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CHAPTER 5. WP (WORD PROCESSING) STANDARDS





5.01 PURPOSE





This chapter provides users of Wang WP with basic standards and procedures.  A copy of Wang's WPRM (Word Processing Reference Manual) and WP Training Quick Reference Card should be kept at each workstation to supplement this chapter.  References to the WPRM have been placed in this chapter where appropriate.





5.02		WP LIBRARIES





a.	 The Wang System can have a total of 53 WP libraries, each of which can accommodate 9,999  documents.  These libraries are identified in the system by 26 uppercase and 26 lowercase letters, plus the  (Space) library for storage of glossary documents (see par. 6.02b).





b.	WP Libraries are created by using the "Create Library" function on the WP Utilities and Supervisory Functions menu.  After a library has been created, the prototype document should be edited to provide an appropriate format (VS/IIS Supervisors' Procedures, ch. 2).





c.	 When possible, in order to be consistent, the same naming convention used for FPCs (File Protection Classes) and User IDs should also be used when assigning WP libraries.  The following WP library assignments are recommended for the main WP libraries to be used by regional offices:





   FPC	LIBRARIES	REGIONAL OFFICE ELEMENT


   A	A, a	Office of the Director (00)


   B	B, b	Adjudication Division (21)


   C	C, c	Administrative Division (23)


   D	D, d	Finance Division (24)


   E	E, e	Personnel Division (25)


   F	F, f	Loan Guaranty Division (26)


   G	G, g	Veterans Services Division (27)


   H	H, h	Vocational Rehabilitation and Counseling


		Division (28)


		Insurance Division (29)


Blank	I-0	Centralized Transcription Activity


Blank	R	PCO Library


Blank	T	System Training


Blank	x	File Transfer


   Z	Z	System Administration


Blank	Space	Glossary Library











5-1





�
M20-4, Part II 								March 12,1990 


Change 1





5.03		WP LIBRARY FPCs





a.	When a WP library is created, it should be assigned the FPC indicated in paragraph 5.02. Only one FPC can be assigned to each WP library.  The following steps should be followed when assigning an FPC to a WP library:





(1)	From the Command Processor menu, select PF5 (Manage FILES/LIBRARIES).





(2)	On the Manage Files/Libraries menu, insert the Volume name and VS Library name for the WP library (i.e.,  VI and DOCMNTA).





(3)	On the library screen, position the cursor by the name of the library being assigned an FPC and select PF9 (Protect).





(4)	On the Protect Library screen, enter the appropriate FPC and press PF2 (Modify Protection Class).  Enter the User ID of the Key User for the corresponding division and press PF3 (Modify Owner of Record).





b.	New files (documents) created in a WP Library after the FPC has been assigned are not protected unless the person creating them either has a default protection class assigned to his/her logon procedure, or a default has been specified in the FILECLAS field, available through Set Usage Constants.  The prototype logon procedure provides for these factors.





c.	Libraries created for the CTA, PCO documents and System Training should be assigned the (Blank) System defined FPC.  The " " FPC is the default and will require no further action.





5.04		 DISABLING WP UTILITIES





a.	Disabling the HELP Key in the SECURITY Utility and assigning logon procedures will not fully prohibit users





b.	Users should be prohibited from creating additional WP libraries.  This is accomplished by changing the FPC on file WPSMAKL, in library @SYSTEM@, to FPC Z.





c.	Users have no need to change work station defaults.  To prevent access to this operation, assign FPC Z on file WPSCNFG, in library @SYSTEM@.





d.	Users can also be restricted from the document filing and conversion utilities.  To prevent access to these functions, assign the Wang OFFICE FPC "W" to file COPYWP in library @SYSTEM@.





5.05 DOCUMENT SUMMARY (WPRM 1.19)





The Wang system maintains a Document Summary on each WP document created.  When entered consistently, this information may be used to view a specific index of all documents created for or by a particular operator or author.  To facilitate document library maintenance and document identification, consistent Document Summary practices are required.





a.	Document ID.  A 4-digit number and one alphabetic character make up the Document ID.  Each document has a unique number.  The alphabetic character indicates the WP library in which the document is stored.  The Document ID is assigned to the document by the Wang system.
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b.	 Document Name.  Document names are limited to 25 characters.  Each VBA (Veterans Benefits Administration) facility should have one document naming convention that is used by everyone.  This will streamline management of the word processing documents and set the framework for future applications.  It is recommended that documents be named "***/KEYWORD(S)" according to the following definitions:





TERM		DESCRIPTION


***		Author's initials or office symbol. (Use only one convention stationwide.)





KEYWORD(S)	 Last  name or mail routing symbol of addressee,


		and/or keyword(s) which describe correspondence contents.





For example, a document named "GYA/Smith" is a document created by an author with the initials "GYA" and is to an individual named "Smith"; a document named "21/SAO Results" is an SAO report prepared by the Adjudication Officer.





c.	Operator.  This field is limited to 20 characters.  It is recommended that users place their first initial, middle initial and last name in this field; e.g., ABCole.  The Wang system is upper and lower case sensitive, i.e., the system will not equate ABCOLE with ABCole.  For this reason, it is important that users are consistent in how they complete this field.





d.	Author.  This field is limited to 20 characters.  It is recommended that the user place the first initial, middle initial and last name of the originator in this field; e.g., ABCole.  This field also is upper and lower case sensitive.





e.	Comments.  This is a 25 character field that can be used for a brief description of the document's contents and/or the date the document was created.  Use of this field will be valuable when searching for a specific document or reviewing lists of documents for deletion.





f.	Statics.  The information in the fields under this section (the lower portion of the menu) is automatically added and updated by the Wang system.





5.06		DOCUMENT RETENTION





a.	For the system to operate efficiently, old, unused or infrequently used documents should be deleted from the library or filed to an archive diskette biweekly.  When a document is filed to a diskette, a copy is placed on the diskette and the original is deleted from the system.  As with all ADP systems, the VS has limited disk space.  Therefore, management of the system and the information that resides on-line is extremely important.  If unnecessary documents are not deleted or archived on a regular schedule, the disk space will become full, the response time will increase, and eventually the system will not have room for any additional data.





b.	It is recommended that the Key Users be responsible for overseeing each division's utilization of its document library; however, each user should be responsible for the maintenance of his/her own documents within the library.  Coordination with the author of the document may be necessary.
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c.	Biweekly, all users should properly file or delete their own documents.  Key Users will review the division's document library monthly to insure that users are not retaining documents beyond the recommended retention periods.  A list containing the dates documents were created may be generated through the Document Index utility.  During the Key User's monthly review, any document remaining in the division's library which has not been modified within the last 60 days should be filed to a short term diskette.





d.	Based on input from regional offices that have experience with large word processing systems, the following retention periods are recommended for WP documents:





(1)	Short Term (letters memoranda, etc.). Should remain on the system no more than  15  days  after  last  modification date.  Documents should then either be deleted from the library or filed to an archive diskette.





(2)	Long Term (local circulars, reports,  etc.).  Should remain on the system no more than 45 days after last modification date.  Documents should then be filed to an archive diskette.





5.07		DOCUMENT ARCHIVING (WPRM 6-1)





a.	There should be a systematic approach to organizing and filing valuable archived documents.  It is recommended that the Key Users be assigned responsibility for maintaining each division's diskettes.  These responsibilities include:





(1)	Physical storage of the diskettes.





(2)	Maintaining and updating the indexes of diskette contents.





(3)	Preparing new diskettes for use and used diskettes for reuse.





(4)	Insuring that all users regularly file or delete documents according to the schedule in paragraph 5.06.





b.	Each division should maintain two groups of diskettes, one for short term documents and one for long term documents.  The diskettes should be stored in a location easily accessible by all system users in the division.  Each time a diskette is used, it should be returned to the designated location.





(1)	All diskettes should be labeled with the diskette identification number (archive ID) assigned by the system and be filed sequentially.  It is recommended that color-coded, peel-off labels be used for easy identification of the two groups.





(2)	One diskette will accommodate several archiving operations, i.e., the system will not erase documents already on the diskette during a subsequent archiving unless instructed to do so.  Archiving diskettes should be filled to capacity before a new diskette is used.





(3)	Disposition instructions for the short- and long-term diskettes will be forthcoming.





c.	A current index of the contents of the diskettes in each of the two groups should be printed by the designated person or Key User after the biweekly filing has been completed.  It is recommended that the indexes for each group be placed sequentially in a notebook and maintained in a location convenient to the diskettes.  Indexes will be disposed of in accordance with RCS VB-1, part 1, item 13-052.200 (field station) and RCS VB-1, part II, item 00-005 (Central Office).





5.08 CENTRALIZED TRANSCRIPTION ACTIVITY





Past experience indicates that documents created in a CTA (Centralized Transcription Activity) need not be maintained on the system for long periods of time.  The following is an efficient and expeditious technique for removal of CTA documents from the system.
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a.	The CTA should be assigned at least 7 consecutive WP libraries.  Under the proposed convention in paragraph 5.02, it is recommended that libraries "I" through "O" be reserved for the CTA and used as follows:





(1)	Libraries "I" and "J" should be reserved for Congressionals and other long-term documents (fig. 5-1).  Library "I" should be used as the creation library for 2 weeks.  At the end of those 2 weeks, Library "J" should be used as the creation library for the following 2 weeks.  At the end of the second 2-week period, Library "I" should be deleted by the System Administrator/Operator via the Document Filing and Conversion Utility (COPYWP) and Library "I" again used as the creation library.  Once the Library is deleted, it must be recreated through the Create Library Utility and the Prototype Document's format reestablished.





	MONDAY	TUESDAY	WEDNESDAY	THURSDAY	FRIDAY





	1	2	3	4	5


	BEGIN USE


	LIBRARY	LIBRARY	LIBRARY	LIBRARY	LIBRARY


	      1    	       1	       1	       1	       1





	8	9	10	11	12


					END USE


	LIBRARY	LIBRARY	LIBRARY	LIBRARY	LIBRARY


	      1	       1	       1	       1	       1





	15	16	17	18	19


	BEGIN USE


	LIBRARY	LIBRARY	LIBRARY	LIBRARY	LIBRARY


 	       1  	       1	       1	       1	       1





	22	23	24	25	26


					END USE


	LIBRARY	LIBRARY	LIBRARY	LIBRARY	LIBRARY


	       1	       1	       1	       1	       1


					DELETE


					LIBRARY 1





	29	30


	BEGIN USE	


	LIBRARY	LIBRARY	LIBRARY	ETC.	ETC.


	       1	       1	       1


	


Figure 5-1.





(2)	The remaining CTA designated libraries ("K" through "O") should be used for the balance of the work (fig. 5-2).  The same library should always correspond with the same day of the week.  Library "K" will be used as the creation library on Monday; Library "L" will be used as the creation library on Tuesday, etc., through Library "O," which will be used as the creation library on Friday.  At the end of the fifth day (Friday), Library "K" (Monday's library) should be deleted by the System Administrator/Operator via the Document Filing and Conversion Utility (COPYWP) and used on the following Monday as the creation library.  Again, once the library is deleted, it must be recreated through the Create Library Utility and the Prototype Document's format reestablished.
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	MONDAY	TUESDAY	WEDNESDAY	THURSDAY	FRIDAY





	1	2	3	4	5


	USE	USE	USE	USE	USE


	LIBRARY	LIBRARY	LIBRARY	LIBRARY	LIB. O


	      K	     L	      M	       N	DELETE


					LIB. K





	8	9	10	11	12


	USE	USE	USE	USE 	USE


	LIB. K	LIB. L	LIB. M	LIB. N	LIB. O


	DELETE	DELETE	DELETE	DELETE	DELETE


	LIB. L	LIB. M	LIB. N	LIB. O	LIB. K





	15	16	17	18	19


	USE	USE	USE


	LIB. K	LIB. L	LIB. M	ETC.	ETC.


 	DELETE	DELETE	DELETE


	LIB. L.	LIB. M	LIB. N





Figure 5-2.





b.	WP libraries "K" through "O" will be the most frequently used.  A logon procedure should be developed to automatically assign them as workstation defaults, as shown in chapter 7.





c.	If an author needs to maintain a document longer than the retention periods set forth for the CTA, the document should be filed to the appropriate short or long term diskette for the author's division.





5.09 TROUBLESHOOTING (WPRM Appendixes A and B)





Procedures will be developed at each VBA facility for reporting equipment problems or seeking assistance.  Users should report any problems to a key user who will coordinate the problem, if possible.  The Key User will then contact the System Administrator/Operator if further assistance is required.
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