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CHAPTER 6. GLOSSARIES





6.01  PURPOSE





This chapter provides basic information on the creation and modification of glossaries, and describes the glossary created by Central Office to assist in WP (word processing) operations.  Complete instructions for creating, modifying and otherwise working  with  glossaries  may  be  found  in  Wang's  Glossary  Training  Workbook  and  Decision Processing Learning Guide, and the Glossary Auxiliary Function User Manual.





6.02	BACKGROUND





a.	Glossaries are user-created "shortcut operations" on the Wang system.  The glossary feature allows a user to type, store, and recall frequently used text, format lines, or operations by using only two keystrokes (the "GL" key and an identifying key).





b.	The glossary library is the        (space) library.  Documents are identified by a 4-digit number followed by a (space).  Eighty-six individual glossary entries (one per page) are possible in a glossary document.  Each entry is identified by a label which can be an upper case or lower case letter (A-Z; a-z), a symbol             etc.), or a number(0-9).





c.	Glossaries are created and edited using the "Glossary Functions" option on the WP menu.  Glossaries have several administrative peculiarities:





(1)	The name of a glossary entry must be in parentheses; e.g., (A).  All entries in a glossary, including the name, must be underscored.  Selection of the "create" or "edit" options in the glossary function menu will automatically generate "Autoscore Mode" operation (i.e., everything typed will be underlined).





(2)	Machine commands, e.g., "Return," "Execute," "Tab," must be generated or written, as "keywords," which look like this on the screen: (-RETURN-), (-EXECUTE-), (-TAB-).  The machine graphics appearing on the screen in a glossary (return arrows ( ), tab arrows (e), etc.) will have no effect when the glossary is called into a separate document.





(3) A page break	must appear at the end of each glossary except for the last one in the glossary document.





6.03		CENTRAL OFFICE CREATED GLOSSARY





a.	Glossary document "0001" has been created by Central Office to assist in WP operations.  Document "0001" contains glossaries A through E.





(1)	Glossary A: Format for letterhead stationery (12-pitch);





(2)	Glossary B: Format for a machine-printed memorandum (12-pitch);





(3)	Glossary C: Format for a preprinted memorandum (12-pitch);





(4)	Glossary D: Exit to the Print Menu from within a WP document; and,





(5)	Glossary E: Return to stopping point in the last document used.





b.	A glossary document must be "attached" to the workstation for the individual glossaries to be used.  The user Logon procedure created by Central Office will attach glossary document "0001" automatically when each user logs onto the system.  Once the glossary document is attached to the workstation, two keystrokes ("GL" key plus the appropriate glossary name key) will recall any entry in the document.
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C.	After glossary document "MI" is put on the system disk, but before it is made available to all station users, the System Administrator (or System Operator) should edit Glossary A to personalize it for the station's operations.  This can be done by changing the "300" in the next-to-last line (which reads: (-TAB-)300/(-PROMPT-)Division) on page I (Glossary (A)) of document "0001," to the appropriate station number.  This change will make the system insert the format line, put in the correct number of returns for typing a letter, tab over to "In reply refer to:", type the station number and a slash, and prompt the user to insert the appropriate division symbol.





d.	It is recommended that the System Administrator/Operator create glossary entries for signature blocks of personnel who normally sign correspondence, for division chiefs' titles, etc.  Also, the glossaries created by Central Office can be edited further to personalize them for each division.  For example, Glossary B (format for a memorandum) can be personalized for each division to contain the division chief s title in the "from" line.





6.04		GLOSSARY COMPRESSION





a.	When a glossary document is successfully verified, an executable "object code" module is created from the ,.source code" or text that was entered.  The glossary verification process is similar to the compilation of a program in that executable object code is generated from the glossary source code.  Following the verification process, both the executable object code and the editable source code remain stored with the glossary Document ID.  When the glossary is attached to a workstation, only the glossary's object code is accessed during the recall process.  The term glossary compression refers to the process of deleting the source code from a verified glossary document.  Glossary compression is used in many word processing installations to preclude unauthorized editing of glossary documents and to conserve the disk space required to store the glossary source code.





b.	 Glossary compression is recommended for use in VBA sites that have experienced problems with users inadvertently editing the source code of a glossary document.  Since the source code is deleted when the glossary is compressed, users are no longer able to access and edit the source text.  The following steps should be followed to compress verified glossaries;





(1)	After the glossary document has been edited, verified and tested, copy the glossary document to an archive diskette using the Document Filing, Copy to Archive Diskette function.  This will ensure that a backup copy of the glossary is maintained.  If the compressed glossary document that remains on the system becomes damaged or requires additional editing at a later date, the backup copy can be retrieved from the archive diskette.  Disposition instructions for this backup copy will be forthcoming.





(2)	From the Word Processing main menu, select Edit Old Document.  Enter the glossary Document ID and press EXECUTE to pass through the Document Summary Page.  With the cursor positioned on Line I and Position I of the first page, press the DELETE key.  The system will prompt "Delete What?"; press the GO TO key; enter 999 and press the South cursor key.  All of the glossary source code (text) to be deleted will be highlighted.  Press EXECUTE to delete the glossary source code.





(3)	 After the glossary text has been deleted, a warning message (such as "THIS IS A GLOSSARY DOCUMENT AND CANNOT BE EDITED; PLEASE CANCEL IMMEDIATELY") can be typed on the first page of the glossary document to prevent operators from inadvertently editing the glossary.





6.05 AUTOMATIC GLOSSARY GENERATOR





The Automatic Glossary Generator Auxiliary function of the Wang Word Processing System is designed to super copy text from one or more standard word processing documents and then automatically convert the copied text and formats into one or more glossary entries.  Once completed, the new glossary entries can be recalled like any other glossary entry.  NOTE.- The automatic glossary generator (Document ID 9914) can be retrieved from system lOlDVB02 if it has not been installed on a system.  The automatic glossary generator offers substantial time savings for system administrators or users who need to "glossarize" any word processing document text for later recall.  Specific instructions for using the automatic glossary generator (Document ID 9914) are provided in chapter 4 of the Word Processing Systems Glossary Auxiliary Function User Manual
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