This chapter was previously M27-1, Part IV, Appendix G.  It was redesignated as M21-1, Part VIII, Section II, Appendix G in April 2000 due to a reorganization.  The content of this chapter was not changed.
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Computer File - All the information included in a particular file or record.  For example, the individual records for all minor and incompetent persons supervised by F&FE activities make up the FBS computer file.





Cursor - The blinking light on the VDT screen which indicates where you are.  When you type a letter or number, the letter appears on the screen where the cursor is blinking.





Data - Information contained or displayed in a computer record.  Also the information typed in by a user.





Data Input - The act of typing information into a computer record; also the information which has been typed in, as in the input of certain data.





Default Setting - The format established during when a program is set-up.  If you do not change this format, the program provides data in the preset format.  For example, the number of spaces between columns of data is two (default setting), but you may change this to any number from 2-10. If you make no change, the system defaults to display two spaces between columns of data.





Directional Keys - The gray arrow keys in the right center of the keyboard.  Use these keys to move the cursor around the VDT screen.





Edit Check - A function of the computer program which reviews some data input to see if it matches certain requirements.  For example, FBS edit checks determine whether a claim number has been supplied when necessary.  If not, a message appears advising that a claim number is required.





Enter - To enter is to type information into a field or a record.  Also, the name of the ENTER key and an alternate name for the RETURN key.  Press these keys to execute a command.





Error Message - A message at the lower left of the screen when an edit check detects an error.  The message tells what corrective action is required, and a blinking cursor appears at the field in question.  FBS, will not resume processing or accept any more data until the error is corrected.





Field - An area in each record where information appears.  For example, a person's file number is one field in the person's record.  The name is also a field.  A field may contain one or more spaces.
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Hard Copy - The paper or printed copy of information on a VDT screen.





Initialization - The FBS process that compiles data entered the previous day.  This occurs at the beginning of each day when the first user logs on to the system.  No access to FBS files is possible until the process is complete.





Log Off - The procedure to exit a program.  To log off FBS, press the PF 16 key.





Log On - The procedure to enter a program.  To log on to FBS, type your ID number and password, and press ENTER or RETURN.





Menu - A list of available options displayed on a screen.  Select an option from the list as you would select an item from a menu in a restaurant.  The G00 Screen is the main menu screen in FBS; on many screens, you view a menu by pressing PF 1.





Operator - A person who uses or operates a computer program, such as FBS.





PF Keys - The numbered "[P]programmed  [F]unction" keys at the top of the keyboard.  They are programmed to perform certain tasks automatically.  For example, you may cancel most operations in FBS by pressing PF 16.





Record - All the information in the computer file concerning one subject.  Most records contain different pieces of information (known as fields), but all pieces of information relate to that one subject or person.  For example, FBS has a record for each beneficiary, and the record contains different pieces of information, such as claim number and address.





Return - The RETURN key you press to begin a command or complete an action.  In FBS, press RETURN to complete updating a master record, for example.  Synonymous with ENTER.





Screen - The way information appears on the VDT.  For example, the FBS master record for each beneficiary is displayed on a G05 screen.





Scroll - To scroll is to scan a screen vertically by using the directional keys or the PREV and NEXT page keys.





Systems Administrator - The person responsible for the overall administration of a computer system (Wang, Target, BDN, etc.) and for installation of new programs, equipment, user training, and any functions involving the various automated data processing equipment on station.
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User - A person who uses or operates a program, such as FBS.  Synonymous with Operator.





VDT -  The Video Display Terminal, which displays the information.  It resemble a TV screen.
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