you enter matches data in the value table. Re-key the data or set an error flag
in this field.

Invalid extension on name (.LCK) (D)

This error message is displayed if you enter a file name with the file name extension “.LCK”, which is not allowed.
Enter a valid file name.

Invalid hex code in OUTPUT
An invalid hex value is being used in the hex nn control function.
Invalid keystroke! (D)
Some type of control or function key was pressed in data entry. The system was expecting alpha/numeric data.
Invalid link (P)
A link instruction was attempted in a field edit, using a number not assigned as a record format for the standard job.
Invalid modulus in check digit (P)
The record format specifies a check digit program for this field. The program calculates the check digit and enters it in
the last position of the field. This error message is displayed if the check digit program specifies an erroneous modulus.
The probable cause is that the check digit program has not been defined, or the check digit file has been re-initialized
since the program was defined. The check digit is set to zero.{RES&T}or {FIELD REL}to continue data entry.
The value entered for the check digit modulus must be between 1 and 11.

Invalid name (D)

This error message is displayed if the file name you enter violates the naming convention established in the system
password security. Enter a correct file name or dit¢Es P} to return to the Data Entry menu.
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Invalid Security Access (D)

An attempt was made at accessing some part of the system not allowed in the Security Password file for the current
user. Pres§RESET}or {FIELD REL} to return to the Data Entry menu.

Invalid subfield specification in protect. (P)

A protect instruction has designated a number in the subfield that exceeds the number of characters in the field.
Invalid subfield specification on clear. (P)

A clear instruction has designated a number in the subfield that exceeds the number of characters in the field.
Invalid subfield specification on flag.(P)

A flag instruction has designated a number in the subfield that exceeds the number of characters in the field.
Invalid substring (P)

An instruction has designated a number in the subfield that exceeds the number of characters in the field.
LINK can only be used in Field Edit programs. (P)

The link verb is being used in a program type other than a field edit.

Data Entry Error Messages a 1989-2005 (Appendix A) Page 69



Page 70 (Appendix A) Data Entry Error Messages

Link to ignored (P). A format link, “links to” was entered without a matching record format. The link was ignored.
maximum record size exceeded in OUTPUT (P)

The number of characters in the output record exceeds the number indicated in the standard job specification.
maximum record size exceeded in TYPE (P)

The TYPE statement cannot output more than 512 characters
Missing link To (P)

The record format name in the standard job must have a link (“links to”) number.
MOVE to FIELD failed, file not open for update. (P)

In order to change information in a file that is opened as a channel number, the open statement must contain the ‘upd’
modifier.

MOVE to SUBFIELD failed, file not open for update. (P)

In order to change information in a file that is opened as a channel number, the open statement must contain the ‘upd’
modifier.

Multi-FId Check Digit Length Exceeded (P)
The total length of all fields of a multi-field check digit cannot exceed 99 characters.

Must complete or delete current record (D)
An attempt was made to change formats in the middle of a data entry record. You are allowed to change in the middle
of a record except when a field edit has been executed. When the field edit is executed, the record is physically inserted
into the file at that time.

Must initialize operator statistics file (S)
At the end of a data entry session, Unibase by DMAC updates the operator statistics in the file etroot/files/opst.ezc. If
the file does not exist, Unibase by DMAC creates it. This message indicates that Unibase by DMAC cannot create the
opst.ezc file. pres]RESET}or {FIELD REL} to display the Data Entry menu.

Name violates security (D)
You cannot access the file because of system password security restrictions.

No Corresponding Field to Dup (D)

The DUP key has been pressed or an auto dup has been activated on the first record in a file. The auto function
automatically goes off when this condition occurs so that all dup fields can be keyed.

No Corresponding Field to Increment (D)

An auto increment function has been activated on the first record in a file. The auto function automatically goes off
when this condition occurs so that all increment and dup fields can be keyed.

No data files specified for sort (D)
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A sort program has been called but files have not been designated.
No device with that name, (P)

The output device specified does not exist in the device table.
No File Log Present (D)

The option to display the file log was taken in data entry and there was not a file log for the file.
No formats specified (P)

This error message is displayed if the job specifications for Data Entry menu option [B] Enter a File do not include a
record format. Pre§RESET}or {FIELD REL}to cancel the job.

No Memory Available (S)

This error indicates that the operating system has run out of available memory spad®BE8E3gor {FIELD REL}
to return to the Unibase by DMAC Main menu.

No records in file. - TERMINATING (D)
This error message is displayed if the file edit specified by the standard job cannot be executed because there are no
records in the file. This error message is followed by the error message “Error in Executing File End Edit”. Press
{RESET]or {FIELD REL} to skip the field edit.
All records have been deleted from the current file.
No Records to Correct (D)
The file requested in correct mode does not contain any records.
No Records to Examine (D)
The file requested in examine mode does not contain any records.
No Records to Verify (D)
The file requested in verify mode does not contain any records.
No TYPE location specified (P)
A type instruction was given without a loc nn value.
Numeric Only (D)
A non-numeric character has been entered into a numeric field. {REESET}or {FIELD REL}to proceed.
Numeric required! (D)
The value entered into a numeric field was not between 0 - 9 and not in the numeric exception table

OPEN error, channel nn already in use.(P)

An OPEN instruction was used on a channel that had already been opened.
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OPEN error, file xxxxxxxx already open. (P)
An OPEN instruction was used on a channel that had already been opened.
Please check $ETBIN/errfile for error messages.

(Unix systems) This message occurs if there were possible errors during the installation of the Unibase by DMAC
software.

POSITION can only be used in Field Edit programs. (P)
A position instruction is being used in a program other than a field edit.
Press field release or oversign (D)
When the OVERSIGN variable is set, this message will occur if an extra character is entered into a field.
Range Check Error (D)
The data entered does not meet the range requirements for this field{RE8ES Jor (FIELD REL)to proceed.
Record Ascendancy Check Error (D)
An edit is implemented to ensure that the contents of this field is greater than or equal to the contents of the same field
in the prior record. This error is a signal that ascending order has not been followedRB&&=s}or {FIELD REL}
to proceed.
Record Delete not allowed (D)
The delete key was pressed after a field edit has disabled the delete function.
Record Insert not allowed (D)
The insert key was pressed after a field edit has disabled the insert function.

Replacement Value Table Error (D)

The value entered cannot be found in the value table accessed for this field. Press {RESET} or {FIELD REL} to
proceed.

RESTORE error, not allowed on a datafile channel. (D)

A RESTORE instruction was executed naming a channel number assigned as a datafile.
SAVE error, not allowed on a datafile channel.(P)

A SAVE instruction was executed naming a channel number assigned as a datafile.
Selective Range Error (D)

The value entered into a data entry field was not specified as a valid entry for that field.

The device table is full,(P)
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The number of entries in the device table has exceeded the established maximum. The default value for the maximui
is 16. To increase the maximum, set the MAXDEVICES variable equal to the value needed.

The \DMAC\ group name is already in /dmac/group\

On Unix systems, the installation process adds a group called DMAC. This message occurs only if that group already
exists.

The \DMAC\ logname is already in /etc/passwd\

On Unix systems, the installation process adds a user called DMAC. This message occurs only if that user already
exists.

TYPE device not in device table (P)
The TYPE device named does not appear in the device table.
Unauthorized access (P)

The Unibase by DMAC software does not have a proper activation code. Call Customer Support at 540-661-4635 for
an activation code.

Validate Value Table Error(D)
The value entered cannot be found in the value table accessed for this field{RE®&E3 pr (FIELD REL)to proceed.
Verify Compare Error (D)

This message appears when data entered during verify mode does not match the data originally entered in the field.
Press {RESET} or {FIELD REL} to proceed.

Warning: Use of STOP verb in field edit

This warns the user that a stop is used in a field edit. when encountered, the stop will shut off the field edit for the
remainder of the batch.
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